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Accounts Payable I ntroduction

Your Accounts Payable personnel do more than jagttipe bills. They are involved in building a réaiship with your
vendor by making sure all payments and contractadlitions are fulfilled. They also add to the batitline when taking
advantage of vendor discounts offered by payingites in a timely manner. Managing your suppliezsds while man-
aging your cash flow requires a flexible and adaletéccounts Payable system.

The Fitrix Accounts Payable module provides a ca@ahgnsive solution for managing your cash expereitut records
transactions and obligations to vendors, offerglile cash disbursement capabilities, and takeamtdge of discounts
offered for invoices paid by the discount due datee financial reports available include a payahlging report and a
future cash requirements report which provide Vallibusiness insight for cash management decisions.
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Accounts Payable - Features/Functions
Highlights

Features:

Modular Integration — Direct integration with the Purchasing and Gahkeedger modules.

Online Access To Vendor Activity and History — the vendor activity program provides a listid@l invoices entered in the
database for the vendor with flexible sort and guegic plus drilldown to payment history capaliés.

Automatic Payment Selection — Select invoices for automatic payment based tiperlue date, discount due date or vendor.
Select individual invoices for full or partial pamt.

Vendor Hold — ability to flag a vendor as “On Hold” so that@matic payment selection will not pay the vendor.
Remittance Address — supports multiple Pay-To addresses.
1099 Form — automatic creation of year end 1099 forms.

Recurring invoice capabilities — Automatically creates recurring invoices sucla asonthly lease payment without repetitive
data entry.

Remittance Advice Report — prompted after each check run to print a remittaadvices for all checks where the number of
invoices paid do not fit on the standard check.stub

Check Reconciliation Program — multiple checking account capabilities with agmam to reconcile General Ledger balances to
your various bank statements.

Use Tax — multilevel taxing capabilities for multiple ldi&s such as state, county, and city. Canadiamaadling (GST/PST) is
also supported.

Account Groups- the ability to set up a group of general ledgmoants by an account group code that is storeuthit vendor
code. This code is then used when entering vemdoides so that you do not have to remember theli§ttibution for the
invoice thereby streamlining data entry.

Reports

Reports available include:
e Vendor Aging
e Vendor Ledger
* Vendor Open Item Report
e Cash Requirements Report
¢ Check Register
¢ Outstanding Checks Report
e Check Reconciliation Report
e GL Activity By Account Number for AP Transactio@nly
e Vendor Labels

* Vendor 1099s
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| nformation Tracked by Accounts Payable

The Accounts Payable system tracks two kinds armétion:ledger information andvendor information. The sys-
tem uses both types of data to produce reportsidesgthe current condition of your accounts pdgab

Ledger information relates to your company's prafitl loss statement and balance sheet. It residesious ledger
accounts, and comprises debit and credit postmgisetaccounts. This activity results from busirtegssactions. Trans-
actions affect the amount of cash in the bankatheunt of sales or money owed in different categotand so forth.
Once entered, a transaction generates ledger aaogimformation. This is distinct from vendor imfoation.

Vendor information pertains to the specific coratitof an individual vendor's account. The systemesaendor transac-
tions in anOpen Itemsfile. Open items are transactions on which yodlietie money. Future transactions, such as
checks paid to a vendor, affect open items.

Enteringdocuments into the system generates both types of informaiide use the term "documents" to reflect the fact
that these entries are normally the computerizedrdeof actual physical documents.

There are four basic document (transaction) typ&s/P:

« vendor invoices

« vendor credits

» vendor debits

» checks to vendors

These affect both ledger and vendor informatiorergéhs another document that only affects ledgermmation— the
non-A/P check (sometimes known as a "cash disbursement"). trdscthe payment of money which does not affect any
debt to a vendor.

Basic Transaction Steps, Posting, and Audit Trails

When you enter and process an A/P document, itggsaledger and vendor information in a seriesegsstDuring the
process, the system provides opportunities fortgaatch and correct errors. It also creates ait trad so you can later
track the origin of changes to your system balances

1. Enter thetransaction into the system.

This records the physical document that repregbatgansaction and gives it a unique identifyingnber in the system. The five

types of documents are entered manually, and teciaitypes—the automatic check and the recurrimgice—can be created

by running a special process. Several of theserdents (A/P checks, vendor credits, and vendor sletétin be associated with a

previous document (called a reference documeng.réference document is the one whose balanceaigel by such entries.
2. Print an edit list.

An edit list (sometimes called a "listing") is gcet listing the documents you have entered. Tieis allows you to check and cor-
rect any mistakes you made in entering the docusnent

For vendor checks, you can make sure all datecisrate before printing the actual check forms.

3. Post accounts payable documents.

You can post documents at any time—daily, weekiynonthly. You cannot directly change a posted document. Posting updates
the vendor accounts, the open item balances, aatiesr ledger entries.
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Activity File/Audit Trail

The posting process also updatesetivity file. The activity file is your audit trail. It showsery transaction that
affects any of the balances in the system. In AotoRayable, the activity file contains two sepagattries for each
transaction—one for ledger information and anofberendor information.

Ledger activity is in the form of credits and dslaffecting the ledger accounts. If you use FiBeneral Ledger, activity
posts automatically to your General Ledger accoantschanges the account balances. If you usean@tneral Led-
ger, you can still print a summary of your A/P led@ctivity for your accountant.

Vendor activity in the activity file either increasor decreases amounts in documents in the Ggrarfile. If the activity
is a new A/P invoice, the system creates a new ipem If the activity is an A/P check, vendor dtedr vendor debit,
the system changes the balance of the existing ibgrarreferenced by that transaction.

A/P Reports

The A/P system can capture information generatelamgactions and produce a variety of reportsvimtiasic catego-
ries:
1. Reportsabout ledger information.

You can print the accounts payable ledger or timeige ledger activity file.

2. Reportsabout vendor information.

You can print vendor ledgers and aging as welleggnent due information.

End-of-Period Processing in A/P

Accounts Payable has no end-of-period processaigctirresponds directly to general ledger tasksdtof-period. You
can perform most of the A/P functions and proceasesy time.

Reference Files

The system references this information when pracgssansactions or compiling reporBeference information must
be set up prior to entering and posting transactions. This speeds up processing and is usually the saifriaformation in
Zoom screens.

Here, we will list reference files and explain whimenu and menu option to use to set up each one.
Account Groups:

Use "Update Account Groups" (Payable Ledger merietup Payables menu). This program stores theograde and
description for groups of ledger accounts. Thesegg of ledger accounts then can be easily rettieve

Account Number Range:

Use "Update Account Number Ranges" (Setup Compamuin This program stores the range of account BusrdBsSso-
ciated with each type of account: Asset, Liabildic.

Checks:
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Use "Update A/P Checks" and "Update Non-A/P Che@ksieck Processing menu). This program storesnalbsted
check documents.

Checking Accounts:

Use "Update Checking Accounts" (Setup Company mélrhiy program stores the number and descriptipedoh asset
account designated to serve as a checking account.

Company Information:

Use "Update Company Information" (Setup Companyuf€rhis program stores the name and address ofcgon-
pany for reports. It also stores department coddsdapartment descriptions. The use of these dedgstional.

Ledger Accounts:

Use "Update Ledger Accounts" (Setup Company mentlypdate Ledger Accounts" (Payable Ledger menaghEdoc-
ument in this program is one of your general ledgeounts. The program stores the account nunibeescription, an
optional subtotal group, and whether or not theantis increased with a credit or debit.

Multilevel Tax Codes:

Use "Update Multilevel Tax Codes" (Multilevel Taxemu) to enter tax codes. This program stores theddes that are
then used in "Update Payable Documents" (Payallgéremenu) and "Update Vendor Information” (Venlhdorma-
tion menu and Setup Payables menu).

Open Items:

Use "Update Vendor Open Items" (Setup Payables Jrteranter beginning balances. You may changeaipay infor-
mation in this program with "Update To-Pay Inforfoat (Check Processing menu). The Vendor Open f[iemgram
stores information about posted invoices, credino® and debit memos.

Payable Defaults:

Use "Update Payable Defaults" (Setup Payables m@&hig program stores default account numbers andor terms.
It also stores information on the four aging pesiéat the Vendor Aging report. There is also affigtlat indicates that
Accounts Payable setup is complete.

Payables:

Use "Update Payable Documents" (Payable Ledger )n&his program stores unposted invoices, credinogg and
debit memos.

Terms:

Use "Update Vendor Terms" (Vendor Information mefiiis program stores information that pertain®payment
terms. Each record stores a terms code and itsipié®a, due days, discount days, and discountereege.

Vendors:

Use "Update Vendor Information" (Vendor Informatimenu) or "Update Vendor Information” (Setup Pagalsthenu).
This program stores the vendor code, business naayetp addresses, and many default values fandinidual vendor.

Void Checks:

Use "Void Posted Checks" (Check Processing merhi$. @rogram stores the document numbers of checksid.
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Different Databases & Data Sets

Fitrix Business products come with two distinct sets of data. tandard" data set contains only the data requdrean
the software (such as standard messages), artteiswige an empty database ready for you to addiyeulata: the
"sample" data set contains data that is used forials and other training purposes. While youri¥installation may
include several different databases used for diffepurposes with database names such as 'lieehpte’, 'standard’, or
‘training’, each database will be installed wittheir the 'standard’ or 'sample’ data set. Databaseyy the 'sample’ data
set are used so that anyone who is new to themsysta see examples and run options without riglaofage to the real
accounting data of your company.

In addition to the standard and sample data siéfisreht company databases may be set up for ymies by your
authorized Fitrix reseller so that you can run ipidtcompanies. The name of the current compadisidayed on the
top left portion of the menu.
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A/P Accounting Cycle

e The basic processes that make up the A/P Accau@rtle

* Menus and menu options involved in A/P Setup

e Menus and menu options involved in processing thdRsactions

« Activities and associated menus and menu optiovaved in A/P end-o-f period activities
« Activities and associated menus and menu optiovdved in A/P year-end activities

e How data flows through the A/P system
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Accounts Payable Cycle

The accounting cycle for Accounts Payable follohes basic Fitrix Cycle. After the general compantugerocedure,
there are A/P specific setup, transaction procgssind end of period activities.

A/P
Setup

A/P
Transaction

Processing

A/P
End of Period

2-2 A/P Accounting Cycle



Fitrix Accounts Payable User Guide

Accounts Payable Setup

Setup for the Accounts Payable module involvesnitedi default values for various accounts and preegsentering
vendor information, and recording and verifyingstixig open items.

Vendor Information

Fitrix 5.20 Database: bettyb Printers: Lexmark2/lLexmark 2

File ‘“iew Ewxecute Seftings Help

el =2@

Ut 3 Accounts Payable

e SIS 3 vendor Information

3 Actoll B 2 Check E d Update vendor Terms
Order| 5

=

3 Vendor e PrintVendor Terms
Inventc[ﬁ 4 Setup ﬂ Exit
Purche B 7 Multileven 1 ax

m

Multict &5 3 Administration

o

Fayroll 2= 9 Setup Company
Fixed}ﬂ Exit

Replenishment

@ @

o

Report Writers

errooooppopororn@

Exit

* Update Vendor Terms (required)
This option is used to enter vendor terms and @itaria.
e Print Vendor Terms (optional)

This option prints out a listing of vendor termsldarm criteria.
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Setup Payables

Fitrix 5.20 Database: bettyb Printers: Lexmark2/lLexmark 2

File ‘“iew Ewxecute Seftings Help

el =2@

Ut 3 Accounts Payable
el T 4 Setup Payables

3 ACCOUt By 3 Check E a Update Payable Defaults
4 Orderlfsy 3 vendo b Print Payable Defaults

3 Invent /= 4 Setup E| ¢ Update Account Groups

6 Purch: g 7 Multile' 51 g Print Account Groups

7 Multict £ 8 Admin B e Update vendor Infarmation
& Payroll B 9 setup E| 1 Update vendor Pay-To's

9 Fied /S Exit = o Printvendor Information

a Replenishment @ h Update Vendor Open ltems

coocopooopopopo@R

h Report Writers i Printvendor Open lterms

o] Ext [E | Undate 1099 Cash Accounts

E k Update Payment Methods

&) Exit

Payable Defaults

» Update Payable Defaults (required)

Default values for payment terms and the ledgepaticnumbers for cash and discount for A/P areupet
through this option. Aging criteria are also essti®#d here for A/P. During transaction processihgny of the
above are not explicitly specified, the system ptikthese defaults for the appropriate entryir@ethe value in
the Accounts Payable Setup Complete? field to $vthe last step of the setup procedure. While youreverse
this by setting the Accounts Payable Setup Compleaek to "N", we do not recommend it.

» Print Payable Defaults (optional)

This option prints out a listing of data enteresbtigh "Update Payable Defaults" (Setup Payablesuinen

Account Groups

» Update Account Groups (optional)
This option is used to enter and maintain accoumups.
* Print Account Groups (optional)

This option prints out a listing of account growyith code, description, and ledger accounts.
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Vendor Information

e Update Vendor Information (required)

This option is used to enter and maintain venddress and detail information.
« Update Vendor Pay-To's (optional)

This option is used to maintain additional vendidrass information.
* Print Vendor Information (optional)

This option prints out a listing of vendor inforrat sorted by vendor code.

Vendor Open ltems

« Update Vendor Open Items (required, one time only)

This option is used to enter, modify, and deletsstamding vendor invoices. You can only update afgms
before setup is complete.

e Print Vendor Open Items (optional)

This option prints a report, sorted by vendorjigtopen items entered during setup.

1099 Cash Accounts

« Update 1099 Cash Accounts (optional)

This option designates certain cash ledger accdani®99 cash purposes. This step is optionalcamdoe done
before or after setup is complete.

Update Payment Methods

This option is used to set up the payment methatisithen used when setting up your vendors. aoAnts Pay-
able, the payment code will be "AP" and the payntygme will be "A" meaning you have terms with yauandors.

Setup Complete

Telling the system that setup is complete is teedtep before transaction processing can begim pfticedure is as fol-
lows:

Find the Accounts Payable Setup Complete? fietdeabottom of the Update Payable Defaults screbis. Y/N field,
when set to "Y", automatically totals existing om A/P transactions, displays this amount, amdnpts you to verify
that no additional A/P setup entries will be needatter "Y" to pro- ceed with posting of all A/Papitems.

If A/P setup is complete and additional pre-setpproitems are found and need to be entered, youesay this field to
"N". This warns you that all A/P transactions vki# deleted and that the open items will remaithdh prompts you to
continue. If you enter "Y" to continue, all trantans are backed out from the A/P posting tabliesahsaction process-
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ing has not been started, no harm is done singepratsetup open items have been posted. Now yed teeenter only
the additional open items and set Accounts Payaétep Complete? to "Y" again. The additional ogems plus the
original open items will post at this time.

If you have started processing transactions (igngpjces are entered and posted, checks are ergrdcepdosted, etc.) and
the Accounts Payable Setup Complete? field is tes#", ALL posted transactions, i.e., posted gagalocuments and
pre- setup open items, are deleted from the A/Bngptables. This is generally not a good ideagesinot only will all
A/P postings be deleted, but there will be no effecthe General Ledger posting tables, leavinhanpA/P transactions
in the G/L posting tables. The ability to reset Sgots Payable Setup Complete? back to "N" is pilynfor entering
additional pre-setup open items before transagtionessing has started. If you need to changedghgomplete flag
from "Y" back to "N", please consult your reseller.
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Accounts Payable Transaction Processing

Transaction processing for Accounts Payable inwbreating and postingayable documentsn the system (which
correspond to vendor invoices or other bills), #reh processing checks to pay these bills. .

Payable Ledger

Fitrix 5.20 Database: bettyb Printers: Lexmark2/lLexmark 2

File ‘“iew Ewxecute Seftings Help

el =2@

Ut 3 Accounts Payable
e =MW | payable Ledger

3 Accoui gy 2 CheckE a Update Payable Documents

4 Orerlgs 3 vendoE b print Payable Listing

5 Inventt &5 4 Setup ¢ PostPayable Documents

=

=

=

=

=

= B Purhigy 7 Multile 57 Eyip
= 7 Multicl @5 3 Administration
5 B Payollgs 9 Setup Company
= 8 Fixedﬂﬂ Exit

=
=

a Replenishment

b Report Writers

&) Exit

Update Payable Documents

Documents are initiated through the Update Pay@abliments menu option, including entry of vendor
invoices, credit memos, and debit memos, and lgpdiiny recurring-type A/P documents set up orstistem.
Accounting groups can also be used with this scfeedata entry.

Print Payable Listing

Before posting payable documents, you must primttit listing, using the "Print Payable Listingtion, to
check for erroneous entries.

Post Payable Documents

Once the edit list is approved, the Post Payableubents option can be selected. All documents @se&ed to
the A/P posting tables and also to the G/L podiides, and a posting report is printed listingdaltuments that
posted and assigning a unique document numberto ea

Posting documents also updates or creates operbatmces. For new invoices, an open item is cdefatethat
vendor. For a credit or debit memo, existing ogems are updated to reflect new balances. In atdi€redit
and Debit memos can be their own unique open itera feference is made to an existing invoice.
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Check Processing

Fitrix 5.20 Database: bettyb Printers: Lexmark2/lLexmark 2

File ‘“iew Ewxecute Seftings Help

el =2@

Ut 3 Accounts Payable
el (il 2 Check Processing

3 AccOUt S 2 Check a Print Payments Due Repart
4 Orderl 5 3 vendo E b Update To-Pay Information
3 Inventt & 4 Setup = ¢ Create Automatic Checks

B Purch: /5 7 Multile

E d Update Non-A/P Checks
! Multicl &5 5 Admin e Update AP Checks
g Pavroll = g9 getup
8 Fixed £ 5] Exit

a Replenishment

f Print Check Listing
g Print Checks

h Post Checks

coocopooopopopo@R

b Report Writers

&) Exit

i Check Processing Reports
j Reconcile Checking Accounts

k Woid Posted Checks

B W@ e R E

z Update Batch Maintenance

&
m
=
=

* Print Payments Due Report

This option prints a list showing the invoices éarch vendor and the amounts and to-pay dates s thaoices.
This report can also be printed for a single veratarash account. This option will prompt you taeegrihe cur-
rent and next check run dates, vendors, and cdglei@ccount numbers.

» Update To-Pay Information

To make payments that differ from those listedrenreport, the Update To-Pay Information menu apsaised.
It allows you to pull up all open items and to cgarthe amount to pay, date to pay, discount amoumtiscount
date.

* Create Automatic Checks

When all information is satisfactory, check progegsan begin. The "Create Automatic Checks" optidh
automatically generate checks based on the payrdeatthat display on the Payments Due Report and on
updates to those payments made by the user thtbadhpdate To-Pay Information option. Checks geedra
with Create Automatic Checks can be accessed thrthey'Update A/P Checks" option.

Checks are not actually printed out at this pdiat,are loaded into the Update A/P Checks inpwgestrwhere
the user can make any necessary changes or dsleNaaport prints out a listing of the checks leddnto this
screen.

» Update Non-A/P Checks
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Use "Update Non-A/P Checks" to enter checks forAoccounts Payable purchases. Non-A/P Checks ak use
mostly for cash purchases that do not affect astiegi debt to a vendorou must set up a Non-A/P vendor in the
Vendor Information file before you can process a check, even if you will have only one transaction for that ven-

dor. The Vendor field on the data entry form is for gfagee of the non-A/P check. You can use Zoomlacsa
vendor from the Vendor Information file.

Non-A/P checks post along with A/P checks, butteaeked separately in the A/P system.

Update A/P Checks

This option is used to change and delete autoroagcks created by the Create Automatic Checks anogr
Print Check Listing

Before printing and posting checks, the Print Clddkting program is run to allow you to verify abecks
entries made (both A/P and Non- A/P). This progranst be run prior to printing and posting checks.

Print Checks

Checks may then be printed with the Print CheckeopYou are prompted for the beginning check nemb
Checks must be printed before they can be posted.

Post Checks

Finally, with the Post Checks option, A/P checles posted to the A/P posting tables and all cheoéth(A/P
and Non-A/P) are posted to the G/L posting tabdegosting report prints a list showing all checkattwere
posted. The posting of checks updates open iteambas for each vendor.

Void Posted Checks

Once posted, checks cannot be changed. Postedsamagkhowever, be voided if they are incorrectibing the
Void Posted Checks option. You are prompted forctieck number. When a check is voided all invop=gd on
the check are again open AP invoices.

Print Void Check Listing

After a check is voided, you must print out a figtiof void check documents with vendor and ledgepant
detail. This list is used to validate data entgnirthe Void Posted Checks screen.

Post Void Checks

Once the voice check listing is printed, the voidadck can be posted. The Post Void Checks optaaessthe
account information and updates the A/P open itelartes. It also prints a Post Void Checks report.
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End of Period

End of Period activities for Accounts Payable cehef printing various ledgers and reports.

Reports and Journals

Payable Ledger

= e Print GIL Activity
@ f Update Ledger Accounts

e Print G/L Activity

A G/L Acitvity report from A/R is available whiclists debits and credits posted to each ledger atdouthe
period. Only the adjustments initiated by A/P dreven. This report is generated from the Print Gétivity
option and can be printed in detail or in summayrt. You are required to input the period starting ending
dates.

» Print Payables Journal

This report prints a listing of debit and credfionmation for posted payable documents and chddiereport is
sorted by system-assigned document number. Yoreqrared to input the period starting and endingsla

Check Processing

2 Check Processing

[B= i CheckProcessing Reports

e Print Check Journal

This report prints debit and credit information fmrsted checks only. You are required to entepénsd starting
and ending dates.

Check Processing Reports

i Check Processing Reports

= a Print Reconciliation

= b Print Qutstanding Checks

= ¢ Print Check Repister

= d Print Cash Dishursements Journal

&) Exit
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Print Reconciliation -

This report lists the beginning balance, each tratien that affected the checking account, andchaing bal-
ance sub-totaled by original journal and date.

Print Outstanding Checks

This report lists, by check number, all posted &bdor the cash account and date range specified.

Print Check Register

This report lists by check number all posted chdokshe cash account and date range specified.
Print Cash Disbursements Journal

This report lists debit and credit information farsted checks.

End of Current Period

1 Payable Ledger

h Create Recurring Documents
Create Recurring Documents

When performing end of period activities, documeangsked as recurring in Update Payable Documenyshaa
copied in for the next period's transaction proeessThe code specified in the Recur field is présdpfor and
then all recurring documents tagged with that cadecopied into the Update Payable Documents sciéwse
documents can then be modified or deleted justrbgilar payable documents.

2 Check Processing

@ j Recancile Checking Accounts

Reconcile Checking Accounts

The Reconcile Checking Accounts option providesag # reconcile cash ledger accounts from whichrpants
are made with the corre- sponding bank checkingwaus. All postings affecting the checking accoanat
placed into the Reconcile Checking Accounts inputan. They display on this list until marked asacéd (with
an X), and are then deleted. Cash ledger accouaifsble on this input screen are those which wiegnated
as checking accounts through the Update Checkimgutds option during company setup.
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Vendor Information

3 Vendor Information

= PrintVendor Ledger
= o PrintVendor Aging

B h PrintVendor Cash Reguire.

» Print Vendor Ledger

This report prints a listing sorted by vendor dfpaisted activity for each vendor. You are requi@éhput the
period starting and ending dates.

e Print Vendor Aging

This report prints an aging report of vendor ogems in either summary or detail form. You mustc#yeaging
date, aging method, and vendors to be included.

* Print Vendor Cash Requirement

This report prints a future aging of vendor opemis in either sum- mary or detail form. You mustcfy aging
date, aging method, and vendors to be included.
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Accounts Payable End of Year

A/P has a special phase in which some year-enckpsorg is done. At year- end, process 1099’s witliih

3 Vendor Information

= j vendor1099's

* Create Vendor 1099’'s
* Update Vendor 1099’s
¢ Print Vendor 1099's
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Menus Overview

* How to load the Fitrix System
* How to load and access the Accounts Payable maitum

e Principle Accounts Payable menu options
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Loading and Accessing Fitrix

This section will show you how to enter the Fitigcounting System menu, and the Accounts Payabie manu. It
will also briefly cover the various A/P menu optsoand their functions.

How to Load the Accounting System Menu

The Fitrix Accounting System menu lists all modutesrently installed on your system. Therefore,rygystem menu
will resemble, but may not be identical to, thet8ys menu illustrated here.

rroroererroreeoe

Fitrix 5.20 Database: bettyb Printers: Lexmark2/lLexmark 2

File ‘“iew Ewxecute Seftings Help

dvmE2m

&) Exit

1 General Ledger
2 Accounts Receivable

3 Accounts Pavable

© Copyright 2007
4 Order Entry Fourth Generation

Software Solutions, Ine.

A Inventary Contraol
B Purchasing

T Multicurrency

8 Payrall
9 Fixed Assets
a Replenishment

b Repaort'Writers

Statuz Idle Socket: zock224/10.0.0.95/20020

What the System Menu May Contain

Depending on the modules that you have installedr, itrix Accounting System menu may contain anglbof the fol-
lowing modules as menu options:

3-2

General Ledger: Manages your general ledger. General Ledger (i5/ah information center for all other Fitrix
modules. G/L allows you to define ledger account$ account groups, create recurring documentdittonate
entering the same basic transactions repeatedig) past to the appropriate accounting periods. @fvides
immediate, online G/L information.

Accounts Receivable:Automates your company's billing procedures. ActsiReceivable produces standard
customer invoices, statements, ledgers, and agjpgrts. It also provides online access to thisrégion.

Menus Overview
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e Accounts Payable:Automates your bill-paying procedures. Ensures thistounts are taken when available,
vendor payment information is tracked, and expeasegosted to the appropriate accounts. Accoumyalie
provides immediate, online payables information.

e Order Entry: Automates the complete ordering process, whicludles standard orders, credit/debit memos,
and back orders. Order Entry provides immediatéranaccess to order information.

* Inventory Control: Automates the process of receiving, shipping sfieming, and adjusting inventory. As with
all Business modules, real-time access to your data is provided.

e Purchasing: Automates the purchasing of inventory.

< Payroll: Automates the payroll system, while providing tiser complete flexibility in defining the logic foal-
culating employee deductions, employer obligatiams] earnings categories.

* Multicurrency: Used to setup foreign currencies, exchange ratesto run customer and vendor reports in their
home currency.

« Fixed Assets:Tracks fixed asset, and related depreciation apdettiation schedules.

« Replenishment:Used to automatically create vendor purchase otused on item usage and/or sales.

How to Load the Accounts Payable Main Menu

Fitrix Accounts Payable handles the processing/Bfthansactions, including invoices, credit menaahit memos, and
payments. Accounts Payable also produces a varfiegports. Select Accounts Payable from the Fxéxounting Sys-
tem menu to display the Accounts Payable main menu.

The Accounts Payable main menu

Fitrix 5. 20 Database: bettyb Printers: Lexmark2{lexmark 2

File “iew Ewscute Seftings Help

Sl =Z2@

i c-ild 3 Accounts Payable

2 AttoUtiis 1 Payable Ledger

3 Accoltz5 2 Check Processing

h ® Copyright 2007
4 Orderlizy 3 Vendor Information Fourth Generation
Software Solutions. Ine.

9 Inventt =5 4 Setup Payables
B PUrEhs B 7 Multilevel Tax

7 Multicl g5 8 Administration

8 F'ayrUHE;| 9 Setup Company
9 F\xed#ﬂ Exit

a Replenishment

trroCcoROCODED

b Report Writers

& Exit

Status Idle Socket sock224/10.0.0.95/20020
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All modules are organized with the most frequentgd functions displaying first on the menu.

The A/P main menu contains the following options:

3-4

Payable Ledger:Used to update, print, and post payable documéngsovides options for updating ledger
accounts and account groups. Recurring documentbeanaintained. You can print the payables jouama
GI/L activity.

Check ProcessingProvides functions that pertain to check processhutomatic checks can be created. Checks
can be voided. Checks and several reports canitteqbr

Vendor Information: Provides functions that allow you to setup andnt@m vendor records. Payment terms
can be updated. A variety of vendor reports caprivged.

Setup PayablesUsed to setup the Accounts Payable system. Matiyeobptions on this menu are options that
maintain reference files that are used throughmaitccounts Payable system. These files includeptiens for
maintaining the Payable Defaults file, the Vendiey, the Account Groups file, and updating 109%hcascounts.

Multilevel Tax: Used to update and print tax codes and tax grotms.can also print Multilevel Tax analysis
reports which show the information in the MultiléW@x activity file.

Administration: All Fitrix modules incorporate this menu, whichsharograms that relate to system adminstra-
tion activities.

Setup Company: This menu is used extensively when you are fielireg up your Accounts Payable system.
Company and account information is entered thrahghmenu. Setup information for account numbegesn
and checking accounts is entered here as wellddiitian, you can specify the database you want déokwn
through the Select Different Company option.

Menus Overview
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Accounts Payable Task Menu Options

In this section we will present a brief look at tfegioustask menuscalled from the A/P main menu, and examine briefly
the various menu items and the functions they perfo

We use the term "task menu" for the submenus disglafter you select an option from the A/P maimme

Payable Ledger Menu

The Payable Ledger menu is the most frequently st of the Accounts Payable System. Use this neanter,
print, and post invoices, credit memos, and dekinws. This menu also contains options for maintgitine Ledger
Accounts file and the Account Groups fiRecurring documents representing transactions that recur periodican
also be created.

The Payable Ledger menu:

Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2

File ‘“iew Ewxecute Settings Help

demiEg@

Ut 3 Accounts Payable
Caalis il payable Ledger

3 Accour
B 2 check [F a Update Payable Documents
4 Orderlh 3 Vendo

@ Copyright 2007
Fourth Genaration
Software Solutions, Inc.

b Print Payahle Listing

5 Invertt g 4 setup ¢ Post Payable Documents

B Purch: i 7 multiler d Print Payables Journal

0 R o=

7 MUttt &5 & Admin e Print GIL Activity

8 Payoll g 9 Setup f Update Ledger Accounts

]

[

9 Fired /G Exit E g Update Account Groups
2 Replenishrmsnt

m

h Create Recurring Documents

coooocooooEe@

b Report Writers

0B | i@ [

z Update Batch Maintenance

&) it 5 Exit

Status |dle Socket sock224/10.0.0 95/20020

This menu contains the following options:

« Update Payable DocumentslUse this option to enter and modify vendor invejceredit memos, and debit
memos.

« Print Payable Listing: Prints a listing of all vendor invoices, credit mas, and debit memos not yet posted.
This report must be printed prior to posting anddu® verify data-entry accuracy.

« Post Payable DocumentsPosts payable documents to the Vendor Open Itenafitl the Ledger Activity file.
This process creates open items and produces d.repo
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» Print Payables Journal: Prints a report of posted A/P documents and tedicand debit amounts the docu-
ments created.

e Print G/L Activity: Prints a report of the credit and debit amounésited by posted A/P documents sorted by
ledger account number and department order.

» Update Ledger Accounts:Use this option to maintain the Account file.
» Update Account Groups:Use this option to maintain the Account Groups.fil
» Create Recurring Documents:Creates new unposted versions of recurring doctsnen

» Update Batch Maintenance:If batch control is turned on in Update PayabldaDks and approval is required
prior to posting transactions, use this programgprove batches. See tBetting Sarted with Fitrix manual for
more information on Batch Control.

Check Processing Menu

The Check Processing menu contains options ttatalbu to write and record checks to pay vendooiices or other
bills. These include options that allow you to ¢eeautomatic checks, and to print, post, and vbitks.

The Check Processing menu:

Fitrix 5.20 Database: bettyb Printers: Lexmark2/Lexmark 2

File View Ewecute Settings Help

flemizZz@

Fitrix 5.20
= | &2 3 Accounts Payable E !
' f
cali et 2 Check Processing J

3 Accouipsy 2 Check [E) a Print Payments Due Report

© Copyright 2007
4 Orderl @y 3 vendn B b Update To-Pay Informatian Fourth Ganeration

Softwara Solutions, Inc.
5 Invenlt &5 4 Selup ¢ Create Automatic Checks

6 PUrehi B 7 MuMile' @) o Update Mon-A/P Checks
{ Multiel By g admin e Update AP Checks

3 Payroll B4 g Setup
2 Fixed!ﬂ Exit

a Replenishment

T Print Check Listing
o PrintChecks

h Post Checks

gocoooopopopeoow

b Reportiiriters

&) et

i Check Processing Repotts

[i Reconcile Checking Accounts]

k Void Posted Checks

Z Update Batch Maintenance

B 0meE D ED D e

=
T
=

Status Idle Socket: sock224/10.0.0 95/20020

This menu contains the following options:

» Print Payments Due Report:Prints a report showing the payments due by the et you enter. This report
shows the checks that will be created by the Cr&atematic Checks process.

» Update To-Pay Information: Use this option to change the date to pay, theuaitrto pay, or the discount to take
for any one payment.
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e Create Automatic Checks:This option creates checks for payment that dysptathe Payments Due report.

< Update Non-A/P Checks:Use this option to enter checks for non-A/P itemd to record any cash expenditures
and post those expenditures to the appropriateuatso

« Update A/P Checks:Use this option to add or modify checks before thee printed and posted.

e Print Check Listing: Prints a listing of checks. Examine the chedinigsfor accuracy before you print and post
checks.

« Print Checks: Prints the checks after you examine the chedkdjgbr accuracy.
» Post Checks:Post checks to the Open Item and Ledger Activiiggf This option prints a Check Posting report.

e Check Reconcilation Reports:Contains the following options: Print Reconciliatj Print Outstanding Checks,
Print Check Register, Print Cash Disbursementsnabur

« Reconcile Checking AccountstJse this option to reconcile your checking acceunt
* Void Posted ChecksUse this option to mark checks to void. This s finst step in the check voiding process.

< Print Void Check Listing: Prints a listing of the checks to be voided. Examtinis listing for accuracy before
you post voided checks.

« Post Void Checks:Post voided check information to the Vendor Opemlaind Ledger Activity files.

Vendor Information Menu

This menu contains options that pertain to vendfarimation. With this menu, you can maintain thadier and Terms
files. You can print labels and vendor terms, veriddgers, and vendor aging reports.

The Vendor Information menu:

Fitrix 5. 20 Database: bettyb Printers: Lexmark2/lLexmark 2

Fie ‘iew Execute Settings Help

de¢mEgE

L =i 3 Accounts Payable
e - Bt 3 vendor Information

=

=

= 3 Accourpsy 3 Check [E 3 Update Vendar Information
B 4 Orderlgs 3 vendo B b Printvendor Information
5 5 Inventt & 4 Setup g5 ¢ PrintVendor Lakels

B B Purcheps 7 Multile' & o Update vendor Terms
=
=
=
=
=

7 Mullicl &5 B Admin (= ¢ Printvendor Terms
8 Payolley 8 Setup & f Printvendor Ledger
9 Fined/ S Exit B o Printvendor Aging

a Replenishment B h Printvendor Cash Require
b ReportWiiters g i Printvendor Open ltems
] Bt E5 J vendor1099's
o] Exit
Status Idle Socket: sock224/10.0.0.95/20020
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This menu provides the following options:

Update Vendor Information: Use this option to maintain the Vendor file. Withis option you may also view
open items, payment activity, and pay-to addredssration.

Print Vendor Information: Displays a submenu with options for printing imf@tion from the Vendor file. The
reports can be sorted by vendor name and code.

Print Vendor Labels: Displays a submenu providing options for printuggndor labels. The labels may be sorted
by vendor name, vendor code, or zip code.

Update Vendor Terms:Use this option to modify or add billing terms.
Print Vendor Terms: Prints a listing of the vendor terms.

Print Vendor Ledger: Prints a listing of posted transactions sortediéaydor code. Each vendor's transactions
are printed on a separate page.

Print Vendor Aging: Prints an accounts payable aging report. Printviimedor Aging report in summary or
detail format.

Print Vendor Cash Requirement: Prints a cash requirement report. Print the Vei@imh Requirement report in
summary or detail format.

Print Vendor Open Items: Prints a listing of vendor open items.

Vendor 1099's:Use this option to create, update, or print veridi$9's.

Setup Payables Menu

Through the Setup Payables menu, enter basic iatdtsmrequired by the Fitrix Accounts Payable syste

The Setup Payables menu:

3-8

Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2

File ‘“iew Execute Seftings Help

demER@

 €d 3 Accounts Payable
2 Accoll 5 1 Payabl i) Setup Payables

3 Accoutigy 2 Check B a Update Payable Defaults

© Copyright 2007
4 Ordetlis 3 vendo E) b Print Payable Defaults R e oty

Software Salutions, Inc.

5 Inventt iy 4 getup [E| c Update Account Groups
G Purchi g 7 Multile' = g Print Account Groups

7 Multiet & 3 Admin [E| e update vendor Information

& Pavrollf5 9 getup B 1 Update vendor Pay-To's
9 Foed £ G Exit B g PrintVendor Information

a Replenishment @ h Update Yendor Open ltems

rcooooOoODOR

b ReportWriters i PrintWendor Open ltems

& Exit ] j Update 1093 Cash Accounts

B & Update Payment Methods

&f Exit

Status |dle Socket snck224/10.0.0 95/20020
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This menu provides the following options:

Update Payable DefaultsUse this option to enter defaults used throughimaitAccounts Payable system.
Print Payable Defaults: Prints a listing of information entered using thedate Payable Defaults option.
Update Account Groups:Maintains the Account Groups file.

Print Account Groups: Prints a listing of account groups set up withthpelate Account Groups option.

Update Vendor Information: Maintains the Vendor file. With this option yowsalview open items, payment
activity, and pay-to addresses.

Update Vendor Pay-To's: Maintains vendor payment Addresses. In additioa tmain address a vendor can
have multiple payment addresses. This file stdresd additional payment addresses.

Print Vendor Information: Prints a complete listing of vendor records. Vasduoay be selected for printing by
vendor name or vendor code.

Update Vendor Open Items:Use this option to enter vendor beginning balamesg the setup phase.
Print Vendor Open Items: Prints a listing of vendor open items.
Update 1099 Cash AccountsDesignates and maintains which cash accounts H@&@ireporting.

Update Payment Methods:This option is used to set up the payment methatlis then used when setting up
your vendors. For Accounts Payable, the paymere golll be “AP”, and the payment type will be “A” raaing
you have terms with your vendors.

Multilevel Tax Menu

This menu contains options that set up the interfatween A/P and the Multilevel Tax features.

The Multilevel Tax menu:

Fitrix 5. 20 Database: bettyb Printers: Lexmark2/Lexmark 2

Fie ‘iew Ewecute Seftings Help

demb=E=z2@

i cild 3 Accounts Payable
= RN 7 Multilevel Tax

3 ACCOUTES 3 Chieck & a Update Multilovel Tax Codes
4 Orderl &5 3 vendo B b Updale Multilevel Tax Periods
S Inventt &5 4 Setup E ¢ Update Multilevel Tax Groups
B Purche b 7 Muttle [ o Print Multilevel Tax Codes

7 MulicL &5 g Admin 5} e Print Multilevel Tax Groups

8 Payoll i 8 Setup B 1 Print Multilevel Tax Analysis

g Fmedfﬂ Exit ﬂ Exit
2 Replenishment

rerpoproREORD

b ReportWiriters

&) Exit

Status Idle Socket: sock224/10.0.0.95/20020
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This menu provides the following options:

« Update Multilevel Tax Codes:Use this option to enter the Multilevel Tax codee, and ledger accounts for the
tax code.

* Update Multilevel Tax Periods: Maintains the tax periods for companies that ugkiphe-level taxes.

e Update Multilevel Tax Groups: Maintains Multilevel Tax groups. Tax groups arediséhen there are two or
more taxes for a single line item. Multilevel Tavogps are valid only when the Use Multilevel Taxo@ps field
in the Update Company Information screen prograseigo "Y".

» Print Multilevel Tax Codes: This report prints the information entered throldgdate Multilevel Tax Codes.
» Print Multilevel Tax Groups: This report prints the information entered throldpdate Multilevel Tax Groups.

» Print Multilevel Tax Analysis: This report prints a detail report or a summaporeof the Multilevel Tax infor-
mation posted to the Multi- level Tax activity file

Administration Menu

See Chapter 1&dminstration, for more information on these programs.

The Administration menu:

Fitrix 5.20 Database: bettyb Printers: Lexmark2/l.exmark 2
File ‘iew Ewxecute Settngs Help

demEg@

£ 3 Accounts Payable
Bt &g Administration

3 Accoltpsy 3 Check g a Check Database Status

® Copyright 2007
4 Order l&5 3 vendo E b CheckDatabase Connections Fourth Genaration

Software Solutions, Inc.

5 Inventt & 4 Setup 2k d Export Database

6 Furchipy 7 Multile' g o Update Datahase Statistics
7 Mullict g 8 Admin &= Purge activity

2 Pavollfs 6 Sep b 5 shutdown Datahase

9 Fed £ G Byt ¢t Startup Database

a Replenishraent @ z Update Batch Information

b Report Writers ﬂ Exit

&f Exit

rcooooOoODOR

Status |dle Socket sock224/10.0.0.95/20020

Setup Company Menu

Under the Setup Company menu you setup a varigiam@meters that apply to all FitiBusiness modules. Company
name and address, ledger accounts, and accounenuamyes are maintained using this menu.

The Setup Company menu:
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Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2

File ‘“iew Ewxecute Settings Help

demEZ2@E

i c-c: 3 Accounts Payable
2 Accoul b5 1 Payablif] Setup Company

3 Actoutipy 7 Check B a Update Company Information

© Copyright 2007
400e Gy 3 Yentp & b Print Company Information R

Software Solutions, Inc.

5 Inventt =y 4 Setup @ ¢ Update Account Number Ranges
6 Purchi /5 7 Multile' 5 4 Print Account Number Ranges
7 Mutict & 8 Admin E e Update Ledger Accounts

& Fayroll5 9 Setup & 1 Print Ledger Accounts

9 Fixed ¢ 3] Evit Bl g Update Checking Accounts
a Replenishrment &

h Select Different Cornpany

cErrroCroDODREDRE

b Report'riers 5] Esit

&) Exit

Status Idle Socket: sockz24/10.0.0.95/20020

The Setup Company menu provides the following oytio

Update Company Information: Allows you to set up the business name and adddesmrtment codes, and
department descriptions.

Print Company Information: Prints a hardcopy record of what has been setnaeruthe Update Company
Information option.

Update Account Number RangesAllows you to establish the account number ranfgesach category of
account. In other words, you are able to specifatwiange of account numbers are to be treated a®r@u
Assets, Fixed Assets, Current Liabilities, andathf

Print Account Number Ranges:Prints a hardcopy record of the account numbegasarthat have been set up
with the Update Account Number Ranges option.

Update Ledger Accounts:Allows you to establish ledger account numbers toair descriptions, assign an
account to a subtotal group (for reporting purppssstup a default for the Increase with Credi#Rifiand estab-
lish whether the account number can be used whtenieg journal entries.

Print Ledger Accounts: Prints the ledger account information set up utldeUpdate Ledger Accounts option.

Update Checking Accounts:Allows you to specify any asset account as a cingchccount for a given depart-
ment within the company, or for the company as aleshyou may find it useful to specify more tharearheck-
ing account per department or company, so thataimkxpenses can be controlled through the sanmuatc

Select Different Company:Allows you to specify which database you want trkwith. For example, when
you are first learning how to use this module @& @aining new operators, you may choose to usesdhgle
database, rather than the standard (your compafatahase.
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Company Setup Menu

The Setup Company Menu contains the following tepic
e Setting up Company Information
e Account Number Ranges
* Ledger Account Numbers and Descriptions

« Desginating Checking Accounts
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Order of Setup Seps

When you set up reference files, the order of sitegssigned so that earlier steps add informdtiahcan then be
accessed automatically in the course of later stegpanstance, once you have set up account nurahges, any time an
account number is entered the system can autorhatethyou what type of account it is (for exareplwhether it is an
asset or liability account). Conversely, if you toyperform setup steps out of order (for examgeéting up account num-
bers before defining account ranges) you may défieasystem’s capacity to provide useful data-eintigrmation
through automatic lookups.

The setup steps that apply to all Fitrix modulesrfgrmed through options on menu 9, Company Setaipunare cov-
ered in detail irLearning Fitrix. They are discussed here because the informdteyninclude forms the basis for later,
G/L-specific setup steps.

For example, ledger accounts are typically sengdémpany-wide use through the Company Setup rfreeau 9),
available in any Fitrix module. Account Groups, @lhassign a code to a certain selection of thatgeleaccounts for
data-entry purposes, are set up through the LeSiggeip menu (menu 4) of G/L.

Reference | nfor mation Options

Options on th&€Company Setup menu are used to create the basic structures of the @&e-Ehart of Accounts and any
sub-departments you choose to set up within yoonmpamy.

The Setup Company Menu:

B 1 Genery 1 General Ledger
SRR Y 9 Company Setup

& 3 Accout iy 3 Rec a Update Company Information

B 4 Orderlisy 3 Ledge b Frint Company Information

B 8 Inventiiy 4 Ledge B ¢ undate Ascount Nurber Ranges
B B Puchipy 7 Multiler @ g Print Account Number Ranges
By 7 Multict &5 8 Admin [E e Update Ledger Accounts

B 8 Payroll gy 8 comp; & 1 Print Ledger Accounts

B 9 Fixed /5] Exit B o upaate ch counts

& a Replenistment 4 1\ geiet Diflorent Company

] Ext 9] Exit

Status Ide Sacket sock224/10.0.0.95/20020

Menu options for reference file setup:

e Update Account Number Ranges (9-c) allows you to define the number of digits that vié the standard for
your ledger accounts, and to define the limitshef tumeric ranges that correspond to different auictypes.

» Update Ledger Accounts (9-€) is used to create or modify your Chart of Accoutits also used to specify con-
tra accounts and to set up optional subtotal grofipscounts for reporting purposes.

» Update Checking Accounts (9-g) (optional) is used to designate certain cash adscam checking accounts.
This allows you to use the check reconciliatiortdezin Accounts Payable.
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Information Checklist for Reference File Setup

Decide on company divisions that will be assigdedartment codes for reporting purposes (or usddfault of
a single department “000").

If using departments, create department codep ¢ three characters.
Decide number of digits to be used in account nennb

Modify Account Number Ranges to correspond to antmumbering.
Create a list of account numbers and account fi¢isers to be added.

Define subtotal groups (if any) to be assignediniiccount ranges.
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Company Information

Use this program to store basic company informatigaur business name and address, department ctksshether
or not you will use the Multilevel Tax feature.

Multilevel Tax features are used in conjunctionhaiitrix Accounts Payable and Accounts Receivabbeluhes to track
costs and prices that are subject to more thartypeeof tax. For information about the use of Meitel Tax features,
seeGetting Sarted with Fitrix.

Update Company | nformation

This option is used to set up and maintain the Gomifile. This file stores data regarding the name address of your
company, which is used on reports. In additionatdepent codes—used if you intend to assign incontkeexpenses to
departments—are stored here. Refer to the defisitior departments and profit centers in Appendi®ssary for fur-
ther information.

The Company Information screen:

& Update Company Information FE®
File Edit ¥iew Mavigation Tools Actions Help
OB g QA HRNEOOILD »
A 600 0 @0 &
Find Prev MNewt Add Update Delete Browse
Company Information
Business Name: PARTS PLUS DISTRIEUTION
Address1: 1110 MAIN STREET
Address2; |
City, State, Zip: |SEATTLE . WA 96133
County: |KING
Country: US4
v Use Muliilevel Tax Groups: |

Dept | Descript
000 ADMIN. OFFICE

100 EASTDIST CENTER
200  CENTRAL DIST. CENTER
222 TEST

300 WEST DIST. CENTER
410 DN A-SALES DEPT

1of1

When you first use the system, the company infaondtelds have default data provided in both tample and stan-
dard company data sets. This data is included snaseh sample, and should be modified to reprggemtcompany.

The data in the Company table is unique to eatdbdae (i.e. company). The table contains one alydome record;
therefore, the commands on the command prompt,thétlexception of Update and have been disableel name and
address entered in the Company Information seetpmear on all reports generated by the system.

The Company Information screen contains the folfmfields:

1. Business Name:

This alphanumeric field may be up to 30 charadtefength, and contains your company’s name. They ém this
field will be displayed on reports generated bygiistem.

2. Addressl:

This is the contact address of the company. U@talBhanumeric characters may be entered.
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Address2;

This field provides an additional 30-character agddrline for suite number or other address infaonat

City, Sate, Zip:

Enter the city, state, and zip code for your conypan

County:

Up to 30 alphanumeric characters may be entered.

Country:

This field may contain up to 30 alphanumeric chemac

Multilevel Tax:

Set to "Y" only if using Fitrix modules that havautiilevel tax capabilities (AP, AR, OE, PU). See tthapter on
multilevel tax for more information.

Use Multilevel Tax Groups:

Unless you enter a “Y” in the Multilevel Tax fielthis field is skipped. See "Multilevel Tax Menait page 6-1 for
more information.

The Department section of the form stores up tolamelred department codes. The department figltplsanumeric,
allowing you to establish numeric or alphabeticd@ombination) codes. The use of department daddsacking
income and expenses is completely optional.

1

Department Codes:

In this column, you enter a department code thettifles a profit center, a division of the compagtg. Throughout
the FitrixBusiness modules, you have the option of posting sales apéreses to specific departments. This is a
three-character field.

Description:

In this column, you specify the department namedaiaged with the department code in the same rowr ¥lphanu-
meric department name may be up to 30 charactéesgth. This Company Information Form is usedgecsfy the
name and address to put on your reports and thdit'penters” or “company divisions” to associatghwarious
department codes.

Additional Company I nfor mation

If you click on Zoom , the following screen disptay
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Choose an ltem
File Help

0B (]9

itional Company Information
Credit Card Processing Information

[ 0K ] [Q:{Eancel ]

QYR

Additional Company Information — this screen isdig@store additional information such as telephmumaber, fax num-
ber, etc.

Add on detail addinfo =3

File Edit Mavigation Help

Additional Company Information Screen

Drescription Drata
500-555-2668

web address

[@ 0K ] [Q:{ Cancel ]

QYR

Enter the description of the data, ie telephone, Fax, email,

Credit Card Processing Information- if you are gsinedit card processing in Order Entry, it ishiistscreen that you
enter the interface information. See @weler Entry User Guide for more information.

Extension ccard
File Edit Help

OB |OWRHEER 90
Credit Card Processing Information
Credit Card ON:
HTML Serial No:
ADVANCE Serial No:
Server Time Out:

Server URL: |https:.-".-"www.skipiac:kic:.c:om.-"sc:ripts.-"
Trans. Authorize: |ev0|vcc.dII?AuthorizeAPI

Trang. Status Request: |ev0|vcc.dII'?SJAPI_TransactionStatusHequest

Tranz. Change Request: |evolvcc.dII?SJAF'I_TransactionEhangeStatusHequest
Batch Upload: |Batc:hUpIoad.dII?BatchUpIoadD‘I
Batch Statuz Request: |evoIvEE.dII'?SJAF'I_BATEHFILESTATUSHEQUEST
Batch Change Request: |evoIvEE.dII?SJAF'I_BATEHFILEGETHESPDNSEFILE

[ 0K ] [Q:{Eancel ]

Is credit card QN7 (YN 20
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Print Company Information

This program prints a hardcopy of information eeteunder the Update Company Information option.
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Account Number Ranges

The way that all these different types of accoamsidentified to the computer system is by accoumtbers. After
deciding upon a list of accounts, you need to asaignique account number or “account code” to eacbunt. In the
Fitrix system, this “code” is a number that corssizt up to nine digits. You assign these numbeithabthe numbers of
similar accounts all fall within the same numearage. Fitrix lets you assign these ranges.

The Account Number Ranges screen:

& Update Account Mumber Ranges g@@
File Edit WView Mavigation Tools Actions Help
OB & QHEBEHN OO

A 00 0 0 0 @\

= Find Prev Mest Add Update Delete Browse

Account Mumber R anges

First Current &sset: 100000000 CURREMT AS5ETS
First Fixed Aszet: 180000000 FIXED 455ETS
First Current Liability: 200000000 CUR LIABILITIES
First Long Term Liability: 270000000 LT LIAEILITIES
Firzt Equity or Capital: 300000000 CAPITAL
First Income or Sales: 400000000 INCOME
First Cost of Goods: 500000000 COST OF GOODS
First Dperation Expenze: BO0000000 ExPEMSES
1of1

QYR

These ranges can be changed by the user, butdjpesounts always fall in this order. For exampieed Assets
accounts always start on the number after theJastent Assets account. You do not, of course, baaetually use this
number, but the posting program recognizes it astyipe. Fitrix comes with a default Chart of Acota) which you can
use as a guide for assigning your own account ntsnfdce you have chosen the account numbers youtavase, you
can change that default list by changing, addingleteting the accounts used.

—— Warning!
There is a direct connection between account numabeyes and individual account numbers. The
account number ranges should be set up prior tingeip individual accounts. When an account is set
up, the program accesses the Account Range fidetermine the type of account (more specifically,
whether the account balance should be increasédandtedit or debit). If you change the account
ranges, you must update or delete the affecteduatean your Chart of Accounts, because the account
type is determined when the account is createghdated.

Types of Ledger Accounts

The Fitrix Business system recognizes eight different types of ledgeounts. Five of these account types appear on the
company’s balance sheet and describe its net worth.

e Current Assets are liquid assets such as cash or Accounts Payable

» Fixed Assets are property such as furniture and real estate.
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e Current Liabilities are debts that must be paid in the short term asgkayroll or accounts payable.

e Long Term Liabilities are debts that must be paid over a long periothtd, such as mortgages or business
loans.

» Capital accounts are those accounts that contain the value of josiness, such as stock and retained earnings.

The next three types of accounts are those thazaymm the income statement (or profit and logestent) and describe
how your company performed for a given period.

« Income accounts show the sources of your income.

* Cost of Goods accounts are expense accounts that show what you paiddor gnerchandise. They are also
called “selling expenses” because they are dirgigttto making sales.

« Expense accounts categorize all of your other expenses such as saf#dries, utilities, etc.
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Print Account Number Ranges

This program prints a hardcopy of information eateunder the Update Account Number Ranges menaropti
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L edger Accounts

The previous step created the ranges of accounberatthat correspond to account types. At thistgbmindividual
ledger accounts comprising the Chart of Accountstrbe entered into tHeedger Accountstable, using numbers
defined by these ranges.

To view examples of ledger accounts, see the sa@ipdet of Accounts provided with the sample datal{iésample
company”).

The Ledger Accounts screen:

& Update Ledger Accounts g@@
File Edit WView Mavigation Tools Actions Help

QB QHEBEHN OO

QA 000 0 0 &\

© Find Prev Mext Add Update Delete Browse

Ledger Accounts
Account Murnber: 100000000
Type:  |CURRENT ASSETS
Description:  |CASH ACCOUNT
Subtotal Group [optional):
Increase with Credit?: M

Allow Uge in Manual Journal Entries?:

10f137

QYR

Account Number:

Enter an account number of up to nine digits. TyygeTand Increase with Credit field are filled inthg system
accourding to your predefined account number ranges

Description:
Enter up to 30 characters.
Subtotoal Group (optional):

Subtotal groups (optional) are assigned for a reréage of contiguous accounts for the purposeexting a subto-
tal on reports. The description prints on the reptimg with the subtotal for the accounts.

Increase with Credit:

Thelncreasewith Credit? field displays a default of “Y” or “N” according tive standard method for increasing the
balance of this type of account. For example,éfdbcount number range for Income is 40000000@999999, and
the account number you type in is 410000000, wieenpress [ENTER] the default of “Y” for Income aceds—
balance increases with a credit—displays in thegage with Credit? field.

If you are adding an account whose purpose isfsebbther entries that fall within the same Tyg®nge the default
here to indicate that this account’s balance vélifcreased with the opposite of the normal efoy.example, an
account with a number of 420000000 for ReturnsAimvances falls within the Income range of acconminbers.
However, the Increase with Credit? field for thisaunt is set to “N” to define its balance as iasiag with a debit.

Allow Usein Manual Journal Entries:
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If this value is set to "N" the user will not béoaled to use this account number in the UpdatenadEntries pro-
gram. There are some account numbers that haveGhdialance maintained by the system (Example-Trade
Accounts Receivable and Trade Accounts Payablejterdfore manual journal entries to these accahdsald not

be allowed.

Printing Ledger Accounts

This program prints a hardcopy of information eateunder the Update Ledger Accounts menu optiois. fEport
should be checked to verify data-entry accuracy.
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Checking Accounts

If Fitrix Accounts Payable is installed on your s, cash accounts from which you issue checkbea®t up as check-
ing accounts. This will allow you to use the A/Reck reconciliation feature. See Chapter 5 inAtmunts Payable User

Guide.

The Checking Accounts form:

Update Checking Accounts

9i=1E

File Edit WView Mavigation Tools Actions Help
QB QHEBEHN OO
4 QO 0 0 0 &=

© Find Prev Mext Add Update Delete Browse

Checking Accounts

Account Humber: 100000000 = |CASH ACCOUNMT

Department Code: 100 |TA>< 100

1of5

QYR
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Setup Payables Menu

e Menu options for maintaining information about ders
»  Adding/updating vendor information

*  Menu options for setting up the Accounts Payabbelnte
»  Designating cash accounts for Accounts Payable

»  Setting up defaults for Accounts Payable

e Setting up Account Groups

e Entering/updating information on vendors

*  Maintaining multiple vendor addresses (pay-to edses)

*  Entering your outstanding vendor invoices (opemit)
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Menu Options & Field Descriptions

The Setup Payables menu contains options for mainggreference files that are used only by thedrits Payable
module.

The Setup Payables menu:

Fitrix 5. 20 Database: bettyb Printers: Lexmark2flexmark 2

File ‘“iew Ewxecute Seftings Help

demiEZEm@

Fitrix 5.20
(=1 coid 3 Accounts Payable
B 2 Accout gy 1 payabl i Setup Payables

3 Accolr i 2 Check a Update Payable Defaults

® Copyright 2007

4 Crder| Fourth Ganerat
= 3 Vendo B 1 Print Payable Defaults Softwars Salutions, Inc.

oo

5 Inventt i 4 Setup B ¢ Update Account Groups

6 Purche g 7 Multile d Print Account Groups

7 MulticLzs 8 Admin e Update Vendor Infarmation

8 F‘ayrml[ﬁ 3 Setup
g F\Xed#ﬂ Exit

a Replenishment

T Update Vendor Pay-To's
o Print¥endor Infarmation

h Update Vendor Open Items

ErooEOoODD

b RepontWiriters

& Exit

i Printvendar Open ltems

j Update 1089 Cash Accounts

[z A s =R

k Update Payment Methods

&
m
=
=

Statug [dle Socket: sockz24/10.0.0 95/20020

Update Payable Defaults

The Update Payable Defaults menu is used to addnanatain defaults, such as the default ledgerausoand the
default vendor terms, and other values used throuigihe Accounts Payable system.

Payable Defaults information is set up and maimgiwith this menu. The Accounts Payable Defauliteta a control
file with only one record. Only the Update and Qa@tnmands are active.
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The Accounts Payable Defaults form:

Update Payable Defaults

File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O

% Find Prev Mest Add Update Delete Browse

Accounts Payable Defaults

Invaicing Terms Code: E [CY] 2% 10MET PAYMENT 30 DaY'S
Multilevel Tax
Default Tax Code: | MOTAx (Y] Tax Entry on Detail Line: N
Gross Invoice Entry: | Calculate Tax on Cazh Discounts: M

Account Numbers
AP 200000000 [S] Cash: 100000000 (%] Discourt: 503000000 [S]
Aging Information

Age On: n} [0 - Due Date, | - Invoice Date]
Desc: Current 1to 30 Days 3 o B0 Days Qver B0 Days
Daps: 1] i} B0
Tax Reparting
Federal Tax |0 Mumber:  |91-1303556 “endor Default for 1093 Reporting?  |M
Miscellaneous
|z A/ Setup Complete?: N Batch - Invoices? | Payments?: N
Fequire Approval to post?: M Approval Code:
1of1
[@ ok ] [’;‘ Cancel ]

Enter code for default terms, OVR

This form is divided into six sections.
Invoicing—defaults that control certain automatic aspecta/Bfinvoice entry.
Multilevel Tax—defaults for multiple-level taxes.
Account Numbers—default account numbers used by Fitrix AccountgaBte.

1

2

3

4. Aging Information —default values for aging periods.

5. Tax Reporting—default information for vendor 1099 reporting.
6

Miscellaneous— see "Miscellaneous Section—Field Description'page 5-6

—— Warning!
The default value for the "Setup Complete?” field is "N". Changing the field to "Y" (indicating that A/P

setup is complete) should be the last action you take in the entire setup process. Be certain you have
completed all company, vendor, tax, and ledger account setup tasks.

Invoice Section—Field Description

1. Terms Code:

This six-character field stores the default termdecto use during invoice entry. If you do not sfyem default terms
code for the vendor, this is the code that dispthying invoice entry. The terms code must have lpgeviously set
up using the Update Vendor Terms option of the \dendformation menu. The Zoom feature is provided.
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Multilevel Tax Section—Field Descriptions

1.

Default Tax Code:

This is the default tax code used for the Updateabla Documents and Update Non-A/P Checks optioasax
code cannot be found in the Vendor Pay-To fileherW¥endor Information file.

Gross Invoice Entry:

This field determines the default mode for enteangpunts for the Update Payable Documents and © pdtan-A/P
Checks options. It is the default for the Gross Amtry field found on the Payable Documents and-Néh Checks
forms.

If set to "Y", amounts entered include the tax. flekéamount is computed and this is the amounepdstthe chart
of accounts for the line item.

The tax is posted to a different account, as deterthby the Accounts Payable account specifiedhieMultilevel
Tax code with Update Multilevel Tax Codes.
Tax Entry on Detail Line:

Entering a "Y" in this field allows you to assigiVaultilevel Tax code to each detail line of docunseentered
through Update Payable Documents and Update NorzhAeKs.

Calculate Tax on Cash Discounts:

This field determines the behavior of the Update Shecks option. If a "Y" is entered into this digh Multilevel
Tax transaction is generated to automatically lmgkthe tax discounted when discounts are takef/Brinvoice.

This is necessary because when an A/P invoicestegdpan entry is posted to the Multilevel Tax\attifile for the
full amount of tax charged, regardless of any dist@vailable for timely payment.

When a discount is taken on an invoice, the fulbant of tax for the invoice is posted and a sepagatry to the
Multilevel Tax activity file is required to showeteffect of the discount. If the Calculate Tax @sk Discounts field
is set to "Y" a transaction is automatically getenlado adjust the Multilevel Tax information.

The ledger account that these adjustments aregtuste the ledger account entered as the A/P DigcAccount in
Update Multilevel Tax Codes. If this field contaias "N", no such adjustment is generated when deslounts are
taken. $$

Account Numbers Section—Field Descriptions

1.

2.

5-4

A/P:

This field stores the default Accounts Payable antoumber. If you do not specify a default AccauRayable
account for the vendor, this is the account thspldiys on the Payable Documents form. The accaumber used
must have been previously set up as a liabilitpantusing the Update Ledger Accounts option ofShtup Pay-
ables menu or the Payable Ledger menu. The Zooturées available.

Cash:
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This field stores the default cash account. Thikésaccount that displays as the default for thehCAccount on the
A/P Checks form and the Non-A/P Checks form. Thapant number used must have been previously ses @p
cash account using the Update Ledger Accountsmopfithe Setup Payables menu or the Payable Ledgeu and
the Update Checking Accounts option of the Setum@any menu. The Zoom feature is available.

3. Discount:

This field stores the account number used for pgsdiscounts. The account number used must havegreeiously
set up using the Update Ledger Accounts optioh®fBetup Payables menu or the Payable Ledger mkawoom
feature is available.

Aging Information Section—Field Descriptions

1. Age On:

This field determines how outstanding invoicesaged. If this field contains a D, the invoices aged by the Due
Date. If this field contains an I, the invoices aged by the Invoice Date. D and | are the onlydvatries for this
field.

2. Descriptions:

The description fields are used to define the detsons for four aging periods. Each descriptioattiou enter here
displays as a heading on the Vendor Aging reports.

3. Days:
Defines the number of days in each aging period.

Each field pertains to the aging period directlpwabit. The number entered in the days field isupger limit to the
number of days defined in any one period. Invoio@ants are distributed to an aging period baseth@nays field
for the aging periods and the age of the invoice.

The age of an invoice is determined using the gatieenter, when prompted, while printing the Venéiging report.
The start of the current aging period is the vatuie days field for the previous aging periodspiune. The end of
an aging period is the number of days in the deeyd tinder the period description.

For example, the Days fields are filled left tohtigvith the values 0, 30, 60, and blank. The faestiod is 0 days or
today. The second period starts at 0 + 1 or 1 dage and ends at day 30. The third defined pestads at 31 days
and ends at day 60. The fourth period begins ala§land has no upper limit. There are, therefangr, defined peri-
ods. For example, an invoice has an age of 45 (ayas entered 45 days ago) and thus falls betweeperiods
defined as 30 and 60 days for period boundarispeively. The age is greater than or equal td#nes field of
aging period two but less than the Days field ahggeriod three, so the transaction is distributedging period
two.

Notice, there is no Days field for aging periodrforhis is because all invoices with an age grethien or equal to
the number of days in the days field of aging pktloree will be distributed to this aging period.

Tax Reporting Section—Field Descriptions

1. Federal Tax Identification Number:

This field contains your company's nine-charaagrlD number. This field requires that this numberin the stan-
dard format xx-xxxxxxx or the social security fortmxax-xx-Xxxx.
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2.

Vendor Default for 1099 Reporting?:

The value (Y or N) entered into this field is thefallt that will display in the 1099 Required field the Vendor
Information form if that field is left blank. A "Yin this field means that the 1099 Required fieldize Vendor Infor-
mation form will default to "Y" if it is left blankindicating that you want to use 1099 reportingtfat vendor.

Miscellaneous Section—Field Description

1.

—— Warning!

Accounts Payable Setup Complete?:

This field shows whether or not all vendor begimniralances have been entered. If this field coatam"N", you
may enter vendor beginning balances and On Accamounts using "Update Vendor Open Items" (SetuaBlag
menu). Enter a "Y" when you have set up all verimdances and your Account Payables is in balartee AEcounts
Payable is in balance when balances in Accountalitayre equal to your accounting records.

After you have entered a "Y" and saved the redwrd,prompts display. The first prompt tells youtttiee accounts
payable will be totaled and displayed, and asksifygou want to continue. The second prompt displte sum of
all open items, tells you that transactions willdoeated for open items and amounts on accounefaodors, and
again asks you if you want to continue.

Use the amount displayed as a check that open heresbeen correctly entered. Before you load ppen items
into the standard company database, you shouldlasdcmanually the sum of all open items. Thererafou enter
your open items into the system, compare the mbnecaliculated number to the sum displayed by ttstesy. This
comparison helps to catch data entry errors in dgems before you tell the system you have comglsed up.

Once you respond with a Yes (Y or y) answer to ph@anpt, you can no longer enter open items. Treéggnts any-
one from changing payable balances without entezitrgnsaction through the system. Transactionsrmotie
posted until this field contains Y.

It is possible to change the Setup Complete field from "Y" to "N", but this is not recommended. Doing so
deletes all A/P transactions except open items. It may leave unattached entries and cause problems with
your account system.

5-6

Batch Invoices

Indicates whether or not batch control is used wdrgrring AP invoices.

Payment

Indicates whether or not batch control is used wdrgering / created AP checks.

Require Approval to Post

Indicates whether management approval is requieéar® batch can be posted.

Approval Code

Batch approval code.
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Print Payable Defaults

This option prints a hard copy of information eetkwith the Update Payable Defaults option of tauf Payables
menu. For an example of this report, see reportVeador Open Items Report" on page 11-26 in thaptdr titledSam-
ple Reports.

Update Account Groups

An account group is a set of different account nerslthat are used together. The Account Groupssfdet up and
maintained with this menu option. Accounts Payé#étie you define groups of Ledger Account numbersadcount
group may be used for a certain type of transachahmore typically, they are associated with ecdffc vendor and rep-
resent the expense and asset categories in whictygizally purchase from that vendor. Using theseount groups and
the codes used to identify them simplifies theyeofrinvoices for a specific vendor. By knowing thames of different
account groups, you need not know the actual accaunbers themselves.

A typical Chart of Accounts might consist of dozeperhaps hundreds of different accounts. Wheneyaer payable
documents, you can specify different expense aset ascounts to identify different types of pur@sago remember all
of these different account numbers when you arerigigt transactions is close to impossible. Evencbérg through the
table (using the Zoom command) is time-consuming.

A better method is to group accounts in logical svagd then name these groups so they are easypéonteer (or at least
easier to remember than account numbers). An atgoonp can then be associated with a given veaddhe Vendor
Information form using the Update Vendor Informatimption of the Setup Payables menu or the Updetel®f Infor-
mation option of the Vendor Information menu. Arcagnt group may also be entered when enteringehdor invoice.

Since the same Account Group file is used for @th¥products, all groups in this file may not dppo Accounts Pay-
able.

The Account Groups screen:

& Update Account Groups Q@@

File Edit WView Mavigation Tools Actions Help

OB OULPEQ ABN E00LD »
i O @ @ 0O 9 @&

% Find Prev Mest Add Update Delete Browse

Account Groups

Group Code: |[RISFF=®

Description: | DEPRECIATION EXPENSE

Account Drept [rescription
745000000 000 DEPRECIATION EXPEMSE
181500000 000 FURMITURE & FIxTURES DEP.
182500000 000 TRAMSPORTATION EQUIP. DEP.
183500000 000 MACHIMERY & OTHER EGQUIP. DEP.
50f15
(G o | [4cancel | [EEpetsl |

QYR

Enter a unique code to identify this group of accounts,
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Account Group Screen—Header Section

1. Group Code:

This six-character alphanumeric field is the unigade that identifies the account group.

2. Description:

This 30-character alphanumeric field is the desionipthat displays after you enter the group codé¢he Vendor
Invoice form and the Vendor Information form. Enéemeaningful description of the account group.

Account Group Screen—Detail Section

There may be up to 100 detail lines in this secflanaccess the detail lines, click the detail dnutt

1. Account:

This field is the account number. The account numfugst have been previously set up using the Updedger
Accounts option of the Setup Company menu or thelfla Ledger menu. The Zoom feature is provided.

2. Dept.:

This is the department code. This column defaalthé 000 department code. In order to use thertiepat code
feature, department codes must have been previsaslyp using the Update Company Information optiothe
Setup Company menu. The Zoom feature is provided.

3. Description:

The description that displays in this column is description of the Ledger Account. This is a dagpbnly field.

Print Account Groups

The Print Account Groups option prints a list af ticcount groups in the account Groups file. Tloewaat groups are
added and updated with the Update Account Groupisropf the Setup Payables menu or the Payabledradgnu.

When you first execute the Print Account Groupsarptyou must confirm the destination for the reépBor an example
of this report, see report "24: Account Groups REmmn page 11-25.

This is the same as the Update Vendor Informatpion of the Vendor Information menu. See "Updagedbr Informa-
tion" on page 7-2 for further information.

Update Vendor Pay-To’s

This menu option allows you to store multiple payatidresses for multiple vendors. Use this featdmen you want to
keep several addresses for one vendor. The pagei@sses are used in the A/P Checks program ariRbjable
Invoices program.

The vendor's primary address is entered in the &fefilé by using Update Vendor Information. Thatesn provides an
option to enter pay-to addresses for a single vendo

The Update Vendor Pay-To's program is useful if goaientering a batch of pay-to addresses for akvendors.
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The Pay-To Address form:

& Update Vendor Pay-To's Q@@
File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Pay-To Address
Wendor Code: | CANON [&]| |CAMON LLS.A INC.
Pay-To: |CAMOMA
Pay-To Mame: [ESNERERGEEE)
Contact: [EOB Phone: |800-323-9768
Address1: 480 TRICKUM Wiy Cel:
Address2: Faw |770-456-7839
City/State/Zip: |ATLANTA Ga | (30339
Country: |LISA

Email: |bobsEcanonusza. com
web Address: |canonuza.com
Bill Ins.:
Bckord: | Taw |NOTAX  [&]
Take Disc.: v ETA Daps: 45
Buyer: | KEWIN =] KEWIM KEMMER
Discournt: =]
Pay Method: | 4P [&]| |ACCOUMTS PAYABLE

3of3

[O ok ] [’;‘ Cancel ]

Enter name ko print on check, 20

Pay-To Address Form—Field Descriptions

1. Vendor Code:

This is the vendor code that uniquely identifies Wendor. The vendor code must have been previgeslyp using
the Update Vendor Information option of the Ventidormation menu or the Update Vendor Informatiqution of
the Setup Payables menu. After the vendor codetésed, a description displays in the unlabeleld fieljacent to
the code. The Zoom feature is provided.

2. Pay-To:

This six-character alphanumeric required fieldesahe code that uniquely identifies a single magedress for a
vendor. A pay-to address is the address whichgantchecks and mailing labels. For a single venaur can set up
multiple pay-to addresses, each of which must lsasede that is unique to that vendor.

(Example: You can give both Aardvark Computer Syppld Buffalo Office Products a pay-to code calld®@ME",
but you cannot use that pay-to code for both Aaildsdlonolulu office and Aardvark’s Des Moines cffi) The A/P
system comes with one pre-set pay-to code calladTR", which defaults to the vendor’s main addrésese page 7-
7). You can change it to another address. Howewedgfine "PAYTQ", it is the default pay-to codethe Payables
Documents form and the A/P Checks farm.

3. Pay-To Name:
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This 30-character alphanumeric field stores thénass name of the vendor at the pay-to locatiomddfby the pay-
to code.This name prints on checks for this pay-to address, and displays next to the pay-to code on the A/Bcké
form.

4. Contact:

This 20-character alphanumeric field stores theeafryour contact at this pay-to location.

5. Address 1:

This 30-character field stores the first streetragsl line of the pay-to address. This is the liinst of the address that
will display on checks for this pay-to location.élantire address that will display on checks ferghy-to location
consists of the fields Address 1, Address 2, Gtgte, Zip, and Country.

6. Address 2:

This 30-character field stores the second addies®f the pay-to address. Use this field if thg-fmlocation's street
address will not fit on one line.

7. City:
This 20-character alphanumeric field stores thefoit the pay-to address.
8. State:
This two-character alphanumeric field stores tlagestor the pay-to address.
9. Zip:
This ten-character alphanumeric field stores tpecede for the pay-to address.

10. Country:

This 20-character alphanumeric field stores thentrgfor the pay-to address. If this address ihasame country
as you, leave the country field blank. This avaidefusion by the postal service.

11. Tax:

This six-character alphanumeric field serves asitifault Multilevel Tax code for the Update Payabtecuments
and Update Non-A/P Checks options. This field isnequired and the Zoom feature is available.

12. Cell:

The cellular number of the Principle accepting pagm

13. Fax:

The faxcimile number of the Account Receivable dgpant for that Vendor.

14. Email:

The email address of the Principle accepting paymen
15. Web Address:
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16.

17.

18.

19.

20.

21.

The website address of the company.

Take Disc.:

This one-character field controls how discountstaken when automatic checks are created for Hystp address.
A = discounts are taken even if the payment is nadige the discount date.
Y = discounts are taken only if the payment is magfere the discount date.
N = a discount is not taken.

In any case, the discount taken may be changedattamefore checks are printed. If this field isk on the Pay-
To Addresses form, the value for the discount faidhe Vendor Information form is used.

Bckord:

This single-character field records an entry of (i¥&s) or "N" (no) to indicate whether or not baers are allowed
for this vendor.

ETA Days:

This four-character field is used to store theneated number of days that it takes for items toeloeived from this
vendor.

Buyer:

This six-character alphanumeric field is used twesthe code for the buyer of inventory items fritis vendor.
When a valid code has been entered, a descriptittre@wode will display next to it. Zoom is availeb

Discount:

This filed is not currently functional.

Pay Method:

This is a six-character alphanumeric field that barused to enter a payment method code for tiidareWhen a
valid code has been entered, a description willdisin the adjacent field. The Zoom function isgable in this
field.

Print Vendor Information

This menu option is the same as the Print Vendorimation option of the Vendor Information menueSerint Vendor
Information" on page 7-10.

Update Vendor Open Items

This option allows you to enter the vendor begigrtialances. The Open Item field is set up with thésu option. An
Open Item is a vendor invoice with an outstandial@bce. After you have set up Fitrix Accounts Pégjayou can
change only the fields in the To-Pay Informationtism. Use this option to enter vendor balancesrige¢hanging the
Accounts Payable Setup Complete? field of the AntoRayable Defaults form to V.
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The Vendor Open Item form that displays beforeseticomplete is explained below. It is the forrattiou will encoun-
ter when you first use this option. The Vendor Ofiem form that displays after setup is completk foilow.

The Vendor Open Item form:

& Update Yendor. Open ltems Q@@
File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
endor Open ltems
Wendor Code: |CANON CAMOM LS4 INC.
Pay-To Code: | [FE5a00 [CY]
On Account: 0.o0 Balance: R3345.27 Curency:
Irvvaice Infarmation
Invoice: MOMNTHSWE Home Currency Amt: 800,00
Document Mumber: 27 Currency Exchange Rate:
Drescription: FRO SWCS FEE
Date: 01/12/2007
Original Amount: 800,00 To Pay Information
Original Discount: 0.o0
Invoice Balance: 800,00 Dizcount Date: | 01A12/2007 [E]
Dizcount B alance: 0.o0 Amaunt to Apply: 800,00
Due Date: 0241142007 Discournt to Take: 0.00
AP Account: 200000000 - {000 Date to Pay: | 0241172007 [E]
P. 0. Humber: M Cash Account: 100000000 (%] TN
Purchase Order Date:
18 of 18

[O ok ] [’;‘ Cancel ]

Enter pay-to-code if special payment address was used, 20

1. Vendor Code:

This twenty-character alphanumeric field is theectitht identifies the vendor. The vendor code rhase been pre-
viously set up using the Update Vendor Informatiption (Setup Payables menu or Vendor Informati@mun).
Zoom is available.

2. Pay-To Code:

This field is the six-character alphanumeric fithdt is the pay-to code for the document. This fgagede deter-
mines what pay-to address to print on the checls fay be a pay-to address coded "PAYTQ" or, iféhig no spe-
cial pay-to address in the Vendor file, the mainder address is printed on the check The pay-te cogst have
been previously set up using the Update Vendortmétion option (Setup Payables menu), the Updatedfelnfor-
mation (Vendor Information menu), or the Update d@nPay-To's option (Vendor Information menu). Zoism
available.

3. On Account:

This numeric field is the amount that you owe tbador on account. In other words, the amount tbatowe the
vendor that is not associated with a particulaoio®. This field is similar to the On Account fiedfl the Vendor
Information form. The difference is that the fielidplayed on the Vendor Open Items form is a windimtine vendor
record. During setup you can enter the vendor'&«\@munt amount in either place. During setup, éngea new fig-
ure into the On Account amount on the Vendor Opems$ form overrides any amount you previously exatén an
On Account field.
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10.

11.

12.

13.

14.

Balance:

This numeric field is the balance that you owe tasdor. This field is equal to the on account antqlus any open
items for the vendor and is automatically calcuddte you. It is the same as the Balance fielchef\¥endor Informa-
tion form. This is a system-maintained, displayydie|d.

Currency:

This three character display-only field is the eagy code that was set up when the Multicurrencgluteowas
installed. If your system doesn’t use Multicurrenitys field is blank.

Invoice:

This ten-character alphanumeric field stores thaber of the vendor's invoice. This field is the saas the Invoice
field of the Payable Documents form.

Description:

This 30-character alphanumeric field is the desicripfor the open item document. This descript®nsed as an
audit trail to help you identify the source of &ii. This is the same as the Description fieldlom Update Payable
Documents screen.

Date:

This date field is the date that the vendor isghednvoice. This is the same as the Invoice Diatd bn the Payable
Documents form.

Original Amount:

This numeric field is the original amount from tendor's invoice. This amount is the same as tia amount on
the Totals section of the Payable Documents form.

Original Discount:

This numeric field is the original discount offerled the vendor. This amount is calculated by mbyliy the dis-
count rate by the original amount.

Invoice Balance:

This numeric field is the balance due on this opem. This will be less than the original amoungdu have made
payments on or posted credits to this invoice.

Discount Balance:

This numeric field is the amount left of the disnburhis will be less than the original discounydu have made
payments on or posted credits to this invoice.

Due Date:

This date field is the date by which you have tp thés invoice without the invoice becoming pasedthis is calcu-
lated from the Invoice Date and the Terms. Thihéssame date as entered in the Due field on thebRaDocu-
ments form.

Discount Date:
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15.

16.

17.

18.

19.

20.

21.

22.

23.

This is the last date you are able to receive eodist. When this date is filled in, the Date to Fleld defaults to this
date.

Cash Account:

This field is the cash account for this documehisTield is the same as the cash account fieldredton the Payable
Documents form. The second part of the Cash AccNuntber field is the cash department code fordbisument.
This field defaults to the Default Cash Accounteeat! for the vendor. If you have not entered awdeéash account
for the vendor, this field defaults to the Cashoaett entered on the Accounts Payable Defaults faime.account
number must have been previously set up using titate Ledger Accounts option of the Setup Compagyuor
the Payable Ledger menu. Zoom is available.

P.O. Number:

This ten-character alphanumeric field is the puseharder number for this invoice. Use this fieldaasaudit trail for
purchase orders.

Purchase Order Date:

This date field is the date of the purchase order.

Document Number:

This is the system assigned number that uniquelytifies the document. This is a protected fiekisTsystem-main-
tained field is assigned during posting.

Currency Exchange Rate:

This 16-digit field is the current rate of excharigethis currency if multicurrency is being uséds used to calcu-
late the home currency amount of foreign currenagdactions. The Current Rate of Exchange fietddmtained in
the Update Currency Codes option of the Setup Blultency menu.

Home Currency Amount:

This 12-digit field is used in foreign currencyrisactions. The foreign currency is calculated thiohome currency
using the Current Rate of Exchange field.

Amount to Apply:

This numeric field determines the amount that @igplon the automatic check. This field defaultth&invoice bal-
ance. If you do not want to pay the invoice balaryoe may change this field to the amount you dotvwa pay.
Discount to Take:

The value in this field is the discount that is lgggpto the invoice when the check is created. Tibig defaults to the
discount balance. You may change this value to itaduee or less of a discount on the invoice.

Date to Pay:

This date field determines when the automatic cloeeation process creates a check for this invdfitkis date falls
before the Next Check Run Date that you enter wioencreate automatic checks, the automatic chesdtion pro-
cess creates an automatic check. This field deftalthe discount date when the discount datetesesh It can be

overwritten.
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24. A/P Account:

This field is the accounts payable ledger accoonttfis document. This is the same as the A/P Actentered on
the Payable Documents form. The second part oAtReAccount number field is the A/P department ctmtethis
document. This field defaults to the Default A/PcAant entered for the vendor. If you have not extter default A/P
account for the vendor this field defaults to th® Account entered on the Accounts Payable Defeuitts The
account number must have been previously set ung tise Update Ledger Accounts option of the Setomg@any
menu or the Payable Ledger menu. The Zoom feadyseovided.

After the Accounts Payable Setup Complete? flagido "Y", you may only change the informatiorthie To Pay Infor-
mation section of the screen.

Print Vendor Open Items

This option prints a listing of open items. Usestlisting as a permanent record of the beginnidgrzas entered.

When you first execute the Print Vendor Open Itenesiu option, you must confirm the destination far teport. You
may then select the vendors to be printed wittSilect Vendors Selection Criteria form. The samefie used by many
reports of Fitrix Accounts Payable.

The Vendor Open Item report lists open items faheselected vendor and prints the total balan¢beoitems. For each
open item, the report lists the automatically assipdocument number (Doc No.), the Invoice Numibenice Date, the
Description, and the Invoice Balance.

For an example of this report, see report numbek@ddor Open Items Report in the chapter titled\le Reports.”

Update 1099 Cash Accounts

This option allows you to identify any cash acceunhose cash disbursements must be reported tR&eand any
other ledger accounts which track information edatib 1099 reporting (expense accounts, for exainple

The 1099 Cash Accounts screen:

& Update 1099 Cash Accounts

File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O

e O 9 0 0O 9 @
% Find Prev Mest Add Update Delete Browse

Cash Accounts for 1093 Reporting

Account Murnber:

Department Code: (000 (&) ADMIM. OFFICE
[O ok ] [’;‘ Cancel ]

QYR

Enter ledger account number,

The fields are on this form are:

1. Account Number:

Contains the number of the ledger account affeloyeti099 reporting. Zoom is available.
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2. Department Code:

Contains the department code associated with tdgeteaccount. Zoom is available.
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Multilevel Tax M enu

This menu contains options that are used only mititilevel tax. Multilevel taxes are used to
assign up to four tax codes to a single line item.
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The Multilevel Tax M enu
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Update Multilevel Tax Codes

The tax codes entered here are used with the sugtitaxes feature. The multilevel tax featuresisdiin the Accounts
Payable, Accounts Receivable, and Order Entry nesdul

When you plan to switch to multilevel taxes, yoed¢o set up your multilevel tax codes. You shqéddorm this step
after you set up your ledger accounts, &efbre you set up your default files.

Note
Update Multilevel Tax Codes has an “intelligentlate function that does not allow you to deletetitayel tax codes
that have activity posted to the Multilevel Taxieity file. This is similar to the intelligent deie function of Update
Ledger Accounts.

The Multilevel Tax Code menu:

& Update Multilevel Tax Codes g@@

File Edit Wiew Mavigation Tools Actions Help
OB O] ! EEBH SO

A6 9 @ =
Find Prev Mest Add Update Delete Browse

Multilewvel Tax Codes
Mulllevel Tax Code: [KINGEO

Multilewel Tax Rate: | 4.000]
Description: §EDUNTY OF KIijG T
e, IUSA ARSEARIS
Province / State : WA |
Diepartment: T &
Include Tax 'with Asset/Expense: N_
A/R Tayhccowt: | 210000000 2, | [BECRUED SALES Tk
A/R Discount Tax Account: . 2‘;-00-00_00-0- f ACCR LES TAX
AP Tax Account: | ES:BE:DD:DDD : |
AP Digcount Tax Account: . £38500000 | [SALES Tax EXPENSE
50f10

1. Multilevel Tax Code:

This six-character field is required. It stores tioele assigned to a particular tax category armd rat

2. Multilevel Tax Rate:

Enter the tax rate for this multilevel tax codetdfrthe tax rate in whole numbers. Example: 15%%610t .15).
This field is required.

3. Description:

Enter the description for this tax code. This diggion appears when you use the Zoom feature.

4. Country:

Enter the Country for this tax code. This fieldhist required, nor is it used by any other options.
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5.

10.

6-4

Province/ Sate:

Enter the province or state for this tax code. Tielsl is not required, nor is it used by any otbptions.

Department:

This field affects the behavior of the Order Ergnd Purchasing modules. You may leave it blank. &myy must be
a valid department code. If left blank, the systesas the Department Code specified for the document

For example, if you have a department code of Edhed for an Order Entry invoice and you leaveBrepartment
field blank here, the tax posts to department O@u always want to use the same department wlosting tax,
enter that department in this field.

Include Tax with Asset/Expense:

Y/N field-entry optional. This field affects the wé&ransaction amounts from the Purchasing modust feoasset or
expense accounts in the General Ledger (GL). Ergéi" causes tax to be included in the amountgubsd the
expense or asset account in the GL.

This allows you to post the fully landed cost oféntory or assets, which is useful for US (not eaddlded tax) and
Canadian (partial value added tax) situations.

For example, suppose your company purchases amsxjtem and is obligated to pay state sales tak blow do
you want your accounting system to handle thisaibm? Do you want the full amount of the purch@ssn plus
tax) to post to the GL expense account, or jusatheunt of the item (purchase amount less tax)@rkagt"Y" in this
field causes the amount (item+tax) to post to tpease account in the GL.

A/R Tax Account:

Entry Required-Zoom available. This field governs posting of tax amounts when you are processiogjvable
documents (A/R invoices, credit memos, etc.) ohcaseipts. Enter the ledger account to which yantvo post tax
amounts for these types of transactions in A/R.

A/R Discount Tax Account:

Entry Required-Zoom available. This is the ledgaroaint where you want to post any tax amount irediud dis-
counts allowed on customer invoices. Not all busses track tax in this way. The setting (Y or N)haf "Calculate
Tax on Cash Discounts" field (A/R Defaults formygens the use, during the posting process, ofdheumt number
you specify in this field. If set to "N", the systecalculates no tax on cash discounts. In this, ¢theeaccount number
you enter here doesn't matter.

However, you must enter an account here even ifGla¢culate Tax on Cash Discounts" field is se¥ltdn this case,
you should probably enter the same ledger accauntiged in #8 above. (Use Zoom.)

If you set the "Calculate Tax on Cash DiscountsItfiA/R Defaults form) to "Y", then any discourioaved on an
A/R invoice contains some tax. Keep in mind that yoe defining the characteristics of a MultileVak code. Sup-
pose that, when you use this code in the future,want to calculate tax on A/R cash discounts axdant for that
tax in a ledger account. In that case, you shoale ldefined an A/R Discount Tax Account when ydwgeyour
Chart of Accounts, and you should set up the A/fRaDleas just described. You now enter the ledgeoant number
for the A/R Discount Tax Account in this field.

A/P Tax Account:
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Entry Required-Zoom available. This field goverhs posting of tax amounts when you are processagglpe doc-
uments (A/P invoices, credit memos, etc.) or NoR-Shecks. Enter the ledger account where you vegmbst tax
amounts for these types of transactions in A/P.

11. A/P Discount Tax Account:

Entry Required-Zoom available. This is the ledgaroaint where you want to post any tax amount ireduid discounts
taken on vendor invoices. Not all businesses ttaxkn this way.

The setting (Y or N) of the "Calculate Tax on C&skcounts"” field (A/P Defaults form) governs thepduring the post-
ing process, of the account number you specifhimfteld. If set to "N", the system calculatestar on cash discounts.
In this case, the account number you enter hersnttamatter.

However, you must enter an account here even ifGaéculate Tax on Cash Discounts” field is sdtltdn this case, you
should probably enter the same ledger account ged in the A/P Tax Account field.

If you set the "Calculate Tax on Cash Discountsltf{A/P Defaults form) to "Y", then any discoufibaed on an A/P
invoice contains some tax. Keep in mind that yaudefining the characteristics of a Multilevel T@de. Suppose that,
when you use this code in the future, you wanttouwate tax on A/P cash discounts and accourthdrtax in a ledger
account. In that case, you should have defined/Bndiscount tax account when you set up your Gifakccounts, and
you should set up the A/P Default as described @bdou now enter the ledger account number foAfRediscount tax
account in this field.
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Update Multilevel Tax Periods

The periods entered with this option are used forlultilevel Tax reports. The periods are usethi@ selection criteria
screen displayed before the report is run. All mmgnu commands have been disabled except the Upaiataand.

Note: If you use monthly and not quarterly periods, yeed to enter only the first period and the resault correctly. If
you use quarterly periods, do not accept thesautiefa

The Multilevel Tax Periods menu:

& Update Multilevel Tax Periods CEE
File Edit Wiew Mavigation Tools Actions Help
EER BB 500ED 90

HOLMVEXE

i Find Prey Mest &dd Update Delete Browse

Multilevel Tax Periods
Company Name: |PARTS PLUS DISTRIBUTION

: Period Feriod vear Start D ate End Date |
1] 2007 01401 /2007 |01/31/2007
|02 2007 02/01/2007 |D2/28/2007
|03 2007 03/01/2007 |03/31/2007
| 04 2007 04/01/2007 |04/30/2007
|05 2007 05/01/2007 |08/31/2007
| O 2007 040142007 |0B/30/2007
|07 2007 07/01/2007 |07/31/2007
| 08 2007 08/01/2007 |08/31/2007
|09 2007 09/01/2007 |09/30/2007
|10 2007 (1040142007 110431 /2007
|11 2007 (1170142007 (1143042007 v
Tof1

-

[O aK ] [t_“ Cancel I

QYR

Enter the bwo digit period number,

1. Company Name;

This is a system-maintained field. It is the busgneame of the company as entered via Update Conipefaults.

2. Period:

This is the period number for this reporting peridtis field is required. Once you enter a periogl next period is
increased to the last period plus one.

3. Period Year:

This is the year of the reporting period. The difisthe last period year entered.

4, Sart Date:

Enter the start date of this reporting period efadilts to the day after the last end date entered.

5. End Date:

Enter the end date of this reporting period. ladét to the end of the month entered for the size:.
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Update Multilevel Tax Groups

This menu option is used to enter multilevel taougrs. Tax groups handle the special cases whaedhe two or more
taxes for a single line item. You can use up ta flitferent tax codes and the rates associatedtvtin in a given tax
group.

Multilevel tax groups are only valid when the UselMevel Tax Groups field on the Company Infornagitiscreen is set
to.

Note

If there is a "Y" in the Use Multilevel Tax Groufisld om the Company Information screen, you muséea multi-
level tax group code rather than a multilevel tadefor the following options:

Accounts Receivable:

« Update Receivable Documents

e Update Receivable Defaults

e Update Customer Information
Accounts Payable:

e Update Payable Documents

e Update Non-A/P Checks

« Update Payable Defaults

< Update Vendor Information

The Multilevel Tax Groups form:

& Update Multilevel Tax Groups
File Edit Wiew Mavigation Tools Actions Help

o NIV E QRABEMBEO00ED @O
A G 0 0 0 9 K.
© Find Prev Mext Add Update Delete EBrowse
Multilevel Tax Groups
Mulilevsl Tax Group Code: - [SEATR |
Description:  [SEATTLE SALES TAX. |

[ Tax Cd De’scnptlon- Rate - Cumulative
KINGCO COUNTY OF KING Tax 4.000M
SEACTY (CITY OF SEATTLE Tax E.000N

20f6

QYR
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1

Multilevel Tax Group Code:

This is a six-character field and is required.

Description:

Enter a 20 character description for this tax grooghe. This description appears when using the Zeature.

Tax Code:

Enter a six-character multilevel tax code. The itmyel tax code must already be set up throughubeéate Multi-
level Tax Codes program. The Zoom feature is allElaVhen you enter the tax code, the descriptimhrate appear
for this multilevel tax code. NOTE: up to four difent tax codes and the rates associated with therbe imple-
mented within a given tax group.

Description:

This display only field contains the description floe multilevel tax code. The description was extdén the Update
Multilevel Tax Codes option.

Rate:

This display only field contains the rate for theltitevel tax code. The rate was entered in theatpdiultilevel Tax
Codes option.

Cumulative:

Enter "N" if the tax should be calculated on thearaount (without tax) only. Enter "Y" if the takauld be calcu-
lated on the total of the goods amount plus thewarnof tax on those goods for a tax that appeais previous line.

For example, PST, Canada’s Provincial Sales Ta{tém calculated on the price of the goods plesatimount of the
federal GST (Goods and Services Tax). The tax grau@ used in the following way:

Table 1: Multilevel Tax Group Code: A

Tax Code Description Rate Cumulative
R GST .07 N
P PST .06 Y

The G and P tax codes must be set up in Updatal®&ugt Tax Codes with the appropriate rates andaatnum-
bers. For a net goods amount of $300, the followéxgs calculated in invoice entry when the A gagup is used.

In this example, GST is 7% and PST is 6%:

300.00 = Net goods amount (without tax)

300.00X.07=21.00 = GST

321.00X.06=19.26= PST

340.26 = Gross goods amount (with tax)
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Print Multilevel Tax Codes

This program prints the information entered throllgddate Multilevel Tax Codes.
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Print Multilevel Tax Groups

This program prints the information entered throlgdate Multilevel Tax Groups.
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Print Multilevel Tax Analysis

This menu option allows you to print a summary detail report.

The following Selection screen appears:

& Select mtaxsel E@@

File
Penod'ear From D ate ToDate Ledager
03/01/2007 EEQ||03/31/2007 EIY
[0 oK. ] [ﬂf[ﬁancel ]
o A - . OWVR
Enter 'R’ for receivables, 'P' For payables, nothing For all

Print Analysis Summary

This report prints a summary of the multilevel taformation posted to the Multilevel Tax activitijef. It prints the total
debits and credits for each tax code within thgézdiccount, a description of the tax code, amdedh of debits and cred-
its for each account.

Print Analysis Detail

This option prints a detail report of the multilétax information posted to the Multilevel Tax a4ty file. It prints the
ledger account number and description, invoice remrdate, tax code, goods amount, and tax amouatdyunt num-
ber and tax code.

The goods amount is the amount of goods sold sitélxirate. This does not include the tax. Thetalhg formula may
be helpful for remembering the terminology:

Gross amount = Net amount (goods amount) + Tax amou
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Vendor Information

. Menu options for maintaining information about dens

. Adding/Updating vendor information

. Vendor information interface with Purchase Ordedule
. Maintaining different pay-to addresses for a vendo

. Viewing activity for specific vendor(s)

. Printing vendor information reports and labels

. Maintaining information about vendor terms andhagi

. Reporting vendor open items

. Tracking & maintaining vendor 1099’s
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Menu Options & Field Descriptions

The Vendor Information menu contains options faedang and printing data for vendors, including grmting of mail-

ing labels, aging reports and vendor ledgers.

The Vendor Information menu:

Fitrix 5.20 Database: bettyb Printers: Lexmark2/l.exmark 2

File ‘“iew Ewxecute Settings Help

demiEg@

o

U et 3 Accounts Payable
el B 3 vendor Information

3 Accolipsy 3 Check B a Update vendor Information

s

4 Ordetlfes 3 vendn = b PrintYendar Information

o

5 Invenligs 4 Selup & ¢ PrintVendar Labels
B Furchifgy 7 Multile' & o Update vendor Terms
7 MulitL & 5 Admin e Print Yendar Terrmns
8 Payroll B 3 Setup

2 Fixed!ﬂ Ewit
a Replenishment

o

o m

T Print Yendor Ledger

s

g Print Yendor Aging

h Print Yendor Cash Require

Qo

b ReportWriters

&) Exit

i Printvendor Cpen ltems

iz M

j Wendor 1099's

&) Ext

@ Copyright 2007
Fourth Generation
Software Solutions, Ine.

Status Idle

Socket sock224/10.0.0.956/20020

Update Vendor Information

The Update Vendor Information option is used to add maintain information about vendors. The Verfiiercontains
many of the defaults associated with vendors. Thexehree forms accessible with the Update Vehtformation
option. These forms are the Vendor Information fottme Pay-To Information form, and the Vendor Aityiform. Each

one of these forms is discussed in this section.

The Vendor Information screen:
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¢ Update Yendor Information Q@

File Edit view Mavigation Tools Actions EMG: 4 all buttons not found  Help
Q| O A ARE 90
$ o

Papto  Activity

4 Q9 © 0

&
: Find Prev Mest Add Updale Delete Browse Options

Vendor Information
Vendor, [CANON Mame: [CANON LS., INC
Contact LI BLACK Phore: |B00-326-8763.
Cel [770:436-2255 ] Fae [ ] Cunrercy [
e RN e
C/$/2/C: [BTLENTA G4 20068
Erit[imbolc@canoriisa com E—— | Backad [¥
Web: [canonusa.com | TasCode: [NDTAX ¢
Frapt Taw [NOTAX y| Mise Tax Code: [NOTAX 3 Last Pay: |04/04/2007
Hald: [N] Ship: ) )
Take Disc: | 8ilt )
Dissount:| - Balance: | 54345.27
Buer [CATHY & |  [CATHY SELIN. OnAccount | o.n|
4P Terms: [& (5| [NET PAYMENT 30 DAYS ] Limit: |~ ) 1000000
AcctBrp [ = [ ETADays | 45
Pap Mihd: [4F | [ACCOUNTS PAYABLE
FedT aID: |56-1652129 il 1099 Required: K|
Accts /P 200000000 = | - (000 | Ceshe [ 100000000 = | - (000 & EXPCOG | GODA00000 | - (000 & |
1of1

Note

The field descriptions with an astricks (*) are yomlvailable if you have Fitrix Purchasing install€bntact your
Fitrix Representative for more information.

Vendor:

This twenty-character alphanumeric field is theectiht identifies the vendor. Once a vendor has#éetions in the system, you
cannot change that vendor's code, nor delete thdoveecord. This is a required field.

Business Name:

This 30-character alphanumeric field stores thénass name of the vendor. If you do not enter atpaddress for the vendor,
this Business Name displays on checks. This filsld displays on many reports and screen.

Contact:

This 20-character alphanumeric field stores theaafithe person that you most frequently teleptammeerning payments to this
vendor.

Phone/Cell/Fax:

These 20-character alphanumeric fields store tephiene, cellular, and facsimile numbers of thet@ctinperson.

Currency:

If you are using Multicurrency, Currency Code igquired field and defaults to the home currencgedmed in Update Multicur-
rency Defaults. If you are not using Multicurren€ie Currency Code field is skipped and remaink ol cannot change the
currency code of a vendor with any activity. Tliga ensure that the balance and activity for #reder remain in a single cur-
rency.
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6.

10.

11.

12.

13.

14.

15.

7-4

Address:

This 30-character field stores the first addrass ¢if the main or common address of the vendornidia vendor address consists
of the two Address fields, City, State, Zip, andu@wy fields. If you do not enter pay-to addres#ais, address prints on checks.

There is an additional 30-character address fiekide the labeled address field that can be usexddoite number or other
address information.

Clsi/ziC:

This row stores four separate fields:

» C/ —the vendor city (20-character alphanumeric)

e S/ —the state abbreviation (two-character alphasmich

e Z/ —zip and Zip+4 code if applicable (ten-charaekphanumeric)

» /C —country (20-character alphanumeric)

Email:

This field stores the contact’s email address.

Bckord: *

This single-character alphanumeric field acceptsrary of "Y" (yes) or "N" (no) to indicate whether not this vendor is allowed
to backorder.

Web:

This field stores the company URL for the contact.

Tax Code:

This six-character alphanumeric field is the Meliél Tax code for the vendor. It is the default tileNel Tax code for the Update
Payable Documents and Update Non-A\P Checks ogfiotny is optional. Zoom is available.

Freight Tax Misc Tax Code:

This six-character alphanumeric field is the Mekiél Tax code for the vendor. It is the default tileNel Tax code for the Update
Payable Documents and Update Non-A\P Checks ogfiotny is optional. Zoom is available.

Bill:
This 50-character alphanumeric field can be useddord any special payment instructions from veisdor.

Last Pay:

This is a system-maintained field. It displays da¢e that a payment was most recently made to¢imdor in the format
MM/DD/YYYY. The field is updated when you post aedk to the vendor's account with the Post CheckermmpCheck Process-
ing menu.)

Hold:
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16.

17.

18.

19.

20.

21.

22.

23.

24,

This single-character field accepts an entry of ()f&s) or "N" (no) or it can be left blank. It ised to stop the creation of auto-

matic checks for a vendor. If the field is set Y& and the Payments Due report is run from the €lirocessing menu, the cus-
tomer will display as **** ON HOLD **** and the Toals field will show .00 even if there are outstangdinvoices listed. When

you run Create Automatic Checks, no check will baagated for this vendor. However, the systemailiw you to enter a man-
ual check for this vendor. If this field contains'a&N" or is blank, automatic checks will be createdthe vendor.

Ship: *

This 50-character alphanumeric field records amcish shipping instructions from this vendor.

Take Disc.:

This single-character field accepts an entry of,"A™, or "N" to control how discounts are takena&vhAutomatic Checks are
created. If this field contains an "A", discounts taken even if the payment is after the discdate. If this field contains a "Y",
discounts are taken only if the payment is maderdrefore the discount date. If this field contaams'N", discounts are not
taken. In any case, the discount taken may be etbmgnually before checks are printed.

Discount: *

This field is not currently funcitonal.

Buyer: *

This six-character field is used to record the buyele identifying the primary buyer of inventotgrins from this vendor. You can
use the Zoom feature to select a code for thid.figfter the code is validated, the system fillsibuyer description in the unla-
beled field to the right.

Balance:

This numeric field displays the total amount owedhe vendor. This amount includes the On Accoardunt. This is a system-
maintained field.

On Account:

This numeric field shows you the amount that tieisdor holds unapplied to any particular invoicealh be positive or negative.
This field is similar to the On Account field ofeéh/endor Open Items form. The difference is thatfield displayed on the Ven-
dor Open Items form is a window to the vendor rdc@uring setup you can enter the vendor's On Actamount in either
place. During setup, entering a new figure into@meAccount amount on the Vendor Open ltems foreridgdes any amount you
previously entered in an On Account field. Afteylmave balanced your accounts payable and entéMétimthe Account Pay-
able Setup Complete? field of the Accounts PayBlefaults form, you are no longer able to changefikid. After that point,
this field is entirely system maintained.

A/P Terms:

This field stores the terms code for the vendoe ¥éndor's terms are used to calculate when ins@icedue, what discounts are
allowed, and when those discounts are lost. Tiles@ode must have been previously set up in thedélke using the Update
Vendor Terms option of the Vendor Information meftfier you enter a terms code, the descriptiorttiat terms code displays
next to the A/P Terms field. The Zoom feature iaikable.

Limit;
This numeric field contains the maximum amourttfére is one, that this vendor allows you to owai ¥re not required to make

an entry in this field.

Acct. Grp:
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25.

26.

27.

28.

29.

This field stores the default account group tofose¢his vendor. Account groups, the groups oftezldedger accounts that can be
used automatically in invoice entry, are generafigd to specify different categories of purchasés @efault account group dis-
plays on the Payable Documents form. The accownipgmust previously have been set up in the Acc@Guaups file using the
Update Account Groups option of the Setup Payahlkesu or the Payable Ledger menu. The Zoom feaduaedilable.

FedTax ID:

This nine-digit numeric field stores the Federat Téentification Number. The number is used for 2@8ports. The proper data
entry format is:

XX-XXXXXXX (also acceptable: XxXx-XX-XXxx).

ETA Days: *

This four-character field is used to store theneated number of days that it takes for items teelseived from this vendor.

Pay Mthd: *

This six-character field records the method of pagtror this vendor. After the payment method cisdentered, a description
displays in the unlabeled field to the right of ttmele. You can use Zoom to select a payment methael.

1099 Required:

This Y/N field determines if you want to report BO@formation for this vendor. If this field is s&t"Y" then transactions with
this vendor will be printed on the 1099 reporthif field is left blank, the default value thatuyentered in the Select Vendor
Default for 1099 Reporting field on the Accounty&tale Defaults form is used.

Accts A/P:

The first section of the A/P account field is a rewim field that stores the default accounts payabt®unt you want to use for the
vendor. This is the account that displays in the 8heck form of Update A/P Checks or Update Non-@ilecks and the Payable
Documents form of Update Payable Documents.

If you do not make an entry in this field, the Ad&count number from the Accounts Payable Defaalts fis used. The number
that you enter must be a valid account numberarn_tdger Accounts file.

Note

The Ledger Accounts file is maintained with the @fedLedger Accounts option on the Setup Companyumen

30.

31.

7-6

The unlabeled second part of the A/P account fielttains the default department code (000), odé#feault for this vendor. This
field allows you to link the activity of a vendoiittva department. In order to use the departmesté f@ature, department codes
must have previously been set up using the Updatep@ny Information option of the Setup Company mdme Zoom feature

can be used for both parts of the A/P field.

Cash:
This nine-digit field stores the ledger cash actased to pay this vendor.

An entry must correspond to an established castuatclf you do not enter a special account nunivbéris field, the default
Cash Account from the Accounts Payable Defaulwfilk be used for this vendor. Like the A/P fieldepartment code can be
entered in the unlabeled field to the right of @&sh account field. You can use the Zoom featuseliect codes for both parts of
this field.

EXP-COG:
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32.

33.

34.

35.

36.

This nine-digit Zoom field records the Account nieniised for purchases from this vendor. This figldot required. An unla-
beled Zoom field next to the Account field storedepartment code, if any, associated with this agto

Bckord:

This single-character alphanumeric field acceptsrary of "Y" (yes) or "N" (no) to indicate whether not this vendor is allowed
to backorder.

Ship:

This 50-character alphanumeric field records amcisp shipping instructions from this vendor.

Buyer:

This six-character field is used to record the buyele identifying the primary buyer of inventotgrins from this vendor. You can

use the Zoom feature to select a code for thid.figfter the code is validated, the system fillaibuyer description in the unla-
beled field to the right.

ETA Days:
This four-character field is used to store thenested number of days that it takes for items toeloeived from this vendor.

Pay Mthd:

This six-character field records the method of pagtfor this vendor. After the payment method cisdentered, a description
displays in the unlabeled field to the right of twele. You can use Zoom to select a payment methoel.

Vendor Pay-To Option

In addition to the information on the Vendor Infation form, you may enter one or more pay-to addr®$or a vendor.
To view this screen click the Pay-To icon or setgations and then Pay-To.

& Zoom popay g@@

File Edit VYiew Mavigation Tools Actions Help

‘4 GO0 O @0 & @
: Find Prev Mest Add Update Delste Browss  Options

CANON CANOM US4, IMC.

Pay To Address

Contact: BOB Phene: |800-323-9768
Address1: [480 TRICKUM Wiy Celt:
Address2: Faw: | 770-456-7899
City/State/Zip: |ATLANTA GA 30339
Country: [LUSA
Email: |bobs@Ecanonusa.cam

web Address: |canonusa.com

Bill Im.:
Bekord: Y Taw |NOT&X @) Take Dizc: | ETA Days: 45
Buyer: | KEVIN [&]] [KEVIN KENNER
Discount =]
Pay Method: | 4P [ |ACCOUNTS PaYABLE

o

Enter unique code koidentify this vendar's mailing address. OvR|
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Vendor Activity Option

The Vendor Activity screen shows any recent paysant outstanding invoices. They are sorted sdlibanost recent
display on the top of the screen. To rearrangesding click on the column header ( for examplegoifi want to see the
documents in oldest date order, click Doc Datel ¥an use the arrow keys and the scroll bar to rdovwen through this
list if there are more outstanding invoices thapliiy on the screen. The fields on the Vendor Atgtscreen are display
only.

To view this screen, click the Activity icon or set options, and then activity.

The Vendor Activity Option form:

Zoom apactvz

File Edit Help

OB U0
Type [oc Ma Doc Date Inv/Chik Mo [ue Date Amant Balance
IN 10 09/20/2008 33090 10/20/2006 170.00 170.00
IN 9 09/05/2006 328621 10/05/2006 450.00 450.00

5 08/20/200

210,00
-450.00

IN 7 08/05/2006 09/05/2006 450.00 0.00
CD 3 07/20/20086 -245.00

IN £ 07/20/20086 08/20/2006 245.00 0.00
CD 2 07/05/2006 -450.00

IN 5 07/05/2006 321654 08/05/2006 450.00 0.00
[@ QK ] [’;‘ Cancel ] [ More Dptions ] [@\ [retail ]

QYR

The following is a description of the columns oistbcreen:

1.

7-8

Type
This field indicates the type of item displayedtba detail line.

IN = invoice.

CD = cash disbursement.

CM = credit memo.

DM = debit memo.
Doc.No.:

This column displays the document number of tha.itBocument numbers are assigned during postinguandsed to track the
document. The document number for a cash disburggoredit memo, and debit memo is the documentaurof the invoice to
which the transaction applies.

Doc.Date:

This column displays the date that the documenteméared.

Inv/Chk No.:

If this line type (shown in the Type field) is arvoice activity, the Inv/Chk No. is the same asdtiginal invoice number of the
document. This column corresponds to the Invoielel fon the Payable Documents form. It is the vesdovoice number. If the
line is a cash receipt, this number is the invoieeument number of the cash receipt.$$
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5. Due Date:

This is the date that an invoice is due. It is glted from the billing terms for the vendor and thvoice date as entered on the

Payable Documents form.

6. Amount:

This is the original amount of the invoice, paymenédit memo, or debit memo.

7. Balance:

This is the balance still due on an invoice.

To view payment detail accociated with an invoitiekcDetail. The first screen displays general mfation about the

invoice:

Zoom apinvcz
File Edit Help

OB (W90
Irvaice:

Drescription: [l

Original Amount:

[ ok ] [Q:{Eancel ] [M Mew Search] [QActivity

]

QYR

To veiw payment information, click Activity.

Zoom apactvz

File Edit Help
OBEQ (OW 90
Type [oc Ma Doc Date Inv/Chik Mo [ue Date Amant Balance
CD 5 [ 0 3] -110.00 00.00
IN g 08/20/2006 328771 09/20/2006 210,00 100.00
[ ok ] [Q:{Eancel ]
VR

Vendor Information
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Print Vendor Information

The Print Vendor Information option allows you tanp vendor data in several different formats. Yaun print vendor
information in summary or detail form, sorted byxder name or by code. After you execute the Prartdér Informa-
tion option, The Print Vendor Information submernspthys.

The Print Vendor Information submenu:

Fitrix 5.20 Database: bettyb Printers: Lexmark2/Lexmark 2

File View Ewecute Settings Help

dem=2a

§ cibg 3 Accounts Payable
i ol LT 3 Vendor Information
3 Actour i 2 Check B [ UpdatfT R O

4 Orderlﬁ 3 Vendo &=

@ Copyright 2007
b Print¥ E a Print Summary by Narme Fourth Generation

Software Solutions, Inc.

=

=

=

=

= 5 Inventt i 4 setup 5 c Prnt¥i @ Print Summary by Code
2 B Purchipsy 7 Multile & o Updat =) ¢ print Detail by Mame
=
=)
=
=
=

7 Multict 7= g Admin & Print¥ =1 4 Print Detall by Code
8 Payioll = g Setup = fF’rleEﬂ Exit

d F\}fed!ﬂ Exit g Print Vendor Aging

a Replenishment &, pyetyendor Cash Require.

b Repont Wiiters =) | Print¥endnr Open ftems
ﬂ Exit 5 | ¥endor1099's
&) it
| stetus 1 Socket sock224/10.0.0.95/20020

The summary format prints the vendor code, businasse, contact, and telephone number. The detailsfioprints all
vendor information including pay-to addresses.

This screen allows you to define the group of veado include on the report by entering vendor saated vendor
names. You may also use wildcards. If you do ntdres value into the selection fields, all values selected.

The Vendors Selection Criteria screen:

Select sel_vend E]

File:

)

Select Yendors

Wendor Code: I:l Wendor Mame:

[@ 0K ] [Q:{ Cancel ]

QYR

Use known characters with [7] or [*] For one or many unknowns
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Print Summary by Name

This report prints a summary of vendor informatsamted by the business name. The vendor code,dassitame, con-
tact, and telephone number display on the VendorBary by Name report. For an example of this resa® report
number "14: Vendor Information Summary" on pagelbl-

Print Summary by Code

This report prints a summary of vendor informatsmmted by vendor code. It is the same format a¥#melor Informa-
tion Summary Report above.

Print Detail by Name

This report prints a detailed report of vendor infation sorted by vendor code. All vendor inforroatincluding pay-to
addresses displays on the Vendor Detail by Namertrep

For an example of this report, see report numbgr V&ndor Information Detail Report" on page 11-15.

Print Detail by Code

This report prints a detailed report of vendor infation sorted by vendor code. It is the same foasahe Vendor Infor-
mation Detail Report above.

Print Vendor Labels

The Vendor Information menu allows you to print genlabels in several different sorting orders. Yioay print vendor
labels by name, by code, and by zip code.

After you execute the Print Vendor Labels optiohe Print Vendor Labels submenu displays.

The Print Vendor Labels submenu:
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Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2

File ‘“iew Ewxecute Settings Help

demiEg@

toid 3 Accounts Payable
2l T el 3 vendor Information
3 Atcoursy 3 mielge=2 RULLT & Print Vendor Labels

4 OrderIE, 3 Menda B

o m

s

: ©® Copyright 2007
b Printy a ByVendor Name Fourth Genaration
Software Salutions, Inc.

5 Inventi & 4 Setup B o PrintV [ b By vendor Code

6 Purche sy 7 Muhile‘ d Updatz ¢ ByZip Code
7 MulicL iz 8 admin e pnmvﬂ Exit
8 Payroll &= 9 sSetup &3 1 Printvendor Ledger

PRD

o

oo

! Fixed!ﬂ Bt £ g Print Yendor Aging
a Replenishment =

s

h Print Yendor Cash Require.

D’

D enoiite =) i Printvendor Open flems

& Eit & | Vendor 1099's

&) Ext

Status dle Socket sock224/10.0 0.95/20020|

All three options of this menu print the same labblt sorted by vendor code, vendor name, oraie cThis program
prints on labels 3 1/2 inch x 15/16 inch and onmesxthe page.

The Vendors Selection Criteria screen:

Select sel_vend
File

Select Yendors

Wendor Code: I:l Wendor Mame:

[@ 0K ] [Q:{ Cancel ]

Use known characters with [7] or [*] For one or many unknowns 20

This screen allows you to define the group of veado print labels for by entering the Vendor Cade Vendor Name.
You may also use the asterisk and question madcaitls. If you do not enter a value into the saadields, all ven-
dors are selected.

For an example of this report, see "18: Vendor leedReport” on page 11-19.

Update Vendor Terms

The Update Vendor Terms option of the Vendor Infation menu is used to modify or add billing terrfise Terms are
set up and maintained with this menu option.

The Vendor Terms screen:
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& Update Yendor. Terms Q@@
File Edit WView Mavigation Tools Actions Help

OB |QWRBPREQANEBHN 9O
i O @ @ 0O 9 @&

% Find Prev Mest Add Update Delete Browse

Wendor Terms
AP Termns Code: |8
Descrption:  |MET PAYMENT 30 DAYS
Due Days: i}
Dizcount Days: 1]
Discount Percert: 0.000

1of5
[O ok ] [’;‘ Cancel ]

QYR

Enter unique code to identify these terms,

The following describes the fields on the Vendomfig screen:

1. A/P Terms Code:

This six-character alphanumeric field is the codeduto identify a particular definition of payméetms (e.g., "2NET30" might
identify the definition "2% Cash Discount, Net dne30 days").

Enter this code in the Vendor Information screeadsociate payment terms with the vendor.

Description:

This 30-character alphanumeric field is the desiompthat displays when the A/P Terms code is edten the Vendor Informa-
tion form and the Payable Documents form. Entegstdption that adequately describes the terms.

Due Days:

This numeric field is the number of days that atdesl to an invoice date to determine the due date.

Discount Days:

This numeric field is the number of days that atdeal to the invoice date to determine the discdatt, i.e. the date after which
the discount is no longer valid.

Discount Percent:

This numeric field is the percentage of the dis¢othis field is multiplied by the invoice total tietermine the amount of dis-
count allowed if the invoice is paid on or befane tliscount date. Enter percentages in the forrxakKXX where 2.000 means
2%.

Print Vendor Terms

This report prints a list of vendor terms enteréthwhe Update Vendor program on the Vendor Infdiamamenu. The
information printed on the Terms List is informatifsom the Vendor Terms table.

The report lists the A/P Terms code, descriptiarg days, discount days and discount percentage.

For an example of this report, see "17: Vendor Eelist" on page 11-18.
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Print Vendor Ledger

The Print Vendor Ledger report prints informatiartaining to vendor open items. Vendor Ledgersaiardll posted
transactions (open items) for each vendor.

After you direct the output of the report, the VerglSelection Criteria screen displays:

& Select sel_vend

File:
Select Yendors
Wendor Code: Wendor Mame:
[O ok ] [’;‘ Cancel ]
; VR
Use known characters with [7] or [*] For one or many unknowns

Use this screen to designate which vendors wiflldison the report. You can select vendors by vendde or vendor
name. You can also use wildcards.

The Print Vendor Ledger report prints one pagestarh vendor. The page contains each posted traorsact

The columns of the Vendor Ledger report are:

1.

Date:

The date of the original document.

Tran Type:

The type of document (invoice, credit memo, del@tmo or payment).

Tran #:

The invoice number, credit memo number, debit maomber, or cash receipt number of the original doeut.

Description:

The description entered into the original document.

Amount:

The original amount (not current balance) of thewtoent.

Balance:

A running balance owed to (or by) the vendor.

For an example of this report, see "20: Vendor gdiretail Report" on page 11-21.
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Print Vendor Aging

The Vendor Aging report prints an aging report efigor open items. It is a listing of current andtmhue invoices and
memos. The four aging periods displayed on thertege defined using the Update Payable Defautignam on the
Setup Payables menu.

The Vendor Aging report can be printed in eithsummary or detailed format as well as sorted byleenode or name.
After you select the Print Vendor Aging menu optitite Print Vendor Aging submenu displays.

The Print Vendor Aging submenu:

Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2

File View Execute Seftings Help

sl¢mi=2@

bl 3 Accounts Payable |
2 Accoursy 1 Payabl ’
3 Accoury 2 Check B g Updats
® Copyright 2007

4 Order| i
5 3 Vendo iy b Printy a Frint Aging Summary By Gode Fourth Cenaration

5 Invent Software Solutions, Ine.
ventc B 4 Setup B ¢ Printw @
It =) b Print Aging Su ary By Mame

=
=]
=
=
=
B B PuchtEy 7 Mullie B d Updat (5 ¢ Print Aging Detail By Code
=
=
=
B
=

T Mullice i & Admin = PrntV =) o Print Aging Detail by Name

3 Pavioll5 9 Setup = rPrmtVEﬂ Exit

9 Feed F 5] Ewit 5 g Print¥endor Aging
a Replenishment h PrintVendor Cash Require.
b Repori Writers | PrintVendor Open items

ﬂ Exit & | Vendor109g9's

o] Exit

Status Idle Socket sock224/10.0.0.95/20020

After you select the report, two screens displdne Tirst screen prompts you if you want to useitiveice date or the
due date for aging. The second screen promptsoyeuter the aging date. The aging date defauttsetaurrent system
date.

The aging of the vendor transactions is based tipwaging categories set up on the Accounts Payzafeult screen
program (1-30 days, 31-60 days, etc.), the venudaice date (or vendor invoice due date), and podiry in the Aging
Date field on this screen. This field defaultstte turrent computer system date. The Aging Dale ifiethe cut-off date.
Invoices that are aged by the invoice date willstaiw up on the report if the invoice date is gretitan or equal to the
aging date. Similarly, invoices that are aged leydhe date will not show up on the aging repdtiéfdue date is greater
than or equal to the aging date.

The Accounts Payable Default screen can be vieweabdified using the Update Payable Defaults optidier select-
ing an aging date and pressing [ESC], a secondt8®eCriteria screen displays.

The Vendors Selection Criteria form:
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& Select sel_vend g@@
File:
Select Yendors
Wendor Code: Wendor Mame:
[O ok ] [’;‘ Cancel ]
; VR
Use known characters with [7] or [*] For one or many unknowns

Use this screen to designate which vendors wiglldison the report. You can select vendors by vendde or vendor
name.

Print Aging Summary

The Aging Summary report contains the total agtifar each vendor (with a non-zero balance) in esgihg period.

The current column contains the On Account amotime. On Account amount does not have an invoiceatalee date.
It is maintained with the Update Vendor Informatimogram on the Vendor Information menu.

The number of days for each aging period and tleihgs for each period (e.g., Over 60 Days) arsmdefwith the
Update Payable Defaults program on the Setup Peyabénu.

An example is shown in the Vendor Aging Summary&®eBy Code in the chapter titled "Sample Repoi@nly one
sample of this report is shown, since the soleedifice is the order of display (vendor sorted leawr by name).

Print Aging Detail

The Aging Detail report contains activity as wedlatotal for each vendor (with a non-zero balafmegach aging
period.

The current column contains the On Account amoLime. On Account amount does not have an invoiceatadee date.
It is maintained with the Update Vendor Informatimogram on the Vendor Information menu.

The number of days for each aging period and thaelings for each period (e.g., Over 60 Days) armddfwith the
Update Payable Defaults program on the Setup Peyah¢nu.

An example is shown in the Vendor Aging Detail Byde Report in the chapter titled "Sample Repofly one sam-
ple is shown, since the sole difference is the roofieisplay (vendor sorted by Code or by Name).

Print Vendor Cash Requirement

The Vendor Cash Requirement report prints a futigiag of vendor open items. The report is a praeadf future pay-
ments due. The four aging periods displayed omehert are defined using the Update Payable Defputtgram on the
Setup Payables menu.

The Vendor Cash Requirement report can be primteither a summary or detailed format as well ageddy vendor
code or name. After you select the Print Vendomh@squirement menu option, the Print Vendor CasjuRement sub-
menu displays. Select the report that you wantitd,aging by due date or invoice date, the agiatg, and the vendors.
See "Print Vendor Aging" on page 7-15 for examplethe Selection Criteria forms and descriptionshef reports.
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Print Vendor Open Items

The Print Vendor Open Items option prints a lisbpén items for selected vendors. Use the vendectm Criteria
screen to select the vendors by code or by name.

See "Print Vendor Ledger" on page 7-14 for an exarapthe Selection Criteria form. See also "25nder Open Itmes
Report" on page 11-26.

Vendor 1099's

The Vendor 1099's option allows you to create, tgdar print 1099's. Select the option from théofeing Vendor 1099
submenu:

Fitrix 5. 20 Database: bettyb Printers: Lexmark2/l exmark 2

File View Exscute Seftings Help

Sl =2 @

Ut 3 Accounts Payable
e S Bt 3 vendor Information
f =l =RV | vendor 1099's

: ® Copyright 2007
4 Orderlgy 3 vendo &y g PrintY (B 4 Create Vendor 1059's Fourth Genaration

Software Solutions, Ine.

5 Invent o 4 Selup = ¢ PrintVi & b Update Vendor 1099's

B Purchi sy 7 tuttile' &= o Updatt 5 ¢ Print Vendor 1088's
7 Multict & 5 Admin

e Printy d Print 1099 Forms - confinuous
8 Pavollesy 9 Setup oy f PrintVe 5 & Print1099 Forms - sheet
8 Fixed /5] Exit =5 g PrintV & Exit

a Replenishment & h Printvendor Cash Redquire

cocooobpopooeEe@

b Report Writers =0 i PrintVendor Open liems

ﬂ Exit I3 i Vendor1099's

& Exit

Statuz Idle Socket: sockz24/10.0.0.95/20020

Create Vendor 1099’s

The Create Vendor 1099’s program totals the castuats paid vendors requiring 1099 reporting andtpra summary
of the amounts. You must first have set up the easbunts with the Update Vendor 1099’s programu(setayables
menu).

When you select this option, you see the followsgdection Criteria screen:
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Select dat_sel Q@@

File:
: @

Feport Year: 2006

[@ 0K ] [Q:‘ Cancel ]

QYR

Enter the year for which to process 1099s,

Use this screen to specify the year for which yamto process 1099 forms. Click OK to begin thecpss.

Update Vendor 1099's

This option allows you to modify the 1099 repomttivas created with the Create Vendor 1099's option

Note

All records are removed each time the Create Ved@68's option is executed. That is, the informatinaintained
through this option is overwritten when you creadey vendor 1099’s.

Selecting this option displays the following screen

Update ¥endor. 1099's Q@@

File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O

i O @ @ 0O 9 @& ¥
% Find Prev Mest Add Update Delete Browsze Options

Wendor Totals for 1093 Reporting

Wendor  |123457 =] CHAMPION INC
Cash Disbursed: 15000.00
1093 Categories

Category 1: Category 2: Category 3

Category 4: Category & Category B:

Category 7: Category & Category 10:
Category 13 Category 14: Categoryl6a:
Categoryl6b: Categoryl8a: Categoryl8b:

[@ ok ] [Q:‘ Cancel ]

QYR

Enter Other Income,

The upper half of the form contains three fields-e-tave labeled, one is not.

1. Vendor:

This field contains the vendor code. Use Zoom tecse vendor.

2. Vendor Name (unlabeled):

This display-only field shows the associated venmdone when you enter a valid vendor code.
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3. Cash Disbursed:
This field contains the total amount of cash thastibe reported to the IRS for the currently-seléstendor.

The lower half of the form contains 1099 Categories

Print Vendor 1099's

This option allows you to print a 1099 report camitzg all pertinent information relating to the T and the 1099
accounts.

Print Federal 1099 Forms

This option permits printing of Vendor 1099 infortioa on preprinted Federal 1099 forms. You can ioltzese from
many office or computer supply vendors.
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Payable Ledger Menu

. General purpose of the Payable Ledger menu

e The Payable Documents screen—Illustration andrigsm of all fields
e The Payables Listing—General information and jmimt

. Posting payable documents

e The Payables Journal—General information and ipgnt

. GI/L Activity—Information and printing reports

. Updating ledger accounts and account groups

. Recurring documents—Creating
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Payable Ledger

The Payable Ledger menu is the most frequently omsatl of the Accounts Payable system. Use it taterenodify, and
post payable documents (invoices, credit memost dedmos), print journal and activity reports, ntain ledger
accounts and account groups, create recurring dectsymand approve batches.

The Payable Ledger menu:

Fitrix 5. 20 Database: bettyb Printers: Lexmark2/l exmark 2

File View Exscute Seftings Help

flgmE=zZ@

Ut 3 Accounts Payable
Caalis il payable Ledger

3 Accolrgy 2 Check [E| a Update Payable Documents

® Copyright 2007
4 Orderlf5 3 vendo b Print Pavahle Listing Fourth Generation

Software Solutions, Ine.

5 Inventt = 4 Setup E) ¢ PostPayahle Documents

6 Purche f= 7 Multile =) d Print Payables Jaurnal

7 MUMicL B 8 Admin B e Print GIL Actiity

3 Payroll &5 9 Setup f Update Ledger Accounts
9 Fieed /5] it g Update Account Graups
a Replenishment h Create Recurting Documents

b Report Writers Z Update Batch Maintenance

Exit 5 Ext

&
&
&=
&
&
&
&
&
&
&
&
sl

| stae Ide Sacket sock224/10.0.0.95/20020|

The following pages will describe each program friiis menu, each program’s basic function, and pvitvide infor-
mation about the data entry screens and eachiditah the screens.
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Update Payable Documents

The Update Payable Documents program is used & antl maintain payable documents. Payable docsraeatven-
dor invoices, vendor credits, and vendor debits.

The Payable Documents screen:

& Update Payable Documents
File Edit WView Mavigation Tools Actions Help
OB |IOWRPREQA BN E00ED 90
i O @ @ 0O 9 @& ¥
% Find Prev Mest Add Update Delete Browsze Options
Papable Documents
Date: | 04/03/2007 [LEd Gross Amt Entry: (M Dept: (000 L Posted:  |M
Wendor: | 123457 L CHAMPION [MC
Pay-To: | PAYTO X Recurrent Code: Fecurent Times:
Doc. Type: || R ki Ref.Mo: L F.Date:
Descript: |OFFICE SUPFLIES Invoice Date: | 04/03/2007 [LEd
Tems: [C L MHET PATYMENT 15 DaYS Default Taw  |NOTAx
Pay On: | 04/18/2007 2] Due: |04/18/2007 (24 Disc.: |04/03/2007 (24 Disci 0.000
P.0O. No.: [35671 F.0. Date: | 0440342007 [2E]
AcctGrp: X Cash: 100000000 | =, - |000
Account Dipt Drescription Code Amant
7040000008 ENJn] OFFICE SUPPLIES MOTa 578.99 578.99 DB
< ¥
Curency: Multilewvel-T ax: 0.o0 0.oo||De
TTL: 200000000 &, - |100 .| |[BCCOUNTS PAYABLE 578.93 578.93||CR
Batch ID: 17
[‘ ok ] [’;‘Eancel ] @Header ]
Enter a ledger account number affected by this transaction, 20

The following section describes each field on thgdble Documents form:

Payable Documents Screen—Header Section

1. Date:

This date field is significant for ledger accountiThis date is used to determine the accountiniggéto which this transaction
falls and therefore which period's income statenaedtbalance sheet this document affects. If yavdéhis field blank, it will
default to the current system date.

2. Gross Amt Entry:

This field determines the character of the amoantsred. The default comes from the Gross InvoiteyEbn the Accounts Pay-
able Defaults screen program. To enter gross arspenter a "Y" in this field. To enter net amoumtster an "N" in this field.

If gross amounts are entered, the tax is autontigticacked out and the net amount appears to ¢ of the amount entered.
Only the net amounts are posted to the ledger atemiered as the Accounts Payable Account thrthegbJpdate Multilevel Tax
Codes screen program.

Once a "Y" or "N" has been entered in the Gross Entty field, the field may not be changed. If ymeed to change it, the doc-
ument must be deleted and then reentered.
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3.

8-4

Dept.:

This is a three-character alphanumeric field thaies the department code for this document. Tiéld fells Fitrix Account Pay-
able into which department—if you are using departtal accounting—to put this document's ledger aetiog information. If
left blank, the department will default to the depent code for this vendor. If a vendor has noagipent code, the 000 depart-
ment is used. The department code must have begiopsly set up with the Update Company Informapoogram on the Setup
Company menu. The Zoom feature is available far fileid.

Posted:

This display-only field shows whether or not thediment has been posted to the Open Items tablg fi€kd cannot be changed
manually, but is updated automatically by the sysadter the posting process occurs. "Y" meansttfetiocument has been
posted. "N" means that the document has not beste¢ho

Vendor:

This twenty-character alphanumeric field is theectitht identifies the vendor involved in the trantigs. The vendor code must
already have been entered in the Vendor tableVEhdor table is maintained with the Update Venddéorimation program on the
Vendor Information menu. All payable documents niste a vendor code associated with them. The Zeature is available.

Pay-To:

This field is the six-character alphanumeric fitfdt stores the pay-to code for this document. paisto code spec-
ifies the pay-to address to print on the checkhBamndor may have any number of pay-to addressgsofthose
pay-to addresses can be recalled by entering fh@pypate code into this field. If you leave the/fia code blank, it
defaults to the pay-to code for this vendor. Ifréhis no pay-to code, the main vendor addresseid. ukhe Zoom fea-
ture is available for this field.

Recurrent Code:

This one character code identifies the documeatrasurring one (for example, "M" for month). Thecdment is entered and
posted once, and then the Create Recurring Docsrpengram is used to recreate it thereafter.

Recurrent Times:

If this recurring document should be recreatedezific number of times, enter that value here.és@mple, if the document is for
a 36 month automobile lease, enter 36 here. Eashttie Create Recurring Documents program is hisvalue will decrease by
1. When the value reaches 0, the document willdbeteld so it will not be created again by the Gré&¥curring Documents pro-
gram.

Doc.Type:

The Doc.Type field stores a code representing étieree document types.

Table 1:

[ Vendor invoice

C Credit memo

D Debit memo

defaults to "I"
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10. Invoice/Credit/Debit:

11.

12.

13.

This field label changes to match your entry inBee. Type field. This twenty-character alphanumégtd stores the number of
the vendor's invoice. It may be used to help yauniidy the invoice if questions arise about ittsrpayment.

Ref.No:

This six-character alphanumeric field is used datycredit or debit memos. This field is skipped ifovoice documents. It stores
the document number of the open item associatdddeipit or credit. An entry in this field causes ttebit or credit memo to
update the balance of the open item, rather thauitieg in a new open item being created. The Z&ature is available for this
field.

Date:

This is the fixed date flag. It is a Y/N field.dlows you to lock the due date, discount date,@aydon date entered for recurring
documents. For example, if a bill is always duehen15th of the month, set this flag to "Y", erdarode in the recur field, set the
due date to the 15th of the next month, and satifwunt and pay on dates accordingly. If youretié in the F.Date field, the
dates are changed based on when the invoice isgzed.

Description:

This thirty-character alphanumeric field storesdescription for this document. This descriptionseful in helping you identify
this document at a future time.

14. Invoice Date:

15.

16.

17.

18.

This date field is used to store the date thavémelor issued the invoice. This is different thaa Date field at the top of the form
which represents the day the document is enteted/our A/P system. This date is used to determinen the invoice becomes
due and overdue for payment.

Terms:

This field identifies the payment terms for thigaice. The terms determine a number of things alounivoice: when it becomes
due, if there is a discount for early payment,ahmunt of the discount, and when the invoice magidid for that discount to be
taken. All entries in this field must have beerviasly set up in the Terms file. The Terms fileriaintained with the Update
Vendor Terms option (Vendor Information menu). Hescription for the type of terms represented k/dbde is taken from the
Terms file and displayed to the right of the cofiee information in the Terms file is also usedatculate the defaults for the Pay
On date, the Due date, the Disc. (discount) daietlae Disc% (discount percentage). Use the Updatdor Terms option of the
Vendor Information menu to add, delete or modify thrms file. The Zoom feature is provided.

Default Tax:

This field determines the default Multilevel Taxdeoused in the detail lines. The default for tletdfcomes first from the pay-to
information for the vendor. If a tax code is notifidl there, the vendor record is checked. If a tabeds not found in the vendor
record, the Multilevel Tax code is taken from thef&ult Tax Code field of the Accounts Payable Diatable.

Pay On:

The Pay On date is the date that you would likgay this bill. This date is calculated from thedioe Date and the Terms field.
This default can be overwritten at any time.

Due:

This date field determines the maximum amountroétyou have to pay this invoice without it becomiragt due. This date is
calculated from the Invoice Date and the Termglfighis field may be overwritten as needed.
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19.

20.

21.

22.

23.

24,

25.

Disc.:

This date field stores the date after which thealist for early payment is no longer valid. Thisedi#eld can be overwritten as
needed.

Disc%:

This numeric field stores the percentage of distgaun can claim if you pay the invoice by the disebdate. Enter percentages in
the format of XX.XXX where 2.000 means 2%. The déféor this field is taken from the vendor's terms

P.O. No.:

This ten-character alphanumeric field stores threlmse order number for items on this vendor irerdi¢se this field as an audit
trail for purchase orders.

P.O. Date:

This is a date field used to store the date optirehase order.

Acct. Group:

This is the account group code to use for this dmmt. The account group code is used for seleatiTgytain set of general ledger
numbers. It simplifies data entry by allowing you€member a group code instead of having to reraethlk ledger codes them-
selves. When you have finished entering informaitido the document, the code itself disappears.adoeunt group code must
have already been set up in the Account Groupeéafihe Account Groups table is modified usingupedate Account Groups
program on the Setup Payables menu or the Payabiget menu. This field defaults to the account grset up for the vendor.
The Zoom feature is provided.

Cash:

This field stores the cash account to use foradbmument. This field defaults to the default castoant set up for the vendor in
Vendor table. The Vendor table is maintained wliih tpdate Vendor Information program on the Veridfwrmation menu. If
there is not a default cash account for the verilerCash account in the Accounts Payable Deftalits is used. This field may
be overwritten. The account entered must have pemnously set up as a checking account with thddtgp Checking Accounts
program on the Setup Company menu. The Zoom feaym®vided.

A/P Department:

This unlabeled field records the department cod@etash account. This field defaults to the defaash account department
code set up for the vendor. If there is not a defaash account department number for the ventderD00 department code is
used. This field may be overwritten. The departnoeie entered must have been previously set ugeihedger Account table.
The Ledger Accountstable is maintained with the &ipd_edger Accounts program on the Setup Compamunighe Zoom fea-
ture is provided.

Payable Documents Screen—Detail Section

In the detail section of the screen (the lower bathe screen), you see the accounting informatdtating to the pur-
chase. The data appears in columns. A single rgnoisided for each account affected by this tratisacThis part of
the screen scrolls to display up to 100 rows.

1.

8-6

Account:

This nine-digit field gives the ledger account nemto which this purchase is distributed. The aotowmber determines what
general ledger account the purchase falls into.adeeunt number must have been previously set tiigihedger Accounts table.
It can be set to default values using the Acct @riteld. The Zoom feature is provided.
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2. Dpt:

This field stores the department code to use fsrdisbursement. Using this column, you can asaidifferent department code
to each line of the invoice. If you do not makeealtry in this column, the 000 department code éslu¥he department code must
have been previously set up in the Company Infaondgable. Department codes may be set up usinyplaate Company Infor-
mation program on the Setup Company menu. The Zeature is available for this field.

3. Description:

This column displays the ledger account descripfldms description is retrieved automatically frtime Ledger Account table.
This is a display- only column.

4. Code:

This field shows the Multilevel Tax code to use thuis line item. The tax code determines the ratehdch this line is taxed. Use
Zoom to select a valid tax code.

5. Amount:

This numeric field stores the amount to be diskditeethe ledger account that appears on this row.

6. Disbursed Amount:

This unlabeled column stores the amount disbursdtket ledger account. This is a display-only field.

7. Debit or Credit:

This is an unlabeled column that shows the tydedger transaction. DB stands for debit transact@i® means a credit transac-
tion. These are automatically entered based omrrEtion in the ledger accounts file. In using EiBusiness, you need not know
how credits and debits work in a traditional acdamgsystem. All you need to know is that when éntga value into the
Amount column of an invoice or vendor credit, aifies value increases an account balance and gineganount decreases an
account balance. The program determines whethearttng is a credit or a debit. This is a displayydield.

Payable Documents Form—Totals Section

The totals section of the Payable Document dispdaysunts posted to the Accounts Payable accouetafrtounts on
the bottom of the form are always equal to the sfithe amounts in the detail section of the form.
1. Currency:

This display-only field shows the currency codeiesed from the Vendor information file.

2. Multilevel Tax:

This field contains the amount of tax on this doeam The multilevel tax is calculated only if thaiMlevel Tax field of the
Update Company Information option is set to Ysltpdated for each entry.

3. A/P Account:

This unlabeled field stores the Accounts Payaliligde account to use for this document. This figlthdlts to the default A/P
account set up for the vendor in Vendor table. Wénedor table is maintained with the Update Venddordmation program on the
Vendor Information menu. If there is not a defa\/P account for the vendor, the A/P account inAlseounts Payable Defaults
table is used. This field may be overwritten. Theoant entered must previously have been set tigeihedger Account table.
The Ledger Accounts table is maintained with thel&tp Ledger Accounts program on the Setup CompamunThe Zoom fea-
ture is provided.
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4.

8-8

A/P Department:

This unlabeled field records the department codeséofor this document. This field defaults to degault A/P account depart-
ment code set up for the vendor. If there is ndé¢fault A/P account department number for the verttie 000 department code
is used. This field may be overwritten. The departhtode entered must have been previously settine Ledger Account table.
The Ledger Accounts table is maintained with thelatp Ledger Accounts program on the Setup Compamum

A/P Amount:

This unlabeled field records the total of the Amiozwlumn of the detail section. This is a displaydield. You can use this field
to verify the accuracy of your entries in the detaction.

Total Disbursed Amount:

This unlabeled field records the total amount dised to the A/P Account. This value is equal theltof the Disbursed Amount
column of the detail section. It represents a lmtanentry. For example, if the total of the Disteot Amount column is a $40.00
debit, the Total Disbursed Amount is the oppositea $40.00 credit. This is a display-only field.

A/P Credit or Debit:

This unlabeled field shows the type of transact@mrthe A/P side of this transaction. CR represantgedit to the A/P Account.
DB represents a debit to the A/P Account.

Acct:

The Accounts Payable ledger account for this talec®he account must have been previously seting tlee Update Multilevel
Tax Codes program.

Net Amt:

This is the net goods amount for this tax code. fétegoods amount is without tax. After you clicK @ store the information,
sums are calculated for the net goods amountseehiigio this screen and for the net goods amountésed into the detail portion
of the payable document. If these two sums areqoal, an error message is displayed and the cigrpositioned in the detalil
portion of the payable documents form. The documanhot be stored until these two amounts are equal
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Print Payable Listing

The Print Payable Listing program is used to mimedit list of payable documents. Use this refmocheck the accuracy
of payable documents before using the Post Payaitaments option. When payable documents are pastegbort in

the same basic format is printed. The Payablerigss usually discarded and the posting reporéj# las a permanent
record of the payable document transaction.

Because the document numbers are assigned whdodbments are posted, the document numbers obtfebfe doc-
uments show as unassigned on the Payable Listing.

For an example of this report, see report "1: Piyhisting Report" on page 11-2 in the chapteetitample Reports.
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Post Payable Documents

The Post Payable Documents program selects aliqualy unposted invoices, credit memos, and debinws and posts
them to the vendor activity file and to the apprafgr ledger accounts. Tax amounts from payablerdeats post to the
general ledger activity file and to the Multilevigx activity file.

Payable documents can only be posted after you dieteemined that all payable documents entered@rarate by
printing the Payable Listing. Once a payable doautriseposted, it can no longer be changed. Erroppsted documents
must be corrected with a credit memo or debit memo.

When payable documents have been postegéda items(see below), the Payable Documents Posting repgrirted.
This report is in the same format as the Payaldérig report.
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Print Payables Journal

The Payables Journal report shows the debit artit anformation for posted Payable Documents anddRhb.
When you first execute the Print Payables Jourmaduoption, you must confirm the destination fa taport.

To print this report, you must enter dates intele&ion Criteria screen. This screen allows yoseiect the range of
dates for documents to include on the report.

You can include the data for all transactions bigeng a starting date that you are sure precduaesadrliest date of any
document, and an ending date that you are suhe isame as or past the date of the most recergtg¢hdocuments.
Enter dates in the format mm/dd/yy.

The A/P Journal Selection Criteria form:

& Select - dat_rnge Q@@

File:
: @

Start Date: | 01/01/2007 53| End Date: |[EHI

[O ok ] [’;‘ Cancel ]

Enter the ending date you wish to select, 20

The following describes the fields on this form:

1. Start Date:

This is the earliest date of transactions to inelundthe report. Transactions with dates earliantthis date will not appear on the
Payables Journal report. This date field defaolthé current date (the computer system date).

2. End Date:

This is the latest date of transactions to inclodé¢he report. Transactions with dates later themdate will not appear on the
Payables Journal report. This date field defaolthé current date (the computer system date).

For an example of this report, see report "3: ActstPayable Journal” on page 11-4 in the chapted Sample Reports.
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Print G/L Activity

General Ledger Activity reports organize accountiata by ledger account rather than by documentbeunihe Gen-
eral Ledger Activity report may be printed in sunmynar detail format.

For both the detail and summary reports enter dateshe Selection Criteria screen. This scredddstical to the A/P
Journal Selection criteria screen. See "Print Plagalburnal” on page 8-11 for more information.

Both G/L Activity reports are sorted first by ledgeecount number then, within each ledger accountber, by depart-
ment code. The total debits and credits posted tcaount during the selected date range are geglat the right of
each account. The total debits and total credéshown at the bottom of the report.

For an example of the G/L Activity Summary repsge report "4: G/L Activity Summary Report" on pdde?2 in the
chapter titledSample Reports.

For an example of the G/L Activity Detail reporgesreport "5: G/L Activity Detail Report" on pagé-é in the chapter
titted Sample Reports.
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Update Ledger Accounts

This menu option is duplicated on the Setup Compaegu. See "Update Ledger Accounts" in Chapterof@any
Setup.
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Update Account Groups

This menu option is duplicated on the Setup Pagahlenu. See "Update Account Groups" on page 5-7.
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Create Recurring Documents

The Create Recurring Documents option automaticathates payable documents based upon the confahts Recur
field of the Payable Documents form. This fieldrisdified using the Update Payable Documents opmiothe Payable
Ledger menu.

When the Create Recurring Documents option isitumeates a new payable document from the origioalment
specified by its Recur code.

Once recurring documents have been created, thgymarinted and posted with the Print Payableingsand Post
Payable Documents options of the Payable Ledgeunii&e non-recurring payable documents. If youhwtis keep
recurring documents separate from other payablardents, you should post one type before creatiagther type.

After selecting Create, a Selection Criteria forispthys allowing you to specify one or more reqmgrcodes.

The Recurring Documents Selection Criteria form:

File:
: @
Fecurring Code:
[O ok ] [’;‘ Cancel ]

QYR

After you enter a recurring code, the program dessdor all documents with that character in theuRdeld. After
selecting OK the program creates new non-postesiores of the documents and prints a listing ofthgable docu-
ments created. Clicking OK without entering a reitgr code results in the new payable documentsgbgémerated for
each posted recurring document stored in the paydddument table.

For an example of this report, see report "6: Réngiinvoice Report” on page 11-7 in the chaptdediSample Reports.
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Check Processing Menu

. Menu options for processing checks
. Determining what payments are due
. Setting payment dates, amounts, etc.
. Creating check records

. Printing an edit list for checks

. Printing and posting checks

. Check processing reports

. Reconciling checking accounts

. Entering, listing, and posting Void Checks
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Menu Options & Field Descriptions

The Check Processing menu provides options forgasing checks. These include options to updatet, post, and
void checks.

The Check Processing menu:

Fitrix 5.20 Database: bettyb Printers: Lexmark2/lLexmark 2

File ‘“iew Ewxecute Seftings Help

el =2@

44 3 Accounts Payable
el (il 2 Check Processing

3 ACCOUt By 3 Check a Print Payrents Due Repart ® Copyright 2007

&
=
&
=
&
=
B 7
=
&
=
&
9

=

Fourth Ganarati
OBt g5 3 vendo b Update To-Pay Infarmation Software Solutiors, e

m

Inventt f5 4 Setup [ ¢ Create Automatic Checks

Purthi (5 7 Multile & o Update Non-A/P Checks

o

MUMticL £ 8 Admin & e Update AP Checks

B Paytollf5 9 Setup =) 1 print Check Listing

3 Fixed £ S i E= o PrintChecks

a Replenishment h Post Checks

h Report Writers [B= i CheckProcessing Reports

Exit @ j Reconcile Checking Accounts
= k void Posted Checks
,,'_5‘ z Update Batch Maintenance
&) Exit

| Status Idle Socket sock224/10.0.0.95/20020

Print Payments Due Report

The first step in automatically generating cheskgrbducing a Payments Due report. This repotrtrige give you a list
of invoices due by a certain date. This report tsesame selection logic as the automated chegkion process. Run-
ning it allows you to preview the checks that ydll ereate using the Create Automatic Checks ostion

When you run this program, the following promptspday:

Enter the Check Run Date: 033107 Enter the Mext Check Run Date: | 041507

[@ox | [dcancel | [@ox | [dcancel |

To print this report you must enter a Check Rurelzatd the Next Check Run Date. The Check Run Datehee Next
Check Run Date are used to select the correctéegdbr payment and to determine whether or nat thi&counts are
valid.
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The Check Run Date is the date that actually pontghe report and on the checks. It also detersrifree discount for
early payment is valid. The Discount Date is comadawith the Check Run Date to determine if a gigisgount is still
valid. If the Check Run Date is on or before theddiunt Date, the discount is considered valid Aediiscount will be
taken when you create checks. If the Check Run Baiast the Discount Date, the discount is showthe report as
lost and the discount is not taken automaticallyhencheck. The exception to this is if the Takeddunt field in the ven-
dor’s record or pay-to record is set to A for Algatake discount. If it is set to A, the discoumntonsidered valid regard-
less of the date the invoice is being paid.

The next date entered is the Next Check Run DateeSou usually want to pay invoices before thegdme overdue,
Accounts Payable needs to know the next time yan fd pay invoices.

The program will then select all the invoices twauld become overdue before your next check rue. Néxt Check
Run Date is compared with the Pay On date on asidavIf the Invoice Pay On Date falls before tlegtrcheck run, the
invoice is selected for payment.

After responding to the Next Check Run Date proriy,Select Vendors Selection Criteria screen ayspl

& Select sel_vend

File:
Select Yendors
“Wendor Code: | Wendor Mame:
[O ok ] [’;‘ Cancel ]
; VR
Use known characters with [7] or [*] For one or many unknowns

Next, the Select Cash Account Selection Criteriaest displays

& Select sel_cash
File

: @

Select Cash Account

Cash Account:

Department; | 000

[O ok ] [’;‘ Cancel ]

QYR

Use known numbers with =, 1=, <, >, <= or == for comparatives

The Payments Due report is sorted by vendor colde . dbcuments for each vendor are sorted by docunuaniber and
the total due is totaled at the bottom of theseslimhe amount that is to be paid and the discmieunt to take for each
payable document is shown in the two columns omitfie side of the report. Discount amounts thatraw longer valid
as of the check run date are marked with an akt@)isFor an example of this report, see Reporhbar "7: Payments
Due Report" in the chapter titled "Sample Reports."
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Update To-Pay Information

The Update To-Pay Information option allows yowehange the date to pay, amount to apply, or discouwake for any
vendor invoice (open item).

After reviewing the Payments Due report, you maytta change invoices listed for payments. You nvapt to delay
their payment, partially pay them, change the dist@amount or the discount date, or include paymémntinvoices not
displaying on this list. These kinds of changesdanee with the Update To-Pay Information optionisTinenu option is
the same as the update Vendor Open Items optittredetup Payables menu.

The Update To-Pay screen:

& Update To-Pay Information Q@@
File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
endor Open ltems
Wendor Code: |CANON CAMOM LS4 INC.
Pay-To Code: =]
On Account: 0.o0 Balance: R3345.27 Curency:
Irvvaice Infarmation
Invoice: MOMNTHSWE Home Currency Amt: 800,00
Document Mumber: 27 Currency Exchange Rate:
Drescription: FRO SWCS FEE
Date: 01/12/2007
Original Amount: 800,00 To Pay Information
Original Discount: 0.o0
Invoice Balance: 800,00 Dizcount Date: | 01A12/2007 [E]
Dizcount B alance: 0.o0 Amaunt to Apply: 800,00
Due Date: 0241142007 Discournt to Take: 0.00
AP Account: 200000000 - {000 Date to Pay: | 0241172007 [E]
P. 0. Humber: M Cash Account: 100000000 (%] TN
Purchase Order Date:
18 of 18

[‘ ok ] [’;‘Eancel ]

Enter pay-to-code if special payment address was used, 20

After you have set up Fitrix Accounts Payable, gan change only the To- Pay Information sectiore Gther fields are
for reference only and allow you to find the inv@scyou want to change.

The Vendor Open Items section shows informatioruaiee vendor to whom the payment is to be made.lioice
Information section shows details about this patéicinvoice of open item. The To-Pay Informati@ttson contains the
fields that you change to delay payment, partipdly an invoice, force a discount to be taken, ange the discount.

The fields in the To-Pay Information section areatidbed below. See "Update Vendor Pay-To's" on fageor more
information on the other fields and options.

1. Discount Date:

This date field records the date after which tleedlint for early payment is no longer valid. Thasedcomes from the Disc. field
on the Payable Documents form. This date may beasiteen with a later date so that the discourntaken.

2. Amount to Apply:
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This numeric field determines the amount that digplon the automatic check. If you do not wantap ghe invoice balance, you
may change this field to the amount you do wamtap

3. Discount to Take:
This field is the discount that is applied to thedice when the check is created. You may charige#fue to take more or less of
a discount on the invoice.

4. Date to Pay:

This date determines when the automatic checkioreptocess creates a check for this invoice.iff date falls before the Next
Check Run Date that you enter when you create aitorchecks, the automatic check process creatheck record. This field
defaults to the Discount Date (if one exists inglistem.) You may increase this date to the ini®iDee Date, or even past the
Next Check Run Date. This will delay payment onithwice to a subsequent check run.

5. Cash Account:

This field stores the default cash account numbed dor transactions involving this vendor. Whiiestfield is not required, and
entry must correspond to an established cash atdodefaults to the cash account entered with.tpdate Payable Defaults pro-
gram on of the Setup Payables menu. The Zoom featur be used to select an eligible account.

Create Automatic Checks

The Create Automatic Checks option creates chauttstres them in the Check table. It also primsAutomatic
Checks report. The Automatic Checks report hasdinge format as the Payments Due report. For ang&asee report
"7: Payments Due Report " on page 11-8 in the endjiled Sample Reports.

Prior to selecting this option you should seleetphint Payments Due report to preview the chelsiswill be created.
Enter the same selection criteria that you usqutitd the Payments Due report; the selection daitierms are identical.
After automatically creating checks, you can modifgse checks using the Update A/P Checks program.

Update Non-A/P Checks

The Update Non-A/P Checks option allows you to ealecks for non-A/P payments (those payments wihichot
affect any debt owed to a vendor). You may recondexpenditures and post those expenditures tagheopriate
accounts.

The Non-A/P Checks screen:
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& Update Non-A/P Checks =3
File Edit WView Mavigation Tools Actions Help
OB |IOWRPREQA BN E00EDR 900
i O @ @ 0O 9 @& ¥
% Find Prev Mest Add Update Delete Browsze Options
Mon-&/P Checks
Date: |[iEN ] [E] Print Check: M
Wendor: | 123457 =] CHAMPION [MC
Posted: Pap-To: PayTO [CY] CHaMPIOM [MC
Check Mumber: | 522607
Description: [COD FRT
Cash Account: 100000000 (%] - [100 (&)
Tax Code; |MOT&X  [&] Gross Amt Entry: (M Tax Department: (000 [&]
Account [rept. Account Description Tax Cd Faid Credit/D ebit
501000000 100 FREIGHT IN MOTax 855.00 555.00 DB
500300000 100 ELECTRICAL COGS o]
Tax Amount: 0.00| Check Amaourt: 855.00
Batch ID: 22
(G o | [4cancel | [EEpetsl |
Enter date of payment. 20

Non-A/P Checks Screen—Header Section

The following paragraphs describe the fields onNba-A/P Checks form.

1.

9-6

Date:

This field records the date on which the check ®mtsred. It is the date used for all ledger andleenpdate information.

Print Check:

The Print Check field specifies whether or notitiafthis check. If this field is set to "Y", théeck will be printed. If this field is
set to "N", the check will not prinbut it will post. When the system automatically creates a chectugh Create Automatic
Checks), it assumes that you are going to prisbithe system sets the Print Check field to Y. e\®v, many users enter check
records manually to record payment informatiorhim A/P system after the actual check has beerewriuring manual entry of
an A/P or non-A/P check, this field defaults to 'N"

Vendor:

This is the code for the vendor. It is comparedwitist of vendors for correct entry. The naméhefvendor displays next to it.
The Zoom is available.

Pay-To:

This is the code of the pay-to address to usehisrvendor. This code must previously have beensét the Vendor screen pro-
gram. The Vendor information is maintained with Yydate Vendor Information program on the Vendéodmation menu. If left
blank, this code will default to the pay-to cod&YRQ". If there is no "PAYTQO" pay-to code, the maiandor address is used.
The pay-to code determines the address printeHeooheck. Zoom is available.
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5. Check Number:

This ten-digit numeric field is the number thatpdés/s as a reference for this check. For checksayewrinting on check forms,
you control the assignment of check numbers atipgriime. For an entry that records a hand-writtkack, it you should enter
the checknumber in this field.

6. Description:

This thirty-character alphanumeric field storesdiacription for the check. Use this field for refece.

7. Cash Account:

This nine-digit field stores the number of the casbount that will be decreased when you postctiesk. The field defaults to
the cash account entered on the Accounts PayaliéeilBescreen program with the Update Payable Disfaoogram on the
Setup Payables menu. Zoom is available.

8. Tax Code:

The entry in this field is the default tax code floe detail lines. This is a required field. Zo®available. The defaulting
sequence for tax codes:

< Ifavendor code is not entered, or if the veridarot valid, this field defaults to the entry hretDefault Tax Code
field of Accounts Payable Defaults.

« If avendor code is entered, the default for thg Tode field comes first from the pay-to inforratfor the ven-
dor.

« If atax code is not found in pay-to informatidine vendor information is checked.
e If a tax code is not found in pay-to informationv@ndor information, the Multilevel Tax code i¢a from the
Default Tax Code field of Accounts Payable Defaults
9. Gross Amt Entry:

This field determines the character of the amoantsred. The default comes from the Gross InvoitteyHield on the Accounts
Payable Defaults screen program.

To enter gross amounts, enter a "Y" in this fi@lol.enter net amounts, enter an "N" in this fiefdidu enter gross amounts, the
system automatically backs out the tax and displagsiet amount in the credit/debit column of te&d lines. Only the net
amounts post to the specified ledger account. &amount posts to the ledger account entereceasdtounts Payable Account
in Update Multilevel Tax codes.

Once a "Y" or "N" has been entered in this fiel& field may not be changed. If you need to chédindiee document must be
deleted and then re-entered.

10. Tax Department

This is the department code used when posting thlél&tel Tax amounts. This field is required arefalilts to 000. Zoom is
available.

Non-A/P Checks Form—Detalil Section

The detail section contains accounts and amourtshairse to those accounts.
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1.

Account:

This nine-digit field is the account number of #eeount that is increased by the transaction. Theumt number must previously
have been set up using the Update Ledger Accouogsgm on the Setup Company menu or the Payablgdredenu. The Zoom
feature is provided.

Dept.:

This is the department code. This column defaalthé 000 department code. Department codes mustdnaviously been set up
using the Update Company Information program orSibeip Company menu. The Zoom feature is provided.

Account Description

This column displays the description of the ledg@sount that displays after you have entered aouataumber. This is a dis-
play-only field.

Cd:

This field is the multilevel tax code to use foisthine item. The tax code determines the ratehathvthis line is taxed.

Paid:

Enter the amount of the payment.

Credit/Debit:

This column shows the amount and kind of ledgersiaation. DR stands for a debit transaction. CRnseacredit transaction.
These are automatically entered based on informatithe Ledger Accounts file. When using Fitrimuyneed not know how
credits and debits work in a traditional accounsggtem. All you need to know is that when enteenglue into the Paid col-
umn, a positive value increases the total amountgad a negative amount decreases the total arpaithtThe program figures
whether the entry is a credit or debit. This idsplhy-only field.

Non-A/P Checks Form—Totals Section

Tax Amount:

This display-only field is the total tax amount.

Check Amount:

This field is the total amount of the cash disborest. This is the amount by which the cash accailhbe credited. It is a dis-
play only field.

Update A/P Checks

The Update A/P Checks option allows you to changkdelete automatic checks. It also allows you émually enter
accounts payable checks.

The A/P Checks screen:
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& Update A/P Checks

File Edit WView Mavigation Tools Actions Help
OB |IOWRPREQA BN E00EDR 900
i O @ @ 0O 9 @& ¥
% Find Prev Mest Add Update Delete Browsze Options
A/P Checks
007 3 Print Check: |
Wendor: | SCM =] SHITH-COROMNA CORP.
Posted: Pay-To: FayTO =] SHITH-COROMNA CORP.
Cash &ccount: 100000000 (%] - |000 (&) Currency:  |[USD
Check Mumber: Description:  |[AUTOMATIC CHECE
Automatic Pay: Take Disc: Y
Pay On Account: 0.o0 On Account: 0.o0
Crd | Invoice [ue Date Diizc Dt Dizc Bal Balance Dizc Applied
Iz 0317407 02/25 1.00 0.0 0.0 58.00
e beibe) peic K| 04413407 03/24 8.25 0.0 0.0 400.50
455664 04/15/07 03/26 1.40 0.0 0.0 77.00
I:z 04418407 03429 -1.30 0.0 0.0 -71.48
455664 04418407 03429 1.40 0.0 0.0 77.00
Check Amourt: 538.07 | Total Discount Allowed: 0.00
Total Applied: R3am
90of9
(G o | [4cancel | [EEpetsl |
Please wait...
Enter the check date, @i

Do not be misled by the term "manual.” The manual entry of accounts payable checks isaligta highly automated pro-
cess. Using this option you specify which invoiges want to pay. The system then displays all antding invoices for
that vendor. You can then opt to pay all due ingsiautomatically, creating a check very much lileedne created
through the automatic process but just for thaglsinendor. Or, in a more selective approach, youahoose which
invoices you want to pay and specify how much tp grad what discount to take on an invoice-by-inediasis. For
many types of businesses, this flexible manual gagrantry is preferred to the regular automatickloeeation process.

Use the Update A/P Checks option to enter and ma@diP checks and to modify and delete automaticksieUse the
Update Non-A/P Checks option to enter non-A/P check

The following paragraphs describe the fields onAHe Checks form.

Update A/P Checks Screen—Header Section

1. Date:

This field stores the date the check was creataslitie date used for all ledger and vendor upédemation.

2. Print Check:

The Print Check field specifies whether or nottiofthis check. If this field is set to "Y", théaeck will be printed. If this field is
set to "N", the check will not prinbut it will post. When the system automatically creates a chectugh Create Automatic
Checks), it assumes that you are going to pringdtthe system sets the Print Check field toY.

However, many users enter check records manuatlcird payment information in the A/P system atteractual check has
been written. During manual entry of an A/P or MoR-check, this field defaults to "N".

3. Vendor:

Check Processing Menu  9-9



Fitrix Accounts Payable User Guide

This is the code for the vendor. When adding ardgagsse Zoom to select a valid vendor code. Theenafnthe vendor displays
next to it This is one of the four key fields thadke a check unique. Changing this field will catieeform to display the invoices
associated with that vendor, pay-to, cash accaumct,department. Therefore, you should not chargeehdor for currently
selected invoices.

4. Posted

This field is maintained by the system and is géMt' when the check is posted.

5. Pay-To:

This is the code of the pay-to address to usehisrvendor. This code must have been previouslysetith the Update Vendor
Information program on the Vendor Information melfileft blank, this code will default to the "PAYO™ pay-to code. If there is
no "PAYTQO" pay-to code, the main vendor addresssed. The Zoom feature is provided.

6. Cash Account:

This numeric field stores the ledger account arghdenent number of the cash account. You can usasset account as a cash
account. It defaults to the cash account enterdutive Update Payables Defaults program on thepSedyables menu. The
Zoom feature is provided.

7. Currency:

This display-only field displays the currency cddethe vendor. The currency code is automaticatyieved from the Vendor
Information table.

8. Check Number:

This numeric field is the number you want to digpda a reference for this check. For checks whahare printing onto check
forms, this number is assigned at the time of printFor documents that record a check that watsemrby hand, it is the number
of that check.

9. Description:

This thirty-character field stores the descriptionthis check. This description is helpful in idiéying a check at a future time.
Since a check number is good identification, yoechenly use this field when you want to record sitring out of the ordinary
about a check that you might not remember otherv@becks created by the automatic check procesgiae a description of
AUTOMATIC CHECK. Any check description may be chadgat any time before posting. This descriptionsdua display on
the actual checks.

10. Automatic Pay:

Enter "Y" or N. Entering "Y" causes the system &y pll invoices presently due (beginning with thdest), take all available dis-
counts, and apply any "On Account" balance to tHesi open items.

Entering nothing or an "N", indicates that you mdeo specify which invoices to pay and how muchpply to each invoice. The
system will not apply any "On Account" balance pep items.

11. Always Take Discount;

This field tells the system how you want to hardifeounts for this check. If this field is set 1", the system always takes the
discount amount, whether or not it is valid (iiefalls on or before the discount date). When addi check, if you leave this field
empty, it defaults to "N" and the discount will et taken if the payment is made after the discdatg. If you enter "Y" in the
Automatic Pay field, the Always Take Discount figdcskipped. This field defaults to the value af tlways Take Discount field
for the vendor's pay-to address. If there is noyeior the pay-to address, this field defaultsie value of the Always Take Dis-
count field in the vendor file.
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12. Pay On Account:

This numeric field allows you to enter an amouiat the system can simply apply to the vendor'satcpex., a prepayment).
This amount is not applied to a specific open itdraugh it can be applied to specific invoices Eitar time.

13. On Account:

This display-only field shows how much the vendaes you or you owe the vendor in addition to thiahee of outstanding
open items.

Update A/P Checks Screen—Detail Section

The middle section of the Check form shows deitaéld of information on open items and cash dishuoesgs. Move
between this section and header by clicking Detail.

The words "CTRL-V Multilevel Tax" display at the jpgr right of the screen when you are in the détebk and using
multiple-level taxes. This is to alert you to tletfthat you can use the [CTRL]-[v] key sequencsa® the Multilevel
Tax analysis (transactions). Taking a cash disconran invoice automatically generates a Multilehaet transaction if
the Calculate Tax on the Cash Discounts field afdAmts Payable Defaults is set to Y. The transastibat display in
the window are for the currently selected invoice.

1. Cmd?:

The Cmd? column is a control column. The commarmdsgnter determine how to pay the invoice. 1, 2, &nd | are the only
valid entries in this field.

1 = pay the invoice, taking the discount if theedat the check is on or before the discount date.
2 = pay the invoice, taking the discount evenéf theck date is after the discount date.

3 = pay the invoice and do not take the discount.

4 = manually enter the amount of cash to applyhéoiivoice and the amount of discount to take.

| = display detail information for a particular inice.

2. Invoice:

This column shows the number of the vendor's ireedlthis is the main method by which you identifffetient invoices. It is the
number you entered into the Payable Documentssgmegram. This is a display-only field.

3. Due Date:

This is the date on which the invoice is due foymant. This is a display-only field.

4. Dsc. Date:

This is the date after which discounts should motaken. This is a display-only field.

5. Dsc. Bal:

This column displays the amount of the discountai@ing. When entering checks, this is the maximbhenendor allows you to
take on this invoice. This is a display-only field.

6. Balance:
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This column displays the balance of the invoicasHalance is the total due on the invoice afterghyment is made. If a value
displays in the Applied column, the balance ofith@ice on this line has been decreased by thiskcletry. This is a display-
only field.

7. Discount:

This column records the discount taken on thisicerduring the entry of the check.

8. Applied:

This column is the total amount by which the ineobalance was decreased during check entry. Tthe ismount applied to the
invoice. This includes both the cash applied arddiscount allowed.

Update A/P Checks Screen—Totals Section

The bottom section of the A/P Checks form showddteds for the check. All fields in this sectioreaystem maintained
(display-only).

1. Check Amount:

This is the total amount of the check. This issptiy-only field. This amount equals the Total Apglless the Total Discount
Allowed.

2. Total Discount Allowed:

This is the total amount of discount taken on ioesipaid by this check. This is the total of theddunt column of the detail sec-
tion. This is a display-only field.

3. Total Applied:

This amount is the total applied to invoices. Tikithe total of the Applied column of the detaiten.

Print Check Listing

Print Check Listing is used to print an edit lifatl of the current check entries. You must pthis report before you
print and post checks.

—— Warning!
This is a required edit list. If you change any amounts or accounts, you must re-run this edit list. If you do
not, the modified documents will not post.

Note that the document number of the check is UNSSEED. Document numbers are assigned during pasting
Vendor and Pay-To fields are blank for Non-A/P dtsec&Generally, checks that are to be printed ddawe check num-
bers, since check numbers are usually assigned thikeshecks are printed.

If, in the Update Payables Defaults, the Calculate on Cash Discounts field is set to "Y", the Nleltel Tax lines gen-
erated by Update Checks and Update Non-A/P Cheelgranted.

For an example of this report, see report numb@hgck Listing Report in the chapter titled "SaniRkports."
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Print Checks

Use this option to print checks. Once the Checkingshas been printed and reviewed, you are reagyimnt the actual
checks. The check forms used by your company mayus@mized if necessary.

—— Warning!
Contact your Fitrix Representative if assistance is required. The default check forms that come with the
Fitrix Accounts Payable package are designed for a continuous feed check form, or laser printer checks.
These forms are available from Harland. The form number for laser checks is 4GEN9. The form number
for continuous feed checks is 4GEN4.

The Starting Check Number prompt:

Enter Starting Check Mo.: |

[O ok ] [’;‘ Cancel ]

The number you enter in response to the systempirsinould be the preprinted number on the firstkhie the printer.
Subsequent checks are automatically numbered ieasing numeric order.

After specifying the check number, another windoil eisplay prompting for the check date.

The Check Date prompt:

Eriter Check Diate: | 033107

[‘ 0K ] [’;‘Eancel ]

If you are sending checks to a printer, you shoudtke sure that the check forms are correctly loaatedthe printer
before entering the check date. Checks will betpdrfior all check entries except those which meefdllowing criteria:

e The check entry has been marked to prevent pgrtfrthe check (the Print Check field has an "Nitej

< The cash amount of the check is negative. Forxamele of a check, refer to the Default Check Farimahe
chapter titled "Sample Reports."

For any checks where the number of invoices beaid pxceeds the number that will fit on the chelk,words "See
Attached Remittance Advice" will print on the chestlab. After all checks have printed, change ttpepan the printer
or redirect remittances to a printer that has fiig@priate paper, and print the remittance adivces.

Post Checks

The Post Checks option of the Check Processing rstmes the accounting information and adjustb#iances of the
paid open items. This process updates the Last @atyDate field in the Vendor file. The Vendor fitemaintained with
the Update Vendor Information option on the Venkidormation menu. The Post Checks option then ptiné Cash
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Disbursements Journal Posting List.

If, in the Update Payable Defaults, the Calculdtaxi on Cash Discounts field is set to "Y", the Nleltel Tax lines gen-
erated by Update Checks and Update Non-A/P Cheekgranted and posted to the general ledger agtivg and the
multilevel tax activity file.

The Post Checks option should be used only aftetyawe created checks, printed a check listingpaimed checks.
When checks have been printed correctly, they shioellposted to store the accounting informationadjdst the bal-
ances of the paid open items and vendor accounts.

When you first execute the Post Checks menu opyimunmust confirm the destination for the repoit.pdsting reports
in Fitrix products feature a posting sequence nuniie number is incremented each time the pogtingess is run.
The posting sequence number allows you to quic&tgminine if there is a posting report missing.

Two other features of the posting report are thmidwent number and the check number. While the fomas UNAS-
SIGNED and the latter blank on the Check Listihg, posting report now shows the documentation nusrdssigned by
posting and the check numbers assigned when tlekskeere printed. For an example of this repod, report number
9: Check Posting Report in the chapter titled "SanReports.”

Check Processing Reports

Print Reconciliation - this report lists the beginning balance, eaghdaction that affected the checking
account, and a running balance sub-totaled byraigournal and date.

Print Outstanding Checks- this report lists, by check number, all postedaks for the cash account and date
range specified.

Print Check Register— this report lists by check number all postedc&sdor the cash account and date range
specified.

Print Cash Disbursements Journal- this report lists debit and credit informatiam posted checks.

Reconcile Checking Accounts

This option provides an easy method of tracking matiaging payments made through designated congbetking
accounts.

The Checkbook Reconciliation screen:
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& Reconcile Checking Accounts Q@@
File Edit WView Mavigation Tools Actions Help
oL MV Q HERNE00ED 90
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Checkbook Reconciliation
Checking Account: | 100000000 (000 CASH ACCOUNT
Account Balance: TE263.06
Mot Reconciled: -25487.63
Adjustments: 0.o0
Statement Balance: 101750.69
Act | Date 0J | Chkdlnv Mo Document Description Amant -~
03/19/2007 CD 444 AUTOMATIC CHECK, -4974.23
03/19/2007 CD 445 AUTOMATIC CHECK, -5000.00
03/19/2007 CD 21 TEST -123.45
03/19/2007 CD | 2332n3 “oid Chk. Doc. No.: E5 1000.00
03/19/2007 CR 50.00
03/19/2007 CR 42424 50.00
03/19/2007 CR 22 18.00
03/19/2007 Gl | CASHSL TWEST 10000 &
1of5
[‘ ok ] [’;‘Eancel ] @Header ]
Enter an [%] to mark as reconciled, 20

Any asset account can be a checking account. tndawumber of different asset accounts may ses\ahacking
accounts simultaneously. For instance, a comparyhaae one checking account for payroll expensakewanother is
used to purchase supplies and inventory. As lor@latfiecking accounts in use have been definenlitftr the Update
Checking Accounts program, found on the Setup Camypaenu, posting will create an entry in a form evhcan later
be reconciled against the bank statement. In atioeds, after posting has been performed, all tretitsas involving a
designated checking account will create individeratties in the Checkbook Reconciliation table.eXtries in this table
display in the detail section of the Checkbook Red@tion screen. As these entries display, theay loe reconciled
against corresponding transactions listed on tin& btatement. Once reconciled, the system autoatigtiemoves
entries from this screen, leaving only those estyiet to clear.

In order to preserve the integrity of the CheckbBealconciliation file, the system will lock the fikghile reconciliation is
being performed, or while other asset accountbeireg defined as checking accounts. That is, apdsrone user is run-
ning this program or the Update Checking Accountgam, posting will be delayed until individualcass to the
checkbook reconciliation can be obtained.

After selecting this program, the Find command niestised to make information current. The Find camagncan be
used to focus the reconciliation on certain depantisor checking accounts.

—— Warning!
Up to 1000 items can be reconciled at any givee tiinmore than 1000 items are outstanding, the
checkbook cannot be reconciled. Make sure thatryouhis option often enough to prevent your rec-
onciliation file from growing larger than 1000 itsnif you have any problems trying to run this opfi
contact your system administrator, or you authakizitrix reseller. He or she may need to manually
reconcile the checks with a utility such as INFORMSQL.
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Checkbook Reconciliation Screen—Header Section

1. Checking Account:

This nine-digit, display-only field stores the aagabnumber of the current checking account.

2. Account Description:

This is also an unlabeled field, located to thétrigf the Department Code field. It displays thealption of the account whose
number displays in the Checking Account field. Tlescription is automatically retrieved from the gedAccounts file. This
field is display-only.

3. Account Balance:
If the General Ledger module is installed, thidfiill display the current balance of the checkamgount. This field is also dis-
play-only.

4. Not Reconciled:

This field displays the sum of the items that hagebeen reconciled. This field is display-only.

5. Adjustments:

This field can be manually modified, and servea asethod of entering transactions that displayherbank statement, but have
yet to be entered into the system. For instanegetmay be bank charges that have not been enm¢odtie system. The effect of
the charges can be balanced by entering the stine @harges into this field when reconciling.

6. Statement Balance:

If the Fitrix General Ledger is installed, the $taent Balance field reflects the balance of theawatas figured by the following
formula:

Statement Balance = Current Balance — Not Recah¢iladjustments.

These fields will be blank if you do not have then@ral Ledger module installed.

Checkbook Reconciliation Screen—Detail Section

The detail section of the form contains a listrafsactions waiting to be reconciled. The itempldisin oldest date
order.
1. Act:

This column accepts a one-character entry of Xdicate that the item has been reconciled agdiesttatement. It is left blank
otherwise. All items with an entry of X will, aftéhe record is stored, be removed from the ChedklBReronciliation table.

2. Date:
Date represents the date used when storing theaitdon. The items are listed on the form in chlogical order, starting with the
oldest.

3. 0J

The OJ column shows the original journal of theutnent. An entry of GJ indicates that the documead posted from the gen-
eral journal. An AP entry indicates that the itemaipayable document.
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4. Chk/Inv No:

This column contains the check or invoice numbetHe order.

5. Document Description:

This column displays the contents of the Descripfield on the screen where the item was originafijered. For a payable doc-
ument, this entry would reflect the entry madehi@ $ame field on the Payable Documents form.

6. Amount:

This column displays the amount of the item.

Void Posted Checks

Prior to running this option, setup must be comgéetd the checks must have been created and poheefoid Checks
program is the first step in voiding checks that ave already posted. The three steps in voidicigeak are:

1. Enter the check document number into the Voidok#i¢able, using the Print Void Posted Checks anogr
2. Print the Void Check Listing report to check &vrors, using the Print Void Check Listing program.
3. Post the Void Check information to the accounsiggtem, using the Post Void Checks program.

The voiding is not final until step 3 is complet&@u may change or delete any of the entries inthid Checks file
before they are posted. The Void Checks table istaiaed with the Void Checks program on the Chieobcessing
menu.

The Void Posted Checks screen:

& Update Void Checks

File Edit WView Mavigation Tools Actions Help
OB |OWRBREQANBH 9O
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
oid Posted Checks
Check Document Mo 69 [®]

oid Diocument Date:

Check Date:  |03/15/2007
Check Mumber: 3213213
Drescription:
Wendor:  |SCH SHITH-COROMNA CORP.
Posting Mo B0
Posting Date:  |03416/2007
Check Amourt: 96.49

[O ok ] [’;‘ Cancel ]

Enter the document number created when the check was posted to the system 20

The following paragraphs describe the fields or fureen:
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1. Check Document No.:

This numeric field is the document number assignatie check document during the check postinggs®cTo void a check you
must know its document number. If you do not knbes¢heck document number, you should refer to theciCPosting report.
The check document number cannot be modified.

2. Check Date:

This is the check date. It is a display-only field.

3. Check Number:

This is the check nymber.lt is a display-only field

4. Description:

This is the check description. It is a display-ofidyd.

5. Vendor:

The Vendor line contains the vendor code and basiname. This is a display-only field.

6. Posting No.:

This is the posting sequence number of the CheskirRpreport (printed when Post Checks was selgoteavhich the check is
printed. This is a display-only field.

7. _Posting Date:

This is the date that the check was posted. Idisglay-only field.

8. Check Amount:

The Check Amount field contains the total check anioThis is a display-only field.

Print Void Check Listing

When you first execute the Void Check Listing meption, you must confirm the destination for thpae.

Before posting void checks, you must always prixoa Check Listing and examine it to make certhiat you have
entered the correct check document numbers.

For each void check document, the void Checksrgstontains reference information for the chedistaf the payable
items that were affected by the check, and the atsalisbursed to ledger account numbers for thelchene reference
information at the top of the form contains the wlnent number of the voiding document (thisiigssigneduntil the
document is posted), the check date and check muthieevendor code and description, and the cheskription.

The AP section of the void information includesre lfor each payable document affected by the dadteck, (and the
void check document). The data of this section ithiee columns. The first column contains a dpsion of the type of
transaction. The second column contains the documenber of the invoice or, in the case of debitrmae and credit
memos, the document number of the invoice affedtld.third column contains the amount paid towhsldocument
by the check to be voided. The total cash amoutii®invoices is summed at the bottom of this sactThe GL section
shows the amounts that are to be credited or detutthe ledger accounts. These are simply thesews the ledger dis-
bursements created by the original check, i.ecish account is increased (with debit), the aceopayable account is
increased (with a credit), and so on. The TotaliBeind Total Credits, are printed on the last bhéhe GL section.
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For an example of this report, see report numbekal Check Edit List in the chapter titled "Sam@eports."”

Post Void Checks

The Post Void Checks option should run only aftaw frave printed a Void Check Listing. The void dhpmcess is not
complete until you post void checks. The Post \@icks option stores the accounting informationadjdsts the bal-
ances of the open items.

The Post Void Checks report is in the same basindbas the Void Check Listing report. One diffexeis the posting
sequence number. All posting reports in Fitrix Ameting products feature a posting sequence nurithernumber is
incremented each time the posting process is run.

For an example of this report, see report "13: \@ikcks Posting List" on page 11-14 in the chajited Sample
Reports.
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Administration Menu

* Check Database Status

* Check Database Connections
*  Export Database

» Update Database Statistics

e Purge Activity

*  Shutdown Database

e  Startup Database

e Update Batch Information
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Administration

The Administration Menu:

Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2

File View Ewscute Seftings Help

Slem=EzZ@

1 Generfi3 Inventory Control
e BRI g Administration

3 ALLOUNES 3 nvenic g 3 Chack Database Status
4 Ordeflggy 3 Inventc & b Check Datahage Connections
3 Inventtizs 4 Setup gk d Ewport Database

T MulticL = 8 Admin = n Purge Activity

=
=]
(=]
[
&=
5 B FPurchifs 7 Multle s e Update Database Stalistics
=
= B Payrollgs g setup 2 5 Shutdown Database

&=

=

3 Fixed Fﬂ Exit & 1 Starlup Datahase © Copyright 2007
a Replenishment B z Update Batch Infarmation Ewars Satians, .
b ReportWriters ﬂ Esit:

9] Exit

o

I Status Idle Sacket: sackZ24/10 0.0 3520020

The following Options are available:

Check Database Satus

Note

This function should be performed by the System histrator. Please contact your Fitrix Represemeator further
information.

Check Database Status (option a). Use this optice¢ if the database is up and running. If theisia "Online"
then the database is up and ready for connect®irmys the current status of the database such as:

« Database version
» Status- Online/Quiescent/Offline
* Number of days the database has been up

e Size of memory allocated.
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Check Database Connections

Note

This function should be performed by the System Mistrator. Please contact your Fitrix Represemeator further
information.

Check Database Connections (option3#)ows information about the current users conndotélte database. There
will be one line of information for each user timturrently connected to the database in thevatig format:

* Session ID

e SQL Statement type - Select/Insert/Update/Delete
* Database name

* Isolation Level

e Errorinfo if any.

Export Databases

Note

This function should be performed by the System Aiirator. Please contact your Fitrix Represewtator further
information.

Export Databases (option d). Exports the databadesehema structure into delimited text files. Tikiased for
Backup or Migration purposes. The user must havé p&rmission, and there must be no other usersemted to
the database in order to use this utility. The dataved into the $fg/data folder.

Update Database

Update Database Statistics (option e). Updatemteeal statistics of the database. This is dorimprove
performance. This should be performed on a redndars, especially after numerous rows of data baea added
to, or deleted from the database. The user must BBA permission.

Purge Activity

Purge Activity (option p). This menu option has thkowing submenu:
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10-4

Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2

File ‘“iew Execute Seftings Help

demEgE

4 Qrderlgsy

8 Fined £ 5] Bt

a Replen‘\shmem

cocoeoaEDEODERO

b ReportWriters

&) Exit

Status [dle

Merge Customer Activity - this program is useful when a company change®esand you want to set up a new
reflects the new company nami¢hem transfer all sales history/activity to thewncode.

customer code that

Print Duplicate Customer Information - this report program will list any informationahcould not be merged
into the new customer code because it is a dupli¢adr example, if old customer A has a ship-toecotl and
new customer B also has a ship-to code 01, shijd-twan not be merged. What you will need to ddiig ¢ase is

T MUlcLEs 8 Admin iy p Purge ] Bt
8 Pavrollgy 9 Setup & s Shutdown Database

(ic-ile 5 Inventory Control
Ea =l s Administration
3 ooty 9 immnte 4 LRSS p Purge Activity

3 Invertt = p Check B h Merge Customer Activity
5 Inventt g 4 Setup &

B Purthe iy 7 Multile

d Bxport B § print Duplicate Customer Info

e Updatt & | Merge Ship-To Activity

& 1 Btarup Database 0 © Copyright 2007

Fourth Cenaration
E z Update Batch Informalion Saftware Solutians, Iné.

o] Bt

Socket snck224/10.0.0 95/20020 |

Merge Customer Activity

File Edit Yiew Mavigation Tools Actions Help

OB OURENA HRE G0

@
i hdd
Custorner Merae
‘WORMIMG: This program will transfer all activity, open items, and
reference records from the old customer code to the new customer
code and then delete the old customer code,
Enter Old Customer Code: | B |
|PERFORMANCE AUTO PARTS |

Enter Mew Custamer Code: i14 |

[@ 1[4 ] [&1 Cancel ]

R,

Enker Old Customer Code,

set up a new ship-to code under customer B forsthijgping address.
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M erge Ship To Activity - This program transfers all sales history/activitthe new code and then deletes the
old code.

& Merge Ship-To Activity

File Edit Yiew Mavigation Tools Actions Help

OB R REA BaE 90
: @
£ oAdd
Ship-To Merge
Wwarning: This program tranzsfers all activity and reference
recards from the old ship-to code to the rew zhip-to
code and then deletes the old ship-to code,
Enter Customer Code: E AETIIEIT_SIALI_TDF'.&HTS
Enter Old Shipto Code: [ CALIF @ [ACTION AUTOPARTS WEST

Enter New Shipto Code: |wiaSH (G| ACTION AUTOPARTS NORTH WEST

[@ 1] 4 J ".:1 Cancel J

iR,

Enter the Customer Code.

Shutdown Database

Note

This function should be performed by the System Aiirator. Please contact your Fitrix Represewtator further
information.

Shutdown Database (option s). Shuts down the dsgadragine. This will disconnect all users and sibdatabase
processes. Once stopped, the database will begssible until restarted (option t). The databaggne should
always be stopped before shutting down or rebodtiegserver hardware. The user must have DBA psioms

Sartup Database

Note

This function should be performed by the System Aiirator. Please contact your Fitrix Represewtator further
information.

Startup Database (option t). Starts the databagieeenThis must be done any time the databasbeédws stopped
due to option "s"above, or because of a hardwarastvn.

Update Batch Information

Update Batch Information (option z). See the chagigitied Batch Control Maintenance in Betting Sarted With
Fitrix guide for information on this program.
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1. Payable Listing Report

Payable Listing

File Mavigate Help

(ORI 1> AR

Date: 04/04/2007

Payable Listing

|~

Time: 14:4Z:320 DARTE PLUS DISTRIEUTION Page: 1
Batch: 18 0Owner: bettyh
Docunent Number: UNASSIGNED Date: 04/04/Z007 Type: INVOICE
Vendor: 123457 - CHAMPION INC
Description: MNumber: E5Z047
Inv. Date: 04/04/2007
Account Amount
E32500000-100 SALES Ti¥ EXPENZE .0o0DE
SZ0000000-100 DUEZ & SUESCRIPTIONS E00.00DE
Z00000000-100 ACCOUNTE PAYAELE EQ0.00OCR

|

|
3
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2: Payable Documents Posting List

ayable Documents

File Mavigate Help
-~
Date: 04/04/Z007 Payable Documents Posting List
Time: l4:44:Z8 DARTE PLUS DISTRIEUTION Page: 1
Batch: 18 Owner: bettyb Posting Sequence: 3
Docunent Number: 37 Date: 04/04/Z007 Type: INVOICE
Vendor: 123457 - CHAMPION INC
Description: MNumber: E5Z047
Inv. Date: 04/04/2007
Account Amount
E32500000-100 SALES Ti¥ EXPENZE .0o0DE
SZ0000000-100 DUEZ & SUESCRIPTIONS E00.00DE
Z00000000-100 ACCOUNTE PAYAELE EQ0.00OCR
) |
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3. Accounts Payable Journal

Payables Journal

File Mavigate Help

<< X >R

Date: 04/04/Z007 Aocounts Payable Journal
Time: 14:4E5:17 DARTE PLUS DISTRIEUTION Page: 1
EBetween 04/04/2007 and 04/04/2007

Document Date Invoice HNo Vendor Code - Vendor Business Name

26 04/04 /2007 123457 - CHAMPION INC
1z0000000-000 TINVENTORY E00.00DE
Z00000000-100  ACCOUNTS PAYAELE EE0.0DOCHR
EQ2000000-000 PURCHAZE DIESCOUNTS E0.0ODE
£32500000-100 SALES TAaX EXPENEE .0o0DE

27 0470472007 EZ047 123457 - CHAMPION INC
Z00000000-100  ACCOUNTS PAYAELE EQ0.00OCR
£32500000-100 SALES TAaX EXPENEE .0o0DE
SZ0000000-100 DUES & SUBSCRIPTIONE E00.00DE

)

|
3

|
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4. G/L Activity Summary Report

9 Print Activity Sumi
File Mavigate Help

<< X >R

|

Date: 04/04/Z007 G/L Activity Summary Accounts Payable
Time: 14:E51:50 DARTE PLUS DISTRIEUTION Page: 1
EBetween 03/01/2007 and 03/31/2007

Acct.  Dpt. Description Debits Credits Net Activity

200000000-000 ACCOUNTE PAYAELE

-oo 2,794.45 (E,794.45)
£32500000-000 SALES TAaX EXPENZE
-oo -oo -oo
F02000000-000 POSTAGE
z00.00 -oo z00.00
704000000-000 OFFICE SUPPLIES
85445 -oo 85445
FOE000000-000 LEGAL AND ACCOUNTING FEEE
1,&00.00 -oo 1,&00.00
Total
Debits Credits Net Activity

S
|
3
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5: G/L Activity Detail Report

File Mavigate Help

<< X >R

S

Date: 04/04/Z007 G/L Activity Detail Accounts Payable
Time: 14:E5E:32 DARTE PLUS DISTRIEUTION Page: 1
EBetween 03/01/2007 and 03/31/2007
Src Doc # Date Lef Description Debits Credits
Begin Balance: .oo
Z00000000-000  ACCOUNTS PAYAELE
AP 20 02FZz /2007 CANON eo0.oo0
CANON T.Z_A., INC.
CE# MONTHEWC DRO SVCE FEE
AP 21 02/Z6/E007 CANON eo0.oo0
CANON T.Z_A., INC.
CE# MONTHEWC DRO SVCE FEE
AP 3Z O2FZE/E007 123476 1,194 45
COSTCO WHOLEZSALE
CE# 32311z
Total Activity for Account: Z00000000-000 E,794 45
End Balance: E,794 45

|
3

|
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6: Recurring Invoice Report

9 Create Recur

File:

Mavigate Help

<< X >R

Date:

Time:

04/04 /2007
14:53:23

RBecurring Invoice
DARTE PLUS DISTRIEUTION

Page: 1

|

Document Number: 35 Date: 04/03/2007

Vendor: CANON - CANON U._S. A, INC.
Description: PRO SWCE FEE
Account

&38500000-000
F0&000000-000
Z00000000-000

SALES Ti¥ EXPENSE
LEGAL AND ACCOUNTING FEES
ACCOUNTE PATAELE

Amount

-oo
eo0.oo0
eo0.oo0

DE
DE
CR

|~

Total Debits
eo0.oo0

Total Credits

g00.00
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/. Payments Due Report

11-8

Payments Due Repo

File Mavigate Help
-~
Date: 04/04/Z007 Payments Due Report
Time: 14:L54:Z6 DARTE PLUS DISTRIEUTION Page: 1
Through To-Pay Date of: 04/14/Z007
To-Pay Applied
Doc Ho Date Invoice Ealance Date Amount Discount
123457 - CHAMPION INC
DAYTO - CHAMPION INC
—- 100000000-100 CASH ACCOUNT
10 0%/20/08 220301 170.00 10/20/08& 170,00 2.40%
8 08/20/08 SEETTL l00.00 10/20/08& io0.o00 -oo
37 04/04/07 EZ047 Lo0.00 04/14/07 Eoo.oo lo0.00*
9 03/05/08 SEBEEZL 450_00 10/15/08 450.00 S.00*
36 04/04/07 LE0_00 04/14/07 EE0.00 11.00*
Sub Totals: 1.,770.00 1.,770.00 -oo
8 | 28
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8: Check Listing Report

9 Create Automatic Checks

File Mavigate Help
-~
Date: 0470472007 Automatic Checks
Time: l4:56:14 DARTE PLUS DISTRIEUTION Page: 1
Through To-Pay Date of: 04/14/Z007
To-Pay Applied
Doc Ho Date Invoice Ealance Date Amount Discount
123457 - CHAMPION INC
DAYTO - CHAMPION INC
—- 100000000-100 CASH ACCOUNT
10 0%/20/08 220301 170.00 10/20/08& 170,00 2.40%
8 08/20/08 SEETTL l00.00 10/20/08& io0.o00 -oo
37 04/04/07 EZ047 Lo0.00 04/14/07 Eoo.oo lo0.00*
9 03/05/08 SEBEEZL 450_00 10/15/08 450.00 S.00*
36 04/04/07 LE0_00 04/14/07 EE0.00 11.00*
Sub Totals: 1.,770.00 1.,770.00 -oo
= | 28
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O: Check Posting Report

9 Post Checks

File Mavigate Help

<< X >R

Date: 04/04/Z007 Check Posting Register

Time: 14:58:42 DARTE PLUS DISTRIEUTION Page:
Batch: 0 Owner: bettyb Posting Sequence: 4
Check Number: 005 Date: 03/31/2007 Document Number: 16
Vendor: CANON - CANON U._S. A, INC.

Check Amcunt: S00.00

Description: AUTOMATIC CHECKE

Acocount Description Amount
Z200000000-000 INVOICE: MONTHEVC g00.00 DE
100000000-000 CASH ACCOUNT g00.00 CR

|~

|
3

|
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10: Check Register

File Mavigate Help
-~
Date: 04/04/2007 Check Register
Time: 14:53:18 DARTE PLUS DISTRIEUTION Page: 1
Eetween 0170172007 and 0470472007
Check MNo. Chk Date Doc.MNo Payes Net Amount
Account Number: looo00000
o0l 01/31/2007 10 CASTROL OIL CO zan.oo
100z 01/31/2007 11 EENWOODR INDUSTRIES INC £a7.00
o0z 01/31/2007 1z GENERAL MOTORE CORP Se2.00
1004 01/31/2007 12 TEW EEARING CORP E30.00
o0k 01/31/2007 14 FLOWMASTER MUFFLER INC. £2.00
lo00s 01/31/2007 15 COSTCO WHOLESALE 437 _4F
&005 03/31/2007 le CANON TU.Z_A., INC. eo0.oo0
Total Checks Written: 10845 42
) |
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11: Cash Disper sement Jour nal

9 Print Cash Disbursements Journal

File Mavigate Help
ORI < I AR
-~
Date: 0470472007 Cash Disbursement Journal
Time: 1lE5:00:1z DARTE PLUS DISTRIEUTION Page: 1
Eetween 0170172007 and 0470472007
Document Date Check HNo Reference
in 01/31/2007 o0l AUTOMATIC CHECE
100000000-000 CASH ACCOUNT Z20.00CR __
Z00000000-000  ACCOUNTS PAYAELE Z20.00DE
11 01/31/2007 100z AUTOMATIC CHECE
100000000-000 CASH ACCOUNT E27.00CR
Z00000000-000  ACCOUNTS PAYAELE 432 00DE
Z00000000-000  ACCOUNTS PAYAELE 83 _000E
1z 01/31/2007 o0z AUTOMATIC CHECE
100000000-000 CASH ACCOUNT S22 00CR
Z00000000-000  ACCOUNTS PAYAELE S22 00DE
1z 01/31/2007 1004 AUTOMATIC CHECE
100000000-000 CASH ACCOUNT E30.00CH
Z00000000-000  ACCOUNTS PAYAELE E30.00DE
14 01/31/2007 o0k AUTOMATIC CHECE
100000000-000 CASH ACCOUNT 62 00CH
Z00000000-000  ACCOUNTS PAYAELE &2.000E
1t 01/31/2007 lo00s AUTOMATIC CHECE
100000000-000 CASH ACCOUNT 437 _4ECH
< | )
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12: Void Checks Edit List

File Mavigate Help

<< X >R

-~
Date: 04/04/2007 Void Checks Edit List
Time: 15:04:04 DARTE PLUS DISTRIEUTION Page: 1
Docunent Number: UNASSIGNED Check: &005 Orig. Date: 037317z007 —
Vendor: CANON - CANON U._S. A, INC.
Description: AUTOMATIC CHECE Void Date: 03/31/2007
AP:
AfP Transaction 27 200,00
Total Amount: 200.00
GL:
Z00000000-000  ACCOUNTS PAYAELE g00.00 CR
100000000-000 CASH ACCOUNT g00.00 DE
Total Debits: 800.00 Total Credits: 200.00
= | 28
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13: Void Checks Posting List

9 Post Yoid Checks

File Mavigate Help

<< X >R

[

Date: 04/04/2007 Void Checks Posting List
Time: 1E5:03:4z2 DARTE PLUS DISTRIEUTION Page: 1
Posting Secquence: &
Docunent Number: 17 Check: &005 Orig. Date: 037317z007
Vendor: CANON - CANON U._S. A, INC.
Description: AUTOMATIC CHECE Void Date: 03/31/2007
AP:
AfP Transaction 27 200,00
Total Amount: 200.00
GL:
Z00000000-000  ACCOUNTS PAYAELE g00.00 CR
100000000-000 CASH ACCOUNT g00.00 DE
Total Debits: 800.00 Total Credits: 200.00

|
3

|
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14: Vendor Information Summary

(sorted by Vendor Name)

File Mavigate Help

<< X >R

Date: 04/04/2007
Time: 15:11:3%9

Vendor Information Sunmary
DARTE PLUS DISTRIEUTION

|

1

<

Code:

Contact:

Code:

Contact:

Code:

Contact:

Code:

Contact:

Code:

Contact:

Code:

123471 - ALLIED SICGNAL INC.

CHREIS THOMAS Telephone:

123461 - ALPINE RADIO INC

MIEE STEELE Telephone:

123475 - AUTOTOY INDUSTRIES INC.

EITTY EELLEIGH Telephone:

123474 - BOSCH LTD.

HARRY LITTLE Telephone:

CANON - CANON U.3_A., INC.

JIM ELACE Telephone:

123453 - CASTROL OIL CO

412 343 5533

213 452 3000

E03 5E5& 5331

617 587 4234

800-326-8763

|
3
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15: Vendor Information Detail Report

(sorted by name)

File Mavigate Help

ORI < I AR

|

Date: 0470472007 Vendor Information Detail
Time: 1E:1E:51 DARTE PLUS DISTRIEUTION Page: 1

Vendor Code: 123471
Business Name: ALLIED SIGHNAL INC.
Contact: CHRIZ THOMAZ Thone: 41z 243 EE32
Address 1: DESMOINES BUILDING
Address Z: 121z EAST 17ZND __
City, State, Zip: PITTSEURG PA 02333
Country:
Currency Code:

Pay-To Instructions:

Credit Limit: Eoooo. oo 1093 Becquired: N TIN:
Default ASP Account: Z00000000-100 Default Cash Account: 100000000-100
Terms Code: B 2% 10 MET PAYMENT 20 DATS

Aocount Group: APVCHR ACCOUNTE PATAELE VOUCHER
Last Payment Date: 0170171987
Hold Payment (T/Ni: N On Account: o.0a0
Always Take Discount: N Balance: 116 43

S
|
3
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16: Vendor Labdls

9 By Vendor Name

File Mavigate Help

<< X >R

|

ALLIED SIGHMAL INC.
DEZMOINES EUILDING
1312 EAST 17ZND

PITTSEURG, PA 02333

ALPINE RADIO INC
7308 WEST WAY
LOS ANGELES, CA 58047 USA

AUTOTOY INDUSTRIES INC.
7763 COLUMEIA ERIDGE WAY
PORTLAND, OR 233333

EOSCH LTD.
37 DOUELE FORE ROAD
<

|
3
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17: Vendor TermsList

9 Print Yendor Terms

File Mavigate Help

<< X >R

Date: 0470472007 Vendor Terms

Time: 1E:1E5:0& DARTE PLUS DISTRIEUTION Page:
Code Description Due days Disc days Disc percent
ES NET PAYTMENT 20 DAYS 20 o.ooo

E 2% 10 MET PAYMENT 20 DATS 20 in z.000

C NET PAYMENT 1t DAYS 1t o.ooo

il com o.ooo

E 4% 15 NET 4& 45 1t 4.000

<

| v
3

|
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18: Vendor Ledger Report

9 By Document Date

File Mavigate Help
ORI < I AR
-~
Date: 04/04/Z007 Vendor Ledger by Document Date
Time: 15:14:Z1 DARTE PLUS DISTRIEUTION Page: 1
AP Aectiwvity for 123457 - CHAMPION INC
Date Tran Type Tran # Description Amount Balance
Beginning Balance .oo
07 /0572006 PAYMENT SETUP SETUP 0N PAYMENT AM —-4E0._00 —-4E0._00 B
07 /0572006 INVOICE 2E1let4 STANDING SPARE PLUG 450.00 -oo
07 /Z0/Z006 PAYMENT SETUP SETUP 0N PAYMENT AM —Z45.00 —Z45.00
07 /Z0/Z006 INVOICE SEELET MISCELLANEOUE SPARKE z4E.00 -oo
0270572006 PAYMENT SETUP SETUP 0N PAYMENT AM —-4E0._00 —-4E0._00
0270572006 INVOICE 2E3876 STANDING SPARE PLUG 450.00 -oo
02/Z0/2Z006 PAYMENT SETUP SETUP 0N PAYMENT AM -llo0.00 -llo0.00
02/Z0/2006 INVOICE SEETTL MISCELLANEOUE SPARKE zlo.oo io0.o00
03/0572Z006 INVOICE SEBEEZL STANDING SPARE PLUG 450.00 EE0.00
03/Z0/2006 INVOICE 220301 MISCELLANEOUE SPARKE 170,00 7E0.00
0470272007 INVOICE 213121 OFFICE SUPPLIES E72.95 1,E98.399
0470472007 INVOICE EE0.00 1,248.33
0470472007 INVOICE EZ047 Eoo.oo 2,348.99
) |
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19: Vendor Aging Summary Report

(sorted by vendor name)

9 Print Aging Summary By Name

File Mavigate Help
ORI < I AR
-~
Date: 04/04/Z007 Vendor Aging Summary By Name
Time: 1E:1E:58 DARTE PLUS DISTRIEUTION Page: 1
Age by: Due Date Aging Date: 0372317z007
Current 3l to &0 Days

1 to 30 Days Over &0 Days
123471 - ALLIEDL ZICGNAL INC.
Total 116 432 -oo -oo -oo 116 432
1234l - ALPINE BADIO INC
Total 85,Z032.00 -oo 8EZ,Z00.00 -oo 2,00z2.00
CANON - CANON U.2_ 4., INC.
Total 47, 715.00 1,&00.00 -oo 46,115.00 -oo
123457 - CHAMPION INC
Total 7E0.00 -oo -oo -oo 7E0.00
) |
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20: Vendor Aging Detail Report

(sorted by vendor name)

9 Print Aging Detail by Name

File Mavigate Help
-~

Date: 04/04/Z007 Vendor Aging Detail By Name

Time: 1E:1&:40 DARTE PLUS DISTRIEUTION Page: 1
Age by: Due Date Aging Date: 0372317z007

Current 3l to &0 Days

Invoice Due Date 1 to 30 Days Over &0 Days
123471 - ALLIEDL ZICGNAL INC.

Ca4-ES00L 107247068 27.00
1 11701708 13432
Total 116 432 -oo -oo -oo 116 432
1234l - ALPINE BADIO INC

871666 l0/10/08 87.00
2 11701708 2,91s.00
43E3L54 0z/0z/s07 8EZ,Z00.00

Total 85,Z032.00 -oo 8EZ,Z00.00 -oo 2,00z2.00
CANON - CANON U.2_ 4., INC.

MONTHEWC 0z/11/07 eo0.oo0

zg 0z/14/07 45,215.00

MONTHEWC 0472107 eo0.oo0

MONTHEWC 04 /25,07 eo0.oo0

Total 47, 715.00 1,&00.00 -oo 46,115.00 -no
3 | L
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21: Vendor Cash Requirement Summary

(sorted by vendor name)

9 Requirement Summary By Name

File Mavigate Help

ORI < I AR

|

Date: 04/04/Z007 Vendor Cash Becuirement Summary By Name

Time: 1E5:17:52 DARTE PLUS DISTRIEUTION Page: 1
Age by: Due Date Aging Date: 0372317z007
Current 3l to &0 Days
1 to 30 Days Over &0 Days

123471 - ALLIED SICGNAL INC.

Total 116.43 116.43 .oo .oo .oo

123461 - ALPINE RADIO INC

Total 85,203.00 85,203.00 .oo .oo .oo

CANON - CANON U.3_A., INC.

Total 47,715.00 4&,115.00 1,800.00 .oo .oo

123457 - CHAMPION INC

Total FZ0.00 FZ0.00 .00 .oo .oo
<
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22: Vendor Cash Requirement Detail

(sorted by vendor name)

rement Detail By Name

File Mavigate Help
-~
Date: 04/04/Z007 Vendor Cash Becuirement Detail By Name
Time: 15:18:32 DARTE PLUS DISTRIEUTION 1
Age by: Due Date Aging Date: 0372317z007
Current 3l to &0 Days
Invoice Due Date 1 to 30 Days Over &0 Days
123471 - ALLIEDL ZICGNAL INC.
Ca4-ES00L 107247068 27.00
1 11701708 13432 -
Total 116 432 116 432 -oo -oo
1234l - ALPINE BADIO INC
871666 l0/10/08 87.00
2 11701708 2,91s.00
43E3L54 0z/0z/s07 8EZ,Z00.00
Total 85,Z032.00 85,Z032.00 -oo -oo
CANON - CANON U.2_ 4., INC.
MONTHEWC 0z/11/07 eo0.oo0
zg 0z/14/07 45,215.00
MONTHEWC 0472107 eo0.oo0
MONTHEWC 04 /25,07 eo0.oo0
) |
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23. Payable Defaults Report

Payable Defaults

File Mavigate Help
ORI < I AR
-~
Date: 04/04/Z007 Aocounts Payable Defaults
Time: 15:13:14 DARTE PLUS DISTRIEUTION Page: 1
Accounts Payable Defaults
Invoicing
Terms Code: B 2% 10 MET PAYMENT 20 DATS
Multilewvel Tax
Default Tax Code: NOTAX Tax Entry on Detail Line: T B
Gross Invoice Entry: N Calculate Tax on Cash Discounts: N
Account Numbers
AfP: zOOOOOOOO Cash: 100000000 Discount: 502000000
Aging Information
Age On: I (I - Due Date, I - Invoice Date)
Descriptions:
Current 1 to 30 Days 3l to &0 Days Over &0 Days
Days: a a0 &0
Is AP Zetup Complete?: T Batch - Inwvoices?: T Payments?: T
Darmiiva bvavnrral +o wact?- W
3 | L
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24. Account Groups Report

t Account Groups

File Mavigate Help

<< X >R

|

Date: 04/04/Z007 Account Groups

Time: 1E5:13:57 DARTE PLUS DISTRIEUTION Page: 1
Acocount  Acocount Group Account  Description

Grp Cd. Description Mumher

APVCHE ACCOUNTE PATAELE VOUCHER 1Z0000000-000 INVENTORY

E03000000-000 PURCHASE DISCOUNTS

ARINVC ACCOUNTE RECEIVAELE INVOICE 110000000-000 ACCOUNTE RECEIVAELE
400000000-000 PARTS SALES
100000000-000 CASH ACCOUNT

CASHATP A/P CASH DISEURSEMENT 100000000-000 CASH ACCOUNT
Z00000000-000 ACCOUNTE PATAELE
E03000000-000 PURCHASE DISCOUNTS

CASHAR A/R CASH RECEIPTS 110000000-000 ACCOUNTE RECEIVAELE
100000000-000 CASH ACCOUNT
420000000-000 RETURNS AND ALLOWANCES

| 24

|~

€
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25: Vendor Open Items Report

t Yendor Open ltems

File Mavigate Help
ORI < I AR
-~
Date: 04/04/Z007 Vendor Open Items
Time: 1E:21:0& DARTE PLUS DISTRIEUTION Page: 1
Doc Moo Invoice Date Description Balance
123457 - CHAMPION INC
8 2BEE7T7L 02/Z0/06 MISCELLANEOQUE SPARE PLUGE io0.o00
9 ZEBEEL 03/05/0& STANDING SPARE PLUG ORDER 450.00 -
10 220201 03/Z0/0&6 MISCELLANEOQUE SPARE PLUGE 170,00
24 213121 04702707 OFFICE SUPPLIES E72.95
26 04,/04/07 EE0.00
27 bzon47 04,/04/07 Eoo.oo
VWendor Balance £,348.93
123452 - DELCO/REMY INC
1z 2187-1820 02701706 STANDING EBATTERY ORDER Eoo.oo
12 2187-z01 02725706 MISCELLANEOQUE BATTERY ORDER 2E7.00
14 2187-zZ20 03/01/0& STANDING EBATTERY ORDER 1,E875.00
VWendor Balance E,406._ 00
1234l - ALPINE BADIO INC
3R 1007 NA F 91/ NN
Pl
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26: Company Information Report

(Company Main Address & Department Codes)

9 Print Company Information

File Mavigate Help

<< X >R

|

Date: 04/04/Z007 Company Information
Time: 1E:2E:02 DARTE PLUS DISTRIEUTION Page: 1

Comparny Name: PARTS PLUS DISTRIEUTION
Addressl: 1110 MAIN STREET
AddressZ:
City, State, Zip: SEATTLE WA 98133
County: EING
Country: TEL
Multilewel Tax: T Uze Multilewel Tax Groups: T

Department Code Description
oo ADMIN. OFFICE
100 EAST DIZST. CENTER
zon CENTRAL DIST. CENTER
200 WEST DIST. CENTER

S
|
3
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27: Account Number Ranges

File Mavigate Help
-~
Date: 04/04/Z007 Aocount Number Ranges
Time: 1E5:23:01 DARTE PLUS DISTRIEUTION Page: 1
First Current Asset Account: 100000000 CURRENT ASSETS
First Fized Asset Account: 180000000 FIXED ASSETS
First Current Liakility Account: EZ00000000 CUR LIABILITIES
First Long Term Liakility Account: E70000000 LST LIABILITIES
First Equity or Capital Account: 300000000 CAPITAL
First Income or Sales Account: 400000000 INCOME
First Cost of Goods Account: 500000000 COST OF GOODS
First Operation Expense Account: &00000000 EXPENSES
< 3%
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28: Chart of Accounts

Ledger Accounts

File Mavigate Help

<< X >R

Date: 04/04/2007
Time: 15:23:23

Account #

Ledyer Account Listing
DARTE PLUS DISTRIEUTION

Description

Increase with Credit?

CURRENT ASSETS
100000000
101000000
102000000
103000000
110000000
115000000
112000000
120000000
120500000
130000000
131000000
132000000
135000000
140000000
180000000

|~

CASH ACCOUNT

SECONDARY EANE ACCOUNT
PAYROLL EANE ACCOUNT

MONEY MAPEET ACCOUNT
ACCOUNTE RECEIVAELE

EMPLOYEE & OTHER RECEIVAELES
ALLOWANCE FOR DOUETFUL AfR'S
INVENTORY

PURCHASE VARIANCE

PREPAID RENT

PREPAID INSURANCE

PREPAID ADVERTISING

LOANS TO OWHNERS

INVESTHMENTS

INTANGIELE ASSETS

H e E =988 955858593

|

|
3
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29: Outstanding Checks Report

Outstanding Checks

File Mavigate Help

<< X >R

Date: 04/04/2007

Outstanding Checks PReport

|~

Time: 1E:27:Z0 DARTE PLUS DISTRIEUTION Page: 1
Checking Account: 100000000-000 CAZH ACCOUNT
Check HNo. Date Amount
Def Code: 1E245% - CASTROL OIL CO
1001 0173172007 zan.oo
Def Code: 1E3463 - HENWOOD INDUSTRIES INC
1002 0173172007 £a7.00
Lef Code: 1E3457 - GENERAL MOTORS CORP
1003 0173172007 Se2.00
Lef Code: 1E345% - TRW BEARING CORP
1004 0173172007 E30.00
Lef Code: 1E32472 - FLOWMASTER MUFFLEER INC.
1005 0173172007 £2.00
Def Code: 1E347¢ - COSTCO WHOLESALE
lo00s 0173172007 7.437.4E
Sub Total: 10,045 42

|
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Using SQL

SQL stands for Structured Query Language. It imadard method for accessing a SQL-compatible da@brhis sec-
tion of the manual discusses how to use SQL toegatiiormation from the database.

SQL is used primarily to generate ad hoc repoi@. 8ont end tools, such as Informix ISQL, allowwt enter and run
standard SQL queries with a simple set of commadtiser productivity tools allow you to link datatime SQL database
to spreadsheets, word-processing documents, chadgraphs. As the information in the databasegds, the spread-
sheet changes automatically.

Before you use SQL report generators or produgtigiols, you must know how SQL itself works. Thowmlparticular
SQL front-end tool may differ, the basic instruatisets should work in a similar manner. This seciitroduces you to
the basic use of these statements and gives yonptes of how they are used in a variety of ways

The examples use General Ledger tables and col®me all accounting transactions eventually gméhithe General
Ledger, it is a common application for SQL queriEse point of this section, however, is to cover tlasics of SQL, not
to teach you how to create specific queries inviiddial applications.
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SELECT Command

The SELECT statement gets information from thelukga. There are only six different clauses thatrobwhich infor-
mation this SELECT retrieves. They are called @ausnce they describe a part of the overall SELE@M®mand. Only
two of these clauses are required for any SQL damlbuery. These commands or clauses are listedeandbed below.

SELECT: The SELECT clause is the start of all SQL quetlieis. required for all information retrieval. & used to tell
the system which information categories or fielde-SQL they are called columns—you want to access.

FROM: The FROM clause is also required for all SQL Sslekt is used to tell the system from which filetable to
take the data.

WHERE: The WHERE clause is optional. It lists the setmtiriteria for the Select statement. It allows youescribe
which records you want to see.

ORDER BY: The ORDER BY clause is also optional. It allowsiyto tell the system in what order to put retrieved
records.

GROUP BY: The GROUP BY clause is also optional. It allows yo tell the system how to group records for staid
subtotals.

HAVING: The HAVING clause is also optional. It allows ytmutell the system which groups to select.

You can retrieve any type of information from a S@dtabase with these six clauses. In the next aksections we will
cover these commands in more detail.

Using SELECT and FROM

The format for the most basic SQL query is:
SELECT col um-nanmes FROM t abl e- nanes
In this statement, SQL commands are printed inagital letters; however, most SQL tools are neecgensitive.

Column-names refers to the names of the actuahuwduor information categories created in the tabible-names
refers to the database tables that contain the data

Selecting All Columns
When you don’t want to specify specific column nameu can use the asteri¢k (o indicate that you want the values
in all columns. For example, suppose you want éoadeinformation from a control table. Enter:

SELECT * FROM stxcntrc

“Stxcntrc is the name of the control table. Typligahere is only one record in this control taatel, in this example, the
columns in it are company name, address #1, adéfgsty, state, zip, county, country, the firatrent asset account,
the first fixed asset account, first current ligibccount, the first long term liability accouffitst capital account, the
first income account, first cost of goods accoand the first expense account.

In response to this query, the system displaysvithees associated with each of these columns. Xaet dormat in
which this information is displayed differs fromssgm to system.
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Selecting Specific Columns

If you just want to see specific columns from déalkenter the names of the columns. For examplgufwant just the
name and address information from the databaser:ent

SELECT co_nane, addrl, addr2, city, state, zip, county, country
FROM st xcntrc

The names used are those that are part of thedddi@nary. In order to select specific columnsuyaust know what
they are named in the database. Some SQL quesnsygirovide a display of these column and tableesafypically,
however, you must work from printed table definigo There are SQL queries that allow you to regrimformation
about the names of the columns and tables in ttadodse, but they are not covered here.

Notice that the different column names are sepdfayecommas. This is usually required. The lastiewi name does not
have a comma after it.

Using Math in the SELECT Satement

You can also include mathematical operations witlior SELECT statement. The mathematical operatmsgnized
are:

+ Addition
- Subtraction
* Multiplication
/ Division
Here is an example of addition:
SELECT doc_no, ampunt, anmount + 1 FROM stgactvd
The result of this query shows the document nuntberamount of the transaction, and that amount + 1
Here is an example of multiplication:
SELECT doc_no, anmpunt, anount * .077 FROM stgactvd
You do not need to use literal amounts as parbaf ynath. You can use other column names.
SELECT doc_no, anmount, anpunt / doc_no FROM stgactvd

You can combine multiple mathematical operations éxample, you can multiply, divide, add, and saditall in the
same SELECT statement), and you may combine cohamres and literals in calculations.

SELECT doc_no, anmount, doc_no + anmpunt, amount / 2
FROM st gact vd

You can also use parentheses to show the ordeecégence of mathematical operations.

SELECT doc_no, amount / (1 + 2)
FROM st gact vd

This expression adds 1 + 2 before dividing this snum amount.
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Selecting Specific Rows: WHERE

The simplest selection statements show all therimétion in a file or table. However, you may onlgnt to see specific
rows (records) that meet a given selection crit@iiamake such a selection, use the WHERE clause.

The format for the WHERE clause is:
WHERE col umm- nane rel ati onal - operator val ue

This may seem a little complicated, but an exanspleuld clarify how it is used. For example, FitBusiness uses a
table to store all of the accounting detail frora theneral Ledger system. If you want to see theesrfior a particular
original journal, use the following statement:

SELECT * FROM stgactvd WHERE orig_journal = "AP"

The asterisk causes the system to display all cadumthis table. The table named stgactvd is thigity data table for
the General Ledger system.

In the WHERE clause, you see the name of a columgn journal, followed by a relational operator =dafinished by a
value, AP. What this statement means is: listeldolumns in the table stgactvd where the colurigy urnal contains
AP.

In composing this query, you can use any columnengnthe table.
Relational operators consist of the following:
SymbolMeaning
= Equal To
<> Not Equal To
> Greater Than
< Less Than
>= Greater Than or Equal To

<= Less Than or Equal To

Matching Character Patterns

The keyword MATCHES can be used within the WHER&UsE to select rows that contain certain strintgpa.
The format is as follows:
VWHERE col um- nane MATCHES val ue

In this case, the column name must be a charggierdolumn. This means that it must contain charachot numbers.
The value is a pattern of characters and must tlesed in quotation marks. For example, our previguery of the gen-
eral ledger activity table could have been stasgdgithe MATCHES keyword like this:

SELECT * FROM stgactvd WHERE ori g_j ournal MATCHES " AP"

In this example, we require an exact match, whécbxactly the same as an = command. The real pofWATCHES
comes into play when you use wildcards to find amiegful character string within a longer characi@umn.
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MATCH Wildcards

There are three wildcards:

* This matches any set of characters or no chagcter
? This matches any single character.
[ X- Y] This matches the range of characters indicated.

You can use these wildcards in a variety of wayselect the proper rows from a table. For examplthe General Led-
ger detail table, there is a column that contdiresdepartment code. Note that even though depattooees typically

consist of digits, it is still a character fieldgtra numeric field. These codes can be any charsitteg up to three char-
acters long. Use these codes to select line itdail de the variety of ways detailed below:

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"

This finds any rows where the department code lsegith the character 1.
SELECT * FROM stgactvd WHERE departnment MATCHES "*10*"

This finds any rows where the department code ammtae character string 10 anywhere within it.
SELECT * FROM st gactvd WHERE department MATCHES "?10"

This finds any line item where the department costéhe characters 10 preceded by any other saigleacter. It does
not find a department beginning with 10, but ig#n110, 210 and so on.

SELECT * FROM stgactvd WHERE department MATCHES "1[ 1-5]*"

This finds all rows containing department codes begin with the digit 1, followed by the digitstirough 5, and then
followed by any other characters. This does nal fiows where the digits 1 through 5 do not immetjafollow the
beginning digit 1.

Using AND and OR in the Where Clause

You can make your WHERE clause more complicateddiiyg AND and OR as follows:

» AND: Makes the clause more restrictive. In order tsdlected, the data must pass all tests joined dy th
AND clauses.

» OR: Makes the clause less restrictive. To be seletitedjata only need pass one test or the othersyiritax
for the use of AND and OR is:

WHERE col umm_nan®e rel ati onal - operator val ue
AND col um_nane rel ational - operator val ue

or

WHERE col uim_nan®e rel ati onal - operator val ue
OR col um_nane rel ati onal - operator val ue

In the next example, the WHERE clause selects mWs in which the department code begins with tigit d and
whose document number is greater than one hunB@ds in which the department code begins with 1wandse doc-
ument number is less than or equal to 100 areatetted. Rows in which the document number is grehtin one hun-
dred, but in which the department code does nanbeigh 1 are alsmot selected.

SELECT * FROM stgactvd WHERE department MATCHES "1*"
AND doc_no > 100
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In the following example, even more documents atected. All documents in which the department doelgins with 1
are selected because they pass the first testdditian, all documents with numbers greater thae bandred are
selected because they pass the second test.

SELECT * FROM stgactvd WHERE department MATCHES "1*"
OR doc_no > 100

Note
Even though some documents may pass both tesgsatbenly selectednce.

Using Multiple ANDs and ORs

You can use AND and OR to join any humber of ptsase

SELECT * FROM st gactvd WHERE departnment MATCHES "1*"
AND doc_no > 100

AND orig_journal = "AR'

AND anpunt > 1000

Note

Remember: adding multiple AND statements makesestemore and more restrictive; in order to becdets the row
must meeall of these criteria.

You can also use parentheses to group ANDs and ORs.
SELECT * FROM st gactvd WHERE (departnent MATCHES " 1*"
AND doc_no > 100) OR (orig_journal = "AR'

AND anmount > 1000)

In this test, selected records or rows must eitizere a department code that begins with 1* andcairdent number
greater than 100 or they must have an originahjaucode of AR and an amount greater than 1000.

Improper Useof AND or OR

Remember the AND and the OR are used to join cammelumn_name relational-operator value phrasésiwthe
WHERE clause. It isot used to join separate WHERE clauses or to joineato a single column_name.

Correct:

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"
OR doc_no > 100

Incorrect:

SELECT. . .
OR WHERE doc_no > 100

Correct:

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"
OR depart ment MATCHES "*1"
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Incorrect:

SELECT. ..
OR MATCHES "*1"

WHERE Using LIKE

LIKE is a keyword that works almost identically MATCHES. The major difference is that it has diéfiet wild cards.
Instead of using an asterisk to match charactepsreent sign (%) is used. Instead of question srkmatch a single
character, an underscore is used.

SELECT * FROM st gactvd WHERE departnment LIKE "1%

This finds all departments that begin with 1 anel fatlowed by any combination of other charactet&E can only be
used for character columns (letters or digits). Valeies used must be enclosed with quotation marks.

WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that want to select a value between two other values.
SELECT * FROM stgactvd WHERE anount BETWEEN 10 AND 40
This selects all rows in which the amount colums daalue from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shovowyeo indicate the second set of values.
Correct:
SELECT * FROM stgactvd WHERE anount BETWEEN 10 AND 40
Incorrect:
SELECT... BETWEEN 10 40

You also must show the values in the proper ord#r tve smallest value first. The wrong examplesdoet produce an
error message, but no rows are selected.

Correct:
SELECT * FROM stgactvd WHERE anmpunt BETWEEN 10 AND 40
Incorrect:
SELECT... BETWEEN 40 AND 10
You can also use BETWEEN to specify a range ofdatealphanumeric characters.

SELECT * FROM st gactvd WHERE ori g_j our nal
BETWEEN "A" AND "Z"

This query selects all documents with an originarjal code beginning with a capital letter.

WHERE Using IN

Use the keyword IN to compare the value in a coluvith a list of possible values. You could do tlaene thing using a
series of ORs, but IN makes this somewhat morégstrorward.

12-8  SOL Queries



Fitrix Accounts Payable User Guide

The syntax:
WHERE col um-nane I N (list of val ues)
Here is an example of selection from a list of flaesvalues.

SELECT * FROM st gactvd
WHERE orig_journal IN ("AR',"AP","GQ")

This select statement finds any rows which conddd AP, or GJ in the original journal code column.
It is the same as the following SELECT statement:

SELECT * FROM stgactvd WHERE orig_journal = "AR'

OR orig_journal =" AP"

OR orig_journal ="G"

You can see the advantage of using the IN keyword.

Matching NULL Values

SQL discriminates between a column filled with sgsor zero and one filled with a NULL value. A aolu with a
NULL value has never had any values entered into fitas had those values removed. Spaces or the zafo are not
considered NULL.

You may wish to identify the values that are NULben selecting records. For this purpose, you hawULL key-
words for use with the WHERE clause.

The syntax:
WHERE col um_nane |'S NULL
For example:
SELECT * FROM stgactvd WHERE departnent |S NULL.

This finds all records in the activity table whichve no department code associated with them.

Using NOT

With many WHERE statement keywords, you can use&déyavord NOT to select records that act matched by your
selection criteria. NOT can be used with the folloyvkeywords:

* MATCHES
* LIKE

« BETWEEN
« IN

« NULL

For example, if you wanted to find all records watlralue NOT NULL in the department column, usefti®wing:
SELECT * FROM stgactvd WHERE departnent |'S NOT NULL.

finds all the rows with values in the departmertiom
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SELECT * FROM st gactvd WHERE orig_j ournal
NOT IN ("AR',"AP","Q&")

selects all rows that have orig_journal codes @inatnot equal to AR, AP, or GJ

SELECT * FROM st gactvd WHERE depart nment
NOT BETWEEN "A" AND " Z"

selects rows whose department codes do not betinavdgapital letter
SELECT * FROM stgactvd WHERE departnment NOT MATCHES "1*"

selects all rows where the department code doelseym with 1

SELECT * FROM st gactvd WHERE department NOT LI KE " 1%

selects all rows where the department code doelsayi with 1.

Selecting From Multiple Tables

So far, we have shown only SQL queries that taka ffam one table. Using the WHERE command youaiaa join
two tables together and get related informatiomftbem.

For example, in Fitrix General Ledger, the activaple, stgactvd, contains the information aboghdme item that is
posted to the system. It does not contain the lafsiomation about the document, such as when g evaeated and a gen-
eral description of the document. This informati®iin a general reference table for all transastion the system. This
table is called stxtranr.

To see the document date as well as the informatimut specific line items, select columns fromhbot these tables
and join them together using a WHERE clause sodhigtthe related records are selected.

The syntax for joining multiple tables is:

SELECT [t abl e- nane] . col um- nane, [t abl e- nane. ] col um- nane, . . .
FROM t abl e1, table2,...
WHERE t abl el. col utm- nane=t abl e2. col utm- nanme

The WHERE clause causes the SELECT statementumretly those rows where the specified columnaaoh table
are identical. The table name after the SELECTestant only needs to be used when the column napeaepin both
tables.

In Fitrix Business, the table name must always be used because wioecolumns carry matching data used for joins,
they are named identically. You can see which calsimeed to be joined in the WHERE clause, by natihgch col-
umns in the two tables have the same name.

Here is an example of a query that returns a fistneounts for the individual lines that make upamnsaction, selected
from the general ledger activity table, along wttle corresponding document date and descriptiahetransaction
from the general transaction table.

SELECT stxtranr.doc_no, doc_date, doc_desc, anount
FROM st xtranr, stgactvd

WHERE st xtranr. orig_journal =stgactvd. ori g_j our nal
AND st xtranr.doc_no = stgactvd. doc_no

This selection produces one row for each line wWes entered under the Update General Journal of@ch line con-
tains the document number, the document date g@berigtion of the transaction, and the amount pbfstethat line.
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Notice that doc_no after the SELECT is precedethbytable name, stxtranr. This table name is reduiecause doc_no
is used as a column in both tables. Their contergsdentical, but you need to specify in SQL whigble you want to
use.

Also notice that we did not have to use the tablmes for doc_date, doc_desc, and amount. Thisceulse these col-
umns only appear in one table or the other.

Joining More Than Two Tables

You can use any number of tables in a SELECT sttenif more tables are used, you simply extendMERE clause
to equate columns within each table.

For example, in Fitrix, there is another table thalds information about a transaction. This tablstgtranr and it con-
tains information such as the accounting periodyaat for the transaction. If you want to see thfsrmation for each
of your activity lines, extend your query to inctuthis third table.

SELECT stxtranr.doc_no, doc_date, doc_desc, acct_period, acct_year, anopunt
FROM st xtranr, stgactvd, stgtranr

WHERE st xtranr. orig_journal =stgactvd. ori g_j ournal

AND stxtranr.orig_journal =stgtranr.orig_journal

AND st xtranr.doc_no = stgactvd. doc_no

AND st xtranr.doc_no = stgtranr. doc_no

Notice that two new columns have been added: aedbgand acct_year. No tables need to be spedifiethese col-
umns because they occur only in the table stgt&tgtranr has been added to the FROM clause. THe éauses have
also been duplicated to join the columns from atxtito the matching ones in stgtranr. The choicgxafanr for the join
in this case was arbitrary since all tables invdleentain the same keys. Stgactvd could have pishaily been used.
However, this may not always be the case; mangjoiay take place on columns that are unique totecpiar table.

QL Queriesl2-11



Fitrix Accounts Payable User Guide

ORDER BY Command

Use the ORDER BY clause to sort the output. Itpsiamal and can be used in conjunction with anyeptbptional
clauses.

The syntax:
ORDER BY col um- nane

Column-name must be an element in the SELECT fisblumns; that is, you cannot ORDER BY a columat has not
been selected. For example, to see all of the now®e General Ledger activity table sorted by adoent number, use the
following command:

SELECT * FROM st gactvd ORDER BY doc_no
If you want to do the same thing but select ongpecific original journal, use the following comnaan

SELECT * FROM st gact vd
WHERE orig_journal = "AR' ORDER BY doc_no

Sorting By Multiple Columns

You can create sorts within sorts. For examplgoif want to see all order lines organized by odbjaurnal, and within
each original journal, organized by department nemnlsse the following command:

SELECT * FROM st gactvd
ORDER BY orig_journal, doc_no

Using Aggregate Functions

There are a number of special functions that perfoalculations among the rows selected. Theseadiedcaggregate
functions because they work on a group of rows. Wthey are used, you do not see the individual rivmselves, but
the results of the operation on all rows or groofows.

The aggregate keywords and their functions are:
AVG (column-name) Calculates the average of the colspecified for the rows selected.
COUNT (*) Counts the number of rows retrieved by the WRHEEClause.
MAX (column-name) Finds the maximum value in the caolwpecified for the rows selected.
MIN (column-name) Finds the minimum value in the calwspecified for the rows selected.
SUM (column_name) Adds the column specified and tatdits the rows selected.

These aggregate functions are used like column safter the SELECT keyword. They do not subtotd¢ssyou use
the GROUP BY clause (explained in the next section)

Correct:
SELECT sum(anount) FROM stgactvd WHERE doc_no = 4

This query produces the total amount for documefitdbes not, however, show the document numbelfit

Incorrect:
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SELECT doc_no, sun{anount) FROM stgactvd

This produces an error requesting a GROUP BY phrase
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GROUP BY Command

This clause gives you subtotals for different gmoprows using aggregate functions. The syntax:

SELECT col um-1ist, aggregate-functi ons FROM t abl e- nane
GROUP BY col um-1i st

For example:

SELECT doc_no, sum(anount) FROM stgactvd
GROUP BY doc_no

This produces a list showing each document numimtize total for that document next to it.

Note
You must have a GROUP BY clause for each columecsedi.

Correct:

SELECT doc_no, acct_no, sun{anmpbunt) FROM stgactvd
GROUP BY doc_no, acct_no

This produces a line for each unique combinatioa dbcument number and an account number. In wtbets, you get
the sum for document number one, for the first antmumber, then the sum for document number anehé& second
account number, and so on. Yourdi get the sum for a given document number alone.

Incorrect:

SELECT. . .
GROUP BY doc_no

This produces a GROUP BY error because you refeceacct_no in the column selection but did not agjitein the
GROUP BY column list.
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Account: An account is a classifying or summarizing deviteepresents a category of transactions thasibses entity
has decided to track. All transactions recorded jiournal are subsequently posted to two or mocewads. A trans-
action is posted as a debit or credit entry toaoant. The difference between the total of allidebtries and the
total of all credit entries posted to a single actas referred to as the account’s "balance." Ddpg on the type of
account, an account’s balance is either increasddaeased by a debit or credit entry (see DabitsCredits).

Account Number: Each account in the Chart of Accounts is iderdifiy a unique number, up to nine digits long.
Accounts of a given type usually are grouped byantnumber. For example, all asset accounts nhiggih with a

"1" followed by up to eight numbers.

A Basic Chart of Accounts

Number

Account Descriptior

I Type

100000000

CASH ACCOUNT

Asset

200000000

ACCOUNTS PAYABLE

Liability

300000000

EQUITY

Capital

400000000

PRODUCT SALES

Income

500000000

COST OF GOODS

Expense

600000000

GENERAL EXPENSE

Expense
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Account Types: There are three basic types of accounts: assleiljtly, and capital. Capital is also referred sooavners’
equity. Income and expense accounts are a subssthofed earnings, which is a capital account.

Accounting Periods or General Ledger Periods: Each business transaction is time-sensitive.idystem, a new
accounting period is created every time you clagdlee existing period. You are not limited to ajiyen number of
periods during the course of a year. A transadtiantakes place in the current year falls into ohthese possible
periods.

Accrual Method: A method of accounting which records revenuesexpeinses in the period in which they are earned
or incurred and not in the period in which they mreeived or paid. Compared to the cash methodaufumting, the
accrual method of accounting is more accuratetdnds to be more complex.

Adding a Row: Adding a row means creating a new row and additgthe table. For example, when you add a new
account to the account table, you are adding atoaWat table.

Adjusting Entries: Entries that adjust the balances of ledger acsodwljusting entries are usually made for one af tw
reasons. One reason is to record unrecorded emactisas revenue earned but not received. The @hson is to
correct accounting errors.

Age: The number of days between the date on a pantidolzument and the "aging date." When processiragargy
report, the system prompts for the aging dateutiee determines which date to use as an aging(&se.Customer
Aging. See also Vendor Aging.)

Alphanumeric field: An alphanumeric field is a field whose entries cansist of any combination of letters and num-
bers.

Asset Account: Assets are things of value possessed by a busi@ask in a bank account is an asset, as is account
receivable (the money owed a business by its cie®)mAssets need not be paid for to be considesselts. Asset
accounts are increased by a debit and decreasadeylit.

Audit Trail: The ability to verify and track accounting trarnsams or ledger balances.

Automatic Reorder: The process of generating purchase orders fontowg items whose quantity falls below the reor-
der point.
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Average Cost: Average cost is a method of calculating the cbgtventory items by averaging the per unit cosalbf
items currently in stock.

Backorder: If items are out of stock, these items can beoputack order. When the item comes in, it is ugusiipped.
The backorder document is a modified version ofttiginal sales order and represents an agreemshtg the item
as soon as the item becomes available.

Backup: In computer terms, backup refers to the proces®p§ing computer files. These copies are usua#igerto
diskette or tape. File backups are insurance agsyistem failure.

Balance: The balance of an account is equal to the surheofliebit and credit postings to the account. Actoare in
balance if the total debits are equal to the tortadlits.

Balance Forward Customers: Statements for "balance forward" customers shay tie transactions that affect the
current period. For balance forward customers, matsare applied to the oldest invoices first.dntrast, "open
item" statements show each outstanding invoice pathents may be applied to a particular invoice.

Balance Sheet: The balance sheet shows the current financialitonaf a company. The balance sheet lists askats,
bilities, and capital. It is usually totaled in twmain sections. The first section totals assete.Sdtond totals liabili-
ties and capital. Assets must always equal ligsliplus capital.

Blanket Order: This is a large order that is split into more tlwae shipment, possibly to different locations.

Blanket Release: A blanket release is a document that is a sulisetamger blanket order. It represents a singipnsbnt
for an order that comprises multiple shipments.

Capital Accounts: (Also called owners’ equity accounts.) These ant®tecord the difference between what is owned
(assets) and what is owed (liabilities). They dse aalled proprietorship or net worth. Capital@auts are increased
by a credit and decreased by a debit.

Cash Method: A method of accounting which records revenuesexmenses in the period in which they are received o
paid and not in the period in which they are eameidicurred. Compared to the accrual method odawting, the
cash method is less complex and often used by entalkinesses.

Cash Receipt: Money received as payment for goods or servicashA/R cash receipt is a payment that applies toun
standing invoice. A non-A/R cash receipt is a payttieat does not apply to an outstanding invoicecA-A/R
receipt may not even apply to a customer’s account.

Cash Receipts Journal: The cash receipts journal is the journal into \atatl cash receipts activity is recorded, thus
affecting the balances of accounts in the recegvidulger.

Chart of Accounts; A "chart" is a list of accounts. A chart of acctaimcludes all the different accounts used in samm
rizing the transactions and current condition bfiainess.

Check Journal/Cash Disbursement Journal: This is the journal into which all cash disbursats activity is recorded,
thus affecting the balances of accounts in the lplayladger.

Column: A column is a category slot into which you entdormation in a table. For example, if the compuynets
"Enter Company:" on the form, the space followihg tolon is the "column" into which informationestered. This
is the "Company" column.

Cost of Goods (COG) Accounts: These are expense accounts; they track the ctis¢ sme products whose revenues
are recorded in sales accounts. In other wordsethecounts record the cost of those products whe&ebompany
sells. This cost is recorded at the time of safe Balance of these accounts is increased witlhid aled decreased
with a credit.

Count Adjustment Account: This is a balancing account that is posted to wthennventory quantity-on-hand is
adjusted—in this case there is no correspondirgg@gburchase of inventory.
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Count Sheet: This is a list of items and their physical locatsdn a warehouse(s) to be used by personnel caunti
inventory.

Credit: The term credit can refer to two different thingpending on its usage. If used in reference tgdedccounts,
credit refers to an entry that increases or deeseadedger account. Some accounts are increasedriegit while
others are decreased by a credit. How a creditbit dffects the balance of an account dependletype of
account involved. If used in reference to custoaweounts, a credit refers to an acknowledgmenapient. When
a customer pays you, you credit that customer’s@auc When you pay a vendor, that vendor credits yocount.

Credit Memo: If referring to customer accounts, a credit meefens to a document notifying a customer that his
account has been credited (reduced). When dealthgvendor accounts you enter a credit memo tceimse the
amount you owe the vendor.

Creditor: A person or company to whom you owe money. Youndegs are creditors when you owe them money.

Current Accounting Period or General Ledger Period: This is the accounting period for which you arerently post-
ing transactions.

Current Assets: Current assets are assets that are normally ysddring the operating cycle of a business (usually
year). Cash and inventory are typical examplesiafent assets.

Customer Accounts: Though not an account in the general ledger sensgstomer account is used to summarize what
a given customer owes or is owed at a particulartpo time. A customer’s account is summarizedalgtatement.

Customer Activity: Activity refers to any transaction that affects thalance of a customer or ledger account. A sum-
mary of activity shows all transactions affectihgde balances in the current period.

Customer Aging: The customer aging shows how long any open iteame been on the books and how much of a cus-
tomer’s debt falls into various aging categoridso3e aging categories reflect progressively maiewslevels of
overdue payment.

Customer Balance: The customer balance is the amount owed by or awaccustomer. If the customer owes you
money, he is said to have a debit balance. If wee bim money, he is said to have a credit balaAcaistomer bal-
ance is the total of his current open items.

Customer Terms: Customer terms are the conditions under whichepgect payment from the customer. Customer
terms typically include the period of time withirhigh you expect to be paid, any discounts alloveecerly pay-
ment, and the time frame within which such discewre allowed.

Database: A database is all the related information withicomputer system to which you have access in ame ¢o
another.

Debit: The term debit can refer to two different thingpending on its usage. If used in reference todedgcounts, a
debit refers to an entry that increases or decseam$edger account. Some accounts are increasgehlitg while oth-
ers are decreased by debits. How a credit or défbitts the balance of an account depends on peedfyaccount
involved. If used in reference to customer accgumten a customer purchases goods from you, yor tihel cus-
tomer’s account. When you purchase goods from darethe vendor debits your account.

Debit Memo: If used in reference to a customer account, a dedino refers to a document notifying the custothat
his account has been debited (increased).

Debitsand Credits: Each transaction entered into a journal, and exadigtposted to the subsidiary and general ledgers,
consists of debit and credit entries to two or naareounts. A ledger account balance is the differdoetween all
debit postings to that account and all credit pggsti Whether a debit or credit posting to an actimeaneases or
decreases the account balance depends on theftgpeonint.
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The basic accounting equationassets = liabilities + capital. Accounts (assets) on the left side of the acéogrquation are
increased with a debit. Those on the right sidab(lities and capital) are increased with a crdigtained earnings is a type of
capital account; revenue and expense accountssafesat of retained earnings. Revenues increagaedtearnings, and because
capital accounts are increased with a credit, neee@tcounts are increased with a credit. Similalpense accounts decrease
retained earnings and capital accounts are dect@diea debit. Therefore, expense accounts areased with a debit.

Deleting a Row: Deleting a row is the process of removing it frtta computer database after it has been addedlateg

Department Code: A three-character department code identifies whachfit center" an account belongs to. If you acé using
profit centers, the default department code is "OB@fer to the entry for Profit Centers for an mxde of the use of department
codes to set up profit centers within a company.

Document: Transactions entered in the FitBusiness system are referred to as "documents." Differeutrjals (accounts receiv-
able, accounts payable, for example) may be usezttod different types of documents. Documentsisbiof debit and credit
entries to two or more ledger accounts. In ordeiatee a document, that document must be in balémateis, the total of all debit
entries must equal the total of all credit entries.

Drop Ship Order: This is an order that is shipped directly to youstomer. The items ordered never enter your waseshdl he
items go directly from your vendor to your customer

Employee Code: Each employee in the Payroll system is identifigé unique six-character code. Although an em@sy@ame
and social security number can be used to sorviemddata on an employee, the employee code ikaheaised throughout the
Payroll system to uniquely identify an employee.

Employee Type: Each employee in the Payroll system can be adedaith an employee type which is identified byraque
six-character code. The employee type providessadoedefault setup values for the employee, aodges a means for group-
ing employees.

Expense Accounts: Expense accounts are used to track the cost nfidaisiness. They are a subset of retained ear(arggpital

account). At the end of a period of time (usuallyear) the difference between the total of all mecaccount balances and the
total of all expense account balances is calculateithat balance is transferred to retained egsnivfter transferring this figure
to retained earnings, the balance of each incodegpense account is set to zero. Capital acceuatdecreased with a debit.
Because expenses decrease capital, expense acamiimsreased with a debit.

Field: A field is a data-entry or display area on a fofnfield may or may not correspond to what is altjustored in a table in
the database.

FIFO: "First-In First-Out"—One of several methods ofatetining the value of inventory and calculating tlest of goods sold.
Using the FIFO method, it is assumed that thet"firgentory items in" (the oldest inventory itenasg the “first inventory items
out” (the first items to be shipped).
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Finance Charges: Finance charges are charges made by a vendoisagain or made by you against a customer, for
non-payment of an amount due. Finance chargessareharges made against the account because thnepbyas
not made according to the established terms.

Flat Rate: A value applied on a per-payment basis. Unlike@@ntage rate, which calculates a specified ptimpoof
an amount, a flat rate ignores the exact valub@Bimount, treating it as a single payment to whisingle unit of
the "rate" value is applied. Thus the "calculatealie due to a flat rate is the same each tinseapplied.

FOB: FOB stands for "free on board" or "freight on lwbamhe FOB point determines when the title to @doict
changes hands; that is, it determines at what plegnbuyer assumes ownership of a product. FOB Some—but
does not necessarily—affects who pays the freightges for shipping a product. In some busine$gesdller pays
freight up to the FOB point and the buyer pays ftbmFOB point. Similarly, in some businesses @8 point
determines who pays insurance on the shipment.

Form: A form is the template into which information istered. A form may combine information from sevaeliffierent
tables, usually lines of information from a "heddable at the top of the form and several rowsifi "detail” table
at the bottom.

General Journal: The most basic type of journal in an accountingiesy is the general journal. It may be the only-jou
nal. Transactions which consist of a debit to asi@ne account and a credit to at least one (diffgaccount are
entered in such a journal. Ultimately each traneads posted from the general journal to a genledder account.

General Ledger: The general ledger includes each account listéldeirthart of accounts, along with debit and credit
transaction entries that add up to the accounnbala

Income Accounts. These accounts are used to track revenues. Sal@srdas, for example, are a type of income account.
They are a subset of retained earnings (a camitalant). At the end of a period of time (usuallyear) the differ-
ence between the total of all income account balsand the total of all expense account balancldslated and
that balance is transferred to retained earnin§sr A&ransferring this figure to retained earninfyg, balance of each
income and expense account is set to zero. Cauitalunts are increased with a credit and decregitec debit.
Because revenue increases capital, income accawmiscreased with a credit.

Income/Deduction/Obligation Codes: Each type of income, deduction, and incurred eggglobligation is identified
by a unique six-character code. When the incomdyat@n, or obligation is used in a payroll entrisireferred to
by this code. The code provides access to defalieg and basic information required to calculageincome,
deduction, or obligation amount.

Income Satement: The income statement (also referred to as a 'fpantl loss" statement) records the changes inyequit
associated with business operations for a speqifeidd of time. This statement lists the reveraras expenses and
the difference between them for a period of timee difference between revenues and expensesiisgie as a net
profit or a net loss.

Inventory Account: This is the current assets account that repretlemtgalue of the goods in stock.

Inventory Adjustment Account: This is the ledger account that balances changeke 1o the inventory account bal-
ance that do not result from sales, returns, oclases.

Inventory Control (1/C): This is the system for tracking goods stored & $0 customers, including calculation of
costs and prices.

Inventory Item: This is a single unit of merchandise from inventor

Item Code: An item code is a unique alphanumeric string iif@ing a type of inventory item.
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Journal: Journals are used to sequentially record busin@ssactions. Each transaction consists of a tiehitleast one
account and a credit to at least one (differentpant. Journal entries are posted to ledger acsptirdrefore, every
entry made in a journal ultimately has an effecttanbalance of two or more ledger accounts. Ao@atng system
may include multiple journals, each used to reeosgecific type of transaction. The most basic gfgeurnal is the
general journal. In addition there may be an actreteivable journal, an accounts payable jouaral,so on.

Ledger: A ledger consists of a group of accounts and dettcredit entries representing transactionsatffectt the
account balance. A group of accounts is calledigde The general ledger includes all accountsdist the chart of
accounts. Subsidiary ledgers comprise subsetsdfttart of accounts. The accounts receivable leflyeexample,
comprises all customer accounts. The total ofut@mer account balances equals the balance actmeints receiv-
able ledger account.

Liability Accounts: Liabilities are debts or anything that is owedahility accounts are increased by a credit and
decreased by a debit.

LIFO: "Last-In First-Out" is one of several methods altalating the cost of inventory items. With thé-0 method
those inventory items "last in" (most recently fwased) are considered the "first out" (first tcsbi).

Open Item Customers: Statements for open item customers show eachaodlisig invoice. For open item customers,
payments are applied to a specific invoice. In @&stt balance forward statements show only theséetions that
affect the current period. For balance forward aungrs, payments are applied to the oldest invdicss

Open Items: Open items are the invoices that have been pastgédontain outstanding balances. These balanpes re
sent an amount owed by the customer or due to @dovehhe document is considered an open item thatilbalance
is paid or otherwise adjusted to zero.

Order Acknowledgment: An order acknowledgment is a hardcopy version sdlas order. Order acknowledgments
may be sent to customers so that they have a re¢dné sales transaction.

Payable Document: There are four common types of payable documentendor invoice, a cash disbursement, a ven-
dor credit, and a vendor debit.

Payable Ledger: A payable ledger is the ledger that includestadldccounts affected by accounts payable transac-
tions—invoices, cash disbursements, and vendoitsradd debits.

Payroll Deduction: A payroll deduction is any amount withheld fromeanployee’s check. For every deduction there is
typically an employer liability incurred.

Payroll Document: A payroll document is the complete record of arpliylisbursement. This document includes an
employee’s gross income, deductions, net incone eamployer obligations, as well as the related aeting data
for the document.

Payroll Income: Payroll income comprises wages, reimbursementscash outlays recorded as part of a payroll entry.
Payroll income normally is an operating expense.

Payroll Journal: The payroll journal is the journal into which pliyroll activity—paychecks, income, deductions, and
employer obligations—is recorded. When posted,dbtgvity affects the balance of accounts in thgrpthledger.

Payroll Ledger: A payroll ledger is the ledger that includes haé accounts affected by posted payroll transactions
paychecks, income, withholding, and incurred oliayes.

Payroll Obligation: A payroll obligation is an employer liability rdting from a payroll transaction. For example, when
an employer withholds federal taxes from an emp&y/paycheck, the employer incurs a liability (ddigation) to
pay the amount withheld to the federal government.

Posting: Posting is the process of transferring transast{documents) from the journal to the ledger.
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Posting Sequence Numbers: All processes which "post” entered data into aagfe area for completed documents have
reports that feature a posting sequence numbeseliegmbers are used to keep track of reportstibatdbe perma-
nently stored in your records. Each of these reguat its own sequence of posting numbers.

Prepaid Asset: This is an asset that you have paid for, but ebtrgceived.

Profit Center: A "profit center” identifies a part of a compary fvhich profits can be calculated separately. Safed
expenses for that division are designated with patenent Code.

Chart of Accountswith Profit Centers

ﬁfﬁggg: Degacl)rérgent Account Description Type
100000000 CASH IN BANK Asset
200000000 ACCOUNTS PAYABLE | Liability
300000000 EQUITY Capital
400000000 100 PRODUCT SALES Income
400000000 200 PRODUCT SALES Income
450000000 100 SERVICE SALES Income
450000000 200 SERVICE SALES Income
500000000 100 COST OF GOODS Expense
600000000 100 GENERAL EXPENSE

500000000 200 COST OF GOODS Expense
600000000 200 GENERAL EXPENSE
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Purchase Order: A purchase order represents the purchase of madiggafrom a vendor.

Purchasing: The purchasing system is one of sevBraness modules. It provides an automated method for track
purchases, tracking receiving, and projecting caghirements.

Receivable Documents: There are four common types of receivable docusa@ntustomer invoice, a customer cash
receipt, a customer credit, and a customer debit.

Receivable Journal: The receivable journal is the journal into whidhagcounts receivable transactions—invoicing,
credits, and debits—are recorded. When postede thassactions affect the balance of accountsamebeivable
ledger.

Receivable Ledger: A receivable ledger is the ledger that includéshal accounts affected by accounts receivablesiran
actions—invoices, cash receipts, and customertsradd debits.

Retained Earnings: Retained earnings is the increase in equity thatresulted from profitable operations; net income
to date minus dividends to date.

Row: A row is one set of specific information withinable. For example, an account table contain$allrformation
about a single account in an account row. An actctalote contains as many rows as there are differegounts.

Satement: The customer statement shows the current acfiwitg given customer. The statement shows outstgndi
invoices, recent payments, credits, and debitsdatistomer’s account.

Soreor Record: Recording or storing a row is the process of gitiim the computer database after it has beeeddd
or updated.

Table: A table is where information is stored in a congpuf\ given table contains only a specific typendbérmation.
For example, an account table contains the diffesales and expense accounts used by the system.

Transaction: A transaction is an event that is recorded inatt@unting records. Typically, such an event ingslthe
transfer of money, product, or services. Each tretien entered in the FitrBusiness system is referred to as a "doc-
ument."

Trial Balance: This is a work sheet used as a preliminary steeierating a Balance Sheet. The trial balancéssiag
of every ledger account, along with its debit aretl¢ balance. The total of all debit balances #hequal the total
of all credit balances.

Update: Updating a table is the process of changing rowlsimit. Whenever you change a description indheount
table, for example, you are updating a row witthiat table.

Vendor Accounts: Though not an "account” in the general ledgeresemsendor account is used to summarize what a
vendor is owed at a particular point in time. A @eris account is summarized by an aging statement.

Vendor Activity: Activity refers to any transaction involving a \dem that affects the balance of a vendor or ledger
account. A summary of activity shows all transawiaffecting those balances over a specified perfiditne.

Vendor Aging: A vendor aging report lists outstanding vendooines categorized by number of days from the vendor
invoice date or due date.

Vendor aging reports can be setup to "age" in tifferént ways. In the first, an aging report car putstanding vendor invoices
into categories, ranging from those currently duthbse past due. With this method, the aging caieeg reflect ever more serious
levels of overdue payment.

In the second, an aging report can arrange outsigiv@ndor invoices into categories, ranging fronose currently due to those
that will be due in the future. This report is ajpction of cash requirements. In this case, tlegacategories reflect amounts due
farther in the future.
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Vendor Balance: The vendor balance is the amount owed to or owesl\endor. If you owe a vendor money, the vendor’s
account has a credit balance. If the vendor owaswyoney, the vendor’s account has a debit balaheendor’s balance is the
sum of all open items pertaining to that vendor.

Vendor Terms: Vendor "terms" are the conditions under whichwbedor expects payment from you. Vendor terms gllyic
include the period of time within which you expéxpay that vendor’s invoices, any discounts alldfge early payment, and the
time frame within which such discounts are allowed.
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Appendix: Standard
Forms

The standard Fitrix Accounting products have been designed to work with forms
manufactured by the DataPRINT company. These forms can be ordered through the
DataPRINT company, at 1-800-346-5316. Sample forms are also available.
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Itislikely that your programs have been modified by your data processing depart-
ment. If thisisthe case, DataPRINT can design custom forms to your specifica-
tions.
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The forms, form numbers, and form types are listed below.

Niz:tr)ner Form Type
4GEN1 Invoice Continuous Form
4GEN2 Statement Continuous Form
4GEN3 Picking Ticket Continuous Form
*4GEN4 A/P Check Continuous Form
4GENS Payroll Check Continuous Form
4GENG Invoice Laser Form
4GEN7 Statement Laser Form
4GENS8 Picking Ticket Laser Form
4GEN9 A/P check Laser Check
4GEN10 Payroll Check Laser Check
4GEN11 Purchase Order | Continuous Form
4GEN12 Purchase Order | Laser Form

Dw2 Double Window | Envelopes

Dwa3 Double Window | Envelopes
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1099 Cash Accounts form—
illustration 5-15
1099 Categories 7-20

A

A/P 5-4
A/P Accounting Cycle - Chapter 2
A/P Checks—
updating 2-9, 3-7, 9-8
A/P Checks form—
illustration 9-8
A/P Discount Tax Account
6-5
A/P Journal Selection Criteria form 8-11
A/P Main Menu—
Administration menu 3-4
Check Processing menu 3-4
Menu options 3-4
Multilevel Tax menu 3-4
Payable Ledger menu 3-4
Setup Company menu 3-4
Setup Payables menu 3-4
Vendor Information Menu 3-4
A/P Reports 1-5
A/P Setup Complete 5-6
A/P Tax Account 6-4
A/P Terms 7-5
A/R Discount Tax Account 6-4
A/R Tax Account 6-4
Account 5-8
Account Group 7-6
Account Groups—2-4
code 8-5, 3-8, 8-6
file 1-4
screen 5-7
printing 3-9, 5-8
updating 3-6, 3-9, 8-14
Account NumbeiGloss-2
Account Number Range file 1-5
Account Number Ranges 4-10
Account Number Ranges—
printing 3-11
updating 3-11
account number ranges
individual account numbers 4-8
Account TypesGloss-3
accounting cycle—
AP 2-1, &2
Accounting Periods or General Ledger Period
Gloss-3
Accounting System Menu 3-2
Accounting System Menu—
Accounts Payable 3-3

Accounts Receivable 3-2
General Ledger 3-2
how to access 3-2
illustration 3-2
Inventory Control 3-3
Multicurrency 3-3
Order Entry 3-3
Payroll 3-3
possible contents 3-2
Accounting System Payroll 3-3
Accounting System Purchasing 3-3
Accounts—
Checking
reconciliation 2-11, 3-7, 9-14
updating 3-11
Ledger
printing 3-11
updating 3-6, 3-11, 8-13
Accounts Payable—
accounting cycle 2-1
End of Period 2-10
End of Year 2-13
Info tracked by 2-4
Introduction 2-1
Setup 2-3
Setup Complete 2-5
Transaction Processing 2-7
Accounts Payable Defaults form—
illustration 5-3
Accounts Payable Main Menu 3-3
Accounts Payable Main Menu—
illustration 3-3
menu options 3-4
Accounts Payable Setup 2-3
Accounts Payable Task Menu Options 3-5
Accrual MethodGloss-3
Activity—
G/L
printing 2-10, 3-6, 8-12
Old A/P
deleting 3-6, 8-15
Activity file 1-5
Adding a RowGloss-3
Address 7-4
Address—
Pay-To
for vendor 3-9
address—
Pay-To 8-4
Address1
Update Company Information form 4-4
Address2
Update Company Information form 4-5
Adjusting EntriesGloss-3
Administration Menu 3-10, 10-1
Administration Menu—
S illustration 3-10
Administration menu—
description 3-4
Age On 5-5
Aging—
Vendor

printing 2-12, 3-8
Aging Summary—
Vendor
printing 7-16
Amount to Apply 5-14
AND 12-6
Approval Code 5-6
Audit Trail 1-5
Automatic Checks—
creating 2-8, 3-7, 5
Average Cost 9-4
AVG 12-12

B

Backorder 7-4, 7-7Gloss-4
BackupGloss- 4
Balance 5-13Gloss-4
Balance Forward Custome®&oss- 4
Balance Shedbloss-4
Basic Transaction Steps 1-4
Batch Invoices 5-6
Blanket OrdelGloss-4
Blanket Releas6loss-4
Business Name 7-3

Update Company Information form 4-4
Buyer 5-11

C

Capital Accounts 4-9Gloss-4
Cash 5-4
Cash Account 5-14
Cash Account(s) 8-6
1099—
updating 5-15
1099 Cash Accounts 2-5
Cash Accounts (1099)—
updating 2-5
Cash Disbursed 7-19
Cash Disbursement 1-4
Cash Methodzloss-4
Cash ReceipBloss-4
Cash Receipts Journ@loss-4
Cash Requirement—
Vendor
printing 2-12, 3-8, 7-16
Categories—
for 1099 form 7-19
Chart of Account$sloss-4
Check Date prompt—
illustration 9-13
Check file 1-5
Check Journal—
printing 2-10
Check Journal/Cash Disbursement Journal
Gloss-4
Check Listing—
printing 2-9, 9-12
Check Processing 2-8
Check Processing Menu 3-6
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Check Processing Menu—
illustration 3-6, 9-2
menu options 3-6
Check Processing menu—
description 3-4
Checkbook Reconciliation form—
illustration 9-14
Checking Accounts—
reconciliation 2-11, 3-7, 9-14
updating 3-11
Checking Accounts file 1-6
Checks—
AP
updating 2-9, 3-7, 9-8
Automatic
creating 2-8, 3-7, 9-5
Non-A/P
updating 2-8, 3-7
Posted
voiding 2-9, 9-17
posting 2-9, 9-13
printing 2-9, 3-7, 9-13
Void
posting 3-7, 9-19
void posted 2-9
Voided
posting 2-9
voiding posted 3-7
City 4-5
Codes—
account Group 8-6
department 8-4
document type 8-4
Multilevel Tax
printing 8-10
updating 8-10
Pay-To 8-4
vendor 8-4
ColumnGloss-4
Company—
selecting different 3-11
Company 1-7
Company Information—
printing 3-11
updating 3-11
Company Information file 1-6
Company Name 6-6
Completing A/P setup 2-5
Contact 7-3
Cost of Goods (COG) Accoun® oss-4
Cost of Goods accounts 4-9
COUNT 12-12
Count Adjustment Accourloss-4
Count SheeGloss-5
Country 4-5, 6-3
County 4-5
Create Automatic Checks 2-8, 3-7, 9-5

Create Recurring Documents 2-11, 3-6, 8-15

Create Vendor 1099's 7-17
creating—
Automatic Checks 3-7, 9-5
Federal 1099's 7-17
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Recurring Documents 2-11, 8-15
Recurring documents 3-6
CreditGloss-5
Credit MemoGloss-5
Credit Memo—
Ref.No 8-5
CreditorGloss-5
Cumulative 6-8
Currency 5-13, 7-3
Currency Exchange Rate 5-14
Current Accounting Period or General Ledger
PeriodGloss-5
Current Assets 4-&loss-5
Current Liabilities 4-9
Current Period—end of 2-11
Customer Account&loss-5
Customer ActivityGloss-5
Customer Agingsloss-5
Customer Balanc&loss-5
Customer Term&loss-5

D

Data Sets 1-7
Databasésloss-5
Databases 1-7
Date—
discount 8-5
invoice 8-5
invoice due 8-5
pay-on 8-5
purchase order 8-6
Date to Pay 5-14
Days 5-5
Debit MemoGloss-5
Debit Memo—
Ref. No. 8-5
Debits and Credit&loss-5
Default Accout Payable 7-6
Default Tax 8-5
Default Tax Code 5-4
Defaults—
AP
updating 2-4
Payable
printing 5-7
updating 5-2
Delete Old A/P Activity 3-6, 8-15
Deleting—
Old A/P Activity 8-15
old A/P Activity 3-6
Deleting a RowGloss-6
Deleting Old Activity 1-5
Department 5-8, 6-4
Department Cod€loss-6
Department Code(s) 8-4
Company Information form 4-5
Description 5-5, 6-3, 6-8
Company Information form 4-5
Different Company—
selecting 3-11

Different Databases 1-7
Discount 5-5
Discount—
date 8-5
Discount Balance 5-13
Discount Date 5-13, 8-5
discount percentage 8-6
Discount to Take 5-14
Disk Space—
freeing 1-5
Doc.Type code 8-4
DocumentGloss-6
Document Number 5-14
Documents—
Recurring
creating 8-15
Selection Criteria form 8-15
recurring
creating 2-11
Documents—
definition
types 1-4
recurring 3-6
Drop Ship OrdeGloss-6
Due Date 5-13
Due date 8-5
Due Date
locking 8-5

E

Edit List 1-4

Edit List—
Check Listing 2-9, 9-12
Payable Listing 3-5, 8-9, 8-10
Void Check Listing 2-9, 3-7, 9-18

Employee Cod&loss-6

Employee Typéesloss-6

End Date 6-6

End of Current Period 2-11

end of period 1-5

End-of-period Processing 1-5

Expense AccountSloss-6

Expense accounts 4-9

F

Federal 1099—
for vendors 3-8
Federal 1099 Cash Accounts—
updating 3-9
Federal 1099 forms 7-17
Federal 1099 forms—
categories 7-19
creating 7-17
printing 7-19
updating 7-18
Federal Tax ID 7-6

Federal Tax Identification Number 5-5

Field Gloss-6
field—
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Setup Complete 2-5
Field Descriptions—
Payable documents form 8-3
FIFO Gloss-6
file 1-4
Finance ChargeGloss-7
Fixed Assets 4-8
fixed date flag 8-5
Flat RateGloss-7
FOB Gloss-7
FormGloss-7
FROM 12-3

G

GI/L Activity—

printing 2-10, 3-6, 8-12
General Journabloss-7
General Ledge6Gloss-7
gross amounts

on invoices 8-3
Gross Invoice Entry 5-4, 8-3
GROUP BY 12-3
GROUP BY Command 12-14
Group Code 5-8
Group Code Description 5-8

H

HAVING 12-3
Hold Checks 7-4
Home Currency Amount 5-14

lllustration 7-8
Improper Use of AND or OR 12-7
Include Tax with Asset/Expense 6-4
Income Account$loss-7
Income accounts 4-9
Income Statemertbloss-7
Income/Deduction/Obligation Cod&loss-7
Introduction 1-1
Inventory AccountGloss-7
Inventory Adjustment Accourloss-7
Inventory Control (I/C)Gloss-7
Inventory IltemGloss-7
Invoice 5-13
Invoice—

Account Group code 8-6

cash account 8-6

determining when due 9-2

discount date 8-5

discount percentage 8-6

due date 8-5

locking 8-5

P.O. Date 8-6

pay-on date 8-5

terms 8-5
Invoice Balance 5-13

Invoice Date 5-13, 8-5
Item CodeGloss-7

J

Joining More Than Two Tables 12-11
JournalGloss-8
Journal—
Check
printing 2-10
Payables
printing 2-10, 3-6, 8-11

L

Labels—
Vendor
printing 3-8
Last Pay 7-4
LedgerGloss-8
Ledger—
Vendor
printing 2-12, 3-8, 7-14
Ledger Accounts—
printing 3-11
updating 3-6, 3-11, 8-13
Ledger Accounts file 1-6
ledger information 1-4
Liability AccountsGloss-8
LIFO Gloss-8
Limit 7-5
listing—
Void Checks 3-7
Long Term Liabilities 4-9

M

Mailing labels—
Vendor 7-11
Main Menu—Accounts Payable
how to access 3-3
MATCH Wildcards 12-6
Matching Character Patterns 12-5
Matching NULL Values 12-9
MAX 12-12
Menu Options—
A/P Main Menu 3-4
Menus Overview 3-1
MIN 12-12
Multilevel Tax Analysis—
printing 3-10
Multilevel Tax Code 6-3
Multilevel Tax Code file 6-6
Multilevel Tax Codes—
printing 6-10
updating 6-10
Multilevel Tax Group Code 6-8
Multilevel Tax Groups—
printing 6-10
updating 6-10

Multilevel Tax Menu 6-9, 6-1
Multilevel Tax Menu—
illustration 6-9
menu options 6-10
Multilevel Tax menu—
description 6-4
Multilevel Tax Periods—
updating 6-10
Multilevel Tax Rate 6-3

N

non-A/P check—
definition 1-4

Non-A/P Checks—
updating 2-8, 3-7, 9-5

Non-A/P Checks form—
illustration 9-5

O

Old A/P Activity—

deleting 3-6, 8-15
Old Activity 1-5, 2-13
On Account 5-12, 7-5
Open Item Customersloss-8
Open Item file 16
Open ltemGloss-8
Open ltems—

printing 7-17

Vendor 7-17

printing 3-8, 3-9, 5-15
updating 3-9, 5-11

Open ltems file 1-4
Options Command—

Vendor Open Items form 5-15
OR 12-6
Order AcknowledgmenBloss-8
ORDER BY 12-3
ORDER BY Command 12-12
Original Amount 5-13
Original Discount 5-13

P

P O Number 5-14
Pay Method 5-11
Pay On date 8-5
Pay To 5-9
Pay To Address 5-10
Pay To Code 5-12
Pay To Discount 5-11
Pay To Name 5-9
Pay To Tax 5-10
Pay_To addresses—

vendor

updating 5-7

Payable Default file 1-6
Payable Defaults 2-4
Payable Defaults—
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printing 7
updating 9, 2
Payable defaults—
printing 9
Payable Document 8
Payable Documents—
edit list 7
posting 7, 10
updating 7, 5, 3
Payable Documents
posting 5
payable documents—
definition 7
Payable Documents Form—
illustration 3
Payable Documents form—
header section 3
Payable Ledger 10, 8
Payable Ledger Menu—
illustration 5, 2
usage 5
Payable Ledger menu—
description 4
Payable Listing 10
Payable Listing—
printing 9
Payables file 6
Payables Journal—
printing 10, 6, 11
Payments Due Report 2
Payments Due Report—
printing 8, 6
Payroll 3
Payroll Deduction 8
Payroll Document 8
Payroll Income 8
Payroll Journal 8
Payroll Ledger 8
Payroll Obligation 8
pay-to address 4
Pay-To Address form—
illustration 9
pay-to code 4
Pay-To Information 2
Pay-To information—
updating 8
percentage—
discount 6
Period 6
Period Year 6
Periods—
Multilevel Tax
updating 10
Phone/Cell/Fax 3
Post Checks 9, 13
Post Payable Documents 7, 5, 10
Post Void Checks 9, 7, 19
Posted
invoice status 4
Posted Checks—
voiding 9, 7
Posted checks—
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voiding 9-17
Posting 1-4Gloss-8
posting—
Checks 2-9, 9-13
Payable Documents 2-7, 8-10
Payable documents 3-5
status of invoice 8-4
Void Checks 2-9, 3-7, 9-19
Posting Sequence Numbeéstoss-9
Prepaid AsseBloss-9
Print Account Groups 2-4, 3-9, 5-8
Print Account Number Ranges 3-11, 4-10
Print Aging Detail 7-16
Print Aging Summary 7-16
Print Analysis Detail 6-11
Print Analysis Summary 6-11
Print Check Journal 2-10
Print Check Listing 2-9, 9-12
Print Checks 2-9, 3-7, 9-13
Print Company Information 3-11, 4-7
Print Federal 1099 Forms 7-19
Print G/L Activity 2-10, 3-6, 8-12
Print Ledger Accounts 3-11, 4-13
Print Multilevel Tax Analysis 3-10, 6-11
Print Multilevel Tax Codes 3-10, 6-9
Print Multilevel Tax Groups 3-10
Print Payable Defaults 2-4, 3-9, 5-7
Print Payable Listing 2-7, 3-5, 8-9
Print Payables Journal 2-10, 3-6, 8-11
Print Payments Due Report 2-8, 3-6
Print Vendor 1099's 7-19
Print Vendor Aging 2-12, 3-8, 7-15
Print Vendor Aging submenu—
illustration 7-15

Payable Defaults 3-9
Payable defaults 5-7
Payable Listing 8-9
Payable Listing (edit list) 2-7
Payables Journal 2-10, 3-6, 8-11
Payments Due Report 2-8, 3-6, 9-2
Vendor 1099's 7-19
Vendor Aging 2-12, 3-8, 7-15
detail 7-16
summary 7-16
Vendor Cash Requirement 2-12, 7-16
Vendor Information 2-5, 3-8, 3-9, 5-11, 7-10
Vendor Labels 3-8, 7-11
Vendor Ledger 2-12, 3-8, 7-14
Vendor Open Items 2-5, 3-8, 3-9, 5-15, 5-17
Vendor Terms 3-8, 7-13
Void Check Listing 2-9, 3-7, 9-18
Processing
end of period 1-5
Processing—
transaction 2-7
Profit CenterGloss-9
Province / State 6-4
Purchase OrdeBloss-10
Purchase Order Date 5-14
Purchase Order date 8-6
Purchasing 3-33loss-10

Q

Queries—
SQL 12-1

Print Vendor Cash Requirement 2-12, 3-8, 7-14R

Print Vendor Detail—
by code 7-11
by name 7-11

Print Vendor Information 2-5, 3-8, & 9, 5-11,

7-10

Print Vendor Information submenu—
illustration 7-10

Print Vendor Labels 3-8, 7-11

Print Vendor Ledger 2-12, 3-8, 7-14

Ranges—
Account Number
printing 3-11
updating 3-11
Rate 6-8
Receivable Documentloss-10
Receivable Journ&bloss-10
Receivable LedgeBloss-10

Print Vendor Open Items 2-5, 3-8 & 9, 5-15, 7-1Reconcile Checking Accounts 2-11, 3-7, 9-14

Print Vendor Summary—
by code 7-11
by name 7-11
Print Vendor Terms 3-8, 7-13
Print Void Check Listing 2-9, 3-7, 9-18
printing—
Account Groups 2-4, 3-9, 5-8
Account Number Ranges 3-11
Check Listing 2-9, 9-12
Checks 2-9, 3-7, 9-13
Company Information 3-11
Federal 1099 forms 7-19
G/L Activity 2-10, 3-6, 8-12
Ledger Accounts 3-11
Multilevel Tax Analysis 3-10
Multilevel Tax Codes 3-10
Multilevel Tax Groups 3-10

reconciliation—
Checking Accounts 2-11, 3-7, 9-14
Recurring Documents—
creating 2-11, 8-15
Recurring documents
creating 3-6
Recurring Documents Selection Criteria form
8-15
Reference Files 1-5 & 6
Reports—
Payments Due Report 3-6, 9-2
vendor 2-12
reports 1-5
Require Approval to Post 5-6
Retained Earning8loss-10
Row Gloss-10
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S

Sample Reports 11-1
SELECT 12-3

Select Cash Account Selection Criteria form 9-3

SELECT Command 12-2
Select Different Company 3-11
Selecting All Columns 12-3

Selecting From Multiple Tables 12-10

Selecting Specific Columns 12-4
Selecting Specific Rows
WHERE 12-5
Selection Criteria form—
Recurring Documents 8-15
Vendor(s) 7-10, 12, & 15
Selection criteria form—
A/P Journal 8-11
Select Cash Account 9-3
Setup—
A/P 2-3
Setup Company Menu 3-10, 3-1
Setup Company Menu—
description 3-4
illustration 3-10
menu options 3-11
Setup Complete—
specifying 2-5
Setup Payables Menu 3-8
illustration 3-8, 5-2
menu options 3-9
Setup Payables menu—
description 3-4
Shipping Instructions 7-5, 7-7
Sorting By Multiple Columns 12-12
SQL Queries 12-1
Start Date 6-6
Starting Check Number prompt—
illustration 9-13
State 4-5
StatemenGloss-10
Store or Recoréloss-10
SUM 12-12

T

TableGloss-10
Take Discount 7-5
Tax Code 6-8, 7-4
Tax Entry - Detail Line 5-4
Tax on Cash Discounts 5-4
Terms 8-5
Terms—
invoice payment 8-5
Vendor
printing 3-8, 7-13
updating 3-8, 7-12
vendor 8-5
Terms Code 5-3
Terms file 1-6
To-Pay Information—
updating 2-8, 3-6, 9-4

Trade Discount 5-11
TransactiorGloss-10
Transaction—

processing 2-7
transaction steps 1-4
transactions 1-4

Trial BalanceGloss-10

Types of Ledger Accounts 4-8

U

UpdateGloss-10
Update 1099 Cash Accounts 2-5, 3-9, 5-15
Update A/P Checks 2-9, 3-7, 9-8
Update Account Groups 2-4, 3-6, 3-9, 5-7
Update Account Number Ranges 3-11
Update Checking Accounts 3-11, 4-13
Update Company Information 3-11
Update Ledger Accounts 3-6, 3-11, 8-13
Update Multilevel Tax Codes 3-10, 6-3
Update Multilevel Tax Groups 3-10, 6-7
Update Multilevel Tax Periods 3-10, 6-6
Update Non-A/P Checks 2-8, 3-7, 9-5
Update Payable Defaults 2-4, 3-9, 5-2
Update Payable Documents 2-7, 3-5
Update Payable Documents (1a) 8-3
Update Payment Methods 2-5
Update To-Pay Information 2-8, 3-6, 9-4
Update Vendor 1099's 7-18
Update Vendor Information 2-5, 3-8, 3-9, 5-8,
7-2

Update Vendor Open Items 2-5, 3-9, 5-11
Update Vendor Pay-To's 2-5, 3-9, 5-8
Update Vendor Terms 3-8, 7-12
Updating—

1099 Cash Accounts 2-5, 3-9, 5-15

A/P Checks 2-9, 3-7, 9-8

Account Groups 2-4, 3-6, 3-9, 5-7, 8-14

Account Number Ranges 3-11

Checking Accounts 3-11

Company Information 3-11

Ledger Accounts 3-6, 3-11, 8-13

Multilevel Tax Codes 3-10

Multilevel Tax Groups 3-10

Multilevel Tax Periods 3-10

Non-A/P Checks 2-8, 3-7

Payable Defaults 3-9, 5-2

Payable Documents 2-7, 3-5, 8-3

To-Pay Information 2-8, 3-6, 9-4

Update Non-A/P Checks

Checks—Non-A/P
updating 9-5
Vendor 1099's 7-18

Using Math in the SELECT Statement 12-4

Using Multiple ANDs and ORs 12-7

Using NOT 12-9

Using SELECT and FROM 12-3

Using SQL Statements With Uniplex
Spreadsheets 12-14

V

Vendor 7-3
Vendor 1099—
creating 7-17
Vendor 1099 submenu—
illustration 7-17
Vendor 1099's 7-17
Vendor 1099's—
printing 7-19
updating 7-18
Vendor 1099's 7-8
Vendor Account$sloss-10
Vendor Activity Gloss-10
Vendor Activity form 7-2
Vendor Activity Option 7-8
Vendor Activity Option form 7-8
Vendor AgingGloss-10
Vendor Aging—
detail
printing 7-16
printing 2-12, 3-8, 7-15
Vendor Aging Summary—
printing 7-16
Vendor Balancé&loss-11
Vendor Cash Requirement—
printing 2-12, 3-8, 7-16
Vendor Code 5-9, 5-12, 8-4
Vendor Default for 1099 Reporting 7-6
Vendor file 1-6
Vendor Information 2-5
Vendor Information 1-4
printing 2-5, 3-8, 3-9, 5-11, 7-10
updating 2-5, 3-8, 3-9, 5-8, 7-2
Vendor Information form 7-2
Vendor Information form—
illustration 7-2
Vendor Information Menu 3-7
Vendor Information Menu—
illustration 3-7
menu options 3-8
Vendor Information menu—
description 3-4
Vendor Information Menu—illustration 7-2
Vendor Labels—
printing 3-8, 7-11

Vendor Information 2-5, 3-8, 3-9, 5-8, 7-2 Vendor Labels submenu—

Vendor Open Items 2-5, 5-11

Vendor Pay-To Address 7-7

Vendor Pay-To's 3-9, 5-8

Vendor Pay-To's 2-5

Vendor Terms 3-8, 7-12
Using Aggregate Functions 12-12

illustration 7-11
Vendor Ledger—

printing 2-12, 3-8, 7-14
Vendor Open Item form—

illustration 5-12, 5-15
Vendor Open Items 2-5

Using AND and OR in the Where Clause 12-6 Vendor Open ltems—

Index-5
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printing 2-5, 3-8 & 9, 5-15, 7-17
updating 2-5, 3-9 & 11
Vendor Open Items form—
illustration 9-4
Options command 5-15
Vendor Pay-To Option 7-7
Vendor Pay-To's—
updating 5-8
Vendor Pay-to's—updating 2-5, 3-9
Vendor Reports 2-12
Vendor Terms 2-3Gloss-11
Vendor Terms—
printing 3-8, 7-13
updating 3-8, 7-12
Vendor Terms form—
illustration 7-12
Vendors Selection Criteria form 7-10, 12, & 15
Void Check Listing—
printing 2-9, 3-7, 9-18
Void Checks—
posting 2-9, 3-7, 9-19
Void Checks file 1-6
Void Posted Checks 2-9, 3-7, 9-17
Void Posted Checks form—
illustration 9-17
Voiding—
Posted Checks 3-7, 2-9

W

WHERE 12-3

WHERE Using BETWEEN 12-8
WHERE Using IN 12-8
WHERE Using LIKE 12-8

Z

Zip 4-5

Index-6
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