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Accounts Receivable Features

Managing cash flow is strategic to the succesyvefyebusiness. A streamlined process to creat@ugstinvoices and

capture payments in a timely manner is integréhis Also of great importance is knowing the ctedirthiness of your
customers real time. A good software solution nbesable to give your staff the information theychémmake decisions
regarding extension of credit while keeping overdnd overextended credit to a minimum.

The Fitrix Accounts Receivable module provides fi@otive and organized system for maintaining comto
information that in turn leads to effective castwfimanagement, improved customer service, andtabilfty. You can
access customer credit and sales history informatioline, create invoices and statements on densmtapply
payments easily.

Features

1-2

Modular Integration — Direct integration with the Order Entry and Gethé.edger modules
Multiple Ship-To's — allows for multiple ship-to addresses per cugiom

Online Access To Customer Activity and History- the customer activity program provides a listifigll
invoices entered in the database for the custonitbrflexible sort and query logic plus drilldown payment his-
tory or source document capabilities

Customer Hold — ability to flag a customer as “On Credit Hold’ that orders can not be processed

Credit Department Notes— ability to enter notes regarding collection @tyi These notes will be attached to
the customer record and stored with the user naateehtered the note and the date it was entered

Finance Charges- automatic creation of finance charges on pastiknices

Dunning Letters — ability to create and print dunning letters. Tyy@e of letter and date it was sent to the cus-
tomer is stored with the customer record so yoedE&Department will have access to this infornratibhe
standard letters that come with Fitrix include:

Notification that customer has been placed onithedd
Customer has invoices 30 days past due

Customer has invoices 60 days past due

Customer has invoices 90 days past due

Final Demand For Payment (invoices over 120 dags$ gue)

Payment Processing- flexible cash receipt processing that allows imautomatically pay invoices in oldest
date order, select specific invoices for paymeattiglly pay invoices, or place On Account if itaigre-payment

Chargebacks and Write-offs— option to create customer chargebacks and wfitewhile in cash receipts if a
partial payment on an invoice is made

Invoicing — easy freeform data entry complete with zoom Upskto customer and ship-to information, tax
codes, and payment terms. (Note: freeform becawsécing tied to inventory items you stock is haalby the
Fitrix Order Entry module)

Recurring Invoice Capabilities — Automatically creates recurring invoices such m®nthly professional ser-
vices fee without repetitive data entry.
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« Sales Tax- multilevel taxing capabilities for multiple ld@#es such as state, county, and city

« Account Groups- the ability to set up a group of general ledgarounts by an account group code that is stored
with the customer code. This code is then usedhannentering customer invoices so that you do aet ho
remember the GL distribution for the invoice therstreamlining data entry

» Transfer of Data — ability to transfer all open items, ship-to cedgales history, and payment history from one
customer code to another in the event of a busim&se change or consolidation

Reporting

Reports available include:

e Aging Reports these can be run by customer code or businese,faninvoice date or due date, in sum-
mary or detail, with an “As Of” date you specifyolY can predefine the number of aging periods yout wea
print (up to seven) and the number of days in each

e Customer Ledger

¢ Customer Open Item Report

e Customer Activity Detall

¢ Customer Statements

e GL Activity By Account Number (for AR Transactions Only)

e Customer Labels
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General Information

Reference Files

This section covers the various files that may leationed throughout the documentation. The disonssicludes the
file name, the menu and menu option used to mairita file, and the purpose served by the file.

Account Groups Program: Use the Update Account Groups option found on thieSReceivables Menus. This table
holds group codes and descriptions along with toeant names and numbers associated with eacheuoagle. The
information in this file can be used to relieve tieer from having to memorize account names andetsifor various
transactions.

Account Number Ranges Program: We the Update Account Number Ranges option onehgSCompany Menu.
This table stores the range of account numbersitsd with each type of account: Asset, Liabilc.

Accounts Receivable Defaults ProgramtUse the Update Receivable Defaults option on #taBReceivables Menu.
This table holds default information used in pragsathroughout the Accounts Receivable system. Biptaiaing this
information, you can speed up data-entry and cuinden errors. Information pertaining to invoiciragzcount numbers,
and aging is stored here.

Accounts Receivable Activity Program: Wse the Post Receivable Documents option on theiWRdate Ledger Menu.
This posting program collects previously unposteaices and credit/debit memos. Information posteithis table can-
not be changed; if a mistake is discovered atdfaige, you must create a separate document reyéhsinransaction.

Cash Receipts Program: @oose the Update A/R Cash Receipts option or UpdateA/R Cash Receipts option on the
Receivable Ledger Menu. These tables hold datéirglto cash receipts that have not yet been poktétmation for
each document includes the date and amount of patythe name of the customer, and the invoice(gatywhich the
payment is to be applied.

Checking Account Program: Use the Update Checking Accounts option on the Setmpany Menu. This table stores
the number and description for each asset accasigmated to serve as a checking account.

Company Information Program: Use the Update Company Information option on the®&ompany Menu. This
table includes the name and address of your comfaygu are assigning income and expenses to tepats within
your company, this table will also contain the cade description for each department.

Customer Information Program: Use the Update Customer Information option foundbath the Customer Informa-
tion Menu and the Setup Receivables Menu. Thenmdgion in this table helps you to more quickly emteupdate trans-
actions by allowing you to select data rather thater it. Information in this table includes cusesmames, addresses,
shipping instructions, and other data related &iamer accounts.

Customer Terms Program: Use the Update Customer Terms option on the Custtrf@mation Menu. This table
holds information corresponding to each terms gadehave setup for billing purposes. Each codedsmpanied by its
description, the number of due and discount daysldition to the discount percent.

General Ledger Activity Program: This table contains detailed information on all oréd, recurring, and reversing
transactions posted during the current accountimgg. The table stores the source journal andsarigion of the
transaction along with the accounts and amountsved.

Ledger Accounts Program: ff you have the General Ledger module installed, pay make use of the information in
this table. Each document in this table represemesof your general ledger accounts. Informationest in this table
includes account numbers, respective descriptams optional subtotal groups. The table also inedudformation on
whether the each account is increased with a coeditdebit.
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Receivable Documents Program: Be the Update Receivable Documents option on tieeilReble Ledger Menu. This
table holds information on newly created receivaldeuments that have yet to be posted to the AdcsdReceivable and
General Ledger Activity tables. The informatiortliis table may be modified until the Post Receigdbbcuments
option is executed.

Ship-To Program: You can access the Update Customer Ship-To’s ofytiom the Customer Information Menu or the
Setup Receivables Menu. This table holds defaigpatg information for customers whose invoiceséaot otherwise
been given specific shipping instructions. The phig address and instructions are stored alongnefdrence informa-
tion concerning the billing address.

Setup Procedure

Setup is the process by which you enter all thermétion needed before you can start recording#etions into the
Accounts Receivable, system. Setup includes emgtéasic control information that the program netedsin, entering
your Chart of Accounts, and entering other refeeenformation.

The setup process is summarized below:

Table 1:

SETUP OPTIONS - ORDER OF EXECUTION
Step Description Menu
1 Enter Company Information Setup Company
2 Modify Account Number Ranges Setup Company
3 Enter Ledger Accounts Setup Company
4 Enter Customer Terms Customer Information
5 Enter Receivable Defaults Setup Receivable
6 Enter Account Groups Setup Receivable
7 Enter Customers Setup Receivable
8 Enter Customers Ship-to Addresses Setup Receivable
9 Enter Customers’ Open Items Setup Receivable
10 Record that setup is complete Setup Receivable

The last step in the setup procedure is to redmtsetup is complete. Documents can not be pasti#d/ou have indi-
cated that setup is complete. Record that setapniplete by entering ¥ in the Accounts Receivable Setup Complete?
field in the Receivable Defaults program. The Realele Defaults information is changed with the UpdReceivable
Defaults option of the Setup Receivable Menu.

Once you have indicated that setup is complete cgouno longer enter customer balances (hereatiedmopen items).
In addition, you can no longer delete customerstihge open items. After setup is complete, custapen items can
be changed only by posting invoices, payments,ittneeimos, or debit memos.
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If you do reset this flag to N and documents hasenbposted, General Ledger orphan transactiondeoan and most
likely will occur.

Different Databases

Fitrix Business products come with two distinct sets of data. $taedard company set contains the real data far you
company; the sample company set contains datasthiaed for tutorials and other training purpo3és sample data-
base is used so that anyone who is new to thersystia see examples and run options without riglaafage to the real
accounting data of your company.

In addition to the standard and sample data sifisteht companies may be set up for your systerpday authorized
Fitrix reseller so that you can run multiple comigan

The name of the current company/database is disglaiythe top of the main menu. To select a diffiecempany/data-
base:

Step  Action

1 Click Settings.

Click Change Database Access.

Click OK. The desired database is active.

2
3 Enter the name of the desired database.
4
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A/R Accounting Cycle

The accounting cycle for Accounts Receivable folldie basic Fitrix Accounting Cycle. After the

general company setup procedure, there are A/Rfgpgetup, transaction processing, and end of
period activities.

The A/R-specific Processing Cycle:
* Accounts Receivable Defaults
e Customer Terms
e Cash Receipts

» Default Ledger Reports
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Accounts Recelivable Setup

Basic setup for Accounts Receivable involves enteA/R defaults, customers and ship-to addresselsaay existing
open items.

2 Customer Information

d Update Customer Terms

= e Print Customer Terms

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

File View Execute Seftings Help

slem 2@

Fitrix 5.20

i e-iod 2 Accounts Receivable
2 ACCOUl 5 1 Receiff] Setup Receivables

=

=

=1 3 Actoutsy 2 Custol & a Update Receivable Defaults
= 4 Orderipy 3 setup = b Print Receivable Defaults
B 5 Inventcpsy 7 Mullile‘ t Update Account Groups
=5 B Purchi 5 g Admin =) d Print Account Groups

2 7 Multicu 5 9 getup e Update Customer Infarrmation
=
=
=
=

8 Payroll 5] Exit t Update Custorner Ship-To's

JFcnas e B2 o Print Customer Information ® Copyright 2007
: Fourth Cenerat
a Replenishment h Update Custorner Open Items a.l;mam'a?l':ﬁms. Ing.
b rennaitels =] i Print Custorner Dpen ltems
&) Ext o] Exit
Status Idle Socket: sock224/10.0.0.95/20020

Customer Terms

Update Customer Terms
(mandatory) Before you enter receivable defaults, all ledgexoants and term codes that will be receivableudefa

must exist. (Ledger accounts are set up as p&bofpany Setup.) The Update Customer Terms optiandasable
for entering customer term codes and term criteria.
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Print Customer Terms

(optional) This option prints out a listing of customer teram&l term criteria.

Receivable Defaults

Update Receivable Defaults

(mandatory) This option allows you to define default valuestix rate, term codes, discount parameters, ledger
account numbers, and aging reference. During tcdiosaprocessing, if any of the above are not eipli specified,
the system will look to these defaults for the ayppiate entry.

Print Receivable Defaults

(optional) This option prints out a hardcopy of data inpotfrUpdate Receivable Defaults.

Account Groups

Update Account Groups

(optional) This option allows you to enter and maintain act@roups.

Print Account Groups

(optional) This option prints out a listing of account growyth code, description, and ledger accounts.

Customer Information

Update Customer Information

(mandatory) The next order of business is to set up custoar@senter customer address and detail informatios. T
information can also be added to or changed dfteimitial setup is complete.

Update Customer Ship-To’s

(optional) Customer ship-to’s may be updated at this timeyels

Print Customer Information

(optional) This option prints out a listing of customer ahépsto information.
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Customer Open Items

Update Customer Open Items

(mandatory, one time only) This option is used DURING SETUP ONLY for enterimgodifying and deleting out-
standing invoices. Once the system is told that #&Rip is complete, no more open items can beazhtelthough it
is still possible to view all items previously ergd.

Print Customer Open Items

(optional) This option prints a balance report for each austo listing open items entered during setup. étdgis-
able, but not required by the system, to productedit list” with the Print Customer Open Items iopt so that alll
entries can be checked for accuracy before thé'fBetup Complete” step causes them to be posted.

Setup Complete

2-4

Telling the system that setup is complete is thedgep before transaction processing can begimpidcedure is as
follows:

At the very bottom of the Update Receivable Defastireen there is a “Y/N” field for indicating thestup is com-
plete. When this field is set to “Y”, the systentals existing open item A/R transactions, displdagstotal amount,
and prompts you to verify that no additional setafries are required. By entering another “Y” as fhrompt, you

tell the system the A/R setup phase is now cloak@xisting open items are posted at this time.

If A/R setup is complete and additional pre-setpproitems are found and need to be entered, #iésrfiay be reset
to “N”. Doing this will pull up a warning and prorhgou to continue. Entering “Y” to continue will fypost” all
transactions from the A/R posting tables. If trariga processing has not been started, no harmris dince only
pre-setup open items have been posted. Now onlgdtigional open items may be entered and settiugiplete?”
to “Y” can be done again. The additional open itgus the original open items post at this time.

If transaction processing has been started (expijdes are entered and posted, receipts are drarteposted, etc.)
and the setup complete field is reset to “N”, ALdsped transactions, i.e., posted receivable doctsaenl pre-setup
open items, are deleted from the A/R posting tafflass is generally not a good idea, since not avilyall A/R
postings be deleted, but there will be no effecttenGeneral Ledger posting tables, leaving orgkl&transactions
in the G/L posting tables. The ability to reset tQaete?” back to “N” is primarily for entering adidinal pre-setup
open items before transaction processing has dtarte
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Accounts Receivable Transaction Processing

Transaction processing for Accounts Receivableliremupdating and posting receivable documents, tipelating and
posting Non-A/R and A/R cash receipts.

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

File View Execute Seftings Help

slem 2@

i ecild 2 Accounts Receivable
L= 1 Receivable Ledger
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B 4 Orderl[“j 3 Setup g
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= Payroll S Exit =]

[ 9 Fived Assets E

i a Replenishment E

51 b Reportwiriters i3]

& Exit =
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g
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b Print Receivable Listing

¢ Printlnvoices

d PostReceivable Documents

e Update Non-A/R Cash Receipts
1 Update AR Cash Receipts

g Print Cash Receipts Listing

h PostCash Receipts

i Print Receivables Journal

j Print Cash Receipts Journal

k Print GiL Activity

| Create Finance Charge Invoices
m Create Recurting Documents

Z Batch Maintenance

e
m
=
=

Receivable Documents

Update Receivable Documents

® Copyright 2007
Fourth Generation
Software Solutions, Ing.

Socket: sockZ24/10.0.095/20020

A document starts its life cycle as an entry inlthpelate Receivable Documents menu option. In A/gjate
Receivable Documents is the place for entering,ifyiod, and deleting invoices, credit memos, oritlelemos.
Account groups can also be used with this screaidtdata entry. Documents that are copied perédigirom pre-
established documents are made available in thatdgieceivable Documents screen through the CRresterring

Documents option.

Print Receivable Listing

Before receivable documents are posted, an edihlist be run using the Print Receivable Listingnmeption. Data
entry errors found on the list can be correctedugh the Update Receivable Documents menu option
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Print Invoices

Once a satisfactory edit list is produced, invoiees/ be printed. Invoices are printed on pre-pdritems and can
use either prenumbered forms or system-assigneicemwvwumbers.

Post Receivable Documents
This option posts all unposted invoices, credit mgenand debit memos to the A/R and G/L postingewbrhis

option also generates a Receivable Document PdRepgrt. This report looks like the edit listingcept that
receivable document numbers have been assigneathop@sted document.

The posting of documents also updates or creais itgm balances. For a new invoice, an open itecndated for
that customer. For a receipt, credit memo or dakitno, an existing open item is updated to reflewta balance.

Cash Receipts

Update A/R Cash Receipts

Update A/R Cash Receipts is for entering a re@spbciated with a particular customer and thaboost's outstand-
ing balance.

Update Non-A/R Cash Receipts

Update Non-A/R Cash Receipts is for receipts nspeiated with a particular customer.

Print Cash Receipts Listing

All cash receipts are verified by printing an diditing of ALL unposted documents entered througidbte Cash
Receipts. This listing is used to validate datayeabhd must be printed prior to posting.

Post Cash Receipts

This option posts all unposted cash receipts téAfReand G/L posting tables and generates a postpgrt. Cash
receipts are also applied to open items when posted
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Accounts Receivable End of Period

Reporting of transaction processing activity nofgnatcurs at the end of a period. Various type&f and A/R reports
are available.

1 Receivable Ledger

=l

{=y i PrintReceivables Journal 2 customer Information
=l

=y | Print Cash Receipts Journal B h Print Customer Aging

= K Print GIL Activity = i Print Customer Ledger
,,'_5‘ | Create Finance Charge Invoices =

=y | Print Customer Open ltems

,,'_5‘ m Create Recurring Documents

Ledger Reports

Print Receivables Journal

This option prints out a listing sorted by uniguedment numbers, so that each document’s effettteonarious led-
ger accounts can be traced. The report lists ealgel account posted to, debits and credits, acdndent numbers

for receivable documents. The system prompts yaniot the period starting and ending dates. Nud hoth the
Start Date and End Date fields default to the cursgstem date.

Print Cash Receipts Journal

This option prints a listing of cash receipt infatmon with document numbers for auditing purpo3é® system

prompts you to input the period starting and endiatgs. Note that both the Start Date and End fdtks default to
the current system date.

Print G/L Activity

This option prints either a summary or detail refisting all debits and credits posted to eaclyérdhccount. The

system prompts you to input the period startingemding dates. Note that both the Start Date amtEte fields
default to the current system date.

Invoices and Documents

Create Finance Charge Invoices

This option automatically creates invoices withafice charges based solely on user input agingiaritevoices can

then be modified or deleted through the Update Rabte Documents option. The Finance Charge rapatso
generated.
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Create Recurring Documents

This option creates receivable documents autoniigticg copying in specified receivable documentscDments
can then be modified or deleted through the UpRaigeivable Documents option.

Customer Reports

Print Customer Statements

This option generates customer statements whichrsuire activity in a customer's account.

Print Customer Aging

This option reports amounts due in age groups Byoouer. You can select from either summary or tiganat.

Print Customer Ledger

This option prints a report organized by custonsinly all posted activity for each customer.
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Menus Overview

This Chapter briefly describes the options avadahi the the main menus. More detailed descrip-
tions of the options on each menu are given irChapters that follow. This Chapter overviews the
following menus:

e Fitrix Accounting System Menu

» Accounts Receivable Main Menu
* Receivable Ledger Menu

»  Customer Information Menu

*  Setup Receivables Menu

*  Multilevel Tax Menu

*  Administration Menu

e Setup Company Menu

Menus Overview  3-1
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Fitrix Accounting System Menu

The Fitrix Accounting System Menu:

Fitrix 5. 20 Database: bettyb Printers: Lexmark2flexmark 2

File ‘“iew Ewxecute Seftings Help

demiEZEm@

Fitrix 5.20

1 General Ledger

2 Accounts Recelvable
3 Accounts Payahle

4 Order Entry

5 Inventory Control

§ Purchasing

T Multicurrency

g Payrall

9 Fixed Assets

a Replenishment

rrerororooEODED

b Report'Writers

4] Bt

Status Idle Socket sock224/10.0.0.956/20020

Depending on the modules that you have installed, fitrix Accounting System Menu may contain thkkadwing menu
options:

3-2

General Ledger. Manages your general ledger. G/L is an infornmatienter for all other Fitrix Accounting mod-
ules and for your own custom applications. G/L\aio/ou to define ledger accounts and account graupate
recurring documents (to eliminate entering the shawc transactions repeatedly), and post to theoapate
accounting periods. G/L provides immediate, on-Bik information.

Accounts Receivable Automates your company'’s unique billing procedu®®'R produces standard customer
invoices, statements, ledgers, and gangs, in addibi providing on-line access to this customewrimiation.

Accounts Payable Automates your bill-paying procedures. Ensures thiscounts are taken when available,
vendor payment information is tracked, and expeasegosted to the appropriate accounts. A/P pesvitime-
diate, on-line payables information.

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

Inventory Control : Automates the process of receiving, shippingisferring, and adjusting inventory. As with
all Fitrix Accounting modules, real-time accesytwir data is provided.

Purchasing Automates the purchasing of inventory.

Menus Overview
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Multicurrency : Automates the tracking of transactions that ua#tipte currencies. Multicurrency calculates
differences in the value of your home currency edusy changes in exchange rates over the paymelet &yd
posts them to a special ledger account.

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

Fixed AssetsKeeps track of fixed assets and automaticallyatgslin-house and Federal Tax books.

Replenishment: Automates the creation of vendor purchase ordesedon usage numbers and the formulas
used to determine your appropriate reorder quantity
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Accounts Receivable Main Menu

The Accounts Receivable module allows you to eaertrack your receivables: money that is owedhyoyour cus-
tomers. Through A/R you enter receivable documemnist invoices, enter cash receipts, update custaetords, and
print a variety of reports that analyze your AcdasuReceivable. Selecting Accounts Receivable filoenAccounting
System Menu displays the Accounts Receivable Magmi/

The Accounts Receivable Main Menu:

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

File “iew Ewscute Seftings Help

dem=Z@
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8 Pawol\ﬂ Exit

9 Fized Assets ® Copyright 2007
Fourth Generation
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&) Ext
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All Fitrix main menus are organized with the mostumonly used menus listed first. This menu conttiesfollowing
options:

« Receivable LedgerThis menu provides options for entering receivaldeuments, printing those documents, print-
ing and posting invoices, processing cash recegd customers, printing reports, processing firgaclcarges and
recurring documents.

» Customer Information: This menu consists of options allowing you to ngangour customer files and prints sev-
eral reports analyzing customer activity.

e Setup Receivables:This menu provides options allowing you to mainmtail the reference files that are used
throughout the Accounts Receivable system. Somgranos store information that pertains strictly tdRAother
programs hold information relevant to your entiystsm (e.g., the Ledger Accounts programs). Optibaspertain
to your entire system may be duplicated for yourvemience in the other Fitrix Accounting modules.
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Multilevel Tax: This menu provides options for tracking and reipgrinultiple levels of taxes. For example, you
might track state, county and city levels of sades Tax Group capability allows you to allocatetagour taxes

to any one line item. In addition, you can choosthuds of handling discounts, finance chargesrepdrting
periods for multilevel tax purposes.

« Administration: All Fitrix Accounting modules incorporate this menwhich stores options that provide greater
control over transaction logging and other systemiaistrative functions.

» Setup Company:This menu is used extensively when you are fiestirsy up your Accounts Receivable system.

Company and account information is entered thrahghmenu. Setup information for account numbegesnand
checking accounts is entered here as well.
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Receivable Ledger Menu

The Receivable Ledger Menu is the most frequerggdunenu of the Accounts Receivable system. Ukisgiienu,
receivable documents are entered. Invoices aréepramd posted. Cash receipts are processed amdlpare printed.
Finance charges and recurring documents are atsessed.

The Receivable Ledger Menu:

Fitrix 5. 20 Database: bettyb Printers: Lexmark2flexmark 2

File ‘“iew Ewxecute Seftings Help

demiEZEm@

U tEillg 2 Accounts Receivable
Sl LG 1 Receivable Ledger

3 Aceolt by 3 Custo! & [a Update Receivable Documents]
4 Orderlz= 3 Setup

PRD

b Print Receivahle Listing

o

5 Inventt iy 7 muttile ¢ PrintInvoices

8 Purchi i g Admin d Post Receivable Documents

oo

7 Mulicl &5 g Setup

& Fayroll 5 Bt
9 Fied Assets

e Update Non-A/R Cash Receipts

o

1 Update AR Cash Receipts

g Print Cash Receipts Listing © Copyright 2007

o m

Fourth Generation
h PostCash Receipts Softwara Solutions. |ne.

a Replenishment

s

b Report Writers

&) et

i Print Receivahles Jaurnal

j Print Cash Receipts Jourmal

k. Print GIL Activity
| Create Finance Charge Invoices

m Create Recurting Documents

(g = R i = < e A s = i)

7 Batch Maintenance

&
m
i
=

Status dle Socket: sock224/10.0.0.95/20020

This menu contains the following options:

3-6

Update Receivable DocumentsAllows you to enter and modify receivable documeiitsrough this option you
enter information about an order and the genetaboaies of items sold (e.g., SALES OF INVENTORY).

Print Receivable Listing: Prints a report listing the documents entered aodified under Update Receivable Doc-
uments, organized by document number. Only unpasisgivable documents are listed.

Print Invoices: Prints invoices on invoice forms.

Post Receivable DocumentsSelects all unposted invoices, credit and debit oseand posts them to the Accounts
Receivable and General Ledger Activity files. Pyiatreport identical in format to the report getedtdy the Print
Receivable Listing option.

Update Non-A/R Cash ReceiptsAllows you to enter and modify cash receipts tih@tnot apply to outstanding
invoices or that do not apply to customers’ acceufiiach document records general information abocish
receipt in addition to the specific amounts paid.

Menus Overview



Fitrix Accounts Receivable User Guide

Update A/R Cash ReceiptsAllows you to enter and modify payments that agplputstanding invoices or that are
to be applied to customers’ accounts. Each docuneeontds general information about a cash recmiptidition to
the specific invoices and amounts paid.

Print Cash Receipts Listing: Prints a report listing each unposted cash redgiptment entered through Update
Non-A/R Cash Receipts or Update A/R Cash Recéljts.report is organized by document number.

Post Cash ReceiptsSelects unposted cash receipts documents andtpesigo the Accounts Receivable and Gen-
eral Ledger Activity files. The Cash Receipts Rugtieport is generated, identical in format to @ash Receipts
Listing report.

Print Receivables Journal:Prints a listing of debit and credit postings tog@el ledger accounts for posted receiv-
able documents and cash receipts. This reporganized by document number.

Print Cash Receipts Journal:Prints a report listing the debit and credit pggtin the different general ledger
accounts for cash receipts. This report covers cagh receipts, but is otherwise identical to #port generated by
the Print Receivables Journal option.

Print G/L Activity: P rints a listing of debit and credit postings, ongad by general ledger account. Selecting this
option displays a submenu giving you the choicepririting a summary or detail listing. If the detadlport is
selected, under each ledger account listed, eaelfivele document and cash receipt line that pdstéue account

is printed.

Create Finance Charge InvoicesPrompts you for selection criteria for designatipegen item invoices for which to
apply finance charges. After specifying this cidethe system automatically creates finance chdogements in

the Receivable Documents program. These documantthen be modified and posted similar to documentisred

directly through the Update Receivable Documentsop

Create Recurring Documents:Copies the specified posted recurring documentscegates new receivable docu-
ment in the Receivable Documents file. Recurringutioents are transactions that are entered frequaemgleriodi-
cally.

Batch Maintenance: If batching is turned on, this program is used gprave invoice and cash receipts batches.
Read theGetting Sarted with Fitrix Guide for more information on Batch Processing.
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Customer Information Menu

The Customer Information Menu contains optionsmaintaining a variety of customer information. Qumsér state-
ments, aging reports, ledger, and open items &nba printed from this menu.

The Customer Information Menu:

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

File ‘“iew Ewxecute Settings Help

demiEg@

U tEillg 2 Accounts Receivable

(=l e TSR BELU 5 customer Information
B 3 Accorpsy 2 Custot B 1 Update Customer Infarmation

® Copyright 2007
4 Orderlf= 3 Setup = b Print Customer Information Sohwar Saiion

Software Solutions, Ine.

5 Inventig=y 7 Multile' &= ¢ Print Customer Labels

B Purche &= g Admin E d Update Customer Terms

o

7 Multict & 9 Setup &) e Print Customer Terms

o

. Pavrollﬂ Exit & 1 Update Customer Ship-Ta's

= o Print Customer Statements
£ 2 Replenishment = h Print Customer Aging
L & i Print Customer Ledger
5] et &) | Print Customer Open ltems
k Print Customer Activity Detail
= | Credit Letters
&) Ext
Statuz 1dle Socket: sock224/10.0.0.95/20020

This menu provides the following options:

3-8

Update Customer Information: Allows you to enter new customers or update exgstinstomers. Customer name,
address, shipping instructions are examples oinfleemation that is stored through this option.

Print Customer Information: Displays a submenu allowing you print reports tigtithe customer information
added under Update Customer Information in summoadetail format, organized by customer name ocustomer
code.

Print Customer Labels: Displays a submenu allowing you to print custonsna and address labels sorted by cus-
tomer name, code, and zip code.

Update Customer Terms:Allows you to maintain the Customer Terms file. E@ocument in the Customer Terms
file records a different type of payment terms. Example: Code A could identify “2% 10 net 30.”

Print Customer Terms: Prints a report listing each document stored inGhstomer Terms file.

Update Customer Ship-To’s: Allows you to maintain the Shipping informatidrhis program stores any number of
shipping addresses for a particular customer. Bachiment stores the customer code and shippingnafiion per-
taining to a specific ship-to location.
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Print Customer Statements:Prints statements listing customer activity durgngeriod of time.

Print Customer Aging: Prints a summary or detail report listing outstagdamounts owed your company. These
amounts owed are aged over categories of timemgrfgbm “current” to “over 60 days” (by default)oB reports
are organized by customer code. The detail refststall outstanding invoices for a customer; themary reports
lists outstanding total amounts by customer.

Print Customer Ledger: Prints a report listing customers’ account agtidhronologically. Information provided
includes the type of transaction (invoice, credémo, etc.), description, amount, and balance.

Print Customer Open Items: Prints a customer balance report, organized byomer code, listing open items
entered and modified under Update Customer Openslfeom the Setup Receivables Menu. The repos tigs-
tomers who have a balance greater that zero.

Print Customer Activity Detail: This report lists all invoices, debit memos, aneddt memos, and the payment
activity associated with each.

Credit Letters: Displays a submenu where you can enter text fdicletters to be sent to your customers, the spe-
cial characters defined to pull the informatiomfrthe database, and print credit letters.
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Setup Receivables Menu

The

Setup Receivables Menu allows you to maintaiargety of reference information that is used thyloout the

Accounts Receivable system.

The

Setup Receivables Menu:

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

File View Exscute Seftings Help

Sl =2 @

Fitrix 5.20
=1 eticld 2 Accounts Receivable
el L 3 setup Receivables

3 AGCOUI 5 2 Custol ] a Update Receivahle Defaults

¢ Lot Igm 3 senp b Print Receivable Defaults

5 Inventi /ey 7 Multile' & ¢ Update Account Groups
. . £
6 Purch: £ 8 Admin =) d Print Account Groups E
. y
T Multic iy 9 setup [El e Update Custamer Information J

8 Payroll 5] Exit & f update Customer Ship-To's

@ Copyright 2007

tooopopopooGEom

JFcnas e [E= g Print Customer Information EouiEsnaat N
Softwara Solutions, Inc.
A Replenishment B h update Custamer Open ltems
b Report¥iriters i Print Custorner Open Hems
&) Ext o] Exit
Status Idle Socket: sock224/10.0.0.95/20020

This menu contains the following options:

3-10

Update Receivable DefaultsMaintains default information that is used throughthe Accounts Receivable sys-
tem. This information includes, length of agingipds, default payment terms, default tax codes,sanfrth.

Print Receivable Defaults: Prints a report listing the information entereler Update Receivable Defaults.

Update Account Groups: Allows you to maintain the Account Groups infotioa: you can add new account
groups or modify and delete existing groups. Aceguoups are an optional feature that can be usedighout the
Accounting system to call up a subset of the cbfaaccounts. The user may then choose desirediatcfsom this
subset. These groups are designed to expeditedata

Print Account Groups: Prints a listing of account group codes and tle®ants associated with each code.

Update Customer Information: Allows you to maintain your Customer Informatiprogram. This program stores
customer name, address, shipping instructionsjrdadmnation about a customer’s account.

Update Customer Ship-To’s: Allows you to maintain the Shipping informatidrhis program stores any number of
shipping addresses for a particular customer. Eeabrd stores the customer code and shipping irgtiom pertain-
ing to a specific ship-to location.
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 Print Customer Information: Prints a report listing all information entereader the Update Customer Informa-
tion and Update Customer Ship-to’s options.

» Update Customer Open Items: During setup (prior to the time when you begimgghe A/R system for entering
transactions), this option is used to enter custapen items.

* Print Customer Open Items: Prints a listing of customer balances, open inv@iead memos.
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Multilevel Tax Menu

This menu contains options that are used only mittilevel tax.

The Multilevel Tax Menu:

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

File “iew Ewscute Seftings Help

dem=Z@

U cullg o Accounts Receivable
Eails T 7 Multilevel Tax

3 Accoulgy 7 Custor B 3 Update Multilevel Tax Codes
4 Orderlgy 3 Setup b Update Multilevel Tax Periods
9 lvento =y 7 Multile' & ¢ Update Multilevel Tax Groups
6 PUrchi By g Admin [ g Print Multilevel Tax Codes
7 Multict = 9 getup =) e Print Multilevel Tax Groups

& Payiol o Exit B2 f Print Multilevel Tax Analysis
9 Fixed Assets ﬂ. Exit

a Replenishment

coooooooRoDODoEm

b ReportWriters

&) Exit

® Copyright 2007
Fourth Generation
Software Solutions, Ing.

I Statuz Idle

Socket: sockZ24/10.0.095/20020

This menu provides the following options:

» Update Multilevel Tax Codes Use this option to enter the multilevel tax codge, and ledger account for the

tax code.

* Update Multilevel Tax Periods Maintains the tax periods for companies thatrmséilevel taxes.

* Update Multilevel Tax Groups: Maintains multilevel tax groups. Tax groups asediwhen there are two or
more taxes for a single line item. Multilevel tavogps are only valid when the Use Multilevel Tavo@ps field

of the Company Information form is set to Y.

» Print Multilevel Tax Codes: This option prints the information entered thrbudpdate Multilevel Tax Codes.

* Print Multilevel Tax Groups : This option prints the information entered thrbugpdate Multilevel Tax Groups.

» Print Multilevel Tax Analysis : This option prints a detail report or a summapart of the multilevel tax infor-

mation posted to the Multilevel Tax activity file.
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Setup Company Menu

Under the Setup Company Menu you set up a varfgha@meters that apply to all Accounting modulksu maintain
company name and address, ledger accounts, andracaamber ranges with this menu.

The Setup Company Menu:

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

File View Exscute Seftings Help

Sl =2 @

L coid 2 Accounts Receivable
2 Accolt B 1 Receh il Setup Company

3 Accolrpsy 3 Custol B & Update Company Infarmation

4 Orderlis 3 setup b Print Cornpany Infarmation

5 Inventc s 7 Multie' B ¢ Update Account Mumber Ranges
B PUtche B g Admin & d PrintAccount Mumber Ranges
7 Mullict &= g Setup @ e Update Ledger Accounts

o Py DR [E} 1 Print Ledger Accounts
9 Flxerd Asgets =

@ Copyright 2007
o Update Checking Accounts Fourth Genaration
Software Salutions, Inc.

a Replenishment _1' h Select Different Company

I oD RODODOETD

b Report Writers ﬂ Cuit

O Exit

Status Idle Socket sock224.10.0.0 85/20020

The Setup Company Menu provides the following apgio

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

Print Company Information: Prints a hardcopy record of what has been sendprdJpdate Company Infor-
mation.

Update Account Number RangesAllows you to establish the account number rangegéch category of
account. In other words, you can specify what rasfggccount numbers are to be treated as Curresdts\s
Fixed Assets, Current Liabilities, and so forth.

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

Update Ledger Accounts: Allows you to establish ledger account numbexbstheir descriptions, assign
account to a subtotal group (for reporting purppsa®d to set up a default for the Increase wiredit field.

Print Ledger Accounts: Prints the ledger account information set up utfelate Ledger Accounts.
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» Update Checking Accounts: Allows you to specify any asset checking acc@s checking account for a
given department within the company, or for the pany as a whole. You may find it useful to speaifgre than
one checking account per department or comparthatsimilar expenses can be controlled througtséme

account.

» Select Different Company:This menu option is not currently functional.
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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 stepesigned so that earlier steps add informatiahcan then be
accessed automatically in the course of later stegganstance, once you have set up account nurabges, any time an
account number is entered the system can autoratiethyou 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 Seteipunare 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 @&ke-Ehart of Accounts and any
sub-departments you choose to set up within yoonmpamy.

The Setup Company Menu:

Fitrix 5.20 Database: sample Printers: Lexmark2/Lexmark 2

Fle View ute Setfings  Help

dem=az2@

(=RCLIEE 1 General Ledger
SRRl SRR o company Setup

£ 3 Aecout iy 2 Recun @ a Upgate Company Information
B 4 Orderlgy 3 Ledge & b Print Company Information

B 5 Invente sy 4 Ledge B« update Account Number Ranges
5 B PUheEy 7 Mullle (9§ Print Account Number Ranges
B 7 Mulice g5 8 admin Bl e Update Ledger Accounts

B 8 Payrollgy 8 Comp, & 1 Print Ledger Atcounts

= 8 Fired / 5] Eit [E g Update Checking Accounts

£ a Replenishiment & gelect pifferent Company

&) Exit 5 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 viaé the standard for
your ledger accounts, and to define the limitshef tumeric ranges that correspond to differentauctypes.

» 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.

4-2 Company Setup Menu



Fitrix Accounts Receivable User Guide

e Update Checking Accounts (9-g) (optional) is used to designate certain cash adscam checking accounts.
This allows you to use the check reconciliatiortdeain Accounts Payable.

Information Checklist for Reference File Setup

< Decide on company divisions that will be assigdegartment 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 rensib

« Modify Account Number Ranges to correspond to aot@mumbering.

« Create a list of account numbers and account geisers to be added.

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

Use this program to store basic company informatigaur business name and address, department cotwksshether
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 tharymeeof tax. For information about the use of Meltel Tax features,
seeGetting Sarted with Fitrix.

Update Company I nformation

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

The Company Information screen:

& Update Company Information (W =)E3]
Fle Edb View Mavigation Tools Actions Help
[CE-N7X] QA NN EOOID »
2000 0 0 &
Find Prev MNest Add Update Delste Browse
Company Information

Business Name: PARTS PLUS DISTRIBUTION

Address1: 1110 MAIN STREET

Address?
City. State, Zip: |SEATTLE . WAl 38133

County: [KING

Country: [USA

Multileved Taw: |7 Use Mulilevel Tax Groups: Y

Dept | Description
000 ADMIN. OFFICE
100 EASTDIST. CENTER
200 CENTRAL DIST. CENTER
222 TEST
300  WEST DIST. CENTER
A0 DIV 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 alydonme record,;
therefore, the commands on the command prompt,thétlexception of Update and have been disablegl name and
address entered in the Company Information seefppear on all reports generated by the system.

The Company Information screen contains the folfmafields:

1. Business Name:

This alphanumeric field may be up to 30 charadtetength, and contains your company’s name. Thigyém this
field will be displayed on reports generated bygistem.

2. Addressl:
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This is the contact address of the company. U@talBhanumeric characters may be entered.

Address2;

This field provides an additional 30-character addrline for suite number or other address infdonat

City, Sate, Zip:

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

County:

Up to 30 alphanumeric characters may be entered.

Country:

This field may contain up to 30 alphanumeric chinac

Multilevel Tax:

Set to Y only if using Fitrix modules that have tilalel tax capabilities (AP, AR, OE, PU). See tmapter on mul-
tilevel tax for more information.

Use Multilevel Tax Groups:

Unless you enter a “Y” in the Multilevel Tax fielthis field is skipped. See Chapter 7 - MultileVaek 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 thattifles 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 named@aged with the department code in the same rowr ¥lphanu-
meric department name may be up to 30 charactéesgth. This Company Information Form is usedpecify the
name and address to put on your reports and ttdit'penters” or “company divisions” to associatgthwarious
department codes.

Additional Company I nfor mation

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

0B (]9

Additional Company Information
Credit Card Processing Information

[@ 0K ] [Q:{ Cancel ]

QYR

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

Add on detail addinfo =3

File Edit Mavigation Help

Additional Company Information Screen

Drescription Drata
500-555-2668

fa

e-mail

web address

[ ok ] [Q:{ Cancel ]

Enter the description of the data, ie telephone, Fax, email, 20

Credit Card Processing Information- if you are gsinedit card processing in Order Entry, it ishistscreen that you
enter the interface information. See ler 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:{ Cancel ]

QYR

Is credit card QN7 (YN
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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 accoamésidentified to the computer system is by accoumbers. After
deciding upon a list of accounts, you need to asaignique account number or “account code” to @acbunt. In the
Fitrix system, this “code” is a number that corssist up to nine digits. You assign these numbethabthe numbers of
similar accounts all fall within the same numesgage. 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, butdfpesounts always fall in this order. For examplieed Assets
accounts always start on the number after thedastnt Assets account. You do not, of course, baaetually use this
number, but the posting program recognizes it asttpe. Fitrix comes with a default Chart of Acotay which you can
use as a guide for assigning your own account nisnface you have chosen the account numbers yottevase, you
can change that default list by changing, addingleteting the accounts used.

—— Warning!
There is a direct connection between account numapgyes and individual account numbers. The
account number ranges should be set up prior timgeip individual accounts. When an account is set
up, the program accesses the Account Range fdetermine 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 affecteduate@n your Chart of Accounts, because the account
type is determined when the account is createghdatied.

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 thazam the income statement (or profit and logestant) 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 theglage 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 ReturnsAlimvances 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.
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Allow Usein Manual Journal Entries:

If this value is set to N the user will not be alkd to use this account number in the Update JbEmtaies program.
There are some account numbers that have theira@Enbte maintained by the system (Example-Trade Adsou
Receivable and Trade Accounts Payable) and therefanual journal entries to these accounts shatlda
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 inAtmounts Payable User

Guide.

The Checking Accounts form:

Update Checking Accounts |Z||E|Pz|
File Edit WView Mavigation Tools Actions Help
QB QHEBEHN OO
QA 000 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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Multilevel Tax M enu

This menu contains options that are used only mitiitilevel tax. Multilevel taxes are used to assign
up to four tax codes to a single line item.
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Multilevel Tax Menu

The Multilevel Tax Menu:

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

File ‘iew Execute Seffings Help

demEzZ@

cEilad 2 Accounts Receivable
& T 7 Multilevel Tax

3 Actouty 2 Custor & 5 Update Multilevel Tax Codes
Orderl g5 3 Setup
Inventt &= 7 multiler

Purchs

-

b Update Multilevel Tax Periods

o

=]

8 Admin d Print Multilevel Tax Codes

¢ Update Multilevel Tax Groups

=

MulicL iz 8 Setup E e Print Muttilevel Tax Groups

@

Payoll ] Exit &= 1 Print Multilevel Tax Analysis
Fined Assets ﬂ

@

@

Replenishment

Srpp o oo R DR

| status Ide

Socket: sock224/10.0.0.95/20020
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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 He\p.
OB O] ! EEBH SO
A 00 0 9 K

Find Prev Mest Add Update Delete Browse

Multilewvel Tax Codes
Mulllevel Tax Code: [KINGEO

Multilevel Tax Rate: | 4000 '
Descrption: [COUNTY OF KING Té
Cauritry : .USA
Province / State : WA
Diepartment: ]
Include Tax 'with Asset/Expense: N_
&R Taxhecowt: | 210000000 ©U|  [ACCRUED SALES Tax.
4R Discourt TaxAccount: | 210000000 @ | [ACCRUED SALES T&
AP Tax Account: | F3E500000 | [GALES Tax 'NSE
AP Digcount Tax Account: . £38500000 | [SALES Tax EXPENSE

50f 10

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 codetdtrthe tax rate in whole numbers. Example: 15%5gnot .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 fieldhest required, nor is it used by any other options.
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5.

10.

5-4

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 Hiihed for an Order Entry invoice and you leaveBtepartment
field blank here, the tax posts to department 1f0@ou always want to use the same department vgositing tax,
enter that department in this field.

Include Tax with Asset/Expense:

Y/N field-entry optional. This field affects the w&ansaction amounts from the Purchasing modus fmoasset or
expense accounts in the General Ledger (GL). ErgeYi causes tax to be included in the amount postdatie
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 eaddded tax) and
Canadian (partial value added tax) situations.

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

A/R Tax Account:

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

A/R Discount Tax Account:

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

However, you must enter an account here even ifGladculate Tax on Cash Discounts" field is seltdn this case,
you should probably enter the same ledger accauntiged in #7 above. (Use Zoom.)

If you set the "Calculate Tax on Cash Discountsftfi A/R Defaults form) to Y, then any discounbaled on an A/R

invoice contains some tax. Keep in mind that yaudafining the characteristics of a Multilevel Teode. Suppose
that, when you use this code in the future, youtd@ealculate tax on A/R cash discounts and adcfourthat tax in

a ledger account. In that case, you should havieaetkhin A/R Discount Tax Account when you set upryGhart of

Accounts, and you should set up the A/R Defaujtussdescribed. You now enter the ledger accounthar for the

A/R Discount Tax Account in this field.

A/P Tax Account:

Multilevel Tax Menu



Fitrix Accounts Receivable User Guide

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-&hecks. Enter the ledger account where you veapos$t 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&stcounts"” field (A/P Defaults form) governs thepduring the post-
ing process, of the account number you speciffiimfteld. If set to N, the system calculates noda cash discounts. In
this case, the account number you enter here doeatier.

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 Discountsitf{A/P Defaults form) to Y, then any discounbaled 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 wanutouwate 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 foAffRediscount 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 re&ult correctly. If
you use quarterly periods, do not accept thesaullefa

The Multilevel Tax Periods menu:

& Update Multilevel Tax Periods CEE
File Edit Wiew Mavigation Tools Actions Help
HOLMVEXE QA HERN Z00ED 90

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

Enter the bwo digit period number, EA

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 perioel hext period is
increased to the last period plus one.

3. Period Year:

This is the year of the reporting period. The difiithe 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. ladé to the end of the month entered for the sliaiet.
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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 associatedtvitin in a given tax
group.

Multilevel tax groups are only valid when the UselMevel Tax Groups field on the Company Infornasitiscreen 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 AFtions Helpm -
o NIV E A HBEME00ED @0
a4 Q0 09 0 9 &

© Find Prev Mext Add Update Delete EBrowse

Multilevel Tax Groups
Multilewvel Tax Group Code; _SEATX

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

iew Detall |

QYR
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Multilevel Tax Group Code:

This is a six-character field and is required.

Description:

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

Tax Code:

Enter a six-character multilevel tax code. The ifayel tax code must already be set up throughupbdate Multi-
level Tax Codes program. The Zoom feature is abkElaVhen 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 tia@nbe imple-
mented within a given tax group.

Description:

This display only field contains the descriptiom fioee multilevel tax code. The description was sedén the Update
Multilevel Tax Codes option.

Rate:

This display only field contains the rate for thaltitevel tax code. The rate was entered in theag@dAultilevel Tax
Codes option.

Cumulative:

Enter N if the tax should be calculated on theamebunt (without tax) only. Enter Y if the tax shdle calculated on
the total of the goods amount plus the amountxobtathose goods for a tax that appears on a previoe.

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

Table 1: Multilevel Tax Group Code: A

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

The G and P tax codes must be set up in Updatdlélglt Tax Codes with the appropriate rates anegaetnum-
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)
300.00 X .07 = 21.00 = GST
321.00 X .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 throlgidate Multilevel Tax Codes. .

Print Multilevel Tax Groups

This program prints the information entered throllgtdate Multilevel Tax Groups.

Print Multilevel Tax Analysis

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

The following Selection screen appears:

& Select mtaxsel g@@

File
Period/v'ear Fram Diate ToDate Ledger
03/01/2007 [CEd||03/31/2007 L3
[O QK ] [t;‘ Cancel ]
o ) - . VR
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 Detalil

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 sitdltirate. This does not include the tax. Thefailhg formula may
be helpful for remembering the terminology:

Gross amount = Net amount (goods amount) + Tax amou
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Setup Recelvables

Setup is a procedure that is performed once prientering transactions into the Accounts
Receivable system. Selecting the Accounts Recaavidieinu options is the first step in preparing
the system for use after installation.
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Setup Receivables Menu

The Setup Receivables Menu:

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

File ‘“iew Ewxecute Settings Help

o ¢ @ iR

Fitrix 5.20
(=1 codd 2 Accounts Receivable
E el T 3 setup Receivables

3 Accoll B 2 Custa a Update Receivahle Defaults

=

Order | 3 Setup b Print Receivable Defaults
MVentfﬁ 7 Multile

3

¢ Update Account Groups
Purchi 5 8 Admin d Print Account Groups
MulticL =5 9 getup

Payroll ﬂ Exit
Fixed Assets

=

e Update Custamer Infarm ation

@

T Update Customner Ship-To's

@

g Print Custormer Information

eEooooopEoODODODD

© Copyright 2007
Fourth Generation
Software Solutions, Ine.

4 Bolonsanient h Update Custarner Open ltems
b ReportWriters =) i Print Customer Open fems
Exit 8] Exit
Status Idle Socket: sock224/10.0.0.95/20020
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Update Receivable Defaults

This option allows you to maintain the Receivabkfdnlts information. Use this option to establigifiadiits that are uti-
lized throughout the Accounts Receivable systenes@hdefaults specify what ledger accounts, teamsate, and aging
periods to use throughout Accounts Receivable. Mdrifiese defaults can be overridden on variousests; others—
such as the aging periods—can only be changedi®sdteen.

The Accounts Receivable Defaults screen:

& Update Receivable Defaults E|@@

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

% Find Prev Mest Add Update Delete Browse

Accounts Receivable Defaults

Tax Rate: 7.900 Temms Code:  |B [&] |MET 30
Take Discount on Mizc: M Freight: M Tax |M
Multilevel Tax
Miscellaneous Tax Group:  |MOTAx (Y] Invoice Default Tax Group: MOTA [CY]
Freight Tax Group:  |MOTAR (Y] Enter Goods Amounts as Gross: M
Finance Charge Tax Group:  |MOT A (Y] Calculate Tax on Cash Dizcounts: M
Account Numbers
AR 110000000 [S) Sales: 400000000 (%] Misc.: 400000000 (%] Tax: 200000000 [S]
F.C: 450000000 [S) Freight: 400000000 (%] Cash: 100000000 (&) Disct: 420000000 (S
‘wirite Off: £00000000 (%]
Aging Information
AgeOn: (D [0 - Due Date, | - Invoice Date]
[£oom] to Setup Aging Periods
Miscellaneous
|z A/R Setup Complete?: | Batch - Invoices?: N Feceipts?: N
Fequire Approval to post?:  |M Approval Code:
1of1

[O ok ] [’;‘ Cancel ]

Enter default code For standard terms (Zoom) 20

The Accounts Receivable Defaults screen contaméaifowing fields:
Invoicing

1. Tax Rate
This field is no longer used. All tax functionalityas been replaced with multi-level tax codes/gsoup
2. Terms Code
When setting up customers under Update Customemiraition this field provides a default for the Ter@ode field.

These codes must have previously been setup iBukamer Terms table. The Customer Terms tablaistained

with the Update Customer Terms option of the Custoimformation Menu. If no terms code is foundhe tus-
tomer record, this default terms code will be used.
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3.

4.

Terms Description

After entering a valid code in the Terms Code figisldescription is displayed adjacent to the cddhés description
is retrieved automatically from the Customer Tetaisde.

Take Discount on

This row contains three fields, Misc., Freight, aiak, that determine whether terms discount wilthkulated on
miscellaneous charges, freight, and tax. Each &ietgbpts an entry of "Y" (yes) or "N" (no). Eackldi defaults to
N

Multilevel Tax

The following fields appear on the Accounts Reckigdefaults screen, but you can only access tfidgme iMultilevel
Tax module is installed on your system.

1.

6-4

Miscellaneous Tax Code

This is the multilevel tax code to use for misaa#laus charges that you enter through the UpdateiWdae Docu-
ments option. It determines the rate at which timiseellaneous charges are taxed. Required whag diltilevel
Tax. Zoom is available. (6 characters, alphanurheric

Invoice Default Tax Code

This is the default multilevel tax code used in df@dReceivable Documents and Update Non-A/R Caskips in
cases where a multilevel tax code cannot be oltdioen the Customer Ship-To or Customer recorafiRequired
when using Multilevel Tax. Zoom is available. (Gachacters, alphanumeric)

Freight Tax Code

This is the multilevel tax code to use for freighirges that you enter through the Update Reca&abtuments
option. Required when using Multilevel Tax. Zoonaisilable. (6 characters, alphanumeric)

Enter Goods Amount as Gross
This field determines the default for the Gross Antry field for both Update Receivable Documents.

Gross Amounts are amountgth tax included. When gross amounts are entered, the net amoualtisiated by
backing out the amount of tax. This net amounbisted to the ledger account which you specify usipdate Mul-
tilevel Tax Codes (Multilevel Tax Menu).

Finance Charge Tax Code

This is the multilevel tax code to use for finart@arges that you enter through the Update Rece&@btuments
option. Required when using Multilevel Tax. Zoonaisilable. (6 characters, alphanumeric)

Calculate Tax on Cash Discounts

This field determines the behavior of the UpdatR &ash Receipts option. If a Y is entered, a nayél tax entry is
generated to automatically back out tax when céstodnts are taken on an A/R invoice.
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When an A/R invoice is posted, an entry is postetth¢ Multilevel Tax activity table for the full aant of the tax
charged. When a discount is taken on an invoieefutthamount of tax has not been collected fromdhstomer. An
entry must be posted to the Multilevel Tax tabladjust the tax collected on the discounted invoice

The adjustments are posted to the ledger accosigriged as the A/R Discount Account using the nagtion
Update Multilevel Tax Codes.

If this field contains the value N, no adjustmengénerated when cash discounts are taken.

Account Numbers

This section provides the default account numherse when creating invoices or entering cash pezehll fields are
numeric. The default should be changed to yourah&eneral Ledger account numbers.

1. AR
This field stores your most commonly used Accolreseivable (asset) account. This field defaultkl@000000.
5. Sales
This field stores your most commonly used Salesofime) account. This field defaults to 400000000.
6. Misc
This field stores your used Miscellaneous (incoamount. This field defaults to 410000000.
7. Tax
This field stores your Accrued Sales Tax (liab)liaccount. This field defaults to 210000000.
8. F.C.
This field stores your Finance Charge Income (ingpatcount. This field defaults to 480000000.
9. Freight
This field stores your Freight Income (income) agdo This field defaults to 422000000.
10. Cash

This field stores your most commonly used CashetasEcount. This field defaults to 100000000.

11. Disc

This field stores your Discounts Allowed (incomentra) account. Discounts allowed to customers sprea reduc-
tion to income, and therefore, are considered ta bentra account. This field defaults to 421000000

12. Write off

If write off memos are created in cash receiptis, fhis account number that will be debited.
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Aging Information

This section of the screen determines how your g\géport is processed.

1. AgeOn

This single-character alphanumeric field acceptsrary ofD for “due date” ol for “invoice date.” This field
defaults to D. The date specified is used to detexitine status of an invoice; that is, “current,” 30" days past due,
etc.

Aging Periods Setup

Step  Action

1 Click Zoom from the Aging Periods Field, — ;
the following screen displays. & Extension aging CEX

File Edit Help
PLIKEEEL D)
Setup Aging Periods
Mumber of Aging Periods:

Drescription Daps
Aging Period One: Current 1]
Aging Period Two: | 110 30 Days i}
Aging Period Three: | 31 to B0 Days B0
Aging Period Four: | 61 to 90 Days a0
Aging Period Five: | 91-120 Days 120

Aging Period Six: | Ower 120
Aging Period Severn:
* Mare than four periods will require 132 columng or compressed print *

[O ok ] [’;‘ Cancel ]

QYR

Enter number of aging periods,

2 Enter the number of aging buckets to print on tport.

—

Note: If more than 4 aging periods are setup, the rapitirheed to be printed in compressed prin
mode, or printed on 132 column paper.

3 Set the Age On value in accordance with your comppenticy:

» Set the Age On value to "D" to age on due datenTdet the Days to O for the current period.
This allows all invoices within their due date tm®s as current.

* Setthe Age On value to "I" to age on the invalaege. Then set the Days to >0 for the current
period. For example, if all invoices with invoicatd 30 days > aging date are considered past
due, days should be set to 30.

4 | Click OK.
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Accounts Receivable Setup

1. Complete?

This single-character alphanumeric field store¥'a(yes) or "N" (no) entry. During the setup procees (after first
installing your Accounts Receivable system) thagyfis set to "N". While this field is set to N, ymay enter customer
open items and even delete customers that have-aero balance.

After completing the setup of your company’s infation (setup using the Setup Receivables Menu gtiand when
you are ready to begin entering transactions, yamdno set change the entry in this field to "Ydu¥nust indicate that
setup is complete before you are able to postaions. After entering "Y" in this field the thgséem will display the
grand total of all open items entered. If the tigahcorrect, enter a "N" to the "Continue?" prdrapd correct your data.

It is possible, though not recommended, to chahgesetting of this field from "N" to "Y". If no A@unts Receivable
transactions have been entered, there is no hasmifohing the setting from "Y" to "N". If you chge the setting from
"Y" to "N", all AR transactions will be deleted. &lopen items will remain.

If you do reset this flag to "N" and documents hiagen posted, General Ledger orphan transactiandgcan and most
likely will occur.

Batch Processing

The Update Receivable Defaults screen:

& Update Receivable Defaults E@@

File Edit VYiew Mavigation Tools Actions Help
OB VWRPAEQ H2H @0

4 G © 0 O @0 @
: Find Prev Mewt Add Update Delete Browse

Accounts Receivable Defaults

Tax Rate: 7.900 Temms Code: |4 [|]| [MET 30
Take Discount on Mise: M Freight: M Tax: |M
Multilevel Tax

Miscellaneous Tax Graup: | NOTAX [N Irwoice Default Tax Group: MOTE =]

Freight Tax Group: | HOT&x [N Enter Goods Amoynts as Gross: N

Finance Charge Tas Group:  |MOTA: [N Calculate Tax on Cafh Discounts: N

Account Humbers
AR 110000000 (=) Sales: 400000000 (=) Mige.: 400000000 (=) Taw: 200000000 =]
F.C 430000000 (=) Freight: 400000000 (=) Cash 100000000 [&]]  Disct: 420000000 (=]
“wiite Off: 800000000 (=)
Aging Infarmation
Age On: |D D - Due Date. | - Invaice Date)

[Zoom) to Setup Aging Periods
Miscelaneous

|z AR Setup Complete?: |1 Batch - Invoices™, n Receipts?; T
Require &pproval to post?:. M Approval Code;
1of1
R

Enter [] to use batch contral For Invoices., 28

To set up batch processing follow these steps::

Step  Action

1 Enter "Y" in the Batch Invoices? field if AR invas should be processed in batch by User ID.
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2 Enter "Y" in the Receipts? field if AR cash recsiphould be processed in batch by User ID

3 Enter "Y" in the Require Approval to Post? fielddR batches require management approval to
post.

4 If approval is required, then enter an approvakcod

Note: This value will not be visible. This is the appabeode the manager will need to
enter.

5 Press OK to Submit

See the Chapter on "Batch Control" in tBetting Sarted with Fitrix manual for more information on batch processing.
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Print Receivable Defaults

This option prints a hard copy of information eetktwith the Update Receivable Defaults option ef $ietup Receiv-

ables Menu.
For an example of this report, see "19: ReceivBi@taults" on page 11-20 in the section titled “Sénpeports.”
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Update Account Groups

This option allows you to create and maintain tleedunt Groups information. An account group cossi$tan account
group code and up to one hundred ledger accousteiased with that code. Using these account greimpglifies the
entry of transactions into the general ledger. Bgwking the names of different account groups, #& need not know
the actual account numbers.

The Account Groups screen program:

& Update Account Groups

File Edit WView Mavigation Tools Actions Help
OB|OWhREHAABMBOOED »
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Account Groups
Group Code: B
Description: | ACCOUNTS RECEMVAELE INVOICE

Account Drept [rescription
110000000 000 ACCOUNTS RECEIMNMABLE
400000000 000 PARTS SALES
100000000 000 CASH ACCOUNT
20f15
(G o | [4cancel | [EEpetsl |

QYR

Enter a unique code to identify this group of accounts,

The Account Groups form contains the following dil

Account Groups Screen—Header Section

This section of the form stores general informatbout the account group.

1. Group Code

This six-character alphanumeric field stores thgua code that is associated with up to one huniéidger account
numbers. This is a required field.

2. Description

This is a thirty-character alphanumeric field.ttires the name of the account group.

Account Groups Screen—Detall Section

The detail section stores the ledger account nusrdeesociated with an account group.
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1. Account

This is a numeric column. Each row stores one efi¢higer account numbers that is associated watlat¢bount
group code specified in the Group Code field ofiibader. All account numbers must have been prslyi@etup in
Account. Zoom available.

2. Dept

This three-character alphanumeric column storespéional department code. If left blank, the fidkefaults to 000.

Department codes must have previously been setilnyg i@ompany Information program. The company mi&tion

is maintained with the Update Company Informatiomgpam on the Setup Receivables Menu. Zoom availabl
3. Description

After entering a valid account number in the Acdozmiumn, its description is displayed in this colu The
description is automatically retrieved from the gedAccounts table. This is a display-only field.
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Print Account Groups

This option produces a hard copy listing of accamups: the account group code, its descriptiod,the ledger
accounts associated with a particular account gcode.

For an example of this report, see report numb@r AZcount Groups Report" on page 11-21 in theieeditled, “Sam-
ple Reports.”
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Update Customer Information

This option is duplicated on the Customer Informatilenu. Please refer to the "Update Customer imébion" on page
6-13 of the Customer Information Menu section.
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Update Customer Ship-To’s

This option is duplicated by accessing Ship-torimfation from Options in Update Customer Informatpragram.
Please refer to the "Update Customer Ship-To'spage 6-14.
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Print Customer Information

This option is duplicated on the Customer InforimatMenu. Please refer to “Print Customer Infornatio the section
titted Customer Information Menu.

Setup Receivables 6-15



Fitrix Accounts Receivable User Guide

Update Customer Open Items

This option allows you to enter, modify, and del&teounts Receivable open items. An open item iswtatanding
invoice. During the setup phase this option prosideneans to enter all outstanding invoices for gastomers into the
database. After setup has been completed, nevatrémiss for customers are entered using the URiateivable Docu-

ments option.

The Customer Open Items screen:

& Update Customer. Open Items Q@@
File Edit WView Mavigation Tools Actions Help
QB QHEBEHN OO
i 0 © . Y
= Find Prev Mest Add Update Delete Browse Options
Customer Dpen ltems
Customer Code: |9 RAVENMA MOTORS INC
On Account: 0.o0 Balance: 130510 Curency:
Irvvaice Infarmation
Invoice:  |AR-27 Doc Mo 27
Descripion:  |GASKET SETS (GM - FELPRO)
Date: 09/30/2006 2]
Original Amount: A407.20
Original Discount: 814
Invoice B alance: 407.20
Discount Balance: 814
Due Date: | 10/30/2006 2]
Discount Date: | 10410/2006 2]
AR Account Numnber: 110000000 - 200
Customer P. 0.: |88-10340 P. 0. Date: | 09/25/2006 |44
Currency Exch. Rate:
Home Currency Amaount:
45 0f45
VR

The Customer Open Items form contains the follovialgls:

1. Currency

This field displays a 3-character alphanumeric dodéhe default currency. This will be U.S. dolamless set up
differently using the multicurrency feature.

2. Customer Code

This is a twenty-character alphanumeric field whitdres a unique customer code. This is a reqtie&t Zoom is
available.

3. Customer Name

This unlabeled field displays the name of the austoidentified by the entry in the Customer Coaddfi This name
is retrieved automatically from the Customer Infatian table. This is a display-only field.

4. On Account
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10.

11.

12.

13.

14.

15.

During setup (prior to setting the Accounts Recelgs&Setup to complete on the Accounts Receivabfauls form)
you can enter a value in this numeric field. A figsivalue represents an amount that the customes gou. A neg-
ative amount represents a credit that the custeareapply to outstanding invoices (or memos).

A similar On Account field appears on the Custoimémrmation screen. During setup, you may enteomaccount
amount for a customer in either place. If you eatealue on the Customer Information screen, tiiter e different
value on the Customer Open Item screen, the oruate@mnount becomes the value last entered forctisibmer.

Balance

This is a system-maintained field. It is updatedm®pen item is being created.

Invoice

This ten-character alphanumeric field stores theice number.

Doc No.

The system automatically assigns a document nutobeach open item.

Description

This thirty-character alphanumeric field is avaiéatn record a description of an invoice or memo.

Date

This date field records the original date of aroine or memo. This is a required field.

Original Amount

This numeric field stores the original amount af thvoice or memo. This is a required field.

Original Discount

This numeric field stores the original discountitakde to the customer.

Invoice Balance

This numeric field records the amount still owedasninvoice or memo. This field defaults to theugaéntered in
the Original Amount field.

Discount Balance

This numeric field stores the amount of the OrigD&count still available to a customer. This diglefaults to the
value entered in the Original Discount field.

Due Date

This is the date that an invoice is to be paicuih This is a required field.

Discount Date

A discount is available to a customer up to, amtliting, the entry in the Discount Date field.
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16. A/R Account Number

This numeric field stores the Accounts Receivabtiger account number to be used when posting e ibgm.
This field defaults first to the Customer recofdié entry is found, it defaults to the AccountscBigable Defaults
record. Refer to the "Update Receivable Defaultspage 6-3 in this manual.

17. Department Code

This three-character alphanumeric field storespadment code that identifies a profit center,\asithn of the com-
pany, etc. Note that it is not labeled on the str&@@roughout the Fitrix modules, you have theaptf posting sales
and expenses to specific departments. The usepafimeent codes is optional. This field defaultstfio the Cus-
tomer record, if no entry found, it defaults to thecounts Receivable Defaults record. If left blattie field defaults
to 000. Zoom is available.

18. Customer P.O.

A ten-character alphanumeric field is provideddtaring the customer purchase order number.

19. Purchase Order Date

This date field records the date of the customechmase order.

20. Currency Exch. Rate

This is a 16-character numeric field which holds thte of currency exchange between the transactioancy and
the home currency. This can be set up using thécutrency feature.

21. Home Currency Amount

This numeric field holds the value of a transactionverted to the home currency, when the trarmatakes place
in a different currency.
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Print Customer Open Items

This option prints a customer balance report, aagghby customer code, listing open items entenetnaodified under
Update Customer Open Items on the Setup Receivitdag. You can access this same option from théothes Infor-

mation Menu. The report lists customers having zrero balance.

When you select this option, you will see a SetecC€riteria Form which you can use to limit theagpo specific cus-
tomers or groups of customers.

The Customer Open Items Selection Criteria screen:

& Select sel_cust

File:
Select Customers
Customer Code:

Customer Mame:

[O ok ] [’;‘ Cancel ]

QYR

As you enter data into this screen, you have thiempo specify a range of values for each fieldyge wildcards. If you
click OK without entering any data, you will geteport of all customers with a non-zero balancthéndatabase.

For an example of this report, refer to "21: Custo@pen Items Report" on page 11-22 in the setitied “Sample
Reports.”
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Customer Information

The Customer Information Menu contains optionstaintaining a variety of customer files. You
can also print a variety of customer-related doaumencluding customer statements, aging
reports, ledgers and open items.
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Customer Information Menu

The Customer Information Menu:

x 5.20 Database: bettyb Printers: Lexmark2/lLexmark 2

File “iew Ewscute Seftings Help

é v m =2

UcEig 2 Accounts Receivable
el T o customer Information

3 Actout & 3 Custo a Update Customet Infarration

-

Orderl@s 3 Setup gy b Prinl Customner Infarmation

o

Inventc b5 7 Multile g5 ¢ PrintCustomer Labels
Purche f= g Admin

-}

d Update Custamer Terms
MUltieL &5 9 Setup =) & Print Customer Terms

Fayoll 5] Exit
Fized Assets

@

1 Update Custorner Ship-To's

® Copyright 2007
g Print Gustomer Statements Fourth Generation
Software Solutions, Ing.

w

@

Replenishment

Sl rroocroponNnonD

= h Print GCustomer Aging
h Report Writers E) i Print Custamer Ledger
Exit | Print Customer Dpen ltems
&=k Print Customer Activity Detail
B | Credit Letters
4] Bt
Status Idle Socket: sock224/10.0.0.95/20020
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Update Customer Information

With this option, you maintain the Customer Infotima. For your convenience, this option may als@beessed from
the Setup Receivables Menu. In addition, the Skipetords can also be maintained with this menioopThere are
three programs accessible with the Update Custémf@mation option. These programs are the Custdnfermation
program, the Ship-To Address program, and the @uest@\ctivity program. Each one of these prograngissussed in
this section.

The Customer Information screen (OE module ingdlle

& Update Customer. Information Q@@
File Edit View Mavigation Tools Actions ENG: 4 all buttons not found  Help
LY KEEEEEEIEY)
© Shiptn  Activit
i O @ @ 0O 9 @& ¥
% Find Prev Mest Add Update Delete Browsze Options
Customer Information
Code: Contact: |BILL wWaLKER
Comparny: |ACTION AUTOPARTS Phone: 404 885 4146
Address: 14307 15T STREET Cel:
Fée:
City: |(ATLANTA
State: |GA Zip: 30359
Country: IS4
Email:
Wweb Address:
Salesperzon;  |'wWhi [CY] WwLLI&M MILLER
Temns: |4 [®] |MET 30
Balance: 130513.68
Credit Limit: 150000.00
Credit Hold: Credit Hold Date:
1o0f 22
[O ok ] [’;‘Eancel ]
Enter a unique code to identify this customer, 20

The Customer Information screen contains the fahgviields:

1. Code

This is a twenty-character alphanumeric field 8tates the code that uniquely identifies a custoite system ver-
ifies that the entered code is unique.

2. Company

This thirty-character alphanumeric field stores¢hstomer’s business name. This name appears ortgé¢pat list
customer information, on invoices, and so on. Thisrequired field.

3. Contact

This twenty-character alphanumeric field storesrimme of the person who you normally contact whemrounicat-

ing with a customer.
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4.

10.

11.

12.

13.

14.

15.

7-4

Phone

This is a twenty-character alphanumeric field usedkcord the phone number of your contact at tocusr’s site.

Cell

The mobile contact number for the customer.

Fax

The facsimile telephone number for the customePsd&partment.

Address

This thirty-character alphanumeric field storesfitst line of a customer’s billing street addreEkere is an addi-
tional twenty-character address field beside thelkd field that can be used for a suite numbeati@mtion line, and
so on.

C/siz

This row stores the billing city (twenty-charactédphanumeric), state (two-character alphanumeaitj, zip code
(ten-character alphanumeric).

Country

This field records the billing country (twenty-chater alphanumeric).

Email

This is email address for the customer contact.

Web Address

This is the Internet URL for the customer.

Sales Person

This is the salesperson code used for establist@ieg types.Zoom is available for this option.

Terms

This is the AR terms code. Zoom is available fas tption.

Balance

This system-maintained field displays the customeurrent balance as of the last posting of rebéévdocuments
and cash receipts.

Credit

This numeric field stores the customer’s crediitiithat is, it stores the maximum amount of cretliirges you wish
to allow the customer.
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16. Credit Hold

Entering "Y" will prohibit users from entering aR or OE documents.

17. Credit Hold Date

The date that the customer was placed in Hold statu

Customer Ship-Tos

By selecting the Options command, you can accetssthe Ship-To Address screens and the Customéviticscreen.
With the Ship-To Address screen program, you mairttee Ship-To records. Ship-To records can alsmamtained
with the Update Customer Ship-To’s program on tbeifs Receivable Menu. The Ship-To screen progranesione or
more shipping records for some or all of your costcs.

The Ship-To Address screen:

& Add-Onship_oe
File Edit Mavigation Help
0B |0 HeoU00ED 900
Customer Code: |1 ACTION AUTOPARTS
0OE Ship-To Address
Ship-Ta »~
Ship-To Mame: [ACTION AUTOPARTS WEST Fiesidential:
Contact: |STAM WAVERLY Phone: 805 885 5487
Address 1: 4389 APPLE wWaY Cel:
Address 2: Fax:
City/State/Zip: VENTLURA Ca 93003
Country: |LISA
Email:
Wweb Address:
Ship Terms: (Y] v
Tax Codes

Default [NOTA [CY] Freight: (& Miscellaneous: =]
Salesperson: |JC &) [JIM CARSOM
Commizzion Code: |5TD [&]| [STANDARD COMMISSION RATE
Dizcount: | CASH &) |CASH DISCOUNT

[O ok ] [’;‘ Cancel ]

Enter ship-ta code for this shipping location, 20

The Ship-To Address screen contains one shippidgead. Should there be more than one shipping ssldfee other
shipping addresses are accessed by using the lsarpthe up and down arrow icons, or keyboardvakeys.

The following fields appear on the Ship-To Addrésn:

1. Customer Code

This field displays the Customer Code and BusiiNgsse of the customer. This is a display only field.
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2.

10.

11.

12.

7-6

Ship-To

This is a six-character alphanumeric field userbtmrd a customer’s ship-to code. This code idiestd specific
ship-to address for a customer; for a given cust@aeh code must be unique. However, differentocnets can
have identical Ship-To codes. If you enter the c®dePTQ, this shipping location is used as the defaulpsinig
location on the Receivable Invoice form of the Updaeceivable Documents option of the Receivabtigke
Menu.

Ship-To Name

This thirty-character alphanumeric field records blusiness name of the particular shipping location

Taxable

Each ship-to location can be designated as taxabien-taxable. This single-character alphanunfaid accepts a
"Y" (yes) or "N" (no) value, or a valid multilevéx code if using multilevel tax.

Contact

This twenty-character alphanumeric field is prodder the name of the person to contact at a shipdation.

Phone

This is a twenty-character field used to recordharg number at the ship-to location.

Cell

This is a twenty-character field used to recordrttbile telephone number for the customer contact.

Fax

This is a twenty-character field facsimile telepbarumber at the ship-to location.

Address1

A thirty-character alphanumeric field is providedstore the street address for a ship-to location.

Address?2

This is a thirty-character alphanumeric field whazn be used for suite information or any additiauaress infor-
mation. This line is displayed directly beneath Attiress1 line on an invoice.

City, State, Zip

This row stores the ship-to city (twenty-characetghanumeric), state (two-character alphanumeaid,zip code
(ten-character alphanumeric).

Country

This twenty-character alphanumeric field recordsabuntry for a customer’s ship-to address. Ifghipping loca-
tion is in the same country, it is recommended yioatleave this field blank. This strategy avoidsftision by the
postal service.
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13.

14.

15.

16.

17.

18.

19.

20.

Email

This is email address for the customer contact.

Web Address

This is the Internet URL for the customer.

Ship Terms

These are the shipping terms that will print onithwice. They must be previously setup using tipeldie Shipping
Terms program found on the Update Order Definitibtegiu in the Order Entry Module. Zoom is available.

Tax Codes
Used only when Multilevel Tax is active. The codes as follows:
» Default - default tax code for merchandise
« Freight - default tax code to b echarged on freigh
« Miscellaneous - default tax code to be used onmaisgellaneous charges.

Note that if these tax code fields are left blahlke, tax code at the customer level will be usethdftax code at the
customer level is blank also, the default tax cimdmd in the Update Receivable Defaults screenraragvill be
used.

Salesperson

This six-character alphanumeric field records @ilesperson code identifying the primary salespefsothis cus-
tomer. The Zoom function is available in this fielthe system fills in a salesperson descriptiotiéoright of this
code (assuming a valid code has been entered).

Commission Code

This is an optional field that allows you to recardommission code associated with this custonfer.Zloom func-
tion can be used to select a commission field.rAfte commission code is validated, its descriptippears next to
it.

Discount

A six-character alphanumeric field stores a dist@odle if the customer is entitled to trade dis¢suihe Zoom
function is available for this field to select a&chhunt code. The system enters a description iadfseent field after
the code is validated.

Residential

If the UPS interface is in use and this is a redidé Ship-To location, set this value to "Y". Thigormation will be
passed to the UPS World Ship software.
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Customer Activity

The Customer Activity screen:

& Zoom aractvz Q@@
File Edit Help
OB U0
Type Doz Mo Doc Date Irve/Chk Mo Due Date Amont Balance &
CR 10 0343042007 12331 -27.00
IN 44 03/26/2007 44 04/25/2007 E235.08 E235.08
IN 39 03/22/2007 39 04/21/2007 11381000 11381000
CR 7 01A6/2007 13131 -325.90

IN 38 .15/2007 02/14/2007 3867.60 3867.60
IN 33 10/09/2006 1 11/08/2006 104.00 104.00
17 [ 10, 06

IN 16 09/16/2006 AR-1B 10/16/2006 470.00 470.00

IM 15 09/05/2006 AR-15 10405/2006 27.00 27.00
CR 3 08/16/2006 SETUP -100.00 v
[O 0K ] [’;‘ Cancel ] [M Mew Search ] [@\ Detail ]

QYR

The Customer Activity screen shows any recent paysnend outstanding invoices. They are sorted attile most
recent open item appear on the top of the form.céouchange the sort order by clicking the columadings. For exam-
ple, if you wanted the activity to sort by oldestalinstead of most recent click the Doc Date hendi

You can also use the scroll bar and the functiys ke move down through this list if there are mouéstanding invoices
than appear on the screen. In addition, you cam the details about an invoice by clicking the Dlddatton when the
cursor is on an invoice line. The fields on the {Goger Activity screen are display only.

The following is a description of the columns ois thorm:

1. Type

This column displays the type of item that is dagigld on the line. IN means that this line is amiog. CD means
that the information on this line pertains to atcdisbursement. CM means that the line pertaimsdedit memo.
DM means that the line pertains to a debit memon@Rns that this line is a cash receipt. FC mdwaighe line per-
tains to a finance charge.

2. Doc.No.

This column displays the document number of tha.itBocument numbers are assigned during postinguendsed
to track the document. The document number foisa caceipt, credit memo, and debit memo is the ihect num-
ber of the invoice to which the transaction applies

3. Doc.Date

This column displays the date that the documenteméared.

4. Inv/Chk No.

This ten character column stores the invoice nurabeheck number associated with the documertiel&ictivity is
an invoice, the column displays a invoice numbfeheé activity is a cash receipt, the column digpla check num-
ber. You can use the Zoom feature to view all eftlansactions associated with a particular record.
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5. Due Date
This is the date that an invoice is due. It is glated from the billing terms for the customer éimel Invoice Date.

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.
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Zooming Customer Activity

The Zoom feature is a powerful tool for querying ttustomer information you have on file. From thist@mer Activity
screen you can view the details about an invoice cash receipt by clicking the Detail button whies cursor is on an
invoice (IN) or cash receipt (CR) line. A seriedifferent windows is displayed depending on wttighe of transaction
you select to zoom.

Clicking Zoom when the cursor is on an invoice lopens a zoom screen to display header informéiothat invoice.

Zoom arinvcz
File Edit Help

OB} O 00

Irvaice:

a0 Original Discount:

Invoice B alance: m Discount Balance:
0 E Discount Drate: | gUIEIRGES

AR Account Numnber:

P.0. Number: ¥ Purchase Order D ate: | {2

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

QYR

The new screen contains the invoice numbers assiginie time of printing, the document numbersiusereference
the transactions, the audit trail descriptionshefinvoices, the original amounts, the currentioada, the A/R accounts
posted to, and any purchase order information.

This Zoom has one more step. Clicking the Actibititton displays all activity that has affected Ifadance of this partic-
ular invoice. The screen is the same as the imigdlvity Zoom screen. Using the Zoom feature witile cursor is on a
cash receipt line in the Customer Activity Zoomesar displays all invoices (one line per invoicatthe cash receipt
has been applied to.

The Customer Activity Zoom screen:

Zoom ariactvz

File Edit Help
OB U0
Type | Doc Mo Doc Date Inv/Chik Mo [ue Date Amant Balance
7 01A16/2007 3132 -325.90
IN 17 09/27/2008 ARAT 10/27/2006 325.90 0.00
[@ 0K ] [Q:‘ Cancel ] [M Mew Search

QYR
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Zooming To Additional Customer Information

Clicking Zoom while update mode the following winddlisplays:

Choose an ltem E'E'E'

File Help

LR

Shipping Maotes

Credit Motes

AcotdTax Information

Billing Information

0/E Infarmation

Ship-Ta Information

Activity Detail 5o

[@ 0K ] [Q:‘ Cancel ]

QYR

The following options are available.
e Shipping Notes
The notes entered here are for special shippiriguirt®ons that relate to this specific customer.

The notes entered here will display when enterirteis. When these notes display the user has tienopf
changing the notes and will then be prompted "Stdrese Shipping Notes (Y/N). The default is Y ahdse
notes will then print on the picking ticket and kiag list. Any changes made to the notes in oraryewill not
change the default notes stored with the custoeeard.

Shipping Notes Q@@

File Edit Mavigation Help

QU URPHERAQOQOED @

800-435-2657 ext 1003

[@ox | [Ggcancel | 2 Edit |

QYR

+ Credit Notes

These notes are used to store information perginincredit/collection activities.
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Choose an ltem ... E'E'E'

File Help

LR

Delete Credit Mote
Edit Credit Maote

[@ 0K ] [Q:‘ Cancel ]

QYR

* View Credit Notes:
This option allows user to view all credit notes.
* New Credit Note:

This option allows user to enter a new credit ndtes note, date entered, and the login ID of tler tisat entered
the note will be stored.

New Credit Note
File Edit Mavigation Help

@@ HAQOQ0ED 0

[@ox | [Ggcancel | 2 Edit |

QYR

» Delete Credit Notes:

This option will display a list of user ids and eabf all existing credit notes and user has opticteleting any
item on the list by double clicking on the item @hdn answering Y to the prompt "Would You Like Delete?".

» Edit Credit Notes

This option will display a list of user ids and @siof all existing credit notes and user has optioediting any
item on the list by double clicking on the item.
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* Acct/Tax Information:

¢ Extension addinfo
File Edit Help

OB OWRRER (9O

Acot/Tax Information
[&]| |ACCOUNTS RECEMMABLE INVOICE
AR Account: 110000000 (%] - |000 (&)
Currency Code: =]
Credit Manager.  |toms Send Credit Letters: |Y
Default |[WOTax  [&] Freight: |NOT&x (&) Miscellaneous (NOTAx (&)

Acct, Group:

[‘ 0K ] [’;‘Eancel ]

QYR

Enter the ledger account group For this customer,

e Acct Grp.:

This six-character alphanumeric field stores awéfccount group for a customer. This entry mapwerridden
on the Receivable Documents screen displayed uhddipdate Receivable Documents option. Accourniggo
expedite data entry by displaying a list of acceuhat the user can choose from when enteringactioss. The
user can enter an account group and therefore, mimebave to remember specific ledger account nusnbe
Account groups entered must have been previoushguke Update Account Groups program. You canthise
Zoom function to select an account group. After hawe entered a valid account group, its descripdigpears
next to it. The description is automatically retad from the Account Groups file.

« A/R Account:

This integer field specifies an Accounts Receivaditeount number to use for transactions involving tus-
tomer. Enter a value here if the account numbéeriffrom your default Accounts Receivable accagttip on
the Accounts Receivable Defaults screen. If thig fie left blank, the default setup on the AccouRexeivable
Defaults screen is used for transactions involvirig customer. This field allows you to set difiereeceivable
categories for customers.

e Currency Code:

This 3-character alphanumeric field is the defauitency code for the current customer recordnly applies if
the Fitrix Multicurrency module is installed andwhbave specified a value for currency code whenglaiulti-
currency setup.

e Credit Manager:

The value entered here is the credit manager ref@erfor this customer and must be a valid loginThis user
id must also be set up in the security table fersigtable name is stxsecur) so that the progranficd the name
associated with the id ( See chapter on SecurithénGetting Started With Fitrix manual).lt is thiame that
prints on the collection letters sent to the cugtom

¢ Send Credit Letters:

This value defaults to "Y" which means a creditdetvill be printed for this customer. If you dotmwaish to cre-
ate creditletters for specific customer you musinge this value to "N".
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7-14

Default:

This is the default multilevel tax code for gooddssm Update Receivable Documents and Update Custom
Orders. If this field is left blank, the Invoice faelt Tax Group found in Update Receivable Defauli be
used.

Freight:

This is the default multilevel tax code for freigittarged in Update Receivable Documents and Uitiaseomer
Orders. If this field is left blank, the Freightxi&roup found in Update Receivable Defaults willused.

Miscellaneous:

This is the default multilevel tax code for miseekous charges in Update Receivable Documents pddt®)
Customer Orders. If this field is left blank, thaskellaneous Tax Group found in Update Receival@éalits
will be used.

Billing Information:

File Edit Help
LI KL
Billing Information
Statement Date: |04/14/2006  [EE3

Statement Amaunt: 3000.00
Last Pay Date: |03/30/2007 53
Balance: 130513.68
On Account: 0.00
Credit Limit:

Statement Cycle: |1
Open ltem/Bal Fwd: |0
Finance Charges:
Fin. Chrg. Tax Code: =]

[O ok ] [’;‘ Cancel ]

Enter this customer's credit limit, @i

Statement Date:

This is a system-maintained field. It displays dla¢e that a statement was most recently generateddustomer
in the format “mm/dd/yyyy.” The field is updatedthe time a statement is generated. During setupnty may
be made in this field.

Statement Amount:

Again, this is a system-maintained field. It digfgdhe total amount outstanding for a customeif dsedlast time
a statement was generated for the customer. Infameaannot be entered in this field after setugoimplete.

Last Pay Date:

This system-maintained field displays the most medate that a cash receipt was received from @eus. It is
updated by the system during the posting of caskipe documents. The date is displayed in the forma
“mm/dd/yyyy.” During setup, an entry may be madéhiis field.
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Balance:

This system-maintained field displays the custometirrent balance as of the last posting of rebégveocu-
ments and cash receipts.

On Account:

During setup (prior to setting the Accounts ReckigsSetup to complete on the Accounts Receivablaus
screen) you can enter a value in this numeric figldositive value represents an amount that tis¢éoooer owes
you. A negative amount represents a credit thatogmuapply to outstanding invoices (or memos).

A similar On Account field appears on the Custor®@en Items screen. During setup, you may enternan o
account amount for a customer in either placeolf gnter a value on the Customer Information s¢ridem
enter a different value on the Customer Open lterees, the on account amount becomes the valuenssted
for that customer.

Credit Limit:

This numeric field stores the customer’s credititiitihat is, it stores the maximum amount of crethiarges you
wish to allow the customer.

Statement Cycle:

This optional field stores a number that is refeért® as the “statement cycle number.” When you geaecus-
tomer statements, the program prompts for one aerstatement cycle numbers. This allows you to geae
statements for a particular class of customerging§etip these statement cycle numbers and decualinghich

categories to setup for customers is done at yisaretion.

Open ltem/Bal Fwd:

This single-character alphanumeric field accepteriny ofO (open item) oB (balance forward). This code
determines the type of statement to be generatatidacustomer. If left blank, this field defaultsO.

Finance Charges:

This single-character field records whether or fimance charges should be applied to this custonedid
entries areY" (yes, calculate a finance charge) b "(no, do not calculate a finance charge). If lefirtid, the
field defaults to "Y".

Fin. Chrg. Tax Code:

A six character alphanumeric field which definesvttax is applied to finance charges. Values forfible come
from the Chart of Accounts. You can select anytegsfinance charge tax account using Zoom (Ctrl-Z)
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7-16

O/E Information:

& Extension oeinfo g@@

File Edit Help
PLIKEEEL D)
Order Entry Information
Discount: |[Hilda9s] (& |CASH DISCOUNT

Salezperzon: [\ (& [wiLLIAM MILLER

Commission: | TIER 1 [&]| |REGIOMAL SALES REP

Pay. Method: |AR =]

Ship Terms: |PREPAID [&]| |FREIGHT PREFAID-DO
UPS Account:

Fiesidential: Ship Complete:  |M

[ o 0K ] [’;‘ Cancel ]

QYR

Enter the discount code For this customer.

Discount:

This six-character alphanumeric field stores adalist code if the customer is entitled to trade alists. The
Zoom function is available for this field to selectliscount code. After the code is validated siystem displays
a description in the unlabeled field next to thdeso

Salesperson:

This six-character alphanumeric field is used tmord the salesperson code identifying the primatgsperson
for this customer. You can use the Zoom featusetect a code for this field. After the code isdated, the sys-
tem displays a salesperson description in the eigdlfield to the right.

Commission:

This is an optional six-character alphanumeridftblat allows you to record a commission code agtat with
this customer. You can use the Zoom function tectel commission code for this field. Adjacentite Commis-
sion field is an unlabeled field that displays tescription of the commission code.

Pay Method:

This six-character alphanumeric field can be usestdre the payment method code for this customfer.pay-
ment method code must have been previously setopgh the Setup Order Entry Menu in Fitrix Ordettrign
You can use Zoom (Ctrl-Z) to select a payment metttuxle for this field.

Ship Terms:

This 15-character alphanumeric field stores themhg terms used in order entry. Zoom is availabid this
value must have been previously set up in ordeyersing the Update Shipping terms program. Seettuer
Entry User Guide for more information on Shippireyis. If there is a shipping term found in the dioipecord
, this value will be used. If the shipping termath the customer and ship-to level are null,shipping terms
found in Update Receivable Default will be usedider entry.

UPS Account:
If the UPS interface is in use it is this UPS aectawmber that is passed to the UPS World Shipvsoé.
Residential:

If the UPS interface is in use and this is a rasidé customer, set this value to "Y". This infortioa will be
passed to the UPS World Ship software.
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e Ship Complete:

If this value is set to "Y", the picking ticket axder entry will not print if the order has anynite that have a back
order status.

e Ship-To Information:

This is the same screen that is accessed from I@ptRhip To Information.
e Activity Detail:

This is the same screen that is accessed from I@pthetivity.
* View Credit Letters:

This option lets the user view the code of the itletters sent to the customer and the date therg wreated

View detail letter
File Edit Mavigation Help

* View Credit Cards:

This option lets the user view any credit card infation that is on file with the customer. See QGéaaf, "Credit
Card Processing", in the Order Entry User Guidenfore information.

Add on detail ccard g
File Edit Mavigation Help
OBOHNHERLTOOEDL 0O

Customer Code: [ = | EESEELE

Customer Credit Card Infarmation

Card Name
Card Mo,
Exp. Month
Exp. Year. EIE
First Nare: T [ Locthame:  ENEGEIY

Addiess ARTIN DRIVE
i St

Telephane:

[EN]J COMPANY CREDIT CARD

Email

Fax

There are no mare rows in the direction you ars going.
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Print Customer Information

This option provides you with a choice of seveegilarts listing customer information. You can paither a summary or
detail customer report. In addition, you can sorrnyreport either by customer code or by custoraara After selecting
Print Customer Information a submenu is displayediding you with these choices.

The Print Customer Information submenu:

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

File View Execute Seftings Help

slem 2@

U cEillg 2 Accounts Receivable

pianls Tl T o customer Information

3 A i i
g~ el = PRVEY b Print Customer Information

4 Orderlfy 3 Setup = p PAmtC S 5 print Summary by Name
5 Inventt gy 7 Multile gy

¢ Printc b Print Summary by Code
8 PUrche B 8 Adrmin d Updatt (8 ¢ print Detail by Name
7 Multicl &= 5 getup E e Print C 5 o Print Detail by Code

8 Pavrullﬂ Ewit TUpdateﬂ Exit

® Copyright 2007

i ) o Print Customer Statemients i e
Replenishment Softwara Solutions, Inc.
o DoHens el &3 h Print Custormner Aging

I T DD DODRDROODEDRD

h Report Writers = i Print Custamer Ledger

9] Exit =] | Print Customer Oper ltems

=k Print Customer Activity Detail
= | Credit Letters

4] Bt

| stewe 1de Sacket sock224/10.0.0.95/20020|

After choosing an option from the submenu and sielg@ print destination, a Selection Criteria faswlisplayed,
allowing you to narrow the number of customersctel for the report.

The Customer Selection Criteria form:

Select sel_cust
File

Select Customers

Customer Mame: |

[ 0K ] [Q:{Eancel ]

QYR
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Clicking OK selects all customers for the reporhéfd filling the Selection Criteria form you can@ntanges, wildcards,
etc. For examples of these reports, refer to theviing reports in the section titled “Sample RedrOnly one sample
of each report is shown there, since the soleréiffee is the order of appearance (customer soyt€&bbe or by Name).

“Customer Information Summagy@®ode Report”

“Customer Information Detail Bpde Report”
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Print Customer Labels

This option prints customer mailing labels. Aftetexting Print Customer Labels on the Customerrimédion Menu, a
submenu is displayed. You have the choice of spttie labels by customer name, customer codeparade.

The Print Customer Labels submenu:

Fitrix 5.20 Database: bettyb Printers: LexmarkZfLexmark 2

Fie ‘iew Ewscute Settings Help

dem=E=g@

i c-id o Accounts Receivable
g D 2 customer Information
3 Accoury 3 el = BVLLET ¢ Print Customer Labels

&=

=

&=

5 4 Orderlgs 3 Betip gy PrntC = 5 By Customer Name
B 5 Inventtpy 7 Multile' 7= ¢ PrintC (S b By Customer Code
& B Purchips g Admin \g d Update ¢ By Zip Code
B 7 Multict ;5 g getup & PrintC 5] Exit

=

&=

=

&=

8 Payroll 5] Exit & 1 Update Custamer Ship-To's
© Copyright 2007

8 Fixed Assels Z) g Print Customer Statements gm’;r‘i'g:m?; =

& Replenishment 3 h Frint Customer Aging

b Report Writers E i Print Customer Ledger

ﬂ Exit g | Print Customer Open tems
Eq' k Print Customer Activity Cetail
o | CreditLetters

3] Exit

Status Idie Socket: sock224/10.0.0.95/20020

After selecting from the submenu a Selection Getésrm appears allowing you to limit the numbeicaktomers
selected by the label program.

The Customer Labels Selection Criteria screen:

Select sel_cust
File

: @

Select Customers

Customer Mame: |

[@ 0K ] [Q:‘ Cancel ]

QYR

Clicking OK selects all customers. When filling tBelection Criteria screen you can enter rangddcaids, etc. For an
explanation of Selection Criteria refer to “SelagtDocuments With Search Criteria” in the Gettingré&d with Fitrix
manual.

Default labels are one wide (not side-by-side) laange the following dimensions: 3 1/2” wide by 15/idhg. For an
example of this report, refer to “Default Custorhabels by Name” in the section titled “Sample Reépdr
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Update Customer Terms

This program is used to maintain the Customer Ténfiasmation. Each document in the Terms prograpnegents a
single type of customer terms. Customer terms ohéter when payment for an invoice is due and whan(y) discount
the customer may take if the customer pays by taicedate.

The Accounts Receivable Terms screen program:

& Update Customer. Terms Q@@
File Edit WView Mavigation Tools Actions Help

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

% Find Prev Mest Add Update Delete Browse

Accounts Receivable Tems
A/R Terms Code:
Description: |35 MET 45 DAYS
Due Days: 45
Dizcount Days: 158
Discount Percert: 3.000

S50of5

[‘ 0K ] [’;‘Eancel ]

QYR

Enter a unique code to identify this bype of terms,

The Accounts Receivable Terms screen containsotlmning fields:

1.

A/R Terms Code

This twenty-character alphanumeric field storesuhigiue code that identifies a type of terms. This required
field.

Description

A thirty-character alphanumeric field is providext & description of the terms. This descriptionesgyp on invoices
and reports. This is a required field.

Due Days

Often a customer is offered a discount if they gayutstanding invoice (in full) before a certaated Due Days is a
numeric field that records the number of days #ratadded to an invoice date to determine whenwaide is due
(when payment in full is required).

Discount Days

This numeric field stores the number of days thatsmlded to an invoice date to determine the “distdate,” i.e.,
the date after which the discount is not valid.

Discount Percent

This numeric (decimal) field stores the percent thanultiplied times the gross amount of an inegiesulting in the
discount offered a customer. Remember, two pemwentd be entered as 2.0, not 0.02.
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Print Customer Terms

This option prints a report listing all terms infieaition entered under the Update Customer Termsropti the Customer
Information Menu. The report is organized by tecuode.

For an example of this report refer to "15: Custoiferms" on page 11-16 in the section titled “Safipéports.”
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Print Customer Statements

This option generates customer statements. Statsreemmarize (usually on a periodic basis) activitg customer’s
account. This statement lists all invoices thatehawalance due. If you enter "Y" at the Print Dgtampt, the report
will list the orginal invoice amount and the anypeents applied to it instead of just the balanoe. du

The format for the customer statement will usublycustomized by your consultant or programmer.défault format
is designed for Harland form number 4GEN2. Sampfdekese (and other) forms are available from Huat]g1-800-
346-5316). For information on other forms used bgix¥modules, refer to Appendix A, “Forms.”

For an example of a customer statement, refer@oDefault Statement Form” on page 11-17 in théi@editled “Sam-
ple Reports.”
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Print Customer Aging

Customer Aging reports can be printed in eitherrsany or detail format as well as sorted by custonagne or code.
All reports show the total amount outstanding fouatomer, the amount that is current, and amaasttgue. In addition
to listing these total amounts, the detail repprtsvide a breakdown by outstanding invoice and memo

The aging periods typically are 1-30, 31-60, aneef60 days.” These periods can be altered on tieeudnts Receivable
Defaults program. Refer to "Update Receivable Diesaon page 6-3 in the "Setup Receivables’chapfénis manual.

After selecting Print Customer Aging option on estomer Information Menu the following submendisplayed:

Fitrix 5. 20 Database: bettyb Printers: Lexmark2flexmark 2

File ‘“iew Ewxecute Seftings Help

demiEZEm@

L cLid 2 Accounts Receivable
2l T o customer Information
3 Accolrpsy 2 g = VLT b print Customer Aging

4 Order|
PEE 3 setup g5 b PHALC ) 5 PrintAging Summary By Code
T Multile gy ¢ PrintC =1 b Print Aging Summary By Name k )
i

B Purche i
UTEhE £ 8 Admin E[d Updah [ ¢ Print Aging Detail By Cade
7 MulicL iz g setup

8 Payrollﬂ Exit
8 Fixed Assets

o

o

5 Invento E:‘

o m

4

o
-

e PrintC [ o Print Aging Detall By Name

1 Update
4 Bat © Copyright 2007

g Print Customer Staternents Fourth Generation
Software Slutions, Ine.

oo

s

2 Bnplenisimant h Print Custorner Aging

D’

b Reportiriters

&) Bt

i Print Customer Ledger
i Print Customer Cpen ltems

k Print Custorner Activity Detail

g ey e

| Credit Letters

fita
m
Es

=

Status dle Socket: sock224/10.0.0.95/20020

This prompt displays:

Date for aging

Usze Due Date 7

@ Yes J [Q:‘ Mo ] [@ Quit ]

The wording of this prompt depends on your entrihsnAge On field on the Accounts Receivable Dafasitreen pro-
gram. This screen can be viewed or modified udiegipdate Receivable Defaults program. Your emtithé Age On
field determines the date on the customer invaagse as a default for aging purposes. If you dhteithe Age On field
the prompt above appears.

If you enter ari the following prompt dispays:
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Date for aging

Usze Invoice Date ?

L@Yes | [Q:‘No ] [@ Qluit ]

Both of the previous prompts provide the capabditpverriding the default method of aging. If yclwose to use the
due date for aging, an outstanding invoice is dnethe due date of the customer invoice. If youosi®oto use the
invoice date for aging, an outstanding invoicegedby the invoice date of the invoice.

After responding to the aging method prompt, a Selde Criteria screen appears allowing you to desig the “aging
date.” All outstanding invoices aeged in relation to this date. This date defaults ® thrrent system date.

The Customer Aging Date Selection Criteria screen:

Select ar_aged

File:
: @

Enter Aging D ate: | 1€}

[@ 0K ] [Q:‘ Cancel ]

QYR

Enter the date to use for calculating aging.

Once the Aging Date has been stored, a seconchsappears. This Selection Criteria form allowsuber to narrow the
scope of the report to specific customers throygtidying names or codes.

The Customer Aging Selection Criteria screen:

Select sel_cust

File:
Select Customers
Customer Code:

Customer Mame:

[@ 0K ] [Q:‘ Cancel ]

QYR

Click OK without filling in either field results ithe selection of all customers with non-zero bedasn

For examples of these reports, refer to the folhgwrieports in the section titled “Sample Repor@ily one sample of
each report is shown in there, since the soleréiffee is the order of appearance (customer soyt€&blbe or by Name).

“Customer Aging Summary By Cbde
“Customer Aging Detail By Code”
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Print Customer Ledger

This option prints the Customer Ledger report fdested customers. This report is organized byocost and lists all
posted activity for each selected customer— eaabide, memo, and payment is listed sequentiaynfoldest to most
recent.

Executing this option first displays a Selectioit&fa screen which allows you to specify whichtoasers you want to
display on the ledger.

For an example of this report, refer to “The Custoiredger Report” in the section titled “Sample Bg”
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Print Customer Open Items

This option prints a listing of customer open iteffise report lists customers having a non-zeronzala

When you select this option, you will see a SetecC€riteria Form which you can use to limit theagpo specific cus-
tomers or groups of customers.

The Customer Open Items Selection Criteria form:

& Select sel_cust Q@@
File:
: @
Select Customers
Customer Code:
Customer Mame:
[O ok ] [’;‘ Cancel ]
VR

As you enter data into this screen, you have thiempo specify a range of values for each fieldyge wildcards. If you
click OK without entering any data, you will get a repdralh customers with a non-zero balance in the lukda.

For an example of this report, refer to "21: Custo@pen Items Report" on page 11-22 in the setitied “Sample
Reports”.

Print Customer Activity Detall

This option prints a listing of all invoices and mas and the payment applied to them along witmaing total of year
to date sales for a date range specified by the use

For an example of this report, refer to the "23s@mer Activity Detail* on page 11-24 in the senttdled "Sample
Reports"

Credit Letters

These programs allow the user to enter and préditzcollection letters to be sent to their custosm
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Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2

File View Execute Seftings Help

dem=Ez@m

B 3 Aoy 2 Custor ] & Upnali
B 4 orderlpy 3 sSetp &5 b PintCE & Update Letter
5 5 Inventt iy 7 Mulile gy ¢ PrintC & b Update Special Characters
& B Purchips g Admin d Updatt 5 ¢ print Letter
B 7 Mulict = g getup =) = PrniC 5] Byt
& 8 Payoll 5] Exit 1 Update Custdrmier Ship To's
© Copyright 2007

5 8 FuedAssels IZ) g Print Customer Stalemants Softuars Bottions, Inc.
5 a Replenishment 3 h Print Gustamer Aging
5 b Report Writers =] | Print Customer Ledger
o ea 8

k Print Customer Activity Detail

o | CreditLetters

&) Exit

| Status Idle Socket: sock224/10.0.0.95/20020

e Update Letter:

This is where the user defines the letter codetlamdext of the letter. This feature is delivereithvetandard text
for each letter but you can change the wordingegsled to fit your business needs. You can alsdhesF1 and
F2 function keys to delete and insert lines taH#& address information to your mailing envelopa iindow
envelope is being used.

Update Letter E]

File Edit WView Mavigation Tools Actions Help
OB (CQHUEBFEQ BBME00ER 90
iqa @O0 0O 0 &

= Find Prev Mest Add Update Delste Browse

Letters
Letter Code: |EDLL | Desciption: |Inv0ices » 120 days pazt due

Due Days: Credit Hold:

Body of Letter

Accti: $71 Drate: §7letter_date
$72

$73

$74

475, $76 §77

$va

Dear 73

1of5

QYR
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e Due Days:- Determines what invoice detail will print on theter. In the example above this letter will
print for any customer that has invoices that && days or more past the due date.

e Credit Hold: - This should be set to "N" for all letters excépt letter that is sent when the customer is
placed on credit hold.

e Update Special Characters:

This is where the user creates the definition lier $pecial characters used within the letters ddfin Update
Letter.

& Update Special Characters

File Edt Visw Mavigation Tools Actions Help
OB OWhEPER BRBE E00ED 900
. 0 © O

Find Prew  Mext Update Browse

Letter Special Characters
Letter Code:  [CRHLD: Customer placed on credit hold
Spo. Dats Source

select cust_code from streustr where cust_code = $7cust_code

472 ||select bus_name from sticustr where cust_code = $7cust_code

473 ||select addiess] from sticustr where cust_code = $7cust_code

20f5

[PI3 | [dcancel | [EEHesder |

Enter Special Character, OWR

Each special character represents an SQL queryetnaves information from the database that prilht on the
letter. These special characters are insertedtfitaext of your letter in the appropriate plades:. example, in

the screen shot above the special characters defwilkprint the following information on the lettghat is
printed when the customer is placed on credit hold:

$?1 - Customer Code

$?2 - Business name

$?73-$78 - Address information

$?9 - Contact name found in customer record

$10? - Your company's telephone number as foutiteiiUpdate Company Information program
$117? - First name of credit manager

$12? - Last name of credit manager

It will also print a list of all invoices that hawebalance.
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Below is a sample of the printed credit hold letter

9 Print Letter

File Mavigate Help
ORI < I AR
-~
Aootg: 3 Date: 03/30/2007
CENTERAL 4 WHEEL DRIVE INC.
141c 5 FORE CREEE LANE
ATLANTA, GA 24443
Ush
Dear HARVEY LEE
Thiz i= to inform wou that we have placed your account on credit
hold. We currently show the following inwvoices dues on your
account :
Invoice No: Invoice Date: Due Date: Amount Due:
AR-Z1 03/05/2008 l0/05/2008 zE42.00
AR-ZZ 03/28/2008 l0/28 /2008 442 95
24 10/0% /2008 11/08/2008 £33._30
Please call us at: 200-32E5-5792 to arrange payment.
< Pl

* Print Letters:

When user runs this program they will be promptadtie following information:

Select sel_scr Q@@
File:
Letter Code: =
Customer Code: =

Letter Date: | 03/30/2007 I3
Frint &Il Past Due Invoice?: |M

Mote: If [v] iz selected all invoices even those with due date
greater than nest past due letter due days will print.

[@ 0K ] [Q:‘ Cancel ]

QYR

Enter letker code.

A zoom is available from both the letter code anstemer code fields. The date is the date thatpaiitit on the
letter. For example if your are printing the LD3tér (selects all invoices that are between 3088 past the
due date) and you enter a date of March 31st pithgram will select all invoices that match thigemia as of
March 31st.

If you enter a "Y" in Print All Past Due InvoiceB @nvoices > 30 days past due will print, evengh with a due
date > than the next past due letter ( Past DURB).

This program will only print letters for customehat have credit letter of "Y" in their customecoed. If this is
set to "N", no letters will print for the customer.
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The letters delivered with Fitrix include:

e Credit hold letter (letter code CRHLD) - selects all customers where credit hold flagustomer record =
Y and credit hold date = letter date entered.s kecommended that this be set up to run via CR@Gye
night.

» Past Due 30 (letter code LD30) customer has invoices that are 30-59 days pest d
« Past Due 60 (letter code LD60) customer has invoices that are 60-89 days pest d
e Past Due 90 (letter code LD90) customer has invoices that are 90-120 days pest d

e Collection Letter (letter code COLL) - customer has invoices that are > 120 days pastadd the cus-
tomer will be turned over to a collection agency .
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Recelvable Ledger

The Receivable Ledger Menu is the most frequerggdumenu of the Accounts Receivable system.
Using this menu, receivable documents are entémedices are printed and posted. Cash receipts
are processed and journals are printed. Finanagehand recurring documents are processed.
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Receivable Ledger Menu

The Receivable Ledger Menu:

8-2

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

File View Exscute Seftings Help

8 ¢

B ER

oo ok

o}

iod=d 2 Accounts Receivable
Ll S| T ) Receivable Ledger

ACCOUl By 7 Custor a Update Receivable Documents

Orderliz5 3 Setup b Print Receivable Listing
Inventt /5 7 Muttile ) ¢ Print Invoices

Putch: /= g Admin =) d PostReceivable Docurnents
MuUtticL & 8 Gelup
Payru\\ﬂ Exit

e Update Non-A/R Cash Receipls

f Update A/R Cash Receipts

9 Fixed Assets 1 Print Cash Receipts Listing ”‘;:::_{’;‘E:ﬁf":g:ﬂ
a Replenishment B h FostGash Receipls Software Salutions, Inc.
b ReporiWrilers = i Print Receivables Journal
o] Exit i Print Cash Receipts Journal
B2k Print GIL Activity
g | Create Finance Charge Invoices
=) m Create Recurring Documents
B2 z Batch Maintenance
& Exit
Status Idle Socket: sock224/10.0.0.95/20020

Receivable Ledger
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Update Receivable Documents

This option is used to enter, modify, and deletereble invoices. The Receivable Documents tables all unposted
documents, as well as posted recurring documehtselis an additional screen accessible from traatépReceivable
Documents option. This “pop-up” information wind@ahNows you to enter additional information for theader section
of the document. When you execute the Update RablehDocuments program, the Receivable Documerggisdis-

plays.

The Receivable Documents screen:

& Update Receivable Documents Q@@
File Edit View Mavigation Tools Actions ENG: 4 all buttons not found  Help
OB |IOWERPREA BN E00ER 900
iR #
© Add_info Accto_info
i O @ @ 0O 9 @& ¥
% Find Prev Mest Add Update Delete Browsze Options
Receivable Documents
Doc Date: [E] Inw Date | 03/30/2007 I3 Dept Mo [000 [ Gross Amt Entry M
Cust.: |12 [&]| |CLASSIC PARTS UMNLIMITED Ship-To: |SHIPTO  [&]
Type.: |l Invoice Fecur: Fef.Mo.: Tax |MOTéx (Y]
Desc.: |PROSVCS FEE Acct Group: [CY]
Tems: |E [CY] A5 MET 45 DaYS F.O: Posted:  |M
Item Ma Gty Unit Drezcription Tax Cd Frice Amaunt
PROSYC 1.0EA PRO SVCS-MAR 2007 MOTax 2000.00 2000.00
Curency: Sub-Total: 2000.00
Mise.: 0.00 (%] Freight: 0.00 (%]
Met: 2000.00 Tax: 0.o0 Total: 2000.00 (%]
“Aecount Drept.- Description Amount - DB/CR
(New Document) Batch ID: 13
(G o | [4cancel | [EEpetsl |
Enter the GL Date. @i

Receivable Documents Screen—Header Section

The Receivable Documents screen (see illustratitimeabeginning of this section) contains the fwilog fields:

1. Doc Date:

The date to which receivables are to post to géteziger.

2. Inv Date

This date field stores the invoice date. If lefitk, it defaults to the system date. When entatatgs, use the follow-
ing format: mm/dd/yy. After leaving this field, tes are calculated based on the date entered defhslt system
date. A default terms code, based on the A/R Defgubgram, is used to calculate a discount amaudtdiscount
dates, which are initially displayed on the scragzero amounts. Changing the date causes thsndh&eDisc. Date

and Due Date fields to be recalculated.
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3. Dept. No.

This three-character alphanumeric field storespadment code that identifies a profit center\asithn of the com-
pany, etc. Throughout the Fitrix modules, you hidngeoption of posting sales and expenses to spatafiartments.
The use of department codes is optional. The fiefdults to 000. This field provides the default

values for the Dept. field in the “accounting wimdacat the bottom of the screen. The Zoom featui@velable in
this field to select a department code.

4. Gross Amt Entry

This field determines the nature of the amountrexdteThe default for it comes from the field “En@@oods Amounts
as Gross” on the Accounts Receivable Defaults sgf®etup Receivables Menu, option a- Update Rebkiva
Defaults).

Gross Amounts are amounts with tax included. Tere@toss Amounts, enter Y in this field. To entet Kmounts,
use N.

If you enter Gross Amounts, the tax is automatychdicked out and the Net Amount displays in thetanting win-
dow” at the bottom of the screen. Only the Net Amtsiare posted to the ledger account specifiedtdhis posted
to the to the ledger account designated as theA&sfunt using the menu option Update Multilevel Tzodes.

Once a "Y" or "N" has been entered in this fielduyan't change it. To do that, you must deleteraedter the doc-
ument.

5. Posted

This system-maintained field displays a value tiexi"Y" (yes) or N' (no) depending on whether or not the docu-
ment displayed is a posted or unposted documesgeotively. The system updates this field at the tof posting.

6. Customer

This twenty-character alphanumeric field storesciiitomer code for the customer being billed. €bhide must have
been previously set up in the Customer Informatiien The Customer file is maintained from the Gunser Informa-
tion Menu or the Setup Receivables Menu (Updatad@uer Information option found on both). This issguired
field. You can use the Zoom function to selectdhstomer code you want to use in this field.

7. Customer Name

This is an unlabeled display-only field which deys to the right of the customer code, once a valgfomer code
has been entered in the Customer field. The custoarae is automatically retrieved from the Custofiler

8. Ship-To

This alphanumeric field stores the shipping desitimecode for this invoice. If left blank, this fiealways defaults to
SHIPTO. If you enter a ship-to code in this fidliat code must have previously been set up fostomer in the
Ship-To program. You can use Zoom to select a 8hgmde. The Ship-To code is maintained from thefBReceiv-
ables Menu (Update Customer Information or Updatst@ner Ship-To’s).

9. Doc. Type
This is a one-character field which accepts a vafue

linvoice

Ccredit memo
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10.

11.

12.

13.

14.

15.

Ddebit memo
Ffinance charge invoice

This entry determines how the system treats thamdeat. Each of these document types has a uniquecinon the
Customer’s account and on your ledger accountsftiblank, the field defaults to | (invoice).

Invoice, Credit, or Debit Number

After entering a document type or accepting thadeétalue, the wortinvoi ce, Credit, orDebi t is displayed
to the right of the Doc. Type field. This word ndd&comes the name of this field. This field is thenber for the
invoice, credit memo, or debit memo. In this numéigld, you can enter a value or leave the figthk. If you leave
this field blank, a number identifying the documenassigned when you print the document with ttiet lhvoices
option of the Receivable Ledger Menu.

Recur

This one-character alphanumeric field can be usetiore a character representing a category ofniagudocu-
ments. Recurring documents represent transactiaste repeated, usually periodically. Settingategories
(using a different code to identify each categafyjecurring documents provides you with greatettad when you
run Create Recurring Documents. You could set upigue category for those documents that recur nignt
another code for those that recur quarterly, anfdb.

Ref. No.

This numeric field allows you to associate a debitredit memo with an open item number. For examiplyou are
creating a credit memo, it probably applies to dateng invoice. If that invoice is still open,€i.it has not been paid
in full), you can enter its document number in fied. If the memo is associated with an open jtéra system does
not create a new open item when posting occurteddsthe existing open item is updated. Rather listing a sep-
arate open item, your reports will list the modifi@oen item. If the current document is an inveatber than a debit
or credit memao, this field is skipped. The Zoontdea is provided.

Tax

This six-character field stores a valid tax codgoifi are using multilevel tax. The entry determind®ther tax is to
be calculated on the document. This field defaolthe tax setting established in the Ship-To reéaorif null, the
customer reocrd.

The tax default is displayed as soon as you entatid code in the Ship-To field. If there is ndfaldt specified in
the Ship-To file, the Customer Information recadearched for a default value. If there is nouletpecified in the
Customer record, then the default is taken fromAtbeounts Receivable Defaults record. Refer to “atpdReceiv-
able Defaults” under “The Setup Receivables Memuthis manual.

Descript

This thirty-character alphanumeric field storegiaftdescription of the document. This descripti®used for
reporting purposes.

Acct. Group

This six-character field stores a default accowatig. Account groups expedite data entry by disptag list of
accounts that you can use when entering transactmu can enter an account group, and thereforaptihave to
remember specific ledger account numbers. Accormifgs entered must have been previously enterdain
Account Group program. When you enter an accownumrthe ledger accounts that are part of the gvalipver-
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16.

17.

18.

write any existing detail lines. After you leave tlietail section of the screen, rows with incomgieformation are
eliminated and the Acct. Group field is again satll. You can use the Zoom function to selecaerount group for
this field.

Terms

This six-character alphanumeric field records emmtecode. The terms code determines what, if asgpdint the cus-
tomer is offered for payment within a certain pdrad time. All codes entered must have been preslyoset up with
the Customer Terms program. You can use the Zoatareto select a terms code for this field.

Terms Description

To the right of Terms is an unlabeled display-di#yd which displays the description of the ternosle entered in
Terms. This description is automatically retriefiemm the Customer Terms file upon entry of a validie under
Terms.

P.O.

This is a nine-character alphanumeric field whitthiess an optional purchase order number. This numbg be use-
ful in tracking the order, communicating with thestomer about an order, and so forth.

Receivable Documents Screen—Detail Section

8-6

This section of the form initially displays founés; however, when adding or viewing lines, thiiea of the form
scrolls.

Item No.

This is an eight-character alphanumeric field #tates a free form item number.

Quantity

This numeric (decimal) column stores the quantitieced (invoice), debited (debit memo), or crediiedit
memo). You may enter a decimal point and fractfatesired; integer values are also accepted.

Unit

This six-character alphanumeric column recordautiieof measure used for this inventory item suebZ. (dozen),
EA. (each), CS. (case), and so on.

Description

This twenty-character alphanumeric column stordeszription of the inventory item.

Cd

This field is the multilevel tax code to use foetturrent line item. The tax code used determinesax rate for the
line item.

Keep in mind that the tax rate for freight or mitaeeous lines is determined by the multilevel ¢ales entered in
the fields Freight Tax Code and Miscellaneous TagleCin either the ship-to record, the customerndawr the AR
Defaults record.
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6. Price

This numeric (decimal) column stores the unit po€¢he inventory item entered in the Item No. coiu

7. Amount

This is a system-maintained field. The entry in @ity is multiplied times Price to calculate Amount

Receivable Documents Screen—Totals Section

1. Currency

This 3-character alphanumeric field is the defauftency code for the current customer recoranlly applies if the
Fitrix Multicurrency module is installed and youdesspecified a value for currency code when doingfiourrency
setup.

2. Sub-Total

This system-maintained field totals all chargestendocument, except tax.

3. Misc.

This numeric field records any miscellaneous chatgéie added to the invoice or memo. If the custamoffered
a terms discount, whether or not this discountiappb miscellaneous charges depends on your géttithe
Accounts Receivable Defaults program. Refer to “atpdreceivable Defaults” under “The Setup Receesbl
Menu” in this manual.

4. Freight

This is a numeric field, used to record freightrges that are added to the total amount chargadtstomer. If the
customer is offered a terms discount, whether bthis discount applies to freight depends on yamiting in the
Accounts Receivable Defaults program. Refer to “atpdreceivable Defaults” under “The Setup Receesbl
Menu” in this manual.

5. Net

This field holds the value that is basically Gréssount minus Tax. when Gross Amounts (i.e. taxudeld) are
entered, the net amount is calculated by backingheutax amount. This net amount is posted tdatger account
specified through the program Update Multilevel Todes.

6. Tax

This is a system-maintained field, representingatm@unt of tax charged the customer for the emtireice/memo.
Whether or not tax is charged on miscellaneousfiaight charges depends on the setting in the Atisodeceiv-

able Defaults program. Refer to "Update Receiv8i@taults”" on page 6-3 under “ Setup ReceivablesuVanthis
manual.

7. Total

This system-maintained field totals all chargesh@ninvoice/memo including tax.
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Receivable Documents Screen—Accounting Info Area

When the cursor enters the Misc., Freight, Tax,atal fields, or any detail lines, the “Accountihgo” at the bottom of
the screen will display the accounting informatassociated with that field or item. Accounting imf@ation consists of
an account number, department number, an amouhtyhether the amount is to be posted as a debieolt.

The Accounting Info area:

& Select ltem g@@

File Help

LR

Account Number
Department
Account Mumber and Department

[O ok ] [’;‘ Cancel ]

QYR

As the cursor moves from field to field, the infation in the Accounting Window changes. When thesauis in the
Misc., Freight, Tax or Total fields, you can ergadifferent account number or department codegsfréd. To do so,
Zoom to a pop-up menu and choose to change acnaurtiers, department numbers, or account numberdejait-
ment numbers together. You can also click the Atthg icon to access this pop-up menu.

1. Acct.

This field stores the account number for the leédgeount to which amounts will be posted.

2. Dept.

This field stores the department code. The defaalite for this code is provided by the Dept.Noldfiat the top of
the form.

3. Description

After the Acct. column entry is validated, a degtian of the account number is displayed in thesdfi

4. Amount

This field reflects the amount that will be postedhe ledger account that is displayed in the Afeid. This field is
system maintained.

5. DB/CR

This system maintained field indicates whetheratmount in the Amount field will be posted as a tiebia credit.
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Receivable Documents Screen—Information Window

While in the header or totals section of the scrgen can click the Add-info icon in top left coma the screen to
access the additional information screen.

This screen allows you to enter additional inforimragibout the header and totals sections of tha.foklues in the
fields in this window (except for the P.O. Date}lwe recalculated if the Customer, Date, or Tefiglsls on the Receiv-
able Documents form are modified.

The Information screen:

¢ Extension addinfo g@@
File Edit Help

@ [=AN VK] | @ (7]

Disc. % : [2.000] Disc. Date: |04/14/2007 53| Due Date: |05/14/2007 [R5
P.0. Date: B3| Invoice Motes:

[O ok ] [’;‘ Cancel ]
. . VR

Enter the discount percent available, (Example: enter 2.0 For 2%,

The fields of the Information screen are as follows

1. Disc. %

This numeric field is the percent of the invoicensgmo that a customer may subtract from the tbtaid on or
before the discount date. This field defaults dppropriate percentage based on the Terms cdle @ustomer
Information record for the customer. The Customésrimation record is maintained from the Custornéorimation
Menu and the Setup Receivables Menu (Update Custimfeemation option found on both). If the Custanhefor-
mation record does not contain a default terms éodéhe customer, the terms code from the Recév@bfaults
record is used. The Accounts Receivable Defauttsrceis maintained from the Setup Receivables Melpdate
Receivable Defaults). The Discount Percentagead s calculate the amount of discount that a custonay sub-
tract from the total if paid on or before the disnbdate. Remember, a percentage such as 5 paroelut be entered
as5. 0, not 0.05.

2. Disc. Date

This date field is the last date that a customey pay an invoice or memo and still receive a distdar early pay-
ment. This field defaults to the appropriate datedda on the Terms code in the Customer Informagioord for the
customer. The Customer Information record is maethfrom the Customer Information Menu and theiSet
Receivables Menu (Update Customer Information epfdmind on both). If the Customer Information retdpes
not contain a default terms code for the custotherTerms code from the Receivable Defaults remused. The
Accounts Receivable Defaults record is maintaimethfthe Setup Receivables Menu (Update ReceivablaUulls).

3. Due Date

This date field stores the date that the docunsedtié. This field defaults to the appropriate detged on the Terms
Code in the Customer Information record for the@uer. Changing the date in the Date field causeslate in the
Due Date field to be recalculated. The Customeasrinftion record is maintained from the Customeormiation
Menu and the Setup Receivables Menu (Update Custimfmemation option found on both.) If the Custanhefor-
mation record does not contain a default terms éodéhe customer, the Terms Code from the RecévBbfaults
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program is used. The Accounts Receivable Defaatisrd is maintained from the Setup Receivables MEipdate
Receivable Defaults). The Due Date is printed eoices. It may also be used to determine the atfgeafivoice for
the aging reports.

4. P.O. Date

This date field may be used to record the datecfstomer’s purchase order.

5. Invoice Notes

This thirty-character alphanumeric field storesogational note that is displayed on the invoice.

8-10  Receivable Ledger



Fitrix Accounts Receivable User Guide

Print Receivable Listing

This option generates the Receivable Listing Refdris report is organized sequentially by docurmembber and lists
unposted transactions entered under the UpdatevRbteLedger option. General information aboutreac

invoice/memo and each line making up the transactie printed. This report must be run prior totipgs It should be
reviewed to verify data-entry accuracy.

For an example of the report produced by this optiefer to "1: The Receivable Listing Report" @gp 11-2 in the sec-
tion titled “Sample Reports.”
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Print Invoices

This option prints invoices on printed forms. HHilely that your forms have been modified by yoonsultant. If not,
invoices are designed to print on Harland form neniGEN1. Samples of these (and other) forms aaiadnle from
Harland (1-800-346-5316). See Appendix A, “Fornfer’'more information on other Harland forms usedHityix mod-
ules.

Selecting the Print Invoices option displays thiéofeing:

Select sel_inv
File

: @

Invoice Mao.:

Enter selection criteria to designate some or all invoices and
credit/debit memo numbers that were previously entered under
update receivable documents,

[ 0K ] [’;‘Eancel ]

QYR

Enter invoice number ko select,

The A/R Invoices Selection Criteria form #2:

Enter Starting Invoice Mo.:

[@ ok ] [’;‘ Cancel ]

If no invoice number is entered, the system willigs the next sequential invoice number found enReceivable
Defaults table.

8-12  Receivable Ledger



Fitrix Accounts Receivable User Guide

Post Receivable Documents

This option selects all unposted invoices, creditmos, and debit memos and posts these documehts Accounts
Receivable and General Ledger Activity tables. Rieeeivable Document Posting report is generatetlibyprocess. It

is identical in format to the Receivable Listingoet generated by the Print Receivable Listingaptexcept that the
posting report lists the document number.

For an example similar to the report produced lxy dption, refer to “The Receivable Posting Repddtind in the sec-
tion titled, “Sample Reports.”
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Updating Non-A/R Cash Recelipts

The Non-A/R Cash Receipts program is used to rettmrdeceipts of cash that do not apply to outstenithvoices or
that do not apply to customers’ accounts. Documentisred under this option may be modified untilhstime as you

select Post Cash Receipts.

The purpose of the Non-A/R Cash Receipts prograimiigview, enter, update, and delete documentsé¢paesent a
cash receipt that does not apply to a customecsiat.

The Non-A/R Cash Receipts screen:

¢ Update Non-AR Cash Receipts

File Edit View Mavigation Tools Actions Help
OB |G g LM BE00ED 90
i 0 9 0 0 9 &
# Find Prev Mest Add Update Delele Browse
Mor-4./R Cash Receipts
Date: | 04/02/2007 154
Check Nurmber: | 322433
Deszcription: |FRT REFUND Posted:

Receipt Amount: 500,00

Cash Account: 100000000 & - |000

Account Dept Account Description Received Amount Credit/Debit

730000000 000 FREIGHT (NOT IM C.0.G] 500,00 500.00 CR
&

Total Paid &00.00

Balance Remaining: 0.00

[G 0Ok ] I!:{Cancel ] [EHeader I

Enter ledger account to credit against cash receipt, OvR|

Non-A/R Cash Receipts Screen—Header Section

The header section of the screen provides gendomahiation about the document.

1. Date
This date field records the date that your compaggived the payment. It defaults to today’s systate.

2. Check Number

This ten-character alphanumeric field stores theckmumber of the payment.

3. Description

Thirty characters (alphanumeric) are availableefatering a brief description of the payment.

4. Posted:

A "Y" designates the receipt as posted.
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5. Receipt Amount

This numeric (decimal) field stores the total ree€

6. Cash Account

This numeric (integer) field stores the ledger acdamumber for your cash account that will be iasetl by this
transaction. It defaults to the account set ugCfash in the Accounts Receivable Defaults program.

Non-A/R Cash Receipts Screen—Detail Section

This section of the screen provides a line for dadber account affected by a transaction.

1. Account

This numeric column stores the ledger account nusnihat are affected by a cash receipt (other theaiCash
Account listed in the header; the Cash accountifipédn the header is automatically debited by ahgount entered
for each line in the detail section). The Zoom deatis provided.

2. Dept.

This three-character alphanumeric field storespmadment code that identifies a profit center,\asithon of the com-
pany, etc. Throughout the Fitrix modules, you hidngeoption of posting sales and expenses to speatgfiartments.
The use of department codes is optional. If ledhkl| the field defaults t800. The Zoom feature is provided.

3. Account Description

This system-maintained field displays the naméieflédger account once a valid ledger account nuislantered
in the Account field.

4. Received

This numeric field stores the amount that is postesh account.
5. Credit/Debit

This numeric column shows the amount that is eitledxited or credited to an account.

Non-A/R Cash Receipts—Totals Section

The totals section of the screen is system-maiathin

1. Total Received

This numeric field displays the amount of the figiin the Receipt Amount field (in the header) tiat been
accounted for in the detail section.

2. Balance Remaining

This numeric field displays the amount of the Rptéimount field for which some accounting must bade.
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Updating A/R Cash Receipts

The A/R Cash Receipts program is used to recorchpais that apply to outstanding invoices or thattaribe applied to
customers’ accounts.

Multiple cash receipts can be created per cust@meposting run. This allows you to create receiptsnultiple
invoices per customer.

However, you may not create more than one casliptgmer invoice per posting run. This means thaeigts for more
than one partial payment to a single invoice caieotreated during one posting.

The A/R Cash Receipts screen:

& Update A/R Cash Receipts

File Edit WView Mavigation Tools Actions Help
OB |IOWERPREA BN E00ER 900
i O @ @ 0O 9 @& ¥
% Find Prev Mest Add Update Delete Browsze Options
A/R Cash Receipts
[rate: |[iE 7 Currency Code:
Customer: |2 =] PERFORMANCE AUTO PARTS
Check Mumber: |3213 Drescription:
Feceipt Amount: 439,70 On Account: 0.o0
Automatic Pay: Cash Account: 100000000 (&) - (000 (=)
Mon-attached: M Fosted:
Crnd? | Invoice [ue Date [zc. Date [rzc. Bal Balance Dizcaunt Applied
CEO11E07 09/29/2006 09/29/2006 0.00 0.00 0.00 49.70
36 0131 /2007 014112007 32.00 1600.00 0.00 0.00
41 04/21/2007 04401 /2007 32.00 1600.00 0.00 0.00
43 04/25/2007 04/05/2007 32.00 1600.00 0.00 0.00
Available: 0.00 Tatal Dizcount Allowed: 0.00
Total Applied: 49,70
Total Charge Backs w/rite-offs: 0.o0
Batch ID: 16
(G o | [4cancel | [EEpetsl |
Enter accounting date of cash receipt, 20

Documents entered under Update A/R Cash Receiptdbmanodified until such time as you select PostiIReceipts.
Posting is the process that permanently updatestarmer’s account balance. When entering a cagliptdén the A/R
Cash Receipts program you have a choice of appthi@gayment to specific invoices (or memos), quiypg the
receipt “automatically” to the oldest outstandingadices, memos, and charges.

A/R Cash Receipts Screen—Header Section

The header section of the form provides generafimétion about the document.

1. Date

This date field records the date that your compacgived payment from a customer. It defaults tays system
date.
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10.

Currency Code

This 3-character alphanumeric field is the defauttency code for the current customer recoronlly applies if the
Fitrix Multicurrency module is installed and youMeaspecified a value for currency code when doingfiourrency
setup.

Customer

This twenty-character alphanumeric field storesctistomer code. Customer codes must have beerpsévset up
in the Customer Information program. The Customésrimation record is maintained from the Custonméorima-
tion Menu or the Setup Receivables Menu (Updatadbusr Information option found on both).

Zoom is available for this field. On the query sarehat displays, users can also query based upoiceé Number
in the event they do not recognize the name ottimepany that sent the check (ex., Third Party pajmne

Customer Name

This unlabeled system-maintained field displaysst@mer’s name, once a valid customer code isehtarthe Cus-
tomer field. The customer name is retrieved autaaby from the Customer Information record.

Check Number

This ten-character alphanumeric field stores treckimumber for the customer’s payment.

Description

Thirty characters (alphanumeric) are availablesfwtering a brief description of the payment.

Receipt Amount

This numeric (decimal) field stores the total rgee€lifrom a customer.

On Account

When initially displaying a document, this colunapresents an amount that a customer owes (a oBgive) that
is not associated with an invoice or memo numbanaamount that a customer has available to appiutstanding
invoices and memos (a negative figure). This igstesn-maintained field. This field is updated wiie@ document
is stored (i.e., it is not updated immediately as gre processing a cash receipt).

Automatic Pay

This “command” field accepts an entry¥{yes) orN (no) or nothing. An entry of (yes) causes the program to
apply the entry in the Receipt Amount field to tidest outstanding charges on a customer’s accbaating the
field blank, or entering\ (no) prevents the automatic payment of chargeis. Witl also apply the on-account amount
for the customer by default.

Cash Account

This numeric (integer) field stores the ledger acdamumber for your cash account that will be iasetl by this
transaction. It defaults to the account set ugCfash in the Accounts Receivable Defaults progragfieiRo “Update
Receivable Defaults” under “The Setup Receivableai later in this manual section.
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11. Department

This three-character alphanumeric field (unlabestd)es a department code that identifies a peefiter, a division
of the company, etc. Throughout the Fitrix modules) have the option of posting sales and expeiesgecific
departments. The use of department codes is optibteft blank, the field defaults t600.

12. Non-Attached

This is a single-character alpha numeric fielandty contain a value of Y or N. The default valudlisyou would
change it to Y only if the current document représe transaction (receipt of cash) that is netchtd to or associ-
ated with a customer invoice or other open item.

13. Posted:

A "Y" designates that this record has been posted.

A/R Cash Receipts Screen—Detail Section

The detail section records the individual chargestiich a payment is applied. PressinigAB] places the cursor in this
section of the screen.

1. Cmd?

This column accepts an entryhf2,3,4, 1, C, orP. These choices are listed at the bottom of the famd oper-
ate as follows:

1 Automatic: typingl[ TAB] means an invoice listed on the same line is padbaay discount is allowed as
long as the payment date (as entered in the Daltkdt the top of the form) is within the allottiéme allowed
(specified in the terms set up for the customer).

2 Discount: typing2 [ TAB] applies available cash to an invoice or memo dodia a discount regardless of
the receipt of payment date.

3 No Discount: typing3 [ TAB] applies available cash to the invoice or memo. i@, this command pre-
vents a discount from being allowed, even if paytweas received within the allotted discount time $pec-
ified in the terms offered the customer).

4 Manual: typingd [ TAB] allows you to specify the amount of cash to applsin invoice or memo and the
amount of discount to allow. You cannot apply tmeagcount amount until no other amount is left.

I Invoice Detail: typind [ TAB] opens a window providing information about theadive. From this window
you can view even more detailed information abbatitivoice by selecting the Activity command frome t
command prompt.

C Customer Info: typingC [ TAB] opens the cutomer information record. From heve,gan view customer
activity and also the detail of what makes up theccount amount.

P  Paid Inv: typingP [ TAB] displays a query screen. From here you can fiedipusly paid invoices. This fea-
ture is used when a customer makes a duplicate gratymo a (F)ind to find the paid invoice and thse
options 4 to apply cash to it. When the recordasesl and posted, a new open item with a negathauat is
created.

With all the commands described above, if the arhauailable to be applied to an invoice or memgri&ater than
the invoice:

e Any excess amount is available to apply to othéstanding invoices or memoas;
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e If the total amount applied is less than the toégleived, the user is prompted "Amount Receiverkeds
amount Applied." Do you want to apply this rema@ash to another customer?" If N is entered, ¢berd
will be stored and the excess cash will be putamoant. If a Y is entered, another cash receipisescdis-
plays with the excess cash as the receipt amaurdilable to be applied to another customer account

If the amount applied to an invoice is less thanittvoice amount, user will be prompted "Createearid Y/N". If a
"Y" is entered, the following screen displays:

& Update A/R Cash Receipts
File Edit View Mavigation Tools Actions Help
OBR|OWREEQA BBHNB00ED 00
ia 090 0 @ & @
% Find Prev Nest Add Update Delete Browse Dptions
A/R Cash Receipts
[2E] Currency Code:
Customer: | 2 =) PERFORMANCE AUTO PARTS
Check Number: | 3213 Description:
Receipt Amount: 4370 On Account: 0.00
Automatic Pay: Cash Account: 100000000 (=] - (000 (=]
Non-&ttached: N Posted:
Cmd? | Invoice Due Date Dsc. Date Dzc. Bal Balance Dizcount Applied
CBO11607 09/29/2006 09/29/2006 0.00 0.00 0.00 49.70
36 01/31/2007 01172007 32.00 1600.00 0.00 0.00
41 04/21/2007 040172007 32.00 1600.00 0.00 0.00
43 04/26/2007 04/05/2007 32.00 1600.00 0.00 0.00
Available: n.an Total Discount Allowed: 0.00
Total Applied: 49.70
Total Charge Backs write-offs: 0.00
Batch ID: 16
[@ox | [fcancel | [EEDetsi |
Enter accounting date of cash receipt, VR

Typ: This field defaults to "C" for chargeback. Thisused when a customer makes a deduction on thetkamd
you want to identify this deduction with a chargelbaumber that is more intuitive than just leavinbalance asso-
ciated with the existing invoice number.

If you want to write off the deduction amount chariyp to" W". When the record is stored and postededit
memo will be automatically created that will clé¢lae invoice balance.

Date: Defaults to the invoice date.
Description: free form field for entering a description for thigargeback / write-off.

Amount: Defaults to the difference between invoice amaumt cash applied. You can change this amount if you
need to create multiple chargebacks per invoicevé¥er, the total of all amounts must equal theedéfhice between
the invoice amount and cash applied.

Invoice:

This ten-character alphanumeric column storesrth@i¢ée or memo number of outstanding invoices omo®

Due Date

This date field records the date that paymentlirnduequired. It is determined by the invoicealat conjunction
with the terms code set up for the customer.
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4. Dsc. Date

This date column records the last date that a m&tonay pay an invoice or memo and still receidésaount for
early payment. The payment must be received areteghinto the system by this date.

5. Dsc. Bal.

This column displays the amount of remaining dist@yailable to the customer. This reflects thé tieee amount
remaining; that is, when you are processing a fwiey to allowing a discount amount for the invaithis column
shows how much discount is available. After spéagythe amount of discount to allow, this columingnediately
reduced.

6. Balance

The Balance column displays the balance of theig@zdhe total amount of the invoice yet to be p#ia figure
appears in the Applied column, the amount in thiaze column has been reduced by this figure. ttikeDsc. Bal
column, this column is updated immediately as avoie is being processed.

7. Discount

This column records the amount of discount allowedng the current payment processing of the inwdiite.

8. Applied

This column is the total amount by which the ineomlance is decreased during the entry of thiskchihis
includes both the cash applied and the discouoivald.

A/R Cash Receipts Screen—Totals Section

This section of the form is system-maintained.

1. Available

The value displayed in this field is updated as gpmcess the cash receipt document. This valleiamount of a
cash receipt still available that can be applieddditional charges on the customer’s account.

2. Total Discount Allowed

This field displays (on-line) the amount of discbalfowed a customer during the processing of & caseipt.

3. Total Applied

The figure displayed in this field represents the-line) sum of cash applied plus discount allowadng the pro-
cessing of a cash receipt.

4. Total Chargebacks / write-offs:

The figure displayed in this field represents thm of chargebacks / write-offs created.
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Print Cash Receipts Listing

This option prints a report listing all unpostecdments entered and modified under Update A/R Rasleipts and
Update Non-A/R Cash Receipts. This report shouldubeo verify data-entry accuracy. It must be mthprior to select-
ing Post Cash Receipts. The report is organizedesiglly by document number: it lists general mfiation about a
cash receipt, as well as each account that istaffdiry a transaction.

For an example of the report produced by this optiefer to "4: Cash Receipts Listing"” on page ia-#he section titled
“Sample Reports.”
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Post Cash Receipts

This process posts all unposted cash receipts damtsnto the Accounts Receivable and General Le#igivity tables.
The cash receipts documents that are posted chemobdified or deleted once they have been po$tedorrect an
error after posting has occurred, you must ent@vea (adjusting) transaction under Update ReceivBbleuments.

The format of this report is very similar to th@oet generated by the Print Cash Receipts Listptgpo. For an example,
refer to "5: Cash Receipts Posting Report" on ddgé found in the section titled: “Sample Repdrts.

8-22  Receivable Ledger



Fitrix Accounts Receivable User Guide

Print Receivables Journal

The Receivables Journal is organized by documembey; it lists each account posted to by a recéévdbcument or a
cash receipt document, as well as the debit oiitczetbunt of the posting. The report includes theice number for
each transaction. After selecting Print ReceivaBtagnal, a Selection Criteria screen is displajkmiving you to spec-

ify the starting and ending date for transactigstedl on the report.

The Receivables Journal Selection Criteria screen:

& Select - dat_rnge
File

i@
Start D ate: |[I il [I3| End Date: |03/31/2007 (@3
[O ok ] [’;‘ Cancel ]

QYR

Enter the beginning date you wish to select,

Both the Start Date and End Date default to todsystem date, but the can be changed. CliciKgbegins processing.

For an example of the report generated by thiooptefer to “The Receivables Journal” in the gectitled “Sample
Reports.”
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Print Cash Receipts Journal

The Cash Receipts Journal is identical to the Rabéts Journal except that the Cash Receipts Jdistseonly cash
receipts information. The Cash Receipts Journatganized by document number; it lists each accpasted to by a
cash receipt document, as well as the debit oiitcaetbunt of the posting. The report also idensifiee check number
for each transaction where the check number wasethtAfter selecting Print Cash Receipts Jourrgslaction Criteria
screen is displayed allowing you to specify thetstg and ending date for transactions listed @nrtport.

The Cash Receipts Journal Selection Criteria screen

& Select - dat_rnge

File:
: @

Start D ate: |[EENEENNY RX3| End Date: | 03/31/2007 EE3

[O ok ] [’;‘ Cancel ]

Enter the beginning date you wish to select, 20

Both the Start Date and End Date default to todsysem date, but they can be changed. ClickiKgbegins process-
ing.

For an example of the report generated by thiaptefer to "7: Cash Receipts Journal" on pag8 ithe section
titted “Sample Reports.”
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Print G/L Activity

This option produces reports that prints Accourgsdvable accounting data by ledger account. Akdgcting Print
G/L Activity a submenu is displayed providing yogtmice of a summary or a detail report:

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

File ‘View Exscuts Selings Help

de¢mEZ@

i c-id o Accounts Receivable
e | il Receivable Ledger
3 Accourpy 2 Custot & & Updals Pl G/L Activity

4 Orderl g 3 Senp = Pt R 5 5 Print Activity Summary

o e Prntin = Priet Activity Detail '
y
B Purhi g 8 Admin I o PostR ] BN ! .
7 MulicL g 9 setup @] ‘.‘

e Updale Mon-A/R Cash Receipts

& Fayroll 5] Exit & 1 Update AR Cash Receipts © Copyright 2007

8 Fixed Assels ) g Print Cash Recsipls Listing Eﬂl;i's"?ffa"f&'sm

& Replenishment 2 n PostCash Receipts

e L

Bl e [Z) i Print Receivables Joumal

ol Bt =
5 Kk Print GiL Activity
g | Create Finance Charge Invoices
Eq' m Create Recurring Documents
o z Batch Maintenance

3] Exit

Status Idle Socket: sock224/10.0.0.95/20020

The summary report lists a ledger account anddfa¢ debit or credit amount posted to that accaiuming a specified
period of time. The detail report also lists a ledgccount; under each account is a list of aludunts that posted to the
account, as well as the debit or credit amounho$é postings.

After selecting either the summary or the detgibrea Selection Criteria screen displays allowing to designate the
starting and ending date for the report.

The General Ledger Activity Selection Criteria e

Select - dat_rnge E]
File:
: @
Start Date: |[18 I 33| End Date:
[ ok ] [Q:‘ Cancel ]
Enter the beginning date you wish to select, 20

Both the Start Date and End Date default to todsyssem date,but they can be changed. Clickigbegins processing.

For an example of the reports generated by thisoptefer to reports for General Ledger Activitgports 8 and 9, in the
section titled “Sample Reports.”
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Create Finance Charge Invoices

The Create Finance Charge Invoices option creates€e Charge documents. These documents can signtigdoe
modified or deleted through the Update Receivaldeubnents option. This report also generates thaenem Charge
report. After selecting this option, a Selectiont&ia screen is displayed allowing you to spewifyich documents
should have finance charges applied.

The Finance Charge Selection Criteria screen:

& Select screent g@@

File:

O

Finance Charge Date: | 1€
Charge on: |D [ = Due Date | = Invoice Date
Mumber of Dayz Due: | 15
Finance Charge Percent: 158 %
Minimum Charge: h.00
TakeF.C.onF.C:|M

[O ok ] [’;‘ Cancel ]

QYR

The Finance Charge Selection screen contains Hosvfng fields:

1. Finance Charge Date

This is the date that will be assigned to the nesmbated finance charge documents. This field disfémtoday’s
system date.

2. Charge on

This one-character required field accepts an esftyfor “Due Date” orl for “Invoice Date.” This code controls
whether the selection of invoices (for applyingafiice charges) is determined by the due date oicedate of the
original document.

3. Number of Days Due

Charges are created for documents with either dtessdr invoice dates older than the Number of Mayes.

4. Finance Charge Percent

The amount of the charge is determined by the Em&harge Percent. EXAMPLE: enfer5, not .015. for one and
one-half percent.

5. Minimum Charge

Any finance charge amount less than the figureredtmto the Minimum Charge field is convertedhie tninimum
amount.
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6. Take F.C.onF.C.

If you type "Y" into this field the process createfinance charge on any previously posted finaheagges within
the entered date range. If you type an "N" theesysdoes not create finance charge invoices forigusly posted
finance charges. This is a required field.

For an example of the report produced by the CHeimignce Charges option, refer to “The Finance @h&eport”
in the section titled “Sample Reports.”
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Create Recurring Documents

This option automatically creates a new receivdbleument from “recurring documents”—transactioret tire entered
frequently or periodically. Refer to the discussadmecurring documents under “Update Receivableubments”.

Newly created documents are placed in the Recavabtuments table and may be modified or deletexditih the
Update Receivable Documents option.

The Recurring Documents screens are displayedsstecting the Create Recurring Documents progidrase screens
contain the line description, invoice date, andiRexrg code. In the recurring code field you carstany single-charac-
ter alphanumeric code. This code should designpseticular category of recurring documents. Famagle, one code
might represent those documents that recur on dahtydoasis. When you post receivable documentslsctng Post
Receivable Documents those documents with an @nthe Recur field are posted and saved for fuisesin the
Receivable Documents table (their Posted stati¢'igyes).

After selecting Create Recurring Documents a Sielec@riteria screen displays, allowing you to eriter following
information.

& Select ent_data
File

: @

Define Default Data
Line [tem Description:
Inwoice Date: (044012007 53

[O ok ] [’;‘ Cancel ]

Enter the invoice date, Press [ENTER] for no default invoice date, 20

1. Line Item Description

Enter the new line item description that will prot the invoices this program creates. For exanifpyeu care cre-
ating invoices for the January Mainenance Feeswauld type "January Maint Fees".

2. Invoice Date
Enter the invoice date that should be assigneldgaodcurring inovices when they are created.

Next, the prompt for the recurring code displays:

& Select ar_re... E|E|g|

File:
: @

Fecurring Code: |k

[O ok ] [’;‘ Cancel ]

QYR

You can enter a single code, several codes, argeraf codes. After clickin@K the recurring documents are created
and stored in the Receivable Documents table.
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This process generates the Recurring Invoice rephbis report lists each recurring document createtithe ledger
accounts affected by the recurring transactione document number is assigned to the recurringmdeat, which can

be cross referenced with the edit list. For an garof this report refer to “The Recurring DocumBeport” found in
the section titled “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 Execute Seftings Help

Sl mEZ2@

el 5 \nventory Control

e Ui g Administration
3 Accolt g 2 Inventt g 5 Check Database Status

4 Orderlgy 3 Inventc B b check Database Cannections
5 Inventtigs 4 Setup gb o Ewport Database

B Purche 7 Multiler 5 ¢ Update Database Statistics

7 MUiEL B 8 Admin g p Purge Activity
B Payiollgy 8 Sstup g < Shutdown Database

9 Fired F 5] Exit ¢ 1t Statup Database ; © Copyright 2007
g Fourth Canarati
4 Replenishment B z Update Batch Infarmation Sartware Salutions, Inc.

b Report Writers ﬂ =

o] Esit

DD ODOBREERRD

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 istrator. Please contact your Fitrix Represewsator 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

» 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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Fitrix 5.20 Database: bettyb Printers: Lexmark2/Lexmark 2

File ‘iew Ewecute Seftings Help

sddemEg@

S 5 Inventory Control
Bt LR g Administration
3 AocOUtgy 2 nventc s a Chack p Purge Activity

4 Order iz 3 Inventt &g b Check B h Merge Customer Activity
5 | I
wenltgs 4 Setup 4 d Export = i Print Duplicate Gustomer Infa
6 Purchefgy 7 wultile 4 o Updati B | Merge Ship-To Activity
7 Mulict g5 & Admin 5 p Purge ﬂ Bt
8 Pavolls 9 Setup g s Bhutdown Database
9 Fixed .!-ﬂ Exit 2k 1 Starlup Database
a Replenishment

© Copyright 2007
Fourth Genaration
B z Update Batch Information Software Solutions, Inc.

b Report Writers ﬂ Exit

&f Exit

focoegoeopoEOE

‘_ Status [dle Socket: sock224/10.0.0.95/20020

Merge Customer Activity - this program is useful when a company changesesand you want to set up a new
customer code that reflects the new company namhé¢hem transfer all sales history/activity to tlewncode.

Merge Customer Activity

File Edit Wiew Mavigation Tools. Actions Help

OB OURPHA HRE 0

: @
ioAdd
Customer Merge
WARMIMG: This program will transfer all activity. open itemz. and
reference records from the old customer code ta the new customer
code and then delete the old customer code.
Enter Old Customer Code: | |
|PERFORMANCE &UTO PARTS |

Enter Mew Custamer Code: i14 |

[@ 1[4 ] [&1 Cancel ]

Enker Old Customer Code, Rilks

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, shi{i-twan not be merged. What you will need to ddiig ¢ase is
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

Enter the Customer Code. R

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 bedssible 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 chapigitied Batch Control Maintenance in Betting Sarted With
Fitrix guide for information on this program.
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SQL Queries

*  Why SQL Queries are run

* SQL Commands - Select, Order By, Group By

0L Queries 10-1



Fitrix Accounts Receivable User Guide

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, allowwyto enter and run
standard SQL queries with a simple set of commantieer 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 produgtiwiols, you must know how SQL itself works. Thoumlparticular
SQL front-end tool may differ, the basic instruatisets should work in a similar manner. This seciiroduces you to
the basic use of these statements and gives yoopdes 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 aeakenter the names of the columns. For exampigufwant 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 theddimnary. In order to select specific columnsyyaust know what
they are named in the database. Some SQL quemsnsygirovide a display of these column and tableasaffypically,
however, you must work from printed table defimitso There are SQL queries that allow you to reg¢riefformation
about the names of the columns and tables in ttadbdse, but they are not covered here.

Notice that the different column names are sepdiagecommas. This is usually required. The lasticwi name does not
have a comma after it.

Using Math in the SELECT Statement

You can also include mathematical operations witlinr SELECT statement. The mathematical operatwsgnized
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, anmount, anount * .077 FROM stgactvd
You do not need to use literal amounts as parbaf ynath. You can use other column names.
SELECT doc_no, amount, anount / doc_no FROM st gactvd

You can combine multiple mathematical operatios éxample, you can multiply, divide, add, and sadttall 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 ordeeoégence of mathematical operations.

SELECT doc_no, amount / (1 + 2)
FROM st gact vd

This expression adds 1 + 2 before dividing this $ntm 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@iamake 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, whiclxactly 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 waysetect the proper rows from a table. For examplthe General Led-
ger detail table, there is a column that contaimesdepartment code. Note that even though depattroeles typically

consist of digits, it is still a character fieldytra 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 lsagith the character 1.
SELECT * FROM stgactvd WHERE departnment MATCHES "*10*"

This finds any rows where the department code auhtae 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 sotgleacter. It does
not find a department beginning with 10, but igénl10, 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 immejafollow 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 tesdlected, the data must pass all tests joined dy th
AND clauses.

* OR: Makes the clause less restrictive. To be selethedjata 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 utm_nan®e rel ati onal - oper at or val ue

or

WHERE col umm_nan®e rel ati onal - operator val ue
OR col um_nane rel ati onal - operat or 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 hunBegs in which the department code begins with 1vaindse doc-
ument number is less than or equal to 100 arealetted. Rows in which the document number is greahin one hun-
dred, but in which the department code does nanbeigh 1 are alsmot selected.

SELECT * FROM stgactvd WHERE department MATCHES "1*"
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AND doc_no > 100

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 number 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 stgactvd 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* andcardent 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*"
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OR department MATCHES "*1"
Incorrect:

SELECT. ..
OR MATCHES "*1"

WHERE Using LIKE

LIKE is a keyword that works almost identically MATCHES. The major difference is that it has diffiet wild cards.
Instead of using an asterisk to match charactegpsreent sign (%) is used. Instead of question markmatch 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). Valees used must be enclosed with quotation marks.

WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that yant 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 shovovwpéo 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 ordtr thhe smallest value first. The wrong examplesdoet produce an
error message, but no rows are selected.

Correct:
SELECT * FROM stgactvd WHERE anount BETWEEN 10 AND 40
Incorrect:
SELECT... BETWEEN 40 AND 10
You can also use BETWEEN to specify a range ofgdatealphanumeric characters.

SELECT * FROM st gactvd WHERE orig_j ournal
BETWEEN "A" AND "Z"

This query selects all documents with an originarjal code beginning with a capital letter.
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WHERE Using IN

Use the keyword IN to compare the value in a coluvith a list of possible values. You could do tlhene thing using a
series of ORs, but IN makes this somewhat morégbtrforward.

The syntax:
WHERE col um-nane IN (list of values)
Here is an example of selection from a list of gassvalues.

SELECT * FROM st gactvd
WHERE orig_journal IN ("AR',"AP","Q")

This select statement finds any rows which cordd) 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 gmor 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 zafto are not
considered NULL.

You may wish to identify the values that are NULbem selecting records. For this purpose, you h&wUWLL key-
words for use with the WHERE clause.

The syntax:
WHERE col umm_nane | S NULL
For example:
SELECT * FROM stgactvd WHERE department | 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&élysvord NOT to select records that act matched by your
selection criteria. NOT can be used with the follayvkeywords:

« MATCHES
* LIKE

« BETWEEN
« IN
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 NULL
For example, if you wanted to find all records watralue NOT NULL in the department column, useftilewing:
SELECT * FROM st gactvd WHERE department |'S NOT NULL.
finds all the rows with values in the departmentiom

SELECT * FROM st gactvd WHERE orig_j ournal
NOT IN ("AR',"AP","Q&")

selects all rows that have orig_journal codes @natnot 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 betlinrevaapital letter
SELECT * FROM stgactvd WHERE departnment NOT MATCHES "1*"

selects all rows where the department code doelsayin with 1
SELECT * FROM st gactvd WHERE department NOT LIKE " 1%

selects all rows where the department code doelsay 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 activeiple, stgactvd, contains the information aboghdme item that is
posted to the system. It does not contain the liafsiomation about the document, such as when & evaated and a gen-
eral description of the document. This informati®in a general reference table for all transastion the system. This
table is called stxtranr.

To see the document date as well as the informatiamut 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 el, table2,...
WHERE t abl el. col umm- nane=t abl e2. col utm- nane

The WHERE clause causes the SELECT statementumrenly those rows where the specified columneaich 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 calimeed 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 figinwounts for the individual lines that make upams$action, selected
from the general ledger activity table, along witle corresponding document date and descriptiothetransaction
from the general transaction table.

SELECT st xtranr.doc_no, doc_date, doc_desc, anmpunt
FROM st xtranr, stgactvd
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WHERE st xtranr. orig_journal =stgactvd. ori g_j ournal
AND st xtranr.doc_no = stgactvd. doc_no

This selection produces one row for each line Wt entered under the Update General Journal ogieceh line con-
tains the document number, the document date @berigtion of the transaction, and the amount pbftethat line.

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 whiable 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 our nal

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 choicgxdafanr 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.
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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 thas not
been selected. For example, to see all of the nowse General Ledger activity table sorted by doent 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 gactvd
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 ogabjaurnal, and within
each original journal, organized by department nemilse 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. Thesealledcaggregate
functions because they work on a group of rows. Wthey are used, you do not see the individual themselves, but
the results of the operation on all rows or groofo®ws.

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 colwpecified 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 totdés the rows selected.

These aggregate functions are used like column siafter the SELECT keyword. They do not subtotdéssyou use
the GROUP BY clause (explained in the next section)

Correct:
SELECT sum(anpunt) 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 colum-1ist, aggregate-functi ons FROM t abl e- nane
GROUP BY col um-1i st

For example:

SELECT doc_no, sum(anmpunt) 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 columecsedl.

Correct:

SELECT doc_no, acct_no, sun{anmpunt) FROM stgactvd
GROUP BY doc_no, acct_no

This produces a line for each uniqgue combinatioa dbcument number and an account number. In atbets, you get
the sum for document number one, for the first antmumber, then the sum for document number arehé 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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The following pages show examples of the reports generated by Fitrix Accounts Receivable.
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1: The Receivable Listing Report

11-2

Receivable Listing

File Mavigate Help

(ORI 1> AR

|

Page: 1

Account
zlooooooo
430000000
llo0o00000

Description: PRO SWCE FEE

-00o0 ACCRUED ZALES TAX
-00o0 OTHER INCOME
-z00 ACCOUNTE RECEIVAELE

Date: 04/0Z/Z007 Receiwvable Listing
Time: 13:21:14 DARTE PLUS DISTRIEUTION
Batch: 13 0Owner: bettyh
Document Number: UNAZSICHNED Doc Date: 03/30/2007
Customer: 1Z - CLASSIC PARTS UNLIMITELD
Humber:

Type: INVOICE

Amount
-oo
z,000.00
z,000.00

CR
CR
DE

**++ End of

Total Debits
z,000.00

Report.

Total Credits
z,000.00

|~

| v
3
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2: The Default Invoice Form

D e

INVOICE

SOLD SHIP
TO: TO:

ORDER [ CUSTOMERALESMAN PURCHASE
D | ORDER NO SHIP VIA

NO.

QUANTITY QUANTITY QUANTITY

Srorned S0 SH|PBACKORDERED ITEM NO. DESCRIPTION UNIT PRICE | EXTENDED PRICE

SUB TOTA

SALES TA

FREIGHT
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3: Recelvable Posting Report

11-4

9 Post Receivable Documents

File Mavigate Help

<< X >R

Date: 04/0Z/Z007 Leceiwvable Documents Posting List
Time: 13:24:56 DARTE PLUS DISTRIEUTION Page: 1
Batch: 132 0Owner: bettyb Posting Sequence: 3
Docunent Number: 50 Doc Date: 03/307/E007 Type: INVOICE
Customer: 1Z - CLASSIC PARTS UNLIMITELD
Humber: 439
Description: PRO SWCE FEE
Account Amount
Zl0000000 -000 ACCRUED ZALEZ TAX .00 CR
430000000 -000 OTHEER INCOME Z,000.00 CR
110000000 -Z00 ACCOUNTE RECEIVAELE Z,000.00 LB

**++ End of

Total Debits
z,000.00

Report.

Total Credits
z,000.00

|~

|

€
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4. Cash RecelptsListing

Cash Receipts Listing

Gle Mavigate Help

(ORI 1> AR

|

Date: 04/0Z/Z007 Cash Receipts Listing
Time: 13:26:57 DARTE PLUS DISTRIEUTION Page: 1
Document Number: UNAZSICHNED Date: 04/0Z2/2007 Check Number: 322433
Customer: - NOT FOUND
Description: FRT REFUND Check Amount: S00.00
Account Amount
720000000 -000 FREIGHT (MOT IN C.0O.G) Eoo.oo0 CR
100000000 -000  CASH ACCOUNT Eoo.oo0 DE
Total Debits Total Credits
Eoo.oo Eoo.oo

***%* End of Report.

S
| v
3
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5. Cash Receipts Posting Report

9 Post Cash Receipts

File Mavigate Help

<< X >R

|

Date: 04/0Z/Z007 Cash Receipts Posting List
Time: 12:27:50 DARTE PLUS DISTRIEUTION Page: 1
Posting Sedquence: &

Document Number: 11 Date: 04/0Z2/2007 Check Number: 322433
Customer: - NOT FOUND
Description: FRT REFUND Check Amount: S00.00 -
Account Amount
720000000 -000 FREIGHT (MOT IN C.0O.G) Eoo.oo0 CR
100000000 -000  CASH ACCOUNT Eoo.oo0 DE
Total Debits Total Credits
Eoo.oo Eoo.oo

***%* End of Report.

S
|
3
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6: Recelvables Journal

Receivables Journal

File Mavigate Help
-~
Date: 0470272007 Accounts Receiwvable Journal
Time: 13:28:44 DARTE PLUS DISTRIEUTION Page: 1
Eetween 02370172007 and 0373172007
Document Date Invoice No Customer Code - Customer Business Name
40 O2FZZ7E007 40 12 - CLAZSSIC PARTE UNLIMITED
110000000-200 ACCOUNTS RECEIVAELE lz00.00 LE
Z10000000-000 ACCREUED SALES TAX -oo CR B
450000000-000 RENTAL INCOME lz00.00 CR
41 O2FZZ72007 41 2 - PERFORMANCE AUTO PARTE
110000000-200 ACCOUNTS RECEIVAELE le00. o0 LE
Z10000000-000 ACCREUED SALES TAX -oo CR
450000000-000 RENTAL INCOME le00. o0 CR
4z O2FZ6/E007 4Z 12 - CLAZSSIC PARTE UNLIMITED
110000000-200 ACCOUNTS RECEIVAELE lz00.00 LE
Z10000000-000 ACCREUED SALES TAX -oo CR
450000000-000 RENTAL INCOME lz00.00 CR
43 O2FZE/E007 43 2 - PERFORMANCE AUTO PARTE
110000000-200 ACCOUNTS RECEIVAELE le00. o0 LE
Z10000000-000 ACCREUED SALES TAX -oo CR
3 | L
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7. Cash Receipts Journal

11-8

t Cash Receipts Journal

File Mavigate Help

<< X >R

Date: 04/0Z/Z007 Cash Receipts Journal
Time: 13:23:459 DARTE PLUS DISTRIEUTION Page:
EBetween 03/01/2007 and 03/31/2007
Document Date Check HNo Reference
9 03/26/2007 32131
Customer: 10 - FISHERS SUPPLY
100000000-000 CASH ACCOUNT 13544 _02DE
110000000-000  ACCOUNTS RECEIVAELE 2877.33CH
110000000-000  ACCOUNTS RECEIVAELE 1Z1.&65CHR
110000000-000  ACCOUNTS RECEIVAELE 15545 0OCE
in 0273072007 1233E1
Customer: 1 - ACTION AUTOPARTS
100000000-000 CASH ACCOUNT 27 .000E
110000000-000  ACCOUNTS RECEIVAELE 27 .00CHR
Total Debits Total Credits
13, E71.08 13, E71.08
)

|

€

|
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8: G/L Activity Summary Report

Q Print Activity Summary

File Mavigate Help
<< X >R
-~
.|
Date: 04/0Z/Z007 G/L Activity Summary Accounts Receiwvable
Time: 13:30:359 DARTE PLUS DISTRIEUTION Page: 1
Eetween 023/01/2007 and 0470272007
Acct.  Dpt. Description Debits Credits Net Activity
100000000-000 CASH ACCOUNT
z0,071.08 -oo z0,071.08 —
110000000-000  ACCOUNTS RECEIVAELE
-oo 13, E71.08 (19, 571.02)
110000000-200 ACCOUNTS RECEIVAELE
8,200.00 -oo 8,200.00
Z10000000-000 ACCREUED SALES TAX
-oo -oo -oo
450000000-000 RENTAL INCOME
-oo &,.200.00 (&, 20000}
430000000-000 OTHER INCOME
-oo z,000.00 (EZ,000.00)
720000000-000 FREIGHT (HNOT IN C.0.G)
-oo Eoo.oo (EOD_ 00}
Total
Debits Credits Net Activity
zg,871.08 zg,871.08 o.oo
= | 28
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9: G/L Activity Detail Report

Q Print Activity Detail

File Mavigate Help

(ORI 1> AR

Date: 04/0Z/Z007 G/L Activity Detail

Accounts Receiwvable

Time: 13:31:27 DARTE PLUS DISTRIEUTION Page:
EBetween 03/01/2007 and 04/02/2007
Src Doc # Date Lef Description Debits Credits
Begin Balance: .oo
100000000-000 CASH ACCOUNT
CR 3 02/Z6/E007 10 13, 544 08
CR 10 0272072007 1 z7.00
CR 11 04/02 /2007 Eoo.oo
FRT REFUNL

Total Activity for Account: 100000000-000 E0,071.08
End Balance: E0,071.08
Begin Balance: .oo
110000000-000  ACCOUNTS RECEIVAELE
CR 3 02/Z6/E007 10 15,545 00
CR 3 02/Z6/E007 10 1z1.69
CR 3 02/Z6/E007 10 2,877,339
CR 10 0272072007 1 z7.00
) |

|
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10: Finance Charge Report

9 Create Finance Charge Invoices

File Mavigate Help
-~
Date: 04/0Z/Z007 Finance Charge Invoices
Time: 13:3E:36 DARTE PLUS DISTRIEUTION Page: 1
Finance Charge Date: 0373172007
Charge on: Due Date
Mumbher of Days past Due: 15 -
Finance Charge Percent: 1.50 %
Take FC on FC: N
1 - ACTION AUTOPARTS
Doc Invoiceff Due Date Invoice Balance
1t AR-1E l0/05/2008 z7.00
1e AR-1& 10/1&/2008 470.00
232 1 11/08/2008 l04.00
28 0z/14 /2007 228760
Total Amount Past Due: 1046860
Total Finance Charge: 1E57.03
8 | 28
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11: Recurring Document Report

Q Create Recur.

File Mavigate Help
~
Date: 04/02/Z007 Lecurring Invoice
Time: 13:34:01 DARTE PLUS DISTRIEUTION Page: 1
Document Number: 42 Date: 03/26/2007
Customer: 1Z - CLASSIC PARTS UNLIMITED
Description: MONTHLY REANTAL
Account Amount
210000000 - 000 ACCRUED SALES TAX .00 CR =
450000000 - 000 MONTHLY RENTAL FEE 1,200.00 CR
110000000 - Z00 ACCOUNTS RECEIVAELE 1,200.00 LB
Document Number: 43 Date: 03/26/2007
Customer: 2 - PERFORMANCE AUTO PARTS
Description: MONTHLY RENTAL FEE
Account Amount
zlooo000o - ooo0 ACCRUELD: SALES TAX -00 CR
450000000 - 000 MONTHLY RENTAL FEE 1,600.00 CR
110000000 - Z00 ACCOUNTE RECEIVAELE 1,600.00 DB
Total Debits Total Credits
2.400_00 2.400.00
< | 3w
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12: Customer Information Summary Report

9 Print Summary by Code

File Mavigate Help
-~
Date: 04/0Z/Z007 Customer Information Summary
Time: 13:34:49 DARTE PLUS DISTRIEUTION Page: 1
Code Business name
1 ACTION AUTOPARTS
Contact: EILL WALEER Thone: 404 225 4146
in FISHERZ EUPPLY B
Contact: RICH HENDERZON Thone: Z17 446 23374
11 T&Wl AUTOSPORT INC
Contact: EILL SPRING Thone: 215 4432 EEc4d
1z CLAZSIC PARTE UNLIMITED
Contact: EEN ANDERSON Thone: EZ159 993 L4326
1z GARDNER GEMERAL PARTE CO.
Contact: JANET GARDMNER Thone: EZ0& 778 3342
14 COMPETETION SPECIALTIES
Contact: ERUCE WEIGHT Phone: EZ0& 287 E1332
1t OLYMPIC AUTO WAREHOUZE INC
) |
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13: Customer Information Detail Report

Detail by Name

File Mavigate Help

<< X >R

Date: 0470272007 Customer Information Detail
Time: 13:3E5:48 DARTE PLUS DISTRIEUTION Page: 1

Customer Code: 1

Business Name: ACTION AUTOPARTS Tax:
Contact: EILL WALEER Thone: 404 225 4146
Address 1: 14307 15T ZTREET
Address Z:
City, State, Zip: ATLANTA GL 30399

Country: TEL

Currency Code:

Open Item/Bal Fuwd: 0 Last Statement Date: 04714720068
Statement Cycle: 1 Last Statement Amount: a000.00
Finance Charges? T Last Payment Date: 032/30/Z007
Finance Charges Tax Code:

Credit Limit: lt0000.00 On Account Amount: o.oo0
Default A/R Account: 110000000-000 Current Balance: 130513.68
Terms Code: A HET 30
Discount Code: CASH CAZSH DIZSCOUNT
Salesperson Code: WM WILLIAM MILLEER

Commission Code:
Aocount Group: ARINVC ACCOUNTE RECEIVAELE INVOICE
Payment Method: AR -Expires: 2/9E
Card Number: Z3E54 200 277 053
Cardholder: EILL WALEER
Tax: State: County: City:

|~

| v
3

|
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14: Customer Labels

ustomer Name

File Mavigate Help

<< X >R

|

ACTION AUTOPARTE
14307 13T STREET
ATLANTA, GA 30333 USh

CENTRAL 4 WHEEL DRIVE INC.
141l & FOPE CREEE LANE
ATLANTAL, GA 34443 US4

CLAZSIC PARTS UNLIMITED

22501 TEZND

CLEARING POINT EUSINESS CENTER
S0UTH EED, IN 04454 US4

COMPETETION SPECIALTIES
Z2E501 WEST MARTIN DRIVE
EENT, Wi 28773 US4

) i

|
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15: Customer Terms

Customer. Terms

File Mavigate Help

<< X >R

|

Date: 0470272007 Customer Terms

Time: 13:37:ZE DARTE PLUS DISTRIEUTION Page: 1

Code Description Due days Disc days Disc percent -
ES NET 20 20 o.ooo

E 2710 NET 20 DATS 20 in z.000

C NET 1t 1t o.ooo

il NET 4E5 DAYES 45 o.ooo

E 2715 NET 4L DATE 45 1t 2.000

S
|
3
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16: Default Satement Form

REMITTANCE ADVICE
STATEMENT RETURN THIS PORTION

OF ACCOUNT WITH YOUR PAYMENT

STATEMENT DATE YIS TATEMENT DATE m

CHECK ITEMS

BEING PAID
DATE REFERENCES CHARGES CREDITS BALANCE REFERENCE AMOUNT

CURRENT PAST DUE

PLEASE
PAY
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17. Customer Aging Summary Report

ry By Name

File Mavigate Help

(ORI 1> AR

-~
Date: 04/0Z/Z007 Customer Aging Summary By Name
Time: 13:33:09 DARTE PLUS DISTRIEUTION
Age by: Due Date Aging Date: 0372317z007

Current 1l to 30 Days 31 to &0 Days &1 to 20 Days 21-1z0 Days Over 120

1 - ACTION AUTOPARTS -
FPhone: 404 S35 4146 Last Pay Date: 03/30/2007 Last Awt. Paid: 27.00
Total: 120,512 68 120,045 08 -oo 9,.867.60 -oo -oo &0l.00
2 - CENTRAL 4 WHEEL DRIVE INC.
Phone: 404 F6F 3764 Last Pay Date: Last Ant. Paid: a.oo
Total: 2,696.85 -oo -oo -oo -oo -oo 2,696.85
12 - CLAZSSIC PARTE UNLIMITED
Phone:Z13% 993 L5436 Last Pay Date: Last Ant. Paid: a.oo
Total: 26,836 55 24.,.887.40 -oo 1.200.00 -oo -oo 14315
< | 2>
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18: Customer Aging Detail Report

t Aging Detail By Name

File Mavigate Help
-~
Date: 04/0Z/Z007 Customer Aging Detail By Name
Time: 13:40:00 DARTE PLUS DISTRIEUTION
Age by: DIue Date Aging Date: 0372317z007
Invoice Due Date Current 1l to 30 Days 31 to &0 Days &1 to 20 Days 21-1z0 Days Over 120
1 - ACTION AUTOPARTS
FPhone: 404 S35 4146 Last Pay Date: 03/30/2007 Last Awt. Paid: 27.00
AR-1E l0/05/2008 z7.00
AR-1& 10/1&/2008 470,00
1 11/08/2008 l04.00
0z/14 /2007 9,.867.60
23 04/21 /2007 112,210.00
44 04/25/2007 6, E3E.02
Total 120,512 68 120,045 08 -oo 9,.867.60 -oo -oo &0l.00
2 - CENTRAL 4 WHEEL DRIVE INC.
Phone: 404 F6F 3764 Last Pay Date: Last Ant. Paid: a.oo
AR-Z1 l0/05/2008 z,548.00
AR-ZZ l0/28 /2008 442 95
24 11/08/2008 £33._30
Total 2,696.85 -oo -oo -oo -oo -oo 2,696.85
_ | ¥¥
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19: Receivable Defaults

Receivable Defaults

File Mavigate Help

<< X >R

Date: 04/0Z2/2007
Time: 13:41:51

Peceiwvable Defaults
DARTE PLUS DISTRIEUTION

Freight Multitax

Code: NOTAX

Calculate Tax on cash Discounts:

H

Gross Invoice Entry: N

Tax Percentage Rate: 7.90
Terms Code: A HET 30
Take Discount on: Misc: N Freight: N Tax: N
Default Account Numbers
AR o ll0000000 Sales: 400000000 Msc.Zales: 400000000 Tax: Z00000000
F.C.: 420000000 Freight: 400000000 Cash: 100000000 Discount: 420000000
Multilewvel Tax
Miscellanecous Multitax Code: NOTAX Default Multitax Code: NOTAX

Berquire Approwal to post?:

S

H

Age On: D D=Due Date I=Inwvoice Date
Aging days - (Description, Days)
Current 1 to 30 Days 3l to &0 Days &l to 90 Days
u} 20 &0
I=s AR Zetup Complete?: T Batch - Inwvoices?: T Receipts?: N

|
3

|
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20: Account Groups Report

9 Print Account Groups

File Mavigate Help

(ORI 1> AR

|

Page: 1

Date: 04/0Z/Z007 Account Groups

Time: 13:4EZ:Z6 DARTE PLUS DISTRIEUTION
Acocount  Acocount Group Acocount
Grp Cd. Description Mumher

Description

APVCHR ACCOUNTE PAYAELE WOUCHER

120000000-000
E03000000-000

INVENTORY
PURCHASE DISCOUNTS -

ARINVC ACCOUNTE RECEIVAELE INVOICE

110000000-000
400000000-000
100000000-000

ACCOUNTE RECEIVAELE
PARTS SALES
CASH ACCOUNT

CASHATP A/P CASH DISEURSEMENT

100000000-000
Z00000000-000
E03000000-000

CASH ACCOUNT
ACCOUNTE PATAELE
PURCHASE DISCOUNTS

CASHAR A/R CASH RECEIPTS

110000000-000
100000000-000
4Z0000000-000

ACCOUNTE RECEIVAELE
CASH ACCOUNT
RETURNS AND ALLOWANCES

DEPREC DEPRECIATION EXPENSE

S

F45000000-000
181500000-000
182500000-000

DEPRECIATION EXPENSE
FUPRNITURE & FIXTURES DEFP.
TRANSPORTATION EQUIP. DEP.
| >

€
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21: Customer Open Items Report

t Customer Open ltems

File Mavigate Help

<< X >R

Doc Moo

Date: 04/0Z2/2007
Time: 13:43:46

Invoice

Customer Open Items
DARTE PLUS DISTRIEUTION

Date Description

Page: 1

Ealance

|

15
1
33
38
33
44

1 - ACTION AUTOPARTE

AR-15
AR-18
1

33
44

0370572006 REPAIR OPFDER (SUECONTRACTED)
03/16/2006 AC/DELCO AND CHAMPION ASSORTMT
10/02/200& REPATRS: REF: 123463 RP-8366d
01/15/2007

03/2z /2007

03/2&/2007

Customer Balance

27.
470.
104.

9,867,

113,810,

6,235,

130,513,

Total Customer Balance

130,513,

|~
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22: Customer Ledger Report

Q Print Customer Ledger.

File Mavigate Help
(ORI 1> AR
-~
Date: 04/0Z/Z007 Customer Ledger Page: 1
Time: 13:44:46 DARTE PLUS DISTRIEUTION
Eetween 0170172006 and 1E2/317E006
AR Aeotiwvity for: 1 - ACTION AUTOPARTS
Date Tran Type Tran # Description Amount Balance
Beginning Balance .oo
07 /0572006 PAYMENT SETUP SETUP ON PAYMENT A -1,z432.00 -1,z432.00
07 /0572006 INVOICE AR-1Z VARIETY NOWELTY PA 1,E242.00 -oo
0771272006 PAYMENT SETUP SETUP ON PAYMENT A —-2E2.00 —-2E2.00
0771272006 INVOICE AR-13 ASES0ORTED FILTERS 252,00 -oo
0271672006 PAYMENT SETUP SETUP ON PAYMENT A -loo.o0 -loo.o0
0271672006 INVOICE AR-14 TREW WHEEL EBEARING 1z7.00 z7.00
03/0572Z006 INVOICE AR-1E REPATIR OFDER (SUEC z7.00 E4_00
03/16/2006 INVOICE AR-1& AC/DELCO AND» CHAMP 470.00 Ez4.00
03/27/2006 INVOICE AR-17 HOLLEY CAREURATORE 2EE.50 24930
10/09/2006 INVOICE 1 DEPATIRZ: REF: 1234 l04.00 952,50
) |

Sample Reports 11-23



Fitrix Accounts Receivable User Guide

23. Customer Activity Detall

9 Print Customer Activity Detail

File Mavigate Help

<< X >R

Date: 04/0Z2/2007

Customer Actiwvity Detail BReport

S

Time: 13:46:49 DARTE PLUS DISTRIEUTION Page: 1
Sales Documents 01/01/2006 thru 12/31/2008
AR Aectiwvity for 1 - ACTION AUTOPARTS
Date Inv No Trans Type Amount Ck No Balance TTD Sales
Beginning Balance .oo .oo
070572006 AR-1Z INVOICE 1,E242.00 1,E242.00
070572006 AR-1Z DATMENT -1,Z432.00 SETUP 1,E242.00
0771272006 AR-13 INVOICE 252,00 1,&01.00
0771272006 AR-13 DATMENT —-2E2.00 ZETUP 1,&01.00
0271672006 AR-14 INVOICE 1z7.00 1,7z8.00
0271672006 AR-14 DATMENT -l00.00 SETUPR 1,7z8.00
0273072007 AR-14 DATMENT —E7.00 1233E1 1,7z8.00
03/0E/7Z006 AR-1E INVOICE z7.00 z7.00 1,755.00
0371672006 AR-1& INVOICE 470.00 470.00 Z2,EZE.00
03/Z7/E2006 AR-17 INVOICE 2EE.50 Z,550.30
0l/1e/2007 AR-17 DATMENT —-2EL_30 131321 Z,550.30
1070972008 1 INVOICE l04.00 l04.00 Z2,654.30
Total Due: £01._00

|

|
3
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24. Dunning L etter

File Mavigate Help
-~
AcctF: 12 Date: 04/0Z2/2007
CLAZSIC PARTE UNLIMITED
ZEZE01 7END
CLEARING POINT BUSINEZS CENTER
SOUTH BED, IN 04454 L
Ush
Dear EEN ANDERSON
We show the following inwvoices are now thirty days past due:
Invoice No: Invoice Date: Due Date: Amount Due:
25 01/01/2007 0z/15/2007 lz00.00
If payment has not yet been sent please zend payment in full or
if this information is incorrect please call us at: S00-3E5-573E
Sincerely,
) |
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25:Company Setup Report

t Company Information

File Mavigate Help

<< X >R

|

Date: 04/0Z/Z007 Company Information
Time: 13:L54:Z6 DARTE PLUS DISTRIEUTION Page: 1

Comparny Name: PARTS PLUS DISTRIEUTION
Addressl: 1110 MAIN STREET
AddressZ:

City, State, Zip: SEATTLE WA 98133 \\S
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

|~

|
3
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26: Account Number Ranges

9 Print Account Number. Ranges

File Mavigate Help

<< X >R

Date: 04/0Z2/2007
Time: 13:55:00

Account Number Ranges
DARTE PLUS DISTRIEUTION

Page: 1

|

First Current Asset
First Fized Asset

First Current Liabkility
First Long Term Liakility
First Erquity or Capital
First Income or Sales
First Cost of Goods

First Operation Expense

|~

Account
Account
Account
Account
Account
Account
Account

Account

100000000
180000000
Z00000000
270000000
300000000
400000000
E00000000
&00000000

CURRENT ASSETS
FIXED AZSETS
CUR LIAEILITIES
L/T LIABILITIES
CAPITAL

INCOME

COST OF GOODE
EXPENSES

|
3
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27: Chart of Accounts

9 Print Account Number. Ranges

File Mavigate Help

<< X >R

Date: 04/0Z2/2007
Time: 13:55:00

Account Number Ranges
DARTE PLUS DISTRIEUTION

First Current Asset
First Fized Asset

First Current Liabkility
First Long Term Liakility
First Erquity or Capital
First Income or Sales
First Cost of Goods

First Operation Expense

|~

Account
Account
Account
Account
Account
Account
Account

Account

100000000
180000000
Z00000000
270000000
300000000
400000000
E00000000
&00000000

CURRENT ASSETS
FIXED AZSETS
CUR LIAEILITIES
L/T LIABILITIES
CAPITAL

INCOME

COST OF GOODE
EXPENSES

|
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28: Multilevel Tax Codes

9 Print Multilevel Tax Codes

File Mavigate Help

(ORI 1> AR

|

Date: 0470272007 Multilewvel Tax Codes
Time: 1E5:3E5:11 DARTE PLUS DISTRIEUTION Page: 1

Multilewel Tax Code: ATLTAX

Multilewvel Tax Rate: 7.80

Description: CITY OF ATLANTA TAx

Country : US4
Province / State - GA

Accounts Receiwvable Account: Z10000000 ACCRUED SALES TAX
AR Discount Account: Z10000000 ACCRUED SALES TAX

Accounts Payable Account: 638500000 SALEZ TAX EXPENEE
AP Discount Account: €32500000 SALES TAX EXPENZE

S
|
3
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29: M ultilevel Tax Groups

9 Print Multilevel Tax Groups
File Mavigate Help

(ORI 1> AR

|

Date: 04/0Z/Z007 Multilewvel Tax Groups
Time: 1E:3E:EE DARTE PLUS DISTRIEUTION Page: 1

Multilewel Tax Group Code: NOTAX
Tax Group Description: NO TAX -

Tax Code Description Rate Cumuilative

HOTAX HO TAx 0.00 T

Multilewel Tax Group Code: SELTH
Tax Group Description: SEATTLE ZALES TAX

Tax Code Description Rate Cumuilative
EINGCO COUNTY OF EING TAX 1.320 u
SEACTY CITY OF ZEATTLE TaX 2.10 u
) |
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Glossary

Account: An account is a classifying or summarizing deviteepresents a category of transactions thatsabas
entity has decided to track. All transactions rdedrin a journal are subsequently posted to twoare accounts. A
transaction is posted as a debit or credit entgntaccount. The difference between the totallafeddit entries and
the total of all credit entries posted to a sirmgleount is referred to as the account’s “balanbegending on the
type of account, an account’s balance is eithaessed or decreased by a debit or credit entryl§sbés and Cred-
its).

Account Number: Each account in the Chart of Accounts is iderdifiy a uniqgue number, up to nine digits long.
Accounts of a given type usually are grouped byantnumber. For example, all asset accounts nbigdin with a
“1” followed by up to eight numbers.

Table 1: A Basic Chart of Accounts

Number Account Description 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

Account Types: There are three basic types of accounts: assleiljty, 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.ingystem, a new
accounting period is created every time you clagelee existing period. You are not limited to ajiyen number of
periods during the course of a year. A transadtiah takes place in the current year falls into ohtihese 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 acsoémjusting entries are usually made for one af tw
reasons. One reason is to record unrecorded eseclisas revenue earned but not received. The i@hson is to
correct accounting errors.

Age: The number of days between the date on a pantidoleument and the “aging date.” When processinggimng
report, the system prompts for the aging dateptee determines which date to use as an aging(&se.Customer
Aging. See also Vendor Aging.)
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Alphanumericfield: 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 busiBiash in a bank account is an asset, as is ascount
receivable (the money owed a business by its clustmAssets need not be paid for to be considesselts. Asset
accounts are increased by a debit and decreasadreglit.

Audit Trail: The ability to verify and track accounting trartsaes or ledger balances.

Automatic Reorder: The process of generating purchase orders fontowgitems whose quantity falls below the reor-
der point.

Average Cost: Average cost is a method of calculating the cbsiv@ntory 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 agreemshtf 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 usuasigerto
diskette or tape. File backups are insurance apsyistem 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 sholy the transactions that affect the
current period. For balance forward customers, matmare applied to the oldest invoices first.dntrast, “open
item” statements show each outstanding invoice,payinents may be applied to a particular invoice.

Balance Sheet: The balance sheet shows the current financialitonadf a company. The balance sheet lists ashats,
bilities, and capital. It is usually totaled in twmain sections. The first section totals assets.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 enialkinesses.

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 invoiceocA-A/R
receipt may not even apply to a customer’s account.

Cash Receipts Journal: The cash receipts journal is the journal into utatl 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 accasimcludes all the different accounts used in samm
rizing the transactions and current condition bfiainess.

Glossary-2



Fitrix Accounts Receivable User Guide

Check Journal/Cash Disbursement Journal: This is the journal into which all cash disbursens activity is recorded,
thus affecting the balances of accounts in the lgayladger.

Column: A column is a category slot into which you entédbormation in a table. For example, if the compuynigts
“Enter Company:” on the form, the space followihg tolon is the “column” into which informationastered. 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 vwthecbompany
sells. This cost is recorded at the time of safe Balance of these accounts is increased withiaaled decreased
with a credit.

Count Adjustment Account: This is a balancing account that is posted to whennventory quantity-on-hand is
adjusted—in this case there is no correspondirgy@aburchase of inventory.

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 acknowledgmenawirent. 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 tceimee 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 ysédring the operating cycle of a business (usuaily
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 summarizedalstatement.

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 whichepqect payment from the customer. Customer
terms typically include the period of time withirhigh you expect to be paid, any discounts alloveedearly 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.
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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 decsem$stger account. Some accounts are increasaehlitg while oth-
ers are decreased by debits. How a credit or défbitts the balance of an account depends on geediyaccount
involved. If used in reference to customer accqumben a customer purchases goods from you, yoit 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, at dedino refers to a document notifying the custothat
his account has been debited (increased).

Debitsand Credits: Each transaction entered into a journal, and exdigtposted to the subsidiary and general ledgers,
consists of debit and credit entries to two or mammeounts. A ledger account balance is the diffexdretween all
debit postings to that account and all credit pgsti Whether a debit or credit posting to an actmaneases or
decreases the account balance depends on theftgpeonint.

The basic accounting equation &ssets = liabilities + capital. Accounts (assets) on the left side of the acéognt
equation are increased with a debit. Those on itite side (liabilities and capital) are increaseithwa credit.

Retained earnings is a type of capital accoungmae and expense accounts are a subset of retsn@dgs. Reve-
nues increase retained earnings, and because lcapitaunts are increased with a credit, revenuewds are
increased with a credit. Similarly, expense acceoutgcrease retained earnings and capital accotenideareased
with a debit. Therefore, expense accounts areasewt with a debit.

Deleting a Row: Deleting a row is the process of removing it frira computer database after it has been added or
updated.

Department Code: A three-character department code identifies whpebfit center” an account belongs to. If you are
not using profit centers, the default departmeiteds “000.” Refer to the entry for Profit Centéwms an example of
the use of department codes to set up profit cemtghin a company.

Document: Transactions entered in the FitBysiness system are referred to as “documents.” Differentials
(accounts receivable, accounts payable, for exgmpdg be used to record different types of docusiddbcuments
consist of debit and credit entries to two or mledger accounts. In order to save a documentdthaiment must be
in balance; that is, the total of all debit entmesst 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 ware-
house. The items go directly from your vendor taryocustomer.

Employee Code: Each employee in the Payroll system is identiigad unique six-character code. Although an
employee’s name and social security number carsée to sort and view data on an employee, the graploode is
the key used throughout the Payroll system to wiigidentify an employee.

Employee Type: Each employee in the Payroll system can be agsdoréth an employee type which is identified by a
unique six-character code. The employee type pesvatcess to default setup values for the emplayeeprovides
a means for grouping employees.

Expense Accounts. Expense accounts are used to track the cost nfdisiness. They are a subset of retained earnings
(a capital account). At the end of a period of tifmsually a year) the difference between the wialll income
account balances and the total of all expense att@lances is calculated and that balance isfeaes to retained
earnings. After transferring this figure to retalrearnings, the balance of each income and ex@etseint is set to
zero. Capital accounts are decreased with a d&diause expenses decrease capital, expense acamulintsreased
with a debit.

Field: A field is a data-entry or display area on a foArfield may or may not correspond to what is altjustored in a
table in the database.
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FIFO: “First-In First-Out"—One of several methods of el@hining the value of inventory and calculating tiost of
goods sold. Using the FIFO method, it is assumatithie “first inventory items in” (the oldest invtery items) are
the “first inventory items out” (the first items bee shipped).

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 thieptyas
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@aimount, treating it as a single payment to whisingle unit of
the “rate” value is applied. Thus the “calculatedlue due to a flat rate is the same each tingedpplied.

FOB: FOB stands for “free on board” or “freight on bddrThe FOB point determines when the title to adurct
changes hands; that is, it determines at what ploénbuyer assumes ownership of a product. FOB sioree—but
does not necessarily—affects who pays the freigatges for shipping a product. In some busine$sesdller pays
freight up to the FOB point and the buyer pays ftbmFOB point. Similarly, in some businesses @& 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 “heddeble at the top of the form and several rowsrfra “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 balancddslated 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 Statement: The income statement (also referred to as a ‘fpaofi loss” statement) records the changes inyequit
associated with business operations for a speqifeeidd 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 repreflemtgalue 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 & $o customers, including calculation of
costs and prices.

Inventory Item: This is a single unit of merchandise from inventor
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Item Code: An item code is a unique alphanumeric string iif@ng a type of inventory item.

Journal: Journals are used to sequentially record businassactions. Each transaction consists of a tiehitleast one
account and a credit to at least one (differentpant. Journal entries are posted to ledger acspthdrefore, every
entry made in a journal ultimately has an effectl@balance of two or more ledger accounts. Aw@atng system
may include multiple journals, each used to reeosgecific type of transaction. The most basic tfgeurnal is the
general journal. In addition there may be an actoreteivable journal, an accounts payable jouaral,so on.

Ledger: A ledger consists of a group of accounts and detitcredit entries representing transactionsatffectt the
account balance. A group of accounts is calledigde The general ledger includes all accountsdigt the chart of
accounts. Subsidiary ledgers comprise subset®dfttart 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 afaulating the cost of inventory items. With thé-0 method
those inventory items “last in” (most recently puaised) are considered the “first out” (first tosiodd).

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 incon 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 thgrplhledger.

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.
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Posting: Posting is the process of transferring transast{dncuments) from the journal to the ledger.

Posting Sequence Numbers: All processes which “post” entered data into aiegde area for completed documents have
reports that feature a posting sequence numbeseligmbers 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 compargr fwhich profits can be calculated separately. Salel
expenses for that division are designated with patenent Code.

Table 2:

ﬁﬁ;ﬁgg: De;éacl)r(tjrgent 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

Purchase Order: A purchase order represents the purchase of matideafrom a vendor.

Purchasing: The purchasing system is one of several FRtiginess modules. It provides an automated method for
tracking purchases, tracking receiving, and projgotash requirements.

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 whidheacounts receivable transactions—invoicing,
credits, and debits—are recorded. When postedg thassactions affect the balance of accountsamebeivable
ledger.

Receivable L edger: A receivable ledger is the ledger that includéshal accounts affected by accounts receivablestran
actions—invoices, cash receipts, and customertsradd debits.

Retained Earnings: Retained earnings is the increase in equity thatrbsulted from profitable operations; net income
to date minus dividends to date.

Row: A row is one set of specific information withirtable. For example, an account table contain$iallnformation
about a single account in an account row. An acctalnle contains as many rows as there are diffeesounts.
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Satement: The customer statement shows the current acfivitg given customer. The statement shows outstgndi
invoices, recent payments, credits, and debitsgatistomer’s account.

Sore or Record: Recording or storing a row is the process of qqitim the computer database after it has beerddd
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 insit@unting records. Typically, such an event ingslthe
transfer of money, product, or services. Each &etisn entered in the Fitrix
Business system is referred to as a “document.”

Trial Balance: This is a work sheet used as a preliminary stggt®rating a Balance Sheet. The trial balancdissirg
of every ledger account, along with its debit anetlit 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 inaheount
table, for example, you are updating a row witthiat table.

Vendor Accounts: Though not an “account” in the general ledger seasrendor account is used to summarize what a
vendor is owed at a particular point in time. A deris account is summarized by an aging statement.

Vendor Activity: Activity refers to any transaction involving a \dar that affects the balance of a vendor or ledger
account. A summary of activity shows all transatsiaffecting those balances over a specified perfidisne.

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 tiffeidnt ways. In the first, an aging report can putstanding ven-
dor invoices into categories, ranging from thoseently due to those past due. With this method,abing catego-
ries reflect ever more serious levels of overdugrnt.

In the second, an aging report can arrange outistguv@ndor invoices into categories, ranging frémose currently
due to those that will be due in the future. Tleisart is a projection of cash requirements. In ¢hise, the aging cat-
egories reflect amounts due farther in the future.

Vendor Balance: The vendor balance is the amount owed to or oweal\®ndor. If you owe a vendor money, the ven-
dor’s account has a credit balance. If the vendasoyou money, the vendor’s account has a detanbal A ven-
dor’s balance is the sum of all open items pentgiid that vendor.

Vendor Terms: Vendor “terms” are the conditions under whichtkador expects payment from you. Vendor terms typ-
ically include the period of time within which y@xpect to pay that vendor’s invoices, any discoafitaved for
early payment, and the time frame within which sdidtounts are allowed.
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The standard Fitrix products have been designed to work with forms manufactured by the Harland company. These forms
can be ordered through the Harland company, at 1-800-346-5316. Sample forms are also available.

It is likely that your programs have been modified by your data processing department. If this is the case, Harland can
design custom forms to your specifications.

The forms, form numbers, and form types are listed below.

Table1:

Form Number 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
4GENG6 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
Dwa83 Double Window Envelopes
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