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Chapter 1

Introduction

*General description of Accounts Payable

+Features and capacities of Fitrix Accounts Payable
*Types of information tracked by Accounts Payable
Effect of transactions on ledger and vendor information

*Reference programs

A/P Accounting Cycle 1
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Accounts Payable Introduction

Your Accounts Payable personnel do more than just pay the bills. They are involved in building a relationship with
your vendor by making sure all payments and contractual conditions are fulfilled. They also add to the bottom line
when taking advantage of vendor discounts offered by paying invoices in a timely manner. Managing your suppliers
needs while managing your cash flow requires a flexible and adaptable Accounts Payable system.

The Fitrix Accounts Payable module provides a comprehensive solution for managing your cash expenditures. It
records transactions and obligations to vendors, offers flexible cash disbursement capabilities, and takes advantage
of discounts offered for invoices paid by the discount due date. The financial reports available include a payables
aging report and a future cash requirements report which provide valuable business insight for cash management
decisions.

2 AJP Accounting Cycle
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Accounts Payable - Features/Functions Highlights

Features:

Modular Integration — Direct integration with the Purchasing and General Ledger modules.

Online Access To Vendor Activity and History — the vendor activity program provides a listing of all invoices
entered in the database for the vendor with flexible sort and query logic plus drilldown to payment history capa-
bilities.

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

Vendor Hold — ability to flag a vendor as “On Hold” so that automatic payment selection will not pay the ven-
dor.

Remittance Address — supports multiple Pay-To addresses.
1099 Screen — automatic creation of year end 1099 screens.

Recurring invoice capabilities — Automatically creates recurring invoices such as a monthly lease payment
without repetitive data entry.

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

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

Use Tax — multilevel taxing capabilities for multiple localities such as state, county, and city. Canadian tax han-
dling (GST/PST) is also supported.

Account Groups - the ability to set up a group of general ledger accounts by an account group code that is
stored with the vendor code. This code is then used when entering vendor invoices so that you do not have to
remember the GL distribution for the invoice thereby streamlining data entry.

Reports

Reports available include:
* Vendor Aging
* Vendor Ledger
» Vendor Open Item Report
+ Cash Requirements Report
» Check Register
« Outstanding Checks Report
» Check Reconciliation Report
*  GL Activity By Account Number for AP Transactions Only
* Vendor Labels

A/P Accounting Cycle 3
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* Vendor 1099s

Information Tracked by Accounts Payable

The Accounts Payable system tracks two kinds of information: ledger information and vendor information. The
system uses both types of data to produce reports describing the current condition of your accounts payable.

Ledger information relates to your company's profit and loss statement and balance sheet. It resides in various ledger
accounts, and comprises debit and credit postings to the accounts. This activity results from business transactions.
Transactions affect the amount of cash in the bank, the amount of sales or money owed in different categories, and
so forth. Once entered, a transaction generates ledger accounting information. This is distinct from vendor infor-
mation.

Vendor information pertains to the specific condition of an individual vendor's account. The system saves vendor
transactions in an Open Items program. Open items are transactions on which you still owe money. Future transac-
tions, such as checks paid to a vendor, affect open items.

Entering documents into the system generates both types of information. We use the term "documents" to reflect
the fact that these entries are normally the computerized record of actual physical documents.
There are four basic document (transaction) types in A/P:
+ vendor invoices
+ vendor credits
» vendor debits
+ checks to vendors
These affect both ledger and vendor information. There is another document that only affects ledger information—

the non-A/P check (sometimes known as a "cash disbursement"). It records the payment of money which does not
affect any debt to a vendor.

Basic Transaction Steps, Posting, and Audit Trails

When you enter and process an A/P document, it changes ledger and vendor information in a series of steps. During
the process, the system provides opportunities for you to catch and correct errors. It also creates an audit trail so you
can later track the origin of changes to your system balances.

1. Enter the transaction into the system.

This records the physical document that represents the transaction and gives it a unique identifying number in the
system. The five types of documents are entered manually, and two special types—the automatic check and the re-
curring invoice—can be created by running a special process. Several of these documents (A/P checks, vendor cred-
its, and vendor debits) can be associated with a previous document (called a reference document). The reference
document is the one whose balance is changed by such entries.

2. Print an edit list.

An edit list (sometimes called a "listing") is a report listing the documents you have entered. This step allows you to
check and correct any mistakes you made in entering the documents.

4 AJP Accounting Cycle
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For vendor checks, you can make sure all data is accurate before printing the actual checks.

3. Post accounts payable documents.

You can post documents at any time—daily, weekly, or monthly. You cannot directly change a posted document.
Posting updates the vendor accounts, the open item balances, and creates ledger entries.

Activity Program/Audit Trail

The posting process also updates an activity program. The activity program is your audit trail. It shows every
transaction that affects any of the balances in the system. In Accounts Payable, the activity program contains two
separate entries for each transaction—one for ledger information and another for vendor information.

Ledger activity is in the screen of credits and debits affecting the ledger accounts. If you use Fitrix General Ledger,
activity posts automatically to your General Ledger accounts and changes the account balances. If you use another
General Ledger, you can still print a summary of your A/P ledger activity for your accountant.

Vendor activity in the activity program either increases or decreases amounts of the documents in the Open Item

table. If the activity is a new A/P invoice, the system creates a new open item. If the activity is an A/P check, vendor
credit, or vendor debit, the system changes the balance of the existing open item referenced by that transaction.

A/P Reports

The A/P system can capture information generated by transactions and produce a variety of reports in two basic cat-
egories:

1. Reports about ledger information.

You can print the accounts payable ledger or the general ledger activity program.

2. Reports about vendor information.

You can print vendor ledgers and aging as well as payment due information.

End-of-Period Processing in A/P

Accounts Payable has no end-of-period processing that corresponds directly to general ledger tasks at end-of-period.
You can run most of the A/P functions and processes at any time.

Reference Programs

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

Here, we will list reference programs and explain which menu and menu option to use to set up each one.

Account Groups:

Use "Update Account Groups" (Payable Ledger menu or Setup Payables menu). This program stores the group code
and description for groups of ledger accounts. These groups of ledger accounts then can be easily retrieved.

A/P Accounting Cycle 5
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Account Number Range:

Use "Update Account Number Ranges" (Setup Company menu). This program stores the range of account numbers
associated with each type of account: Asset, Liability, etc.

Checks:

Use "Update A/P Checks" and "Update Non-A/P Checks" (Check Processing menu). This program stores all un-
posted and posted checks.

Checking Accounts:

Use "Update Checking Accounts™ (Setup Company menu). This program stores the number and description for each
asset account designated to serve as a checking account.

Company Information:

Use "Update Company Information" (Setup Company menu). This program stores the name and address of your
company for reports. It also stores department codes and department descriptions. The use of these codes is optional.

Ledger Accounts:

Use "Update Ledger Accounts" (Setup Company menu) or "Update Ledger Accounts" (Payable Ledger menu). Each
document in this program is one of your general ledger accounts. The program stores the account number, its de-
scription, an optional subtotal group, and whether or not the account is increased with a credit or debit.

Multilevel Tax Codes:

Use "Update Multilevel Tax Codes" (Multilevel Tax menu) to enter tax codes. This program stores the tax codes
that are then used in "Update Payable Documents" (Payable Ledger menu) and "Update Vendor Information” (Ven-
dor Information menu and Setup Payables menu).

Open Items:

Use "Update Vendor Open Items" (Setup Payables menu) to enter beginning balances. You may change the to-pay
information in this program with "Update To-Pay Information" (Check Processing menu). The Vendor Open Item
program stores information about posted invoices, credit memos, and debit memos.

Payable Defaults:

Use "Update Payable Defaults" (Setup Payables menu). This program stores default account numbers and vendor
terms. It also stores information on the four aging periods for the Vendor Aging report. There is also a field that in-
dicates that Accounts Payable setup is complete.

Payables:

Use "Update Payable Documents" (Payable Ledger menu). This program stores un-posted and posted invoices,
credit memos, and debit memos.

Terms:

Use "Update Vendor Terms" (Vendor Information menu). This program stores information that pertains to the pay-
ment terms. Each record stores a terms code and its description, due days, discount days, and discount percentage.
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Vendors:

Use "Update Vendor Information” (Vendor Information menu) or "Update VVendor Information” (Setup Payables
menu). This program stores the vendor code, business name, pay-to addresses, and many default values for an indi-
vidual vendor.

Void Checks:

Use "Void Posted Checks" (Check Processing menu). This program stores the document numbers of checks to void.

Different Databases & Data Sets

Fitrix Business products come with two distinct sets of data. The "standard" data set contains only the data required
to run the software (such as standard messages), and is otherwise an empty database ready for you to add you live
data: the "sample" data set contains data that is used for tutorials and other training purposes. While your Fitrix in-
stallation may include several different databases used for different purposes with database names such as ’live’,
’sample’, ’standard’, or ’training’, each database will be installed with either the ’standard’ or ’sample’ data set.
Databases using the *sample’ data set are used so that anyone who is new to the system can see examples and run
options without risk of damage to the real accounting data of your company.

In addition to the standard and sample data sets, different company databases may be set up for your system by your

authorized Fitrix reseller so that you can run multiple companies. The name of the current company is displayed on
the top left portion of the menu.
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A/P Accounting Cycle

*The basic processes that make up the A/P Accounting Cycle

*Menus and menu options involved in A/P Setup

*Menus and menu options involved in processing A/P transactions

Activities and associated menus and menu options involved in A/P end-o-f period activities
Activities and associated menus and menu options involved in A/P year-end activities

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

The accounting cycle for Accounts Payable follows the basic Fitrix Cycle. After the general company setup proce-
dure, there are A/P specific setup, transaction processing, and end of period activities.

AP
Setup

A/P
Transaction

Processing

A/P
End of Period
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Accounts Payable Setup

Setup for the Accounts Payable module involves defining default values for various accounts and processes, enter-
ing vendor information, and recording and verifying existing open items.

Vendor Information Menu
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Setup Payables Menu
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Payable Defaults

Update Payable Defaults (required)

Default values for payment terms and the ledger account numbers for cash and discount for A/P are set up
through this option. Aging criteria are also established here for A/P. During transaction processing, if any of
the above are not explicitly specified, the system looks to these defaults for the appropriate entry. Setting the
value in the Accounts Payable Setup Complete field to "Y" is the last step of the setup procedure. While you
can reverse this by setting the Accounts Payable Setup Complete back to "N", we do not recommend it.

Print Payable Defaults (optional)
This option prints out a listing of data entered through "Update Payable Defaults" (Setup Payables menu).
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Account Groups
» Update Account Groups (optional)
This option is used to enter and maintain account groups.
» Print Account Groups (optional)

This option prints out a listing of account groups with code, description, and ledger accounts.

Vendor Information
« Update Vendor Information (required)
This option is used to enter and maintain vendor address and detail information.
» Update Vendor Pay-To's (optional)

This option is used to maintain additional vendor address information when a vendor has multiple remit to
addresses.

* Print Vendor Information (optional)

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

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

This option is used to enter, modify, and delete outstanding vendor invoices. You can only update open
items before setup complete is setto Y.

« Print Vendor Open Items (optional)

This option prints a report, sorted by vendor, listing open items entered during setup.

1099 Cash Accounts
» Update 1099 Cash Accounts (optional)

This option designates certain cash ledger accounts for 1099 cash purposes. This step is optional and can be
done before or after setup is complete.

Update Payment Methods

This option is used to set up the payment method that is then used when setting up your vendors. For Accounts Pay-
able, the payment code will be "AP" and the payment type will be "A" meaning you have terms with your vendors.

Update Checking Accounts

This option is found on the Company Setup submenu. Cash accounts from which you issue checks can be set up as
checking accounts. This will allow you to use the A/P check reconciliation feature. See Chapter 7.
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Setup Complete

Setting the Set Up Complete value to Y is the last step before transaction processing can begin. The procedure is as
follows:

Find the Accounts Payable Setup Complete field at the bottom of the Update Payable Defaults screen. This Y/N
field, when set to "Y", automatically totals existing open item A/P transactions, displays this amount, and prompts
you to verify that no additional A/P setup entries will be needed. Enter "Y" to proceed with posting of all A/P open
items.

If A/P setup is complete and additional pre-setup open items are found and need to be entered, you may reset this
field to "N". This warns you that all A/P transactions will be deleted and that the open items will remain. It then
prompts you to continue. If you enter "Y" to continue, all transactions are backed out from the A/P posting tables. If
transaction processing has not been started, no harm is done since only pre-setup open items have been posted. Now
you need to enter only the additional open items and set Accounts Payable Setup Complete? to "Y" again. The addi-
tional open items plus the original open items will post at this time.

If you have started processing transactions (e.g., invoices are entered and posted, checks are entered and posted, etc.)
and the Accounts Payable Setup Complete field is reset to "N", ALL posted transactions, i.e., posted payable docu-
ments and pre- setup open items, are deleted from the A/P posting tables. This is generally not a good idea, since not
only will all A/P postings be deleted, but there will be no effect on the General Ledger posting tables, leaving or-
phan A/P transactions in the G/L posting tables. The ability to reset Accounts Payable Setup Complete back to "N"
is primarily for entering additional pre-setup open items before transaction processing has started. If you need to
change the Setup Complete flag from "Y" back to "N", please consult your reseller.
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Accounts Payable Transaction Processing

Transaction processing for Accounts Payable involves creating and posting payable documents in the system
(which correspond to vendor invoices or other bills), and then processing checks to pay these bills. .

Payable Ledger
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» Update Payable Documents

Documents are initiated through the Update Payable Documents menu option, including entry of vendor in-
voices, credit memos, and debit memos, and loading of any recurring-type A/P documents set up on the sys-
tem. Accounting groups can also be used with this screen for data entry.

» Print Payable Listing

Before posting payable documents, you must print the edit listing, using the "Print Payable Listing™ option,
to check for erroneous entries.
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Post Payable Documents

Once the edit list is approved, the Post Payable Documents option can be selected. All documents are posted
to the A/P posting tables, the G/L posting tables, and a posting report is printed listing all documents that
posted and the unique document number assigned to each.

Posting documents also updates or creates open item balances. For new invoices, an open item is created for
that vendor. For a credit or debit memo, existing open items are updated to reflect new balances. In addition,
Credit and Debit memos can be their own unigque open item if no reference is made to an existing invoice.

Check Processing
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Print Payments Due Report (optional)

This option prints a list showing the invoices for each vendor and the amounts and to-pay dates of those in-
voices. This report can also be printed for a single vendor or cash account. This option will prompt you to
enter the current and next check run dates, vendors, and cash ledger account numbers.
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Update To-Pay Information (optional)

To make payments that differ from those listed on the report, the Update To-Pay Information menu option is
used. It allows you to pull up all open items and change the amount to pay, date to pay, discount amount, or
discount date.

Create Automatic Checks

The "Create Automatic Checks" option will automatically generate checks based on the payments due that
display on the Payments Due Report and on updates to those payments made by the user through the Update
To-Pay Information option. Checks generated with Create Automatic Checks can be accessed through the
"Update A/P Checks" option.

Checks are not actually printed out at this point, but are loaded into open check tables so they can be viewed
and revised if needed using the Update A/P Checks input screen. A report prints out a listing of the checks
loaded into the tables.

Update Non-A/P Checks

Use "Update Non-A/P Checks" to enter checks for non-Accounts Payable purchases. Non-A/P Checks are
used mostly for cash purchases that do not affect an existing debt to a vendor. You must set up a Non-A/P
vendor in the Vendor Information program before you can process a check, even if you will have only one
transaction for that vendor. The Vendor field on the data entry screen is for the payee of the non-A/P check.
You can use Zoom to select a vendor from the Vendor Information program.

Non-A/P checks post along with A/P checks, but are tracked separately in the A/P system.
Update A/P Checks

This option is used to change and delete automatic checks created by the Create Automatic Checks program.
You can also use this program to add additional payments you would like to make.

Print Check Listing

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

Print Checks

Checks may then be printed with the Print Checks option. You are prompted for the beginning check num-
ber. Checks must be printed before they can be posted.

Post Checks

Finally, with the Post Checks option, A/P checks are posted to the A/P posting tables and all checks (both
AJP and Non-A/P) are posted to the G/L posting tables. A posting report prints a list showing all checks that
were posted. The posting of checks updates open item balances for each vendor.

Void Posted Checks

Once posted, checks cannot be changed. Posted checks may, however, be voided if they are incorrect by us-
ing the VVoid Posted Checks option. You are prompted for the check number. When a check is voided all in-
voices paid on the check are again open AP invoices.

Print Void Check Listing

After a check is voided, you must print out a listing of void check documents with vendor and ledger ac-
count detail. This list is used to validate data entry from the Void Posted Checks screen.
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» Post Void Checks

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

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

Print G/L Activity

A G/L Activity report from A/P is available which lists debits and credits posted to each ledger account for
the period. Only the adjustments initiated by A/P are shown. This report is generated from the Print G/L Ac-
tivity option and can be printed in detail or in summary. You are required to input the period starting and
ending dates.

Print Payables Journal

This report prints a listing of debit and credit information for posted payable documents. The report is sorted
by system-assigned document number. You are required to input the period starting and ending dates.

Print Cash Disbursements Journal
This report prints debit and credit information for posted checks. You are required to enter the period start-
ing and ending dates.

Check Processing and Reconciliation Reports

Reconcile Checking Accounts

This program is used to reconcile differences between your General Ledger and your bank account.
Print Reconciliation Report

This report lists the bank balance, all outstanding deposits and checks, and your general ledger balance.
Post Reconciliation

This program removes all reconciled items from the items to be reconciled table.

Print Check Register

This report lists by check number all posted checks for the cash account and date range specified.

End of Current Period

Create Recurring Documents

When running end of period activities, documents marked as recurring in Update Payable Documents may
be copied in for the next period's transaction processing. The code specified in the Recur field is prompted
for and then all recurring documents tagged with that code are copied into the Update Payable Documents
screen. These documents can then be modified or deleted just like regular payable documents.
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Vendor Information

Print Vendor Ledger

This report prints a listing sorted by vendor of all posted activity for each vendor. You are required to input
the period starting and ending dates.

Print Vendor Aging

This report prints an aging report of vendor open items in either summary or detail screen. You must specify
aging date, aging method, and vendors to be included.

Print Vendor Cash Requirement

This report prints a future aging of vendor open items in either a summary or detail report. You must specify
aging date, aging method, and vendors to be included.
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Accounts Payable End of Year

AP has a special phase in which some year-end processing is done. At year- end, process 1099’s within AP.

Create Vendor 1099’s
Update Vendor 1099’s
Print Vendor 1099’s
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» How to load and access the Accounts Payable main menu
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Menus Overview



Fitrix Accounts Payable User Guide

Accessing Fitrix

This section will show you how to enter the Fitrix Accounting System menu, and the Accounts Payable main menu.
It will also briefly cover the various A/P menu options and their functions.

Load the Accounting System Menu

The Fitrix Accounting System menu lists all modules currently installed on your system. Therefore, your system
menu will resemble, but may not be identical to, the System menu illustrated here.
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What the System Menu May Contain

Depending on the modules that you have installed, your Fitrix Accounting System menu may contain any or all of
the following modules as menu options:

» General Ledger: Manages your general ledger. General Ledger (G/L) is an information center for all other
Fitrix modules. G/L allows you to define ledger accounts and account groups, create recurring documents (to
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eliminate entering the same basic transactions repeatedly), and post to the appropriate accounting periods.
G/L provides immediate, online G/L information.

« Accounts Receivable: Automates your company's billing procedures. Accounts Receivable produces stand-
ard customer invoices, statements, ledgers, and aging reports. It also provides online access to this infor-
mation.

» Accounts Payable: Automates your bill-paying procedures. Ensures that discounts are taken when availa-
ble, vendor payment information is tracked, and expenses are posted to the appropriate accounts. Accounts
Payable provides immediate, online payables information.

» Order Entry: Automates the complete ordering process, which includes standard orders, credit/debit mem-
0s, and back orders. Order Entry provides immediate on-line access to order information.

» Inventory Control: Automates the process of receiving, shipping, transferring, and adjusting inventory. As
with all Business modules, real-time access to your data is provided. It is here that you can also set up your
bills of material and standard routing if your business does light manufacturing.

« Production Management: Used for entering and processing Production Work Orders.
« Production Planning: Used for Materials Resource Planning.
» Purchasing: Automates the purchasing of inventory.

» Payroll: Automates the payroll system, while providing the user complete flexibility in defining the logic
for calculating employee deductions, employer obligations, and earnings categories.

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

« Multilevel Tax: Used for tracking sales tax.
« Fixed Assets: Tracks fixed asset, and related depreciation and depreciation schedules.
» Replenishment: Used to automatically create vendor purchase orders based on item usage and/or sales.

+ Customer Relationship Management — used for tracking sales leads, marketing campaigns, and support
cases.

The Accounts Payable Main Menu

Fitrix Accounts Payable handles the processing of A/P transactions, including invoices, credit memos, debit memos,
and payments. Accounts Payable also produces a variety of reports. Select Accounts Payable from the Fitrix Ac-
counting System menu to display the Accounts Payable main menu.

The Accounts Payable main menu:
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All modules are organized with the most frequently used functions displaying first on the menu.

The A/P main menu contains the following options:

« Payable Ledger: Used to update, print, and post payable documents. It provides options for updating ledger
accounts and account groups. Recurring documents can be maintained. You can print the payables journal
and G/L activity.

» Check Processing: Provides functions that pertain to check processing. Automatic checks can be created.
Checks can be voided. Checks and several reports can be printed.

» Vendor Information: Provides functions that allow you to setup and maintain vendor records. Payment
terms can be updated. A variety of vendor reports can be printed.

« Setup Payables: Used to setup the Accounts Payable system. Many of the options on this menu are options
that maintain reference programs that are used throughout the Accounts Payable system. These programs in-
clude the options for maintaining the Payable Defaults program, the Vendor program, the Account Groups
program, and updating 1099 cash accounts.
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Accounts Payable Task Menu Options

In this section we will present a brief look at the various submenus called from the A/P main menu, and examine
briefly the various menu items and the functions they run.

Payable Ledger Menu

The Payable Ledger menu is the most frequently used menu of the Accounts Payable System. Use this menu to en-
ter, print, and post invoices, credit memos, and debit memos. Recurring documents, representing transactions that
recur periodically, can also be created.

The Payable Ledger menu:
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This menu contains the following options:

Update Payable Documents: Use this option to enter and modify vendor invoices, credit memos, and debit
memos.

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

Post Payable Documents: Posts payable documents to the VVendor Open Item program and the Ledger Ac-
tivity program. This process creates open items and produces a report.

Print Payables Journal: Prints a report of posted A/P documents and the credit and debit amounts the doc-
uments created.

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

Update Ledger Accounts: Use this option to enter and maintain general ledger accounts.
Update Account Groups: Use this option to maintain Account Groups.
Create Recurring Documents: Creates new un-posted versions of recurring documents.

Credit Card Import- use these programs import your credit card statement and post the paid invoices to
your non credit card vendors (expense vendors) activity.

Update Batch Maintenance: If batch control is turned on in Update Payable Defaults and approval is re-
quired prior to posting transactions, use this program to approve batches. See the Getting Started with Fitrix
manual for more information on Batch Control.

Check Processing Menu

The Check Processing menu contains options that allow you to write and record checks to pay vendor invoices or
other bills. These include options that allow you to create automatic checks, and to print, post, and void checks.

The Check Processing menu:
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This menu contains the following options:

« Print Payments Due Report: Prints a report showing the payments due by the date that you enter. This re-
port shows the checks that will be created by the Create Automatic Checks process.

» Update To-Pay Information: Use this option to change the date to pay, the amount to pay, or the discount
to take for any one payment.

« Create Automatic Checks: This option creates checks for payment that display on the Payments Due re-
port.

» Update Non-A/P Checks: Use this option to enter checks for non-A/P items and to record any cash expend-
itures and post those expenditures to the appropriate accounts.

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

« Print Check Listing: Prints a listing of checks. Examine the check listing for accuracy before you print and
post checks.

» Print Checks: Prints the checks after you examine the check listing for accuracy.

» Post Checks: Post checks to the Open Item and Ledger Activity programs. This option prints a Check Post-
ing report.
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» Check Processing Reports: Contains the following options: Print Check Register, Print Cash Disburse-
ments Journal, Print Outstanding Checks, and Print Positive Pay File.

» Check Reconciliation Programs: Use this option to reconcile your checking accounts.

» Void Posted Checks: Use these options to void checks.

Vendor Information Menu

This menu contains options that pertain to vendor information. With this menu, you can maintain the vendors and
payment terms. You can print labels and vendor terms, vendor ledgers, and vendor aging reports.

The Vendor Information menu:

I~/ Dev 5.40 Database: sample Printers: Lexmark2/NPBCCTDL (HP Laserlet P2035n) ===
Flle “iew Ewecute Seting: Help

demE2e

»

Dev 5.40

[SIBEEIN 1 Financial Management

SRR CUUE S RRELET 3 Accounts Payable

& 3 Sales' &5 2 Accour &5 1 Payan EETETII

5 4 Purchz &5 3 Accow & 2 Check!
B 5 |

& 6 Produc & 5 Fixeds 5 4 Setup = c PrintVendor Labels

- e
— 5 6 Mult Cﬂ Exit d Update Vendor Terms

m

- &7 M“'“'Lé—‘;é-l_fé;“““ E e PrintYendor Terms
ﬂ Exll ﬂ Exit = f Print Vendor Ledger

£ g PrintVendor Aging

= h PrintVendor Cash Require
[Z} i Print Vendor Open ltems
E= | Vendor 1099's

&) Exit

Statuz |dle
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This menu provides the following options:

Update Vendor Information: Use this option to maintain your vendors. With this option you may also
view open items, payment activity, and pay-to addresses information.

Print Vendor Information: Displays a submenu with options for printing information from the Vendor ta-
ble. The reports can be sorted by vendor name and code.

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

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

Print Vendor Ledger: Prints a listing of posted transactions sorted by vendor code. Each vendor's transac-
tions are printed on a separate page.

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

Print Vendor Cash Requirement: Prints a cash requirement report. Print the Vendor Cash Requirement re-
port in summary or detail report.

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

Vendor 1099's: Use this option to create, update, or print vendor 1099's.

Setup Payables Menu

Through the Setup Payables menu, enter basic information required by the Fitrix Accounts Payable system.

The Setup Payables menu:
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Dev 5.40

[=IEIIELE 1 Financial Management !
= 2 1temM £ 1 Gener BN o EVELIS
B 3 sales' g5 2 Accour [=EEELT 4 Setup Payables

= 4 Purchz 5 3 Accowr & 2 Check!
[ 5 Produt &5 4 Payroll E 2 Vendo
[ 6 Produt &5 5 Fixed/ B 4 Setup @ ¢ Update Account Groups
& 7 Custor g5 & Multl—CﬂExrl d Print Account Groups

B 8 _GEH_PjI'i 5 7 Multi-Level Tax (=]

ﬂ Em B 3] Exit [E| f Update Vendor Pay-To's

I~/ Dev 5.40 Database: sample Printers: Lexmark2/NPBCC7DL (HP Laserlet P2035n) =N =R =
File “iew Esecute Settings Help

demEzE

»

__________________________________

>opyright 2010
! [El[a Update Payable Defaults | ! i i on :
[ —————————————— = I 1ons, INC.

b Print Payable Defaults

m

e Update Wendor Information

= g PrintVendor Information
@ h Update Wendor Open ltems
E= i Print Vendor Open ltems
[E| j Update 1099 Cash Accounts

E| k Update Payment Methods

&[] Exit

Statuz |dle

This menu provides the following options:
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Update Payable Defaults: Use this option to enter defaults used throughout the Accounts Payable system.
Print Payable Defaults: Prints a listing of information entered using the Update Payable Defaults option.
Update Account Groups: Maintains the Account Groups program.

Print Account Groups: Prints a listing of account groups set up with the Update Account Groups option.

Update Vendor Information: Maintains the Vendor program. With this option you also view open items,
payment activity, and pay-to addresses.

Update Vendor Pay-To's: Maintains vendor payment Addresses. In addition to a main address a vendor
can have multiple payment addresses. This program stores these additional payment addresses.

Print Vendor Information: Prints a complete listing of vendor records. Vendors may be selected for print-
ing by vendor name or vendor code.

Update Vendor Open Items: Use this option to enter vendor beginning balances during the setup phase.
Print Vendor Open Items: Prints a listing of vendor open items.
Update 1099 Cash Accounts: Designates and maintains which cash accounts need 1099 reporting.

Menus Overview
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« Update Payment Methods: This option is used to set up the payment method that is then used when setting
up your vendors. For Accounts Payable, the payment code will be “AP”, and the payment type will be “A”
meaning you have terms with your vendors.

Menus Overview 11






Chapter 4

Setup Payables Menu

*Menu options for maintaining information about vendors

*Adding/updating vendor information

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

«Setting up defaults for Accounts Payable

«Setting up Account Groups

*Entering/updating information on vendors

*Maintaining multiple vendor addresses (pay-to addresses)

*Entering your outstanding vendor invoices (open items)
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The Setup Payables menu contains options for maintaining reference programs that are used only by the Accounts
Payable module.

The Setup Payables menu:

P

T Dev5.40 Database: sample Printers: Lexmark2/NPBCCTDL (HP Laserlet P2035n) =nE=h=)
File ‘“iew Ewsecute Setting:  Help

demERm

Dev 5.40

=WEEUELN 1 Financial Management ! 'tr
B 2temM g5 1 cener RIS T v
B 3 Sales' g5 2 Accour SRREEEL 4 Setup Payables

4 Purch: i
= 5 3 Accour g5 2 Check! B a Update Payable Defaults

& 6 Prodc g5 5 Fixed/ IE5 4 Setup ¢ Update Account Groups

T Cust L B
= uslor & 8 Muli-C 5] Exit d Print Account Groups

ﬁl B Gener e e e Update Vendor Information
ﬂ S B ad f Update Vendor Pay-To's
&= g PrintVendor Information
h Update Vendor Open ltems
= i PrintVendor Open ltems

[E] j Update 1099 Cash Accounts

k Update Payment Methods

&) Exit

Statuz Idle
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Update Payable Defaults

The Update Payable Defaults menu is used to add and maintain defaults, such as the default ledger accounts and the
default vendor terms, and other values used throughout the Accounts Payable system.

Payable Defaults information is set up and maintained with this menu. The Accounts Payable Defaults table is a
control program with only one record. Only the Update and Quit commands are active.

The Accounts Payable Defaults screen:

F Update Payable Defaults EI@
File Edit View Mavigation Tools Actions Help
[ORL=JVEX' AEBLEREHR @@

A6 © 9 0 QO W\

Find Prev MNext Add Update Delete Browse

Invoicing Terms Code: B W 2% 10 MET PAYMENT 30 DAYS
Multileve! Tax

Default Tax Code: MOTAX \ Tax Entry on Detail Line: ¥
Gross Invoice Entry: N Calculate Tax on Cash Discounts: M
Account Numbers

AfP: 200000000 |%,) Cash: 100000000 |%,| Discount: 503000000

Aging Information

AgeOn: D (D - Due Date, I - Invaice Date)
Desc: Current 1 to 30 Days 31 to 60 Days Over 60 Days
Days: o 30 [=11]

Tax Reporting
Federal Tax ID Number: 91-1303556  Vendor Default for 1099 Reporting? M

Streamline AP Setup

Print Payable List: Post AP Invoices: Print Post Repart:
Print AP Checks: Post AP Checks: Print Post Report:
Vioid Posted Checks: Post Void Checks: Print Edit/Post Repart:

Miscellaneous
Is AfP Setup Complete?; ¥  Batch - Invoices?: N Payments?: M
Require Approval to post?: N Approval Code:

1of1

This screen is divided into seven sections.

Invoicing—defaults that control certain automatic aspects of A/P invoice entry.
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Multilevel Tax—defaults for multiple-level taxes.

Account Numbers—default account numbers used by Fitrix Accounts Payable.

Aging Information—default values for aging periods.

Tax Reporting—default information for vendor 1099 reporting.

Streamline AP Setup — controls when posting functions are called and reports optionally printed

Miscellaneous— set up complete setting and batch control fields.

Warning!

The default value for the "Setup Complete?" field is "N". Changing the field to "Y" (indicating
that A/P setup is complete) should be the last action you take in the entire setup process. Be cer-
tain you have completed all company, vendor, tax, and ledger account setup tasks.

In

voice Section—Field Description

Terms Code:

This six-character field stores the default terms code to use during invoice entry. If you do not specify a default
terms code for the vendor, this is the code that displays during invoice entry. The terms code must have been previ-
ously set up using the Update VVendor Terms option of the Vendor Information menu. The Zoom feature is provided.

Multilevel Tax Section—Field Descriptions

16

Default Tax Code:

This is the default tax code used for the Update Payable Documents and Update Non-A/P Checks options if a tax
code cannot be found in the Vendor Pay-To program or the Vendor Information program.

Gross Invoice Entry:

This field determines the default mode for entering amounts for the Update Payable Documents and Update
Non-A/P Checks options. It is the default for the Gross Amt Entry field found on the Payable Documents and
Non-A/P Checks screens. If set to "Y", amounts entered include the tax. The net amount is computed and this is
the amount posted to the chart of accounts for the line item.

The tax is posted to a different account, as determined by the Accounts Payable account specified for the Multi-
level Tax code with Update Multilevel Tax Codes.

Tax Entry on Detail Line:
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Entering a "Y™" in this field allows you to assign a Multilevel Tax code to each detail line of documents entered
through Update Payable Documents and Update Non-A/P Checks. If set to N then the tax code in the header sec-
tion will populate all detail lines.

Calculate Tax on Cash Discounts:

This field determines the behavior of the Update A/P Checks option. If a"Y" is entered into this field, a Multi-
level Tax transaction is generated to automatically back out the tax discounted when discounts are taken on A/P
invoice.

This is necessary because when an A/P invoice is posted, an entry is posted to the Multilevel Tax activity pro-
gram for the full amount of tax charged, regardless of any discount available for timely payment.

When a discount is taken on an invoice, the full amount of tax for the invoice is posted and a separate entry to
the Multilevel Tax activity program is required to show the effect of the discount. If the Calculate Tax on Cash
Discounts field is set to "Y" a transaction is automatically generated to adjust the Multilevel Tax information.

The ledger account that these adjustments are posted to is the ledger account entered as the A/P Discount Ac-
count in Update Multilevel Tax Codes. If this field contains an "N", no such adjustment is generated when cash
discounts are taken.

Account Numbers Section—Field Descriptions

A/P:

This field stores the default Accounts Payable account number. If you do not specify a default Accounts Payable
account for the vendor, this is the account that displays on the Payable Documents screen. The account number
used must have been previously set up as a liability account using the Update Ledger Accounts option of the
Setup Payables menu or the Payable Ledger menu. The Zoom feature is available.

Cash:

This field stores the default cash account. This is the account that displays as the default for the Cash Account on
the A/P Checks screen, the Update Vendor Information screen, and the Non-A/P Checks screen. The account
number used must have been previously set up as a cash account using the Update Ledger Accounts option of
the Setup Payables menu or the Payable Ledger menu and the Update Checking Accounts option of the Setup
Company menu. The Zoom feature is available.

Discount:

This field stores the account number used for posting discounts. The account number used must have been pre-
viously set up using the Update Ledger Accounts option of the Setup Payables menu or the Payable Ledger
menu. The Zoom feature is available.

Aging Information Section—Field Descriptions

Age On:

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

Descriptions:
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The description fields are used to define the descriptions for four aging periods. Each description that you enter
here displays as a heading on the Vendor Aging reports.

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

Each field pertains to the aging period directly above it. The number entered in the days field is the upper limit
to the number of days defined in any one period. Invoice amounts are distributed to an aging period based on the
days field for the aging periods and the age of the invoice.

The age of an invoice is determined using the date you enter, when prompted, while printing the Vendor Aging
report. The start of the current aging period is the value in the days field for the previous aging period plus one.
The end of an aging period is the number of days in the days field under the period description.

For example, the Days fields are filled left to right with the values 0, 30, 60, and blank. The first period is 0 days
or today. The second period starts at 0 + 1 or 1 day of age and ends at day 30. The third defined period starts at
31 days and ends at day 60. The fourth period begins at 61 day and has no upper limit. There are, therefore, four
defined periods. For example, an invoice has an age of 45 days and thus falls between the periods defined as 30
and 60 days for period boundaries, respectively. The age is greater than or equal to the Days field of aging peri-
od two but less than the Days field of aging period three, so the transaction is distributed to aging period two.

Notice, there is no Days field for aging period four. This is because all invoices with an age greater than or equal
to the number of days in the days field of aging period three will be distributed to this aging period.

Tax Reporting Section—Field Descriptions

Federal Tax Identification Number:

This field contains your company's nine-character tax ID number. This field requires that this number be in the
standard report xx-xxxxxxx and prints on the 1099 screens.

Vendor Default for 1099 Reporting?:

The value (Y or N) entered into this field is the default that will display in the 1099 Required field on the Vendor
Information screen if that field is left blank. A "Y" in this field means that the 1099 Required field on the Ven-
dor Information screen will default to "Y" if it is left blank, indicating that you want to use 1099 reporting for
that vendor.

Streamline AP Setup

18

Check the Post AP Invoices box if you want to automatically post invoices after the edit report is run
Check the Print Post Report if you want a hard copy of the posting report

Check the Post AP Checks box if you want to automatically post checks after they print

Check the Print Post Report if you want a hard copy of the posting report

Check the Post Void Checks box if you want to automatically post after entry

Check the Print Post Report if you want a hard copy of the posting report
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Miscellaneous Section—Field Description

Accounts Payable Setup Complete?:

This field shows whether or not all vendor beginning balances have been entered. If this field contains an "N",
you may enter vendor beginning balances and On Account amounts using "Update Vendor Open Items" (Setup
Payables menu). Enter a "Y" when you have set up all vendor balances and your Account Payables is in balance.
The Accounts Payable is in balance when balances in Accounts Payable are equal to your accounting records.

After you have entered a "Y" and saved the record, two prompts display. The first prompt tells you that the ac-
counts payable will be totaled and displayed, and asks you if you want to continue. The second prompt displays
the sum of all open items, tells you that transactions will be created for open items and amounts on account for
vendors, and again asks you if you want to continue.

Use the amount displayed as a check that open items have been correctly entered. Before you load your open
items into the standard company database, you should calculate manually the sum of all open items. Then, after
you enter your open items into the system, compare the manually calculated number to the sum displayed by the
system. This comparison helps to catch data entry errors in open items before you tell the system you have com-
pleted set up.

Once you respond with a Yes answer to this prompt, you can no longer enter open items. This prevents anyone
from changing payable balances without entering a transaction through the system. Transactions may not be
posted until this field contains Y.

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

Batch Invoices

Indicates whether or not batch control is used when entering AP invoices. See Getting Started with Fitrix for
more information on Batch Control.

Payment

Indicates whether or not batch control is used when entering / created AP checks. See Getting Started with Fitrix
for more information on Batch Control.

Require Approval to Post

Indicates whether management approval is required before batch can be posted. See Getting Started with Fitrix
for more information on Batch Control.

Approval Code

Batch approval code. See Getting Started with Fitrix for more information on Batch Control.
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Print Payable Defaults

This option prints a hard copy of information entered with the Update Payable Defaults option of the Setup Payables
menu.

Update Account Groups

An account group is a set of different account numbers that are used together. The Account Groups are set up and
maintained with this menu option. Accounts Payable lets you define groups of Ledger Account numbers. An ac-
count group may be used for a certain type of transaction, but more typically, they are associated with a specific
vendor and represent the expense and asset categories in which you typically purchase from that vendor. Using these
account groups and the codes used to identify them simplifies the entry of invoices for a specific vendor. By know-
ing the names of different account groups, you need not know the actual account numbers.

A typical Chart of Accounts might consist of dozens, perhaps hundreds of different accounts. When you enter paya-
ble documents, you can specify different accounts to identify different types of purchases. To remember all of these
different account numbers when you are entering transactions is close to impossible. Even searching through the
table (using the Zoom command) is time-consuming.

A better method is to group accounts in logical ways and then name these groups so they are easy to remember (or at
least easier to remember than account numbers). An account group can then be associated with a given vendor on
the Vendor Information screen using the Update Vendor Information option of the Setup Payables menu or the Up-
date Vendor Information option of the Vendor Information menu. An account group may also be entered when en-
tering the vendor invoice.

Since the same Account Groups are used for all Fitrix modules, all groups in this program may not apply to Ac-
counts Payable.
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The Account Groups screen:

F Update Account Groups EI@
File Edit View MNavigation Tools Actions Help
OB s ABEBEM 200 »

A e 00 O 0 &\

Find Prev MNext Add Update Delete Browse

Group Code: DEPREC
Description: DEPRECIATION EXPENSE

Account Dept Description 9
745000000 000 DEPRECIATION EXPEMSE
131500000 000 FURMITURE & FIXTURES DEPR.
182500000 000 TRAMSPORTATION EQUIR. DER.
183500000 000 MACHIMERY & OTHER EQUIF. DEP.
1of1

Account Group Screen—Header Section

Group Code:

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

Description:
This 30-character alphanumeric field is the description that displays after you enter the group code on the Ven-
dor Invoice screen and the Vendor Information screen. Enter a meaningful description of the account group.

Account Group Screen—Detail Section

There may be up to 100 detail lines in this section. To access the detail lines, click the detail button.

Account:

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

Dept.:

This is the department code. This column defaults to the 000 department code. In order to use the department
code feature, department codes must have been previously set up using the Update Company Information option
of the Setup Company menu. The Zoom feature is provided.

Description:

The description that displays in this column is the description of the Ledger Account. This is a display only field.
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Print Account Groups

The Print Account Groups option prints a list of the account groups in the account Groups program. The account
groups are added and updated with the Update Account Groups option of the Setup Payables menu or the Payable
Ledger menu.

Update Vendor Pay-To’s

This menu option allows you to store multiple pay-to addresses for multiple vendors. Use this feature when you
want to keep several addresses for one vendor. The pay-to codes are used in the Payable Invoices program.

The vendor's primary address is entered in the Vendor table by using the Update Vendor Information program. That
screen provides an option to enter pay-to addresses for a single vendor.

The Update Vendor Pay-Tos program is useful if you are entering a batch of pay-to addresses for several vendors.

The Pay-To Address screen:
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E Update Vendor Pay-To's IEI@
File Edit View Mavigation Teols Actions Help
(O =JVEX! QA EBLEREM @

a6 © 9 O 90 &\
Find Prev MNext Add Update Delete Erowse
Vendor Code: CANMOMN . CAMOMLU.S.A., INC.
Pay-To: CAMOM1
Pay-To Name: CAMOMN SOUTHEAST

Contact: BOB Phone: 800-323-9758

Address1: 480 TRICKLM WAY Cell:

AddressZ: Fax: 770-455-7899
City/State/Zip:  ATLANTA GA 30339

Counfry: US \ UNITED STATES

Email: bobs@canonusa.com
Web Address: canonusa.com
Bill Ins.:
Bokord: Y Tax: NOTAX
Take Disc.: Y ETA Days: 45
Buyer: KEVIN x| FKEVIN KENMER.
Discount:
Pay Method: AP .| ACCOUNTS PAYABLE
Credit Card AP Acct:
Tof1

Pay-To Address Screen- Field Descriptions

Vendor Code:

This is the vendor code that uniquely identifies the vendor. The vendor code must have been previously set up
using the Update Vendor Information option of the Vendor Information menu or the Update Vendor Information
option of the Setup Payables menu. After the vendor code is entered, the business name displays in the unla-
beled field adjacent to the code. The Zoom feature is provided.

Pay-To:

This six-character alphanumeric required field stores the code that uniquely identifies a single pay-to address for
a vendor. A pay-to address is the address which prints on checks. For a single vendor, you can set up multiple
pay-to addresses, each of which must have a code that is unique to that vendor.

(Example: You can give both Aardvark Computer Supply and Buffalo Office Products a pay-to code called
"HOME", but you cannot use that pay-to code for both Aardvark’s Honolulu office and Aardvark’s Des Moines
office.) .

Pay-To Name:

This 30-character alphanumeric field stores the business name of the vendor at the pay-to location defined by the
pay-to code. This name prints on checks for this pay-to address.
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Contact:

This 20-character alphanumeric field stores the name of your contact at this pay-to location.

Address 1:

This 30-character field stores the first street address line of the pay-to address. This is the first line of the address
that will print on checks for this pay-to location. The entire address that will print on checks for the pay-to loca-
tion consists of the fields Address 1, Address 2, City, State, Zip, and Country.

Address 2:

This 30-character field stores the second address line of the pay-to address. Use this field if the pay-to location's
street address will not fit on one line.

City:

This 20-character alphanumeric field stores the city for the pay-to address.
State:

This two-character alphanumeric field stores the state for the pay-to address.
Zip:

This ten-character alphanumeric field stores the zip code for the pay-to address.

Country:

This 20-character alphanumeric field stores the country for the pay-to address.

Tax:

This six-character alphanumeric field serves as the default Multilevel Tax code for the Update Payable Docu-
ments and Update Non-A/P Checks options. This field is not required and the Zoom feature is available.

Cell:

The cellular number of the Principle accepting payment.

Fax:

The facsimile number of the Account Receivable department for that Vendor.

Email:

The email address of the Principle accepting payment.

Web Address:

The website address of the company.

Take Disc.:

This one-character field controls how discounts are taken when automatic checks are created for this pay-to ad-
dress.
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A = discounts are taken even if the payment is made after the discount date.
Y = discounts are taken only if the payment is made before the discount date.
N = a discount is not taken.

In any case, the discount taken may be changed manually before checks are printed. If this field is blank on the
Pay-To Addresses screen, the value for the discount field on the Vendor Information screen is used.

Bckord:

This field is not currently functional.

ETA Days:

This four-character field is used to store the estimated number of days that it takes for items to be received from
this vendor.

Buyer:

This six-character alphanumeric field is used to store the code for the buyer of inventory items from this vendor.
When a valid code has been entered, a description of the code will display next to it. Zoom is available.

Discount:

This field is not currently functional.

Pay Method:

This is a six-character alphanumeric field that can be used to enter a payment method code for this vendor.
When a valid code has been entered, a description will display in the adjacent field. The Zoom function is avail-
able in this field.

Credit Card AP Acct and Department:

Not required. Fill in AP account number and department to be used when creating credit card statement invoices
if different than the AP account number and department stored with the vendor. See the section on the Credit
Card Import programs in Chapter Six for more information.

Print Vendor Information

This menu option is the same as the Print Vendor Information option of the Vendor Information menu.

Update Vendor Open Items

This option allows you to enter the vendor beginning balances. An Open Item is a vendor invoice with an outstand-
ing balance. After you have set up Fitrix Accounts Payable, you can change only the fields in the To-Pay Infor-
mation section. Use this option to enter vendor balances before changing the Accounts Payable Setup Complete field
on the Accounts Payable Defaults screento Y.
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The Vendor Open Item screen:

b

File Edit

@@Jﬁ

Find Prev Next

Vendor Code:
Pay-To Code:

On Account:

Invoice:
Document Mumber:
Description:
Diate:

Criginal Amount;
Criginal Discount:
Invoice Balance:
Discount Balance:
Due Date:

AP Account:

P. 0. Mumnber:

View  Mavigation

F Update Vendor Open Items

Tools

Actions

Help

ABLEMH @O

A6 99 0 @ &\

Add Update Delete Browse

123457 CHAMPIOM IMC
EAST
0.00 Balance: 86302.70 Currency:  STD
Invoice Information
254 Home Currency Amt:
254 Currency Exchange Rate:
0&/26/2012
15.00 To Pay Information
0,30
15.00 Discount Date: 07062012 [LI4
0.30 Amount to Apply: 15.00
07/26/2012 Discount to Take: 0,30
200000000 - 000 Date to Pay: 07052012 |1
725 Cash Account: 100000000 | =, - 000

Purchase Order Date; 06/26/2012
11 0of 24

(]
)

Vendor Code:

This twenty-character alphanumeric field is the code that identifies the vendor. The vendor code must have been
previously set up using the Update Vendor Information option (Setup Payables menu or Vendor Information

menu). Zoom is available.

Pay-To Code:

This field is the six-character alphanumeric field that is the pay-to code for the document. This pay-to code de-
termines what pay-to address to print on the check. This may be a pay-to address coded "PAYTO" or, if there is
no special pay-to address in the Vendor program, the main vendor address is printed on the check The pay-to
code must have been previously set up using the Update Vendor Information option (Setup Payables menu), the
Update Vendor Information (Vendor Information menu), or the Update Vendor Pay-To's option (Vendor Infor-
mation menu). Zoom is available.

26
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On Account:

This numeric field is the amount that you owe the vendor on account. In other words, the amount that you owe
the vendor that is not associated with a particular invoice. This field is similar to the On Account field of the
Vendor Information screen. The difference is that the field displayed on the Vendor Open Items screen is a win-
dow to the vendor record. During setup you can enter the vendor's On Account amount in either place. During
setup, entering a new figure into the On Account amount on the VVendor Open Items screen overrides any
amount you previously entered in an On Account field.

Balance:

This numeric field is the balance that you owe this vendor. This field is equal to the on account amount plus any
open items for the vendor and is automatically calculated for you. It is the same as the Balance field of the Ven-
dor Information screen. This is a system-maintained, display only field.

Currency:

This three character display only field is the currency code that was set up when the Multicurrency module was

installed. If your system doesn’t use Multicurrency, this field is blank.

Invoice:

This twenty character alphanumeric field stores the number of the vendor's invoice. This field is the same as the
Invoice field of the Payable Documents screen.

Description:

This 30-character alphanumeric field is the description for the open item document. This description is used as
an audit trail to help you identify the source of activity. This is the same as the Description field on the Update
Payable Documents screen.

Date:

This date field is the date that the vendor issued the invoice. This is the same as the Invoice Date field on the
Payable Documents screen.

Original Amount:

This numeric field is the original amount from the vendor's invoice. This amount is the same as the total amount
on the Totals section of the Payable Documents screen.

Original Discount:

This numeric field is the original discount offered by the vendor. This amount is calculated by multiplying the
discount rate by the original amount.

Invoice Balance:

This numeric field is the balance due on this open item. This will be less than the original amount if you have
made payments on or posted credits to this invoice.

Discount Balance:

This numeric field is the amount left of the discount. This will be less than the original discount if you have
made payments on or posted credits to this invoice.
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Due Date:

This date field is the date by which you have to pay this invoice without the invoice becoming past due. This is
calculated from the Invoice Date and the Terms. This is the same date as entered in the Due field on the Payable
Documents screen.

Discount Date:

This is the last date you are able to receive a discount. When this date is filled in, the Date to Pay field defaults
to this date.

Cash Account:

This field is the cash account for this document. This field is the same as the cash account field entered on the
Payable Documents screen. The second part of the Cash Account Number field is the cash department code for
this document. This field defaults to the Default Cash Account entered for the vendor. If you have not entered a
default cash account for the vendor, this field defaults to the Cash account entered on the Accounts Payable De-
faults screen. The account number must have been previously set up using the Update Ledger Accounts option
of the Setup Company menu or the Payable Ledger menu. Zoom is available.

P.O. Number:

This ten-character alphanumeric field is the purchase order number for this invoice. Use this field as an audit
trail for purchase orders.

Purchase Order Date:

This date field is the date of the purchase order.

Document Number:

This is the system assigned number that uniquely identifies the document. This is a protected field. This system-
maintained field is assigned during posting.

Currency Exchange Rate:

This 16-digit field is the current rate of exchange for this currency if multicurrency is being used. It is used to
calculate the home currency amount of foreign currency transactions. The Current Rate of Exchange field is
maintained in the Update Currency Codes option of the Setup Multicurrency menu.

Home Currency Amount:

This 12-digit field is used in foreign currency transactions. The foreign currency is calculated into the home cur-
rency using the Current Rate of Exchange field.

Amount to Apply:

This numeric field determines the amount that displays on the automatic check. This field defaults to the invoice
balance. If you do not want to pay the invoice balance, you may change this field to the amount you do want to

pay.

Discount to Take:

The value in this field is the discount that is applied to the invoice when the check is created. This field defaults
to the discount balance. You may change this value to take more or less of a discount on the invoice.
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Date to Pay:

This date field determines when the automatic check creation process creates a check for this invoice. If this date
falls before the Next Check Run Date that you enter when you create automatic checks, the automatic check cre-
ation process creates an automatic check. This field defaults to the discount date when the discount date is en-
tered. It can be overwritten.

A/P Account:

This field is the accounts payable ledger account for this document. This is the same as the A/P Account entered
on the Payable Documents screen. The second part of the A/P Account number field is the A/P department code
for this document. This field defaults to the Default A/P Account entered for the vendor. If you have not entered
a default A/P account for the vendor this field defaults to the A/P account entered on the Accounts Payable De-
faults screen. The account number must have been previously set up using the Update Ledger Accounts option
of the Setup Company menu or the Payable Ledger menu. The Zoom feature is provided.

After the Accounts Payable Setup Complete flag is set to "Y", you may only change the information in the To Pay
Information section of the screen.

Print Vendor Open Items

This option prints a listing of open items. Use this listing as a permanent record of the beginning balances entered.

When you first execute the Print Vendor Open Items menu option, you must confirm the destination for the report.
You may then select the vendors to be printed with the Select Vendors Selection Criteria screen..

The Vendor Open Item report lists open items for each selected vendor and prints the total balance of the items. For

each open item, the report lists the automatically assigned document number (Doc No.), the Invoice Number, In-
voice Date, the Description, and the Invoice Balance.

Update 1099 Cash Accounts

This option allows you to identify any cash accounts whose cash disbursements must be reported to the IRS.

The 1099 Cash Accounts screen:

T~ Update 1099 Cash Accounts E=n R 2|
File Edit View MNavigation Tools Actions Help
OR O ABEALDEHE 90

A6 00 0 0 &

Find Prev Next Add Update Delete Browse

Account Number: 100000000 (%, BANK OF AMERICA

Department Code: 000 |4, ADMIN, OFFICE
1of1
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The fields are on this screen are:

Account Number:

Contains the number of the ledger account affected by 1099 reporting. Zoom is available.

Department Code:

Contains the department code associated with the ledger account. Zoom is available.
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Chapter 5

Vendor Information

*Menu options for maintaining information about vendors
*Adding/Updating vendor information

*Vendor information interface with Purchase Order module
*Maintaining different pay-to addresses for a vendor
*Viewing activity for specific vendor(s)

+Printing vendor information reports and labels
*Maintaining information about vendor terms and aging
*Reporting vendor open items

*Tracking & maintaining vendor 1099’s
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Vendor Information Menu

The Vendor Information menu contains options for entering and printing data for vendors, including the printing of
mailing labels, aging reports and vendor ledgers.

The Vendor Information menu:

I~ Dev 5.40 Database: sample Printers: Lexmark2/NPBCCTDL (HP Laser)et P2035n) =] |

File ‘iew Ewecute Seftings Help

dem=am

Dev 5.40 .
SERBELEN 1 Financial Management ! '

5 2 temM &5 1 Genen 3 Accounts Pa';able

& 3 Sales' g5 2 Accour g5 1 Payabl 3 Vendor Infermation

4 Purchz
& & 3 Accour g Check a Update Vendor Information |

& 5 Produt &5 4 Payroll = 3 VEHUU B3 b Print Vendor Information

lutions, Inc.

& 6 Produc g 5 Fixed/ [ 4 Selup &5 ¢ PrintVendor Labels

el 1 Multi—Clﬂ Exit d Update Vendor Terms

3G 1
— ENEM 5 7 Multi-Level Tax ‘= e Print Vendor Terms
ﬂ Em : ﬂ- Exit £ f Print Vendor Ledger

E31 g Print Vendor Aging

B3 h Print Vendor Cash Require
&} i PrintVendor Open ltems
3 j Vendor 1099

&S] Exit

Statuz [dle

Update Vendor Information

The Update Vendor Information option is used to add and maintain information about vendors. The Vendor table
contains many of the defaults associated with vendors. There are six additional screen programs accessible from the
Update Vendor Information program. These programs are the Pay-To Information, Vendor Activity, Vendor Aging
and Terms, On PO, and Document Delivery. Each one of these programs is discussed in this section.
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The Vendor Information screen:

= Update Vendor Information ===
File Edit View Navigation Tools Actions Options Help
OB A BLEBEH @O
$ 2 @ @ )
Payto Activity Aging Terms OnPO  Document Delivery
a6 Q0
Find Prev Next Add Update Delete Browse
Vendor: 123457 Mame: CHAMPION INC =
AccountNe.: CHMP1033 Contact: JIMM PELIN
Cell: 404-234-9173 Phone: 404 265 8364
Address: 320 SW 160TH Fax: 404 265 8300
COMPLEX 2GF
C/SfZ: ATLANTA GA 42231
Country: US \| UNITED STATES
Email: jpelin@abedist.com P EMai Currency: 5TD
Wieb: www.abcdist.com r Web Tax Code: DEKALB
Frght Tax: Misc Tax Code: =
Hold: LastPay:  07/12/2012
Balance: 86302.70
Buyer: CATHY CATHY SELTN On Account: 0.00
AP Terms: B 2% 10 NET PAYMENT 30 DAYS Limit: 50000.00
Acct.Grp: EXINV INVENTORY EXPENSES ETA Days: 30
Pay Mthd: AP ACCOUNTS PAYABLE Take Disc: No
FedTax ID: 53-1876534 1099 Required:
On PO: 51164767.12 ¥TD Purchases: 28,512 Lifetime Purchases: 181,709
Accts AfP: 200000000 @ - 000 |4 Cash: 100000000 % - 000 EXP-COG: 704000000 % - 300 @ Rebate: 120000000 | %,  Credit Card Template: J
1of1 2
OVR
Note

The field descriptions with an asterisks (*) are only available if you have Fitrix Purchasing in-
stalled. Contact your Fitrix Representative for more information.

Vendor:

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

Business Name:

This 30-character alphanumeric field stores the business name of the vendor. If you do not enter a pay-to address
for the vendor, this Business Name displays on checks. This field also displays on many reports and screen.

Account No:

Enter the account number the vendor has assigned to you. This account number prints on the AP check so that
the vendor can easily identify which account to apply the payment to.

Contact:

This 20-character alphanumeric field stores the name of the person that you most frequently telephone concern-
ing payments to this vendor.
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Phone/Cell/Fax:

These 20-character alphanumeric fields store the telephone, cellular, and facsimile numbers of the contact per-
son.

Currency:

If you are using Multicurrency, Currency Code is a required field and defaults to the home currency as defined
in Update Multicurrency Defaults. If you are not using Multicurrency, The Currency Code field is skipped and
remains null. You cannot change the currency code of a vendor with any activity. This is to ensure that the bal-
ance and activity for the vendor remain in a single currency.

Address:

This 30-character field stores the first address line of the main or common address of the vendor. The main ven-
dor address consists of the two Address fields, City, State, Zip, and Country fields. If you do not enter pay-to ad-
dresses, this address prints on checks.

There is an additional 30-character address field beside the labeled address field that can be used for a suite
number or other address information.

Cisizic:
This row stores four separate fields:

e C/ —the vendor city (20-character alphanumeric)
» S/ —the state abbreviation (two-character alphanumeric)
» Z/—zip and Zip+4 code if applicable (ten-character alphanumeric)

» /C —country (20-character alphanumeric)

Email:

This field stores the contact’s email address.

Bckord: *

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

Web:

This field stores the company URL for the contact.

Tax Code:

This six-character alphanumeric field is the Multilevel Tax code for the vendor. It is the default Multilevel Tax
code for the Update Payable Documents and Update Non-A\P Checks option. Entry is optional. Zoom is availa-
ble.

Freight Tax Misc Tax Code:

This six-character alphanumeric field is the Multilevel Tax code for the vendor. It is the default Multilevel Tax
code for the Update Payable Documents and Update Non-A\P Checks option. Entry is optional. Zoom is availa-
ble.
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Bill:

This 50-character alphanumeric field can be used to record any special payment instructions from this vendor.

Last Pay:

This is a system-maintained field. It displays the date that a payment was most recently made to this vendor in
the report MM/DD/YYYY. The field is updated when you post a check to the vendor's account with the Post
Checks option (Check Processing menu.)

Hold:

This single-character field accepts an entry of "Y" (yes) or "N" (no) or it can be left blank. It is used to stop the
creation of automatic checks for a vendor. If the field is set to "Y" and the Payments Due report is run from the
Check Processing menu, the customer will display as **** ON HOLD **** and the Totals field will show .00
even if there are outstanding invoices listed. When you run Create Automatic Checks, no check will be generat-
ed for this vendor. However, the system will allow you to enter a manual check for this vendor. If this field con-
tains an "N" or is blank, automatic checks will be created for the vendor.

Ship: *

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

Take Disc.:

This single-character field accepts an entry of "A", "Y", or "N" to control how discounts are taken when Auto-
matic Checks are created. If this field contains an "A", discounts are taken even if the payment is after the dis-
count date. If this field contains a "Y", discounts are taken only if the payment is made on or before the discount
date. If this field contains an "N", discounts are not taken. In any case, the discount taken may be changed man-
ually before checks are printed.

Discount: *

This field is not currently functional.

Buyer: *

This six-character field is used to record the buyer code identifying the primary buyer of inventory items from
this vendor. You can use the Zoom feature to select a code for this field. After the code is validated, the system
fills in a buyer description in the unlabeled field to the right.

Balance:

This numeric field displays the total amount owed to the vendor. This amount includes the On Account amount.
This is a system-maintained field.

On Account:

This numeric field shows you the amount that you have sent to this vendor that was not applied to any specific
invoice ( a prepayment). It can be positive or negative. This field is similar to the On Account field of the Ven-
dor Open Items screen. The difference is that the field displayed on the VVendor Open Items screen is a window
to the vendor record. During setup you can enter the vendor's On Account amount in either place. During setup,
entering a new figure into the On Account amount on the Vendor Open Items screen overrides any amount you
previously entered in the On Account field here. After you have balanced your accounts payable and entered a
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"Y" in the Account Payable Setup Complete field of the Accounts Payable Defaults screen, you are no longer
able to change this value. After that point, this value is entirely system maintained.

A/P Terms:

This field stores the terms code for the vendor. The vendor's terms are used to calculate when invoices are due,
what discounts are allowed, and when those discounts are lost. The terms code must have been previously set up
in the Terms program using the Update Vendor Terms option of the Vendor Information menu. After you enter a
terms code, the description for that terms code displays next to the A/P Terms field. The Zoom feature is availa-
ble.

Limit:

This numeric field contains the maximum amount, if there is one, that this vendor allows you to owe. You are
not required to make an entry in this field.

Acct. Grp:

This field stores the default account group to use for this vendor. Account groups, the groups of related ledger
accounts that can be used automatically in invoice entry, are generally used to specify different categories of
purchase. This default account group displays on the Payable Documents screen. The account group must previ-
ously have been set up in the Account Groups table using the Update Account Groups option of the Setup Paya-
bles menu or the Payable Ledger menu. The Zoom feature is available.

ETA Days: *

This four-character field is used to store the estimated number of days that it takes for items to be received from
this vendor.

Pay Mthd:

This six-character field records the method of payment for this vendor. After the payment method code is en-
tered, a description displays in the unlabeled field to the right of the code. You can use Zoom to select a payment
method code.

Take Discount:

Set to A to always take terms discount, N to never take terms discount, or Y to only take terms discount if the
invoices are paid within terms.

FedTax ID:

This nine-digit numeric field stores the Federal Tax Identification Number. The number is used for 1099 reports.
The proper data entry report is:

XX-XXXXXXX (also acceptable: XXX-XX-XXXX).

1099 Required:

Check this box if you need to report 1099 information for this vendor. If this box is checked then transactions
with this vendor will be printed on the 1099 report. If this field is left blank, the default value that you entered in
the Select Vendor Default for 1099 Reporting field on the Accounts Payable Defaults screen is used.
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On PO:
Display only field that displays the total dollar amount on open purchase orders for this vendor.
YTD Purchases:

Total year to date purchases you have made with this vendor. This value is reset by the system at the beginning
of each fiscal year.

Lifetime Purchases:
Total purchases you have made with this vendor.

Accts A/P:

The first section of the A/P account field is a numeric field that stores the default accounts payable account you
want to use for the vendor. This is the account that displays in the A/P Check screen of Update A/P Checks or
Update Non-A/P Checks and the Payable Documents screen of Update Payable Documents.

If you do not make an entry in this field, the A/P account number from the Accounts Payable Defaults screen is
used. The number that you enter must be a valid account number in the Ledger Accounts program.

The unlabeled second part of the A/P account field contains the default department code (000), or the default for
this vendor. This field allows you to link the activity of a vendor with a department. In order to use the depart-
ment code feature, department codes must have previously been set up using the Update Company Information
screen program on the Setup Company menu. The Zoom feature can be used for both parts of the A/P field.

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

An entry must correspond to an established cash account. If you do not enter an account number in this field, the
default Cash Account from the Accounts Payable Default program will be used for this vendor. Like the A/P
field, a department code can be entered in the unlabeled field to the right of the Cash account field. You can use
the Zoom feature to select codes for both parts of this field.

EXP-COG:

This nine-digit Zoom field records the Account number used for purchases from this vendor. This field is not re-
quired. An unlabeled Zoom field next to the Account field stores a department code, if any, associated with this
account.

Rebate:

Enter the rebate receivable account number if it is different than the default account number. See the Purchasing
User Guide for more information on Vendor Rebate processing.
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Credit Card Template:

If the vendor has a credit card template code then the vendor can be used in the credit card statement importing
process. See Chapter Six for more information on the Credit Card Import programs.

Vendor Pay-To Option

In addition to the Vendor Information screen, you may enter one or more pay-to addresses for a vendor. To view this
screen click the Pay-To icon or select options and then Pay-To.

T papo e
File Edit View MNavigation Tools Actions Help
(O =JVEX QEALEHEH @O

a0 00 O 9 W

Find Prev Mext Add Update Delete Browse

Vendor Code: CANON .| CANOM LL5.A,, INC.
Pay-To: CAMOM1

Pay-To Name: CANOM SOUTHEAST

Contact: BOB Phone: B800-323-9758

Address1: 430 TRICKLUM WAY Cell:

Address2: Fax: 770-455-7899
City/State/Zip: ATLANTA GA 30339

Country: LS kL UNITED STATES

Email: bobs@canonusa.com
Web Address: canonusa.com
Bill Ins.:
Bekord: ¥ Tax: MNOTAX
Take Disc.; ¥ ETA Days: 45
Buyer: KEVIN A EKEVIMN KEMMER.
Discount:
Pay Method: AP A ACCOUNTS PAYABLE
1of1

Vendor Activity Option

The Vendor Activity screen shows any recent payments and outstanding invoices. They are sorted so that the most
recent display on the top of the screen. To rearrange the sort, click on the column header (for example, if you want
to see the documents in oldest date order, click Doc Date). You can use the arrow keys and the scroll bar to move
down through this list if there are more outstanding invoices than display on the screen. The fields on the Vendor
Activity screen are display only.
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To view this screen, click the Activity icon or select options, and then activity.

The Vendor Activity Option screen:

T/ Look Up Activity [E=3 E5R
File Edit Help
OBe Ul 90
Type Doc Mo Doc Date Inv/Chk Mo Due Date Amount Balance “
)] 66 11/29/2011 T7 -110.00
N 122 10/04/2011 9999 11,/03/2011 110.00 0.00
CD 50 06/28/2011 68 -2140.79
N 74 03/10/2011 34535353 04,/08/2011 450.00 0.00
N 71 02/17/2011 453453 03/19/2011 50.00
N 68 02/16/2011 23424242 03/18/2011 55.00 0.00
N 66 02/15/2011 2342423 03/17/2011 350.00 0.00
N 49 06,/29,/2010 07/29/2010 1235.79 0.00
[@ 0K ] [Q:{ Cancel l [M New Search] [Q’ Detail l
OVR

The following is a description of the columns on this screen:

Type
This field indicates the type of item displayed on the detail line.

IN = invoice.

CD = cash disbursement.
CM = credit memo.

DM = debit memo.

VC = void check

Doc.No.:

This column displays the document number of the item. Document numbe

rs are assigned during posting and are

used to track the document. The document number for a cash disbursement, credit memo, and debit memo is the

document number of the invoice to which the transaction applies.

Doc.Date:

This column displays the date that the document was entered.

Inv/Chk No.:

If this line type (shown in the Type field) is an invoice activity, the Inv/Chk No. is the same as the original in-
voice number of the document. If the line is a cash disbursement it is the check number.
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Due Date:

This is the date that an invoice is due. It is calculated from the billing terms for the vendor and the invoice date
as entered on the Payable Documents screen.

Amount:

This is the original amount of the invoice, payment, credit memo, or debit memo.
Balance:
This is the balance still due on an invoice.

To view payment detail associated with an invoice, click Detail. The first screen displays general information about
the invoice:

E Invoice Summary Information EI

File Edit Help

OBRe OO0

invoce: EEE I voc.vo: NIEE] -
pescrpson: [ pate: [T
Original Amount: Original Discount:
Invoice Balance: m Discount Balance: .'
Due Date: Discount Date:
AP Account Mumber: '. - m Pay To Code: .'
P.O. Mumber: Purchase Order Date: -

Goxk | [idcancel | & actvity |

QVR

To view payment information, click Activity.
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7 Look Up o= ]

File Edit Help
OB} O 900

Chedk No.: 77 Date: .114'29!2011 jLig Check Amount: -110.00

Doc No Doc Date Invoice Mo Disc Amt Met Applied Inv Balance i
122 10/04/2011 9999

[6 Ok ] [Q:f Canicel l

Aging Option
&

To print an AP Aging report from within the Vendor Maintenance program click on the Aging jcon,

Terms Option
&

To add additional payment terms codes from within the Vendor Maintenance program click on the Terms jcon.

On PO Option
&

On PO

To view open PO detail from within the Vendor Maintenance program click on the icon.
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'~ Viiew Open Purchase Orders EI@
File Edit Mavigation Help

BIUA 250090
PO Number Date ) Item Code Description Stg  Open Quantity UM Cost Total o
494 07/15/2011  AVOCADO AVOCADO POG 200 C5 20.00 4000 L
492 07/15/2011 AL324601 ACME WIRELESS PROGRAMABLE ... POG 100 C5 15463 15483
401 07/14/2011 BAMAMNA BAMAMAS POG 200 CS 10.00 20.00
485 07/14/2011  PIMEAPPLE PINEAPPLE POG 1.00 PL 5000.00 5000.00
485 07/14/2011  BAMANA BAMAMAS POG 100.00 C5 10.00 1000.00
484 07/14/2011  BAMANA BAMAMAS POG 100.00 C5 10.00 1000.00
483 07/14/2011 PINE POG 1.00 C5 100.00 100.00
475 07/13/2011 BAMANA BAMAMAS POG 200 CS 14.60 29,20
471 07/13/2011 49300 STAMDARD VINYL ROLL POG 20,00 FT 0.00 000 _

OVR.
. . . . . Document Delivery
To view open PO detail from within the Vendor Maintenance program click on the con.

'~ Additional Information ===
File Edit Navigation Help

OB LB E! 2H00ILDE QO

Document Title Prin' Subject E-Mail  Address FAX Number Contact Failure Notify (for faxes) -
pu:o_order Purchase Order Purchase Order (=] 713-555-1212 Randy Becker

OVR.

Enter an e-mail address to receive FAX failure notification

See the Getting Started with Fitrix User Guide for more information on the Flexible Document Delivery (FDD).
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Print Vendor Information

The Print Vendor Information option allows you to print vendor data in several different ways. You can print vendor
information in summary or detail, sorted by vendor name or by code. After you execute the Print Vendor Infor-
mation option, the Print Vendor Information submenu displays.

b Print Vendor Information

= a Print Summary by Name

=l b Print Summary by Code

= ¢ Print Detail by Mame

=

=l d Print Detail by Code

S Exit

The summary report prints the vendor code, business name, contact, and telephone number. The detail report prints
all vendor information including pay-to addresses.

Print Summary by Name

This report prints a summary of vendor information sorted by the business name. The vendor code, business name,
contact, and telephone number display on the Vendor Summary by Name report.

Print Summary by Code

This report prints a summary of vendor information sorted by vendor code. It is the same report as the Vendor In-
formation Summary Report above.

Print Detail by Name

This report prints a detailed report of vendor information sorted by vendor code. All vendor information including
pay-to addresses displays on the Vendor Detail by Name report.

Print Detail by Code

This report prints a detailed report of vendor information sorted by vendor code. It is the same report as the Vendor
Information Detail Report above.
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Print Vendor Labels

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

After you execute the Print Vendor Labels option, The Print Vendor Labels submenu displays.

The Print Vendor Labels submenu:

¢ Print Vendor Labels

= a ByVendor Mame
‘= b ByVendor Code
& ¢ By Zip Code

S Exit

All three options of this menu print the same labels, but sorted by vendor code, vendor name, or zip code. This pro-
gram prints on labels 3 1/2 inch x 15/16 inch and one across the page.

Update Vendor Terms
The Update Vendor Terms option of the Vendor Information menu is used to modify or add payment terms.

The Vendor Terms screen:

F Update Vendor Terms EI@
File Edit View Mavigation Tools Actions Help
OB G UBLPHA MORN GO
A6 9090 O 9 &\
Find Prev MNext Add Update Delete Browse
AJP Terms Code: N30
Description: MNET 30 DAYS
Due Days: 30
Discount Days: 0
Dizcount Percent: 0.000
(New Document)
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A/P Terms Code:

This six-character alphanumeric field is the code used to identify a particular definition of payment terms (e.g.,
"2NET30" might identify the definition "2% Cash Discount, Net due in 30 days").

Enter this code in the Vendor Information screen to associate payment terms with the vendor.

Description:

This 30-character alphanumeric field is the description that displays when the A/P Terms code is entered on the
Vendor Information screen and the Payable Documents screen. Enter a description that adequately describes the
terms.

Due Days:

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

Discount Days:

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

Discount Percent:

This numeric field is the percentage of the discount. This field is multiplied by the invoice total to determine the
amount of discount allowed if the invoice is paid on or before the discount date. 2.000 means 2%.

Print Vendor Terms

This report prints a list of vendor terms entered with the Update Vendor program on the Vendor Information menu.
The information printed on the Terms List is information from the Vendor Terms table.

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

Print Vendor Ledger

The Print Vendor Ledger report prints information pertaining to vendor open items. Vendor Ledgers contain all
posted transactions (open items) for each vendor.

The columns of the Vendor Ledger report are:

Date:

The date of the original document.

Tran Type:

The type of document (invoice, credit memo, debit memo or payment).

Tran #:

The invoice number, credit memo number, debit memo number, or cash receipt number of the original docu-
ment.
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Description:

The description entered into the original document.

Amount:

The original amount (not current balance) of the document.

Balance:

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

Print Vendor Aging

The Vendor Aging report prints an aging report of vendor open items. It is a listing of current and past due invoices
and memos. The four aging periods displayed on the report are defined using the Update Payable Defaults program
on the Setup Payables menu.

The Vendor Aging report can be printed in either a summary or detailed format as well as sorted by vendor code or
name. After you select the Print Vendor Aging menu option, the Print Vendor Aging submenu displays.

The Print Vendor Aging submenu:

g Print Vendor Aging

a Print Aging Summary By Code
b Print Aging Summary By Mame
= ¢ Print Aging Detail By Code

d Print Aging Detail by Name
o] Exit

After you select the report, two screens display. The first screen prompts you if you want to use the invoice date or
the due date for aging. The second screen prompts you to enter the aging date. The aging date defaults to the current
system date.

The aging of the vendor transactions is based upon the aging categories set up on the Accounts Payable Default
screen program (1-30 days, 31-60 days, etc.), the vendor invoice date (or vendor invoice due date), and your entry in
the Aging Date field on this screen. This field defaults to the current computer system date. The Aging Date field is
the cut-off date. Invoices that are aged by the invoice date will not show up on the report if the invoice date is great-
er than or equal to the aging date. Similarly, invoices that are aged by the due date will not show up on the aging
report if the due date is greater than or equal to the aging date.

The Accounts Payable Default screen can be viewed or modified using the Update Payable Defaults option. After
selecting an aging date and pressing [ENTER], a second Selection Criteria screen displays.

The Vendors Selection Criteria screen:
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P~ Enter Selection Criteria EI@

File
Enter Aging Date: m @

[Q oK l |Q:* Cancel |

Enter the date to use for calculating aging. LA

Use this screen to designate which vendors will print on the report. You can select vendors by vendor code or ven-
dor name.

Print Aging Summary

The Aging Summary report contains the total activity for each vendor (with a non-zero balance) in each aging peri-
od.

The current column contains the On Account amount. The On Account amount does not have an invoice date or due
date. It is maintained with the Update Vendor Information program on the Vendor Information menu.

The number of days for each aging period and the headings for each period (e.g., Over 60 Days) are defined with the
Update Payable Defaults program on the Setup Payables menu.

Print Aging Detail

The Aging Detail report contains activity as well as a total for each vendor (with a non-zero balance) for each aging
period.

The current column contains the On Account amount. The On Account amount does not have an invoice date or due
date. It is maintained with the Update Vendor Information program on the Vendor Information menu.

The number of days for each aging period and the headings for each period (e.g., Over 60 Days) are defined with the
Update Payable Defaults program on the Setup Payables menu.

Print Vendor Cash Requirement

The Vendor Cash Requirement report prints a future aging of vendor open items. The report is a projection of future
payments due. The four aging periods displayed on the report are defined using the Update Payable Defaults pro-
gram on the Setup Payables menu.
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The Vendor Cash Requirement report can be printed in either a summary or detailed report as well as sorted by ven-
dor code or name. After you select the Print Vendor Cash Requirement menu option, the Print Vendor Cash Re-
quirement submenu displays. Select the report that you want to print, aging by due date or invoice date, the aging
date, and the vendors.

Print Vendor Open Items

The Print Vendor Open Items option prints a list of open items for selected vendors. Use the vendor Selection Crite-
ria screen to select the vendors by code or by name.

Vendor 1099's

The Vendor 1099's option allows you to create, update, or print 1099's. Select the option from the following VVendor
1099 submenu:

] Vendor 1089's

=} a Create Vendor 1099's

[E] b Update Vendor 1099's

& ¢ Print Vendor 1099's

& d Print 1099 Forms - continuous

= e Print 1099 Forms - sheet

S Exit

Create Vendor 1099’°s

The Create Vendor 1099°s program totals the cash amounts paid vendors requiring 1099 reporting and prints a
summary of the amounts. You must first have set up the cash amounts with the Update Vendor 1099°s program
(Setup Payables menu).

When you select this option, you see the following Selection Criteria screen:
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¥ Enter Selection... E\@

File
)

Report Year: ZIZIll|

[G OK ] I[ﬁ Cancel I

Enter the year for which to proce &

Use this screen to specify the year for which you want to process 1099 screens. Click OK to begin the process.

Update Vendor 1099's

This option allows you to modify the 1099 report that was created with the Create Vendor 1099's option.

Note

All records are removed each time the Create Vendor 1099’s option is executed. That is, the in-
formation maintained through this option is overwritten when you create new vendor 1099’s.

Selecting this option displays the following screen:
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F Update Vender 1099's
File Edit View MNavigation Toels Actions

@@J,ﬁ
A e 00 0 0 &\

Vendor: 123457
Cash Disbursed: 25408.37

Category 1: Category 2:

Category 4: Category 5:

Category 7: Category 8:

Category 13: Category 14:

Category16b: Category18a:
{(New Document)

AELEH @O

Find Prev Mext Add Update Delete Browse

1099 Categories

CHAMPION INC

Category 3:
Category o:
Category 10:
Category16a:
Category18b:

=N B =)

25408.37

The upper half of the screen contains three fields—two are labeled, one is not.

Vendor:

This field contains the vendor code. Use Zoom to select a vendor.

Vendor Name (unlabeled):

This display-only field shows the associated vendor name when you enter a valid vendor code.

Cash Disbursed:

This field contains the total amount of cash that must be reported to the IRS for the currently selected vendor.

The lower half of the screen contains 1099 Categories.

Print Vendor 1099's

This option allows you to print a 1099 report containing all pertinent information relating to the vendor and the 1099

accounts.

Print Federal 1099 Forms

This option permits printing of Vendor 1099 information on preprinted Federal 1099 screens. You can obtain these

from many office or computer supply vendors.
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Chapter 6

Payable Ledger Menu

»  General purpose of the Payable Ledger menu

»  The Payable Documents screen—Illustration and description of all fields
»  The Payables Listing—General information and printing

»  Posting payable documents

»  The Payables Journal—General information and printing

»  G/L Activity—Information and printing reports

»  Updating ledger accounts and account groups

*  Recurring documents—Creating

»  Credit Card Import of expenses
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Payable Ledger

The Payable Ledger menu is the most frequently used menu of the Accounts Payable system. Use it to create, modi-
fy, and post payable documents (invoices, credit memos, debit memos), print journal and activity reports, maintain
ledger accounts and account groups, create recurring documents, and approve batches.

The Payable Ledger menu:

= Dev 540 Database: sample Printers: Lexmark2/NPECCTDI (HP Laserlet P2035n) ===

File ‘“iew Execute Settings Help

demE2s

Dev 5.40
=RRBEUEU 1 Financial Management
SR LN SREU 2 Accounts Payable

[ 3 Sales' &5 2 Accour f 1 payanl 1 Payable Ledger

& 6 Produt &5 5 Fixed/ &g 4 setup &} ¢ PostPayable Documents

T Cust i -
S 7 Custor g5 6 Mult o] Exit & d Print Payables Journal
= 8 Gener 25 7 Multi-Level Tax

m

B e Print GIL Activity

ﬂ Exit ﬂ Exit f Update Ledger Accounts

g Update Account Groups

& h Create Recurring Documents
[E= i Credit Card Import

= z Batch Maintenance

&) Exit

Statuz Idle
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Update Payable Documents

The Update Payable Documents program is used to enter and maintain payable documents. Payable documents are
vendor invoices, vendor credits, and vendor debits.

The Payable Documents screen:

F Update Payable Documents EI@
File Edit View Mavigation Tools Actions Options Help
(O =JVEX QAEHOBEMB00EDE OO
1 TR T
Batch Options  Vendor Payto Chart
Q @ 90 O 9 &
Find Prev MNext Add Update Delete Browse
Date: 02f15/2013 134 Gross AmtEntry: N Dept.: 000
Vendor: 123457 CHAMPION INC Posted: Y
Pay-To: PAYTO Recurrent Code: Recurrent Times:
Doc. Type: 1 4531 Ref.Na: L Fix Date:
Descript: Invoice Date:  02f15/2013 k]
Terms: B 2% 10 MET PAYMENT 30 DAYS Default Tax: NOTAX
Pay On: 02/25/2013  [Lig Due: 03172013 g Disc.: 02/25/2013 [ Disc%: 2,000
P.O. No.: P.O. Date: ]
Acct.Grp: Cash: 100000000 (= - 000
Account Dpt Description Code Amount Order Rel it
121000000 000 WORK IN PROCESS MOTAX 50.00 5000 DB 220 000  PACKAGING
4 [
Currency: Multilevel Tax: 0.00 0.00 DB
Tm.: 200000000 - 000 .| ACCOUNTS PAYABLE 50.00 50.00 CR
1of1
OVR

The following section describes each field on the Payable Documents screen:

Payable Documents Screen—Header Section

Date:

This date field is significant for ledger accounting. This date is used to determine the accounting period into

which this transaction falls and therefore which period's income statement and balance sheet this document af-
fects. If you leave this field blank, it will default to the current system date.
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Gross Amt Entry:

This field determines the character of the amounts entered. The default comes from the Gross Invoice Entry on
the Accounts Payable Defaults screen program. To enter gross amounts, enter a "Y" in this field. To enter net
amounts, enter an "N" in this field.

If gross amounts are entered, the tax is automatically backed out and the net amount appears to the right of the
amount entered. Only the net amounts are posted to the ledger account entered as the Accounts Payable Account
through the Update Multilevel Tax Codes screen program.

Once a "Y" or "N" has been entered in the Gross Amt Entry field, the field may not be changed. If you need to
change it, the document must be deleted and then reentered.

Dept.:

This is a three-character alphanumeric field that stores the department code for this document. This field tells
Fitrix Account Payable into which department—if you are using departmental accounting—to put this docu-
ment's ledger accounting information. If left blank, the department will default to the department code for this
vendor. If a vendor has no department code, the 000 department is used. The department code must have been
previously set up with the Update Company Information program on the Setup Company menu. The Zoom fea-
ture is available for this field.

Vendor:

This twenty-character alphanumeric field is the code that identifies the vendor involved in the transaction. The
vendor code must already have been entered in the Vendor table. The Vendor table is maintained with the Up-
date Vendor Information program on the Vendor Information menu. All payable documents must have a vendor
code associated with them. The Zoom feature is available.

Posted:

This display-only field shows whether or not the document has been posted to the Open Items table. This field
cannot be changed manually, but is updated automatically by the system after the posting process occurs. "Y"
means that the document has been posted. "N" means that the document has not been posted.

Pay-To:

This field is the six-character alphanumeric field that stores the pay-to code for this document. This pay-to code
specifies the pay-to address to print on the check. Each vendor may have any number of pay-to addresses. Any
of those pay-to addresses can be recalled by entering the appropriate code into this field. If you leave the pay-to
code blank, it defaults to the pay-to code for this vendor. If there is no pay-to code, the main vendor address is
used. The Zoom feature is available for this field.

Recurrent Code:

This one character code identifies the document as a recurring one (for example, "M" for month). The document
is entered and posted once, and then the Create Recurring Documents program is used to recreate it thereafter.
See the section on Create Recurring Documents in this chapter for more information.

Recurrent Times:

If this recurring document should be recreated a specific number of times, enter that value here. For example, if
the document is for a 36 month automobile lease, enter 36 here. Each time the Create Recurring Documents pro-
gram is run, this value will decrease by 1. When the value reaches 0, the document will be deleted so it will not
be created again by the Create Recurring Documents program.
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Doc.Type:
The Doc.Type field stores a code representing one of three document types.
Table 1:

| Vendor invoice

C Credit memo
D Debit memo
defaults to "I"

Ref.No:

This six-character alphanumeric field is used only for credit or debit memos. This field is skipped for invoice
documents. It stores the document number of the open item associated with debit or credit. An entry in this field
causes the debit or credit memo to update the balance of the open item, rather than resulting in a new open item
being created. The Zoom feature is available for this field.

Date:

This is the fixed date flag. It is a Y/N field. It allows you to lock the due date, discount date, and pay on date en-
tered for recurring documents. For example, if a bill is always due on the 15th of the month, set this flag to "Y",
enter a code in the recur field, set the due date to the 15th of the next month, and set the discount and pay on
dates accordingly. If you enter "N" in the F.Date field, the dates are changed based on when the invoice is pro-
cessed.

Description:

This thirty-character alphanumeric field stores the description for this document. This description is useful in
helping you identify this document at a future time.

Invoice Date:

This date field is used to store the date that the vendor issued the invoice. This is different than the Date field at
the top of the screen which represents the day the document is entered into your A/P system. This date is used to
determine when the invoice becomes due and overdue for payment.

Terms:

This field identifies the payment terms for this invoice. The terms determine a number of things about an in-
voice: when it becomes due, if there is a discount for early payment, the amount of the discount, and when the
invoice must be paid for that discount to be taken. All entries in this field must have been previously set up in the
Terms program. The Terms program is maintained with the Update Vendor Terms option (Vendor Information
menu). The description for the type of terms represented by this code is taken from the Terms program and dis-
played to the right of the code. The information in the Terms program is also used to calculate the defaults for
the Pay On date, the Due date, the Disc. (discount) date, and the Disc% (discount percentage). Use the Update
Vendor Terms option of the Vendor Information menu to add, delete or modify the terms program. The Zoom
feature is provided.
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Default Tax:

This field determines the default Multilevel Tax code used in the detail lines. The default for this field comes
first from the pay-to information for the vendor. If a tax code is not found there, the vendor record is checked. If
a tax code is not found in the vendor record, the Multilevel Tax code is taken from the Default Tax Code field of
the Accounts Payable Defaults table.

Pay On:

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

Due:

This date field determines the maximum amount of time you have to pay this invoice without it becoming past
due. This date is calculated from the Invoice Date and the Terms field. This field may be overwritten as needed.

Disc.:

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

Disc%o:

This numeric field stores the percentage of discount you can claim if you pay the invoice by the discount date.
Enter percentages in the report of XX. XXX where 2.000 means 2%. The default for this field is taken from the
vendor's terms.

P.O. No.:

This ten-character alphanumeric field stores the purchase order number for items on this vendor invoice. Use this
field as an audit trail for purchase orders.

P.O. Date:

This is a date field used to store the date of the purchase order.

Acct. Group:

This is the account group code to use for this document. The account group code is used for selecting a certain
set of general ledger numbers. It simplifies data entry by allowing you to remember a group code instead of hav-
ing to remember the ledger codes themselves. When you have finished entering information into the document,
the code itself disappears. The account group code must have already been set up in the Account Groups table.
The Account Groups table is modified using the Update Account Groups program on the Setup Payables menu
or the Payable Ledger menu. This field defaults to the account group set up for the vendor. The Zoom feature is
provided.
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Cash:

This field stores the cash account to use for this document. This field defaults to the default cash account set up
for the vendor in Vendor table. The Vendor table is maintained with the Update Vendor Information program on
the Vendor Information menu. If there is not a default cash account for the vendor, the Cash account in the Ac-
counts Payable Defaults table is used. This field may be overwritten. The account entered must have been previ-
ously set up as a checking account with the Update Checking Accounts program on the Setup Company menu.
The Zoom feature is provided.

A/P Department:

This unlabeled field records the department code of the cash account. This field defaults to the default cash ac-
count department code set up for the vendor. If there is not a default cash account department number for the
vendor, the 000 department code is used. This field may be overwritten. The department code entered must have
been previously set up in the Ledger Account table. The Ledger Accounts table is maintained with the Update
Ledger Accounts program on the Setup Company menu. The Zoom feature is provided.

Payable Documents Screen—Detail Section

In the detail section of the screen (the lower half of the screen), you see the accounting information relating to the
purchase. The data appears in columns. A single row is provided for each account affected by this transaction.

Account:

This nine-digit field gives the ledger account number to which this purchase is distributed. The account number
determines what general ledger account the purchase falls into. The account number must have been previously
set up in the Ledger Accounts table. It can be set to default values using the Acct Group field. The Zoom feature
is provided.

Dpt:

This field stores the department code to use for this disbursement. Using this column, you can assign a different
department code to each line of the invoice. If you do not make an entry in this column, the 000 department code
is used. The department code must have been previously set up in the Company Information table. Department
codes may be set up using the Update Company Information program on the Setup Company menu. The Zoom
feature is available for this field.

Description:

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

Code:

This field shows the Multilevel Tax code to use for this line item. The tax code determines the rate at which this
line is taxed. Use Zoom to select a valid tax code.

Amount:

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

Disbursed Amount:

This unlabeled column stores the amount disbursed to the ledger account. This is a display-only field.
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Debit or Credit:

This is an unlabeled column that shows the type of ledger transaction. DB stands for debit transaction. CR means
a credit transaction. These are automatically entered based on information in the ledger accounts program. In us-
ing Fitrix Business, you need not know how credits and debits work in a traditional accounting system. All you
need to know is that when entering a value into the Amount column of an invoice or vendor credit, a positive
value increases an account balance and a negative amount decreases an account balance. The program deter-
mines whether the entry is a credit or a debit. This is a display-only field.

Order- used with Job Shop functionality. If this invoice is a miscellaneous cost to be added to a production
work order, enter or search for the production work order number.

Rel — used with Job Shop functionality. Enter the release number of the production work order.

Element- used with Job Shop functionality. Enter or search for the miscellaneous cost element that this cost is
for.

Payable Documents Screen—Totals Section

The totals section of the Payable Document displays amounts posted to the Accounts Payable account. The amounts
on the bottom of the screen are always equal to the sum of the amounts in the detail section of the screen.

Currency:

This display-only field shows the currency code retrieved from the Vendor information program.

Multilevel Tax:

This field contains the amount of tax on this document. The multilevel tax is calculated only if the Multilevel
Tax field of the Update Company Information option is set to Y. It is updated for each entry.

A/P Account:

This unlabeled field stores the Accounts Payable ledger account to use for this document. This field defaults to
the default A/P account set up for the vendor in Vendor table. The Vendor table is maintained with the Update
Vendor Information program on the Vendor Information menu. If there is not a default A/P account for the ven-
dor, the A/P account in the Accounts Payable Defaults table is used. This field may be overwritten. The account
entered must previously have been set up in the Ledger Account table. The Ledger Accounts table is maintained
with the Update Ledger Accounts program on the Setup Company menu. The Zoom feature is provided.

A/P Department:

This unlabeled field records the department code to use for this document. This field defaults to the default A/P
account department code set up for the vendor. If there is not a default A/P account department number for the
vendor, the 000 department code is used. This field may be overwritten. The department code entered must have
been previously set up in the Ledger Account table. The Ledger Accounts table is maintained with the Update
Ledger Accounts program on the Setup Company menu.

A/P Amount:

This unlabeled field records the total of the Amount column of the detail section. This is a display-only field.
You can use this field to verify the accuracy of your entries in the detail section.
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Total Disbursed Amount:

This unlabeled field records the total amount disbursed to the A/P Account. This value is equal the total of the
Disbursed Amount column of the detail section. It represents a balancing entry. For example, if the total of the
Disbursed Amount column is a $40.00 debit, the Total Disbursed Amount is the opposite, or a $40.00 credit.
This is a display-only field.

A/P Credit or Debit:

This unlabeled field shows the type of transaction for the A/P side of this transaction. CR represents a credit to
the A/P Account. DB represents a debit to the A/P Account.

Acct:

The Accounts Payable ledger account for this tax code. The account must have been previously set up using the
Update Multilevel Tax Codes program.

Net Amt:

This is the net goods amount for this tax code. The net goods amount is without tax. After you click OK to store
the information, sums are calculated for the net goods amounts entered into this screen and for the net goods
amounts entered into the detail portion of the payable document. If these two sums are not equal, an error mes-
sage is displayed and the cursor is positioned in the detail portion of the payable documents screen. The docu-
ment cannot be stored until these two amounts are equal.
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Print Payable Listing

The Print Payable Listing program is used to print an edit list of payable documents. Use this report to check the
accuracy of payable documents before using the Post Payable Documents option. When payable documents are
posted, a report in the same basic report is printed. The Payable Listing is usually discarded and the posting report is
kept as a permanent record of the payable document transaction.

Because the document numbers are assigned when the documents are posted, the document numbers of the payable
documents show as unassigned on the Payable Listing.
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Post Payable Documents

The Post Payable Documents program selects all previously un-posted invoices, credit memos, and debit memos and
posts them to the vendor activity program and to the appropriate ledger accounts. Tax amounts from payable docu-
ments post to the general ledger activity program and to the Multilevel Tax activity program.

Payable documents can only be posted after you have determined that all payable documents entered are accurate by
printing the Payable Listing. Once a payable document is posted, it can no longer be changed. Errors in posted doc-
uments must be corrected with a credit memo or debit memo.

When payable documents have been posted to open items (see below), the Payable Documents Posting report is
printed. This report is in the same report as the Payable Listing report.
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Print Payables Journal

The Payables Journal report shows the debit and credit information for posted payable documents .
When you first execute the Print Payables Journal menu option, you must confirm the destination for the report.

To print this report, you must enter dates into a Selection Criteria screen. This screen allows you to select the range
of dates for documents to include on the report.

You can include the data for all transactions by entering a starting date that you are sure precedes the earliest date of

any document, and an ending date that you are sure is the same as or past the date of the most recently posted docu-
ments.
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Print G/L Activity

General Ledger Activity reports organize accounting data by ledger account rather than by document number. The
General Ledger Activity report may be printed in summary or detail report.

For both the detail and summary reports enter dates into the Selection Criteria screen. This screen is identical to the
AJP Journal Selection criteria screen.

Both G/L Activity reports are sorted first by ledger account number then, within each ledger account number, by

department code. The total debits and credits posted to an account during the selected date range are displayed at the
right of each account. The total debits and total credits are shown at the bottom of the report.
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Update Ledger Accounts

This menu option is duplicated on the Setup Company menu. See "Update Ledger Accounts” in Chapter 9, Compa-
ny Setup.
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Update Account Groups

This menu option is duplicated on the Setup Payables menu. See "Update Account Groups" in Chapter 4.
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Create Recurring Documents

The Create Recurring Documents option automatically creates payable documents based upon the contents of the
Recur field of the Payable Documents screen. This field is used in the Update Payable Documents option on the
Payable Ledger menu.

When the Create Recurring Documents option is run, it creates a new payable document from the original document
specified by its Recur code.

Once recurring documents have been created, they may be printed and posted with the Print Payable Listing and
Post Payable Documents options of the Payable Ledger menu, like non-recurring payable documents. If you wish to
keep recurring documents separate from other payable documents, you should post one type before creating the oth-
er type.

After selecting Create, a Selection Criteria screen displays allowing you to specify one or more recurring codes.
After you enter a recurring code, the program searches for all documents with that character in the Recur field. After
selecting OK the program creates new non-posted versions of the documents and prints a listing of the payable doc-

uments created. Clicking OK without entering a recurring code results in the new payable documents being generat-
ed for each posted recurring document stored in the payable document table.
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Credit Card Import

These programs allow you to import data from your credit card vendor for payment and place the activity with the
specific vendors paid. For example, if you use a company credit card to pay for airline tickets for your sales people,
this data can be imported so that you pay the credit card company but the expense put on the card will be listed un-
der the vendor code for Delta Airlines.

i Credit Card Import

@ a Update Credit Card Vendaor Templates
E—‘.. b Import Credit Card Vendor Data

@ ¢ Update Credit Card Vendaor Data

‘=l d Print Credit Card Transaction Listing

=} e Post Credit Card Transactions

] Exit

Update Credit Card Vendor Templates

Use the Update Credit Card Vendor Templates program to map the columns in your vendor’s credit card data down-
load to database columns in Fitrix. Entering Credit Card Vendor Templates is the first step.

ra Update Credit Card Vendor Templates EI@

File Edit View MNavigation Tools Actions Help

OR UUpREABHLGBH H0Q0EHE 9O
A e 00 O 0 &\

Find Prev MNext Add Update Delete Browse

Table Name: STPCCSTD Template Name: TRANS_IMP

5]

Sequence Spreadsheet Column  Database Column -
posted_date

trans_date

ref_no

trans_desc

LV B L L I I )
m O M | I

trans_amount

1of1
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When you import credit card data you create a .csv (comma separated values) file. The Credit Card Vendor Tem-
plate determines where the data is added in the Fitrix database..

Table Name — enter STPCCSTD for credit card statement detail.
Template Name — enter a value unique to this template.

Spreadsheet — Enter the column from the spreadsheet or text file
Database Column — Enter the column from table stpccstd that is to receive the data

NOTE 1: All columns in the spreadsheet or test file must be defined on this screen. If any columns containing data
are not included, it is possible that incorrect data will be loaded into the database columns.

NOTE 2: It is not necessary that the spreadsheet/text columns be defined in the order by column. The program will
rearrange the columns after maintenance is completed, by assigning a unique sequence number to each column.

When you import credit card data you create a .csv (comma separated values) file. You can create this file by load-
ing your credit card data download into a spreadsheet program. Below is an example of a credit card data download.

A B C D E F
1 Description Summary Amt.
2 Total credits -409.9
3 Total debits 3776.89
4
5 Posting Date Trans. Date Reference ID Description Amount Balance
] 5/28/2012 5/25/2012 Ref: 24445002147100176651900 OFFICE MAX 79.45 3366.99
7 5/28/2012 5/24/2012 Ref: 24610432146010183336545 THE HOME DEPOT 4706 592.77 3287.54
8 5/28/20012 5/24/2012 Ref: 74610432146010183337043 THE HOME DEPOT 4706 -409.9 2694.77
9 5/28/2012 5/24/2012 Ref: 24445002146100164216600 QFFICE MAX 59.08 3104.67
10 5/25/20012 5/24/2012 Ref: 24755422145261454568301 SPARKLE CLEAMERS 270 3045.59
11 5/25/2012 5/23/2012 Ref: 24610432145010182639973 THE HOME DEPOT 4706 409.9 2775.59
12 5/25/2012 5/23/2012 Ref: 24445002145100158620214 FRED-MEYER #0608 32.84 2365.69
13 5/25/2012 5/23/2012 Ref: 24559302145400000690043 COURTESY TIRE INC 1412.04 2332.85
14 5/24/2012 5/23/2012 Ref: 24493932144026982767928 CRAIGSLIST.ORG 25  920.81
15 5/24/2012 5/22{2012 Ref: 24493132144930007012534 CHUCK OLSOM CHEVROLET INC ~ 107.15 895.81
16 5/23/2012 5/22/2012 Ref: 24765012143206000750696 COMPASS COURSES 700 788.66
17 5/23/2012 5/21/2012 Ref: 24445002143100145730748 OFFICE MAX 79.92  B3.66
18 5/23/2012 5/21/2012 Ref: 24445002143100145730664 FRED-MEYER #0608 8.74 8.74
1a

You must remove any heading data and any unused columns (see Balance colunmn above). The modified example
from above is below.  The columns in the Update Import Templates window must match your .csv columns. The
columns in the Update Import Templates window above match the spreadsheet below.
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EH) may2012visal
A B C D E
1 5/28/2012 5/25/2012 Ref: 24445002147100176651 OFFICE MAX 79.45
2 5/28/2012 5/24/2012 Ref: 2461043214601018333¢ THE HOME DEPOT  592.77
3 5/28/2012 5/24/2012 Ref: 7461043214601018333% THE HOME DEPOT -409.9
4 5/28/2012 5/24/2012 Ref: 2444500214610016421¢ OFFICE MAX 59.08
3 5/25/2012 5/24/2012 Ref: 2475542214526145456¢ SPARKLE CLEANEI 270
] 5/25/2012 5/23/2012 Ref: 2461043214501018263° THE HOME DEPOT 409.9
7 5/25/2012 5/23/2012 Ref: 2444500214510015862( FRED-MEYER #06C 32.84
8 5/25/2012 5/23/2012 Ref: 2455930214540000069( COURTESY TIRE IN  1412.04
9 5/24/2012 5/23/2012 Ref: 2449393214402698276, CRAIGSLIST.ORG 25
10 5/24/2012 5/22/2012 Ref: 2449813214498000701: CHUCK OLSON CH  107.15
11 5/23/2012 5/22/2012 Ref: 2476501214320600075( COMPASS COURS 700
12 5/23/2012 5/21/2012 Ref: 2444500214310014573( OFFICE MAX 79.92
13 5/23/2012 5/21/2012 Ref: 2444500214310014573( FRED-MEYER #06C 8.74
14

Update Vendor Information

For your credit card vendors, enter the Credit card Template code into the Credit Card Template field. You may

use the zoom feature. Any code you enter in the Credit Card Template field must have been previously setup using
Update Credit Card Vendor Templates.

Accts AfP: I

200000000 \.

1of1

- 000 [ cash: 102000000 @ - o000 [a

EXP-COG:

503000000 (4] - 000 (@) Rebate: 102000000 4

Credit Card Template: TRANS_IMP
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Update Vendor Pay-To’s

8

I3 Update Vendor Pay-To's

(=] = [ |

File Edit View Mavigation Tools Actions Help
OB U AERALEH OO
A e 90 O 9 .\

Find Prev Mext Add Update Delete Browse

Vendor Code: CAPCNE
Pay-To: VISAL
Pay-To Mame: CAPITAL ONE
Contact: FRANK SPUMK
Addressl: 1234 4THST
Address2:
City/State/Zip: FARGO
Country:
Email:
Web Address:
Bill Ins.:
Bikord:
Take Disc.: Y
Buyer:
Discount:
Pay Method:
Credit Card AP Acct:

1of4

CAPTTAL OME VISA

Phone:
Cell:

Fax:

MND 345545

Tax:

ETA Days:

343-345-7000

NOTAX

Two fields are for credit card imports. These fields are:

Credit Card AP Account: This field is optional. If you want to use a different AP account than the account de-
fined in Update Vendor Information, enter that account here. You can use the Zoom feature.

Department Field after Credit Card AP Account: This field is optional. If you want to use a different AP ac-
count department than that defined in Update Vendor Information, enter that department here. You can use the

Zoom feature.

Processing Credit Card Vendor Data

When you have created Credit Card Vendor Templates, entered Credit Card Templates for your Credit Card Ven-
dors, and entered any data required for the Credit Card Vendor Pay-To’s, you are ready to process Credit Card Ven-
dor Data. The steps to processing Credit Card Vendor Data are:

1. Import Credit Card Vendor Data.

2. Update Credit Card Vendor Data. You must enter a valid vendor and vendor pay-to for each item.

3. Print Credit Card Transaction Listing. When you do this step, you see any items you missed in step 2.
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4. Post Credit Card Transactions.

Import Credit Card Vendor Data

You must fill out the following selection criteria form.

IS Enter Selection Criteria | = | B |-
File
()
Load Hat File
Enter Vendor Code: ||
Enter Pay-To Code:

Enter the name of the file to be loaded:

Choose the delimiter that is used in your data file:
@ Fipe (WDefault)

Comma
Tab
Tilde (™)

|& ok | qcancel |

Enter the vendor code

L A

Notice the Pay-To code. You must define a separate Pay-To code for each individual credit card and import the
credit card data separately for each card. This is so a separate AP and/or department can be assigned correctly.

When you import the credit card statement data, past vendors are looked up based on the description. In this man-
ner, as many vendor and vendor Pay-To codes as possible are assigned from prior imported data. In addition, credit
card entries are checked for duplication using the reference number. Duplicate entries are not reimported.

The fields on the selection criteria form are as follows.
Enter vendor code: Vendor Code to be used. The Credit Card Vendor Template used is determined by the vendor.
Enter Pay-To code: Vendor Pay-To Code to be used.

Enter the name of the file to be loaded: The file containing the spreadsheet or text data must be placed in a specif-
ic directory on the server’s system. Work with your system administrator to place the file in the correct directory
($fg/data/load). Once you verified the proper location, enter the name of the file, including the extension assigned to
the

Choose the delimiter that is used in your data file: Select one of the choices, based on the character you used to
separate the columns in your spreadsheet or text file. For Microsoft Excel spreadsheets, the most common separators
are: comma (save as a ‘Comma-separated’ file) or tab (save as a ‘Tab-delimited’ file).

Click OK to process the file.
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The Import Credit Card Vendor Data report:

Date: 05/31/72012 Import Credit Card Vendor Data
Time: 18:09:59 ABC DISTRIBUTION Page: 1
. . . T T T T T T T ERROR DETATLs oo oo
Table Row 5/5 Database Column VYalue / Error

Rows Loaded 13
Rows with Errors 0

Update Credit Card Vendor Data

Access Update Credit Card Vendor Data from the 1 — Financial Management, 3 — Accounts Payable, 1 — Payable
Ledger, | — Credit Card Import menu.

When you import credit card statement data, it is imported into intermediate tables. You import each credit card
statement separately. By this | mean if you have a single credit card account with a separate card for each employee,
you import each employee’s credit card statement data separately. Each employee’s credit card must be setup with a
vendor pay-to code. This is so a separate AP and/or department can be assigned correctly.

Before you can post the items on a credit card, you can update the intermediate tables to:

e Assign vendor and vendor pay-to codes. You must assign vendor codes and pay-to codes to each credit card
data line before it can be posted. Posting means that invoices are created for the vendors and the credit card
vendor.

e Add notes to lines that are posted to the respective invoices. This is useful to record those attending meals for
meals and entertainment expenses.

o If the line item is expensed to more than the default expense account for the vendor/pay-to, then you can split
the expense out to one or more GL accounts.

e Determine which line items to post. In cases where the period ending date does not coincide with the date the
last statement items were imported, you can flag items to not post that are past the statement ending date. This
way the outstanding open items for the credit card correspond exactly to the statement ending balance. The
Post (P) checkbox to checked. You can uncheck items that you do not want to post. Later on, you can check the
post (P) checkbox.
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I3 Update Credit Card Vendor Data

B

etail  Notes

File Edit View Mavigation Tools Actions Options Help

OB URPEAIN -BHE00ED - |90

A0 00 0 0 &’

1of1

Find Prev Mext Add Update Delete Browse
Credit Card Vendor: | CAPONE CAPITAL ONE VISA
Credit Card Pay-To: |VISA1 CAPITAL ONE
Import Doc Mo 50 Import Date: | 05/31/2012 Import User:  kittyk

Posted Date Trans Date Ref No. Description Amount P  Post Date Trans Vendor Trans Payto
05/28/2012 05/25/2012 Ref: 24445002147100176651500 OFFICE MAX 7945
05/28/2012 05/24/2012 Ref: 24610432146010183336545 THE HOME DEPOT 4706 59277
05/28/2012 05/24/2012 Ref: 74610432146010183337043 THE HOME DEFPQT 4706 -409.50
05/28/2012 05/24/2012 Ref: 24445002146100164216600 OFFICE MAX 59.08
05/25/2012 08/24/2012 Ref: 24755422145261454568201 SPARKLE CLEANERS 270.00
05/25/2012 05/23/2012 Ref: 24610432145010182635573 THE HOME DEPOT 4706 409.50
05/25/2012 05/23/2012 Ref: 24445002145100158620214 FRED-MEYER #0608 284
05/25/2012 05/23/2012 Ref: 24555302145400000650043 COURTESY TIRE INC 141204
05/24/2012 08/23/2012 Ref: 24453982144026982767928 CRAIGSLISTORG 25.00
05/24/2012 08/22/2012 Ref: 24458132144580007012594 CHUCK OLSON CHEVROLET INC 107.15
05/23/2012 08/22/2012 Ref: 24765012143206000750696 COMPASS COURSES 700.00
05/23/2012 05/21/2012 Ref: 24445002143100145730748 OFFICE MAX 79.92
05/23/2012 05/21/2012 Ref: 24445002143100145730664 FRED-MEYER #0608 874

Acct No

The fields in the header portion of the Update Credit Card Vendor Data window are all no entry fields and are as

follows.

Credit Card Vendor: Vendor Code you entered when you imported the data . The field following Credit
Card Vendor displays the vendor’s business name.

Credit Card Vendor Pay-To: Vendor Pay-To code you entered when you imported the data. The field
following Credit Card Pay-to displays the Pay-To name.

Import Doc No: The import Doc No is automatically assigned when you import the credit card data.
Import Date: The Import Date is automatically assigned when you import the credit card data.

Import User ID: The user id of the user who imported the credit card data.

When you update credit card vendor data you are taken to the detail portion of the window. This is because all of the
fields in the header portion of the window are not enterable. The fields in the detail portion of the window are as

follows.

Posted Date: Date the transaction was posted by the credit card company. Display only field.
Transaction Date: Date of the transaction. Display only field.

Reference Number: Reference number of the transaction. Display only field.

Description: Description from the credit card company. Display only field.

Amount: Amount of the transactions. Display only field.
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Post: If the Post field is checked, the transaction will be selected for printing and posting. Transactions are
imported with the post field checked. If you wish to hold a transaction for posting later, uncheck the Post
field. You might want to not post a transaction if you are importing transactions after the statement date
and you want the credit card vendor invoice to exactly match the credit card statement.

Post Date: Post date is the date the transaction was posted to Accounts Payable. Post Date is display only
field.

Transaction Vendor: Enter the transaction vendor code. You can use the Zoom feature.
Transaction Pay-To: Enter the transaction vendor’s pay-to code to use. You can use the Zoom feature.

Account No: If there is only one expense account number, then the expense account number is displayed.
If there are multiple expense accounts, “Multiple” is displayed. Display only field. To enter expense ac-
count detail, click the Expense Detail button.

Dept: If there is only one expense account number, then the expense account department is displayed. If
there are multiple expense accounts, “Mul” is displayed. Display only field. To enter expense account de-
tail, click the Expense Detail button.

To enter expense account details, click the Expense Detail button. The Expense Account Detail window appears.
Use the Expense Account Detail to enter one or or more expense account and departments. The total of the amounts
in the Expense Account Detail window must match the transactions Amount field.

-

r3 Expense Account Detail =ANCN X

File Edit Mavigation Help

OB U UEHR LT 0QEDE GO

Expense Account Department  Amount Description
590000000 000 10.00|| ADD FOR WAREHOUSE PERSOM
638000000 0aa 15.00 || ADD FOR CUSTOMER SERVICE|

[O ok l [t:{ Cancel l

Enter in description
Ny A

The fields on the Expense Account Detail window are as follows.

Expense Acount: Enter the expense account for the Amount. The zoom feature is available.
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Department: Enter the expense department for the Amount. The zoom feature is available.
Amount: Enter the amount to post to the Expense Account and Department.
Description: Description is a free form description for the expense amount.

You may enter additional notes for the transaction using the Notes Button. These notes are freeform notes attached
to the transaction line item.

-

P
I3 Transaction Notes = | E] |8

File Edit Mavigation Help

QGHEPER QOEDE O

Office supplies for the Seattle office.|

Goxk | [idcancel | [LEdt | L, Time Stamp

Print Credit Card Transaction Listing

Use Print Credit Card Transaction Listing to print all the credit card transactions marked for posting. Use Print
Credit Card Transactions to see any errors that need to be corrected before the credit card transactions are posted.
Possible errors that would need to be corrected are:

e No Transaction Vendor Code.
e No Transaction Vendor Pay-To Code.
e GL Amounts Do Not Equal Transaction Amount.

This report has the same format as Post Credit Card Transactions that follows.
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Post Credit Card Transactions

When credit card transactions are posted, the following occurs.

1. For each credit card transaction an invoice is posted to transaction vendor/payto for the credit card state-

ment line item. The expense account and department data are used for this invoice.

2. An attached debit memo is posted to the invoice posted in step 1. This attached debit memo completely off-
sets the invoice posted in step 1. The reason for posting the invoice in step 1 and the attached debit memo

is S0 you can track the payments to these vendors in addition to the regular AP invoices.

3. Aninvoice is posted to the credit card vendor for all transactions.

The result is history of the credit card transactions on the vendors paid with the credit card and an open item for the

credit card vendor for the posted amount. In this manner the correct expense accounts are recorded and the open

item is payable to the credit card vendor.

The Post Credit Card Transactions report:

Date: 06/17/72012 Post Credit Card Transactions
Time: 2031113159 ABC DISTRIEUTIOHN
Posting Sequencei 106

Page: 1

CC Vendor:CAPOHE CAPITAL OHE YISA
CC Pay To:¥ISA1 CAPITAL OHE

Import Date;dS5/31/-2012 User IDikittyk Import Doc Hoji
Reference Ho,/ Transaction Trans,
Posted Date Trans Date Description Amount Yendor Payto
O5/28/2012 0O5/24/2012 Ref: 24445002146100164216600 59,08 OFFICE HAX 5EA
OFFICE HAX
Account Ho Department Description Amount
FIO000000 000 OFFICE SUPPLIES FOR FRAHK HARDO 59.08
O5/25/°2012 O05/24/2012 Ref: 24795422145261454563301 270,00 123453 PAYTO
SPARKLE CLEAHERS
Account Ho Department Description Amount
500500000 000 CLEAH DRAPES IH COHNFEREHCE ROOHS 270,00
05/25/°2012 O5/23/2012 Ref: 24610432145010182639973 409,90 HOHE DEFOT PAYTO
THE HOHE DEPOT 4706
Account Ho Department Description Amount
500600000 000 REPAIRS TO CONFEREHCE ROOHS 409,90
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Chapter 7

Check Processing Menu

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

e  Printing and posting checks

e  Check processing reports

e Reconciling checking accounts

e Entering and posting Void Checks
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Menu Options & Field Descriptions

The Check Processing menu provides options for processing checks. These include options to update, print, post,
and void checks.

The Check Processing menu:

T~ Dev 540 Database: sample Printers: Lexmark2/NPBCCTD1 (HP LaserJet P2035n) o= =
File ‘iew Ewecute Selings Help

dovmE2E

Dev 5.40
[SREFUEU 1 Financial Management

(SRRLUUNSR R 3 Accounts Payable

I 3 Sales 5 2 Accowr [=REEEL 2 Check Processing

4 Purchz h
= B 3 Accowr 5 2 Check: [ 3 Print Payments Due Report

b Update To-Pay Information

& 6 Produ &g 5 Fixed/ &5 4 Setp &) ¢ Create Automatic Checks
& 7 Custo @5 6 Muri-Ci5]

E 5 Produt g5 4 Payroll E 3 Vendo

d Update Non-A/P Checks

E 8 Gener g5 7 Multi-Level Tax e Update AIP Checks

o Ext $] et =)  Print Check Listing
[E2 g Print Checks
&} h Post Checks
[E3 | CheckProcessing Reports
£ j Check Reconciliation Programs
B2 k Void Posted Checks

z Update Batch Maintenance

&) Exit

Status |dle

Print Payments Due Report

The first step in automatically generating checks is producing a Payments Due report. This report is run to give you
a list of invoices due by a certain date. This report uses the same selection logic as the automated check creation
process. Running it allows you to preview the checks that you will create using the Create Automatic Checks op-
tions.

Note: Running this report is optional. You can skip this and run the Create Automatic Checks program first.
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To print this report you must enter a Check Run Date and the Next Check Run Date. The Check Run Date and the
Next Check Run Date are used to select the correct invoices for payment and to determine whether or not their dis-
counts are valid.

The Check Run Date is the date that actually prints on the report and on the checks. It also determines if a discount
for early payment is valid. The Discount Date is compared with the Check Run Date to determine if a given discount
is still valid. If the Check Run Date is on or before the Discount Date, the discount is considered valid and the dis-
count will be taken when you create checks. If the Check Run Date is past the Discount Date, the discount is shown
on the report as lost and the discount is not taken automatically on the check. The exception to this is if the Take
Discount field in the vendor’s record or pay-to record is set to A for Always, take discount. If it is set to A, the dis-
count is considered valid regardless of the date the invoice is being paid.

The next date entered is the Next Check Run Date. Since you usually want to pay invoices before they become
overdue, Accounts Payable needs to know the next time you plan to pay invoices.

The program will then select all the invoices that would become overdue before your next check run. The Next
Check Run Date is compared with the Pay On date on an invoice. If the Invoice Pay On Date falls before the next
check run, the invoice is selected for payment.

After responding to the Next Check Run Date prompt, the Select Vendors Selection Criteria screen displays:

"~ Enter Selection Criteria EI@
File
Select Vendors
Vendor Code: Vendor Mame:
v
[G OK ] |t‘f Cancel |
Use known characters with [?] or [*] for one or many unknowns -

Next, the Select Cash Account Selection Criteria screen displays

P~ Enter Selection Criteria EI@
File
Select Cash Account

Cash Account: ||

Department:
[Q oK. l |Q:* Cancel |
Use known numbers with =, 1=, <, >, <=or >= for comparatives SR

The Payments Due report is sorted by vendor code. The documents for each vendor are sorted by document number
and the total due is totaled at the bottom of these lines. The amount that is to be paid and the discount amount to take
for each payable document is shown in the two columns on the right side of the report. Discount amounts that are no
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longer valid as of the check run date are marked with an asterisk (*). For an example of this report, see the chapter
titled "Sample Reports."
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Update To-Pay Information

The Update To-Pay Information option allows you to change the date to pay, amount to apply, or discount to take

for any vendor invoice (open item).

After reviewing the Payments Due report, you may want to change invoices listed for payments. You may want to
delay their payment, partially pay them, change the discount amount or the discount date, or include payments for
invoices not displaying on this list. These kinds of changes are done with the Update To-Pay Information option.

This menu option is the same as the update Vendor Open Items option of the Setup Payables menu.

Note: Running this program is not needed if you did not run the Print Payments Due program.

The Update To-Pay screen:

-

e

@@IJL/J

A0 © 0 0 9@ .

Add Update Delete Browse

Find Prev Next

Vendor Code:
Pay-To Code:

On Account:

Invoice:

Document Mumber:
Description:

Date:

Original Amount:
Original Discount:
Invoice Balance:
Discount Balance:
Due Date:

AfP Account:

P. O. Mumber:
Purchase Order Date:

! = Update To-Pay Information

AN @O

CAPONME
VISAL
0.00

05/31/2012
245
05/31/2012
05/23/2012
735,93
0.00
738,98
0.00
05/25/2012
200000000 -

28 0f 29

Balance:

CAPITAL OME VISA

2445.18

Invoice Information
Home Currency Amt:

Currency Exchange Rate:

Currency:

738.98

To Pay Information

Discount Date:
Amount to Apply:
Discount to Take:

Date to Pay:

Cash Account:

05/25/2012 i
738.98
0.00
05/25/2012 i
102000000

1.000000

Qoo

After you have set up Fitrix Accounts Payable, you can change only the To- Pay Information section. The other

fields are for reference only and allow you to find the invoices you want to change.
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The Vendor Open Items section shows information about the vendor to whom the payment is to be made. The In-
voice Information section shows details about this particular invoice of open item. The To-Pay Information section
contains the fields that you change to delay payment, partially pay an invoice, force a discount to be taken, or
change the discount.

The fields in the To-Pay Information section are described below. See "Update Vendor Pay-To’s" on page 5-8 for
more information on the other fields and options.

Discount Date:

This date field records the date after which the discount for early payment is no longer valid. This date comes
from the Disc. field on the Payable Documents screen. This date may be overwritten with a later date so that the
discount is taken.

Amount to Apply:

This numeric field determines the amount that displays on the automatic check. If you do not want to pay the in-
voice balance, you may change this field to the amount you do want to pay.

Discount to Take:

This field is the discount that is applied to the invoice when the check is created. You may change this value to
take more or less of a discount on the invoice.

Date to Pay:

This date determines when the automatic check creation process creates a check for this invoice. If this date falls
before the Next Check Run Date that you enter when you create automatic checks, the automatic check process
creates a check record. This field defaults to the Discount Date (if one exists in the system.) You may increase
this date to the invoice’s Due Date, or even past the Next Check Run Date. This will delay payment on the in-
voice to a subsequent check run.

Cash Account:

This field stores the default cash account number used for transactions involving this vendor. While this field is
not required, and entry must correspond to an established cash account. It defaults to the cash account entered
with the Update Payable Defaults program on of the Setup Payables menu. The Zoom feature can be used to se-
lect an eligible account.

Create Automatic Checks

The Create Automatic Checks option creates checks and stores them in the Check table. It also prints the Automatic
Checks report. The Automatic Checks report has the same information as the Payments Due report.

Prior to selecting this option you should select the print Payments Due report to preview the checks that will be cre-
ated. Enter the same selection criteria that you used to print the Payments Due report; the selection criteria screens
are identical. After automatically creating checks, you can modify these checks using the Update A/P Checks pro-
gram.
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Update Non-A/P Checks

The Update Non-A/P Checks option allows you to enter checks for non-A/P payments (those payments which do not
affect any debt owed to a vendor). You may record any expenditure and post those expenditures to the appropriate
accounts.

The Non-A/P Checks screen:

e

EUpdateNon-AfP Checks | = ” =] ” &2 |

OB VHURPEEHARANLBHM BO0QEDE 9O

)

T
Batch Options

A0 90 O 90 &\
Find Prev Mext Add Update Delete Browse
Vendor
Date: 09/05/2012 i
Viendor: . 123462 \. SOMY OF AMERICA
Pay-To: .PAYTO \. SONY OF AMERICA
Print Check: M
Posted:

Check Information
Check Mumber: Description:
Send to Positive Pay:
Cash Account: 100000000 (%)  Department: 000
Tax Code: .NDTAX .

Gross Amt Entry: M Tax Department: 'DD[J
Account Dept  Account Description cd Paid Credit/Debit ol
704000000 000  OFFICE SUPPLIES NOTAX 459,45 45845 DB -
Totals
Tax Amount: 0,00 Check Amount: 459,45
EA View Detail

Non-A/P Checks Screen—Header Section
The following paragraphs describe the fields on the Non-A/P Checks screen.

Date:

This field records the date on which the check was entered. It is the date used for all ledger and vendor update
information.
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Print Check:

The Print Check field specifies whether or not to print this check. If this field is set to "Y", the check will be
printed. If this field is set to "N", the check will not print, but it will post. When the system automatically creates
a check (through Create Automatic Checks), it assumes that you are going to print it, so the system sets the Print
Check field to Y. However, many users enter check records manually to record payment information in the A/P
system after the actual check has been written. During manual entry of an A/P or non-A/P check, this field de-
faults to "N".

Vendor:

This is the code for the vendor. It is compared with a list of vendors for correct entry. The name of the vendor
displays next to it. The Zoom is available.

Pay-To:

This is the code of the pay-to address to use for this vendor. This code must previously have been set up in the
Vendor screen program. The Vendor information is maintained with the Update Vendor Information program on
the Vendor Information menu. If left blank, this code will default to the pay-to code "PAYTO". If there is no
"PAYTOQO" pay-to code, the main vendor address is used. The pay-to code determines the address printed on the
check. Zoom is available.

Check Number:

This ten-digit numeric field is the number that displays as a reference for this check. For checks you are printing
on check screens, you control the assignment of check numbers at printing time. For an entry that records a
hand-written check, it you should enter the check number in this field.

Description:

This thirty-character alphanumeric field stores the description for the check. Use this field for reference.

Send to Positive Pay — if this box is checked this check will be included in the report sent to your bank for
payment verification. For more information on the Positive Pay interface see the section of this chapter where
the Print Positive Pay File report is discussed.

Cash Account:

This nine-digit field stores the number of the cash account that will be decreased when you post this check. The
field defaults to the cash account entered on the Accounts Payable Defaults screen program with the Update
Payable Defaults program on the Setup Payables menu. Zoom is available.

Tax Code:

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

« Ifavendor code is not entered, or if the vendor is not valid, this field defaults to the entry in the Default Tax
Code field of Accounts Payable Defaults.

« Ifavendor code is entered, the default for the Tax Code field comes first from the pay-to information for the
vendor.

+ If atax code is not found in pay-to information, the vendor information is checked.

+ If atax code is not found in pay-to information or vendor information, the Multilevel Tax code is taken from
the Default Tax Code field of Accounts Payable Defaults.
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Gross Amt Entry:

This field determines the character of the amounts entered. The default comes from the Gross Invoice Entry field
on the Accounts Payable Defaults screen program.

To enter gross amounts, enter a "Y" in this field. To enter net amounts, enter an "N" in this field. If you enter
gross amounts, the system automatically backs out the tax and displays the net amount in the credit/debit column
of the detail lines. Only the net amounts post to the specified ledger account. The tax amount posts to the ledger
account entered as the Accounts Payable Account in Update Multilevel Tax codes.

Once a "Y" or "N" has been entered in this field, the field may not be changed. If you need to change it, the doc-
ument must be deleted and then re-entered.
Tax Department

This is the department code used when posting the Multilevel Tax amounts. This field is required and defaults to
000. Zoom is available.

Non-A/P Checks Screen—Detail Section

The detail section contains accounts and amounts to disburse to those accounts.

Account:

This nine-digit field is the account number of the account that is increased by the transaction. The account num-
ber must previously have been set up using the Update Ledger Accounts program on the Setup Company menu
or the Payable Ledger menu. The Zoom feature is provided.

Dept.:

This is the department code. This column defaults to the 000 department code. Department codes must have pre-
viously been set up using the Update Company Information program on the Setup Company menu. The Zoom
feature is provided.

Account Description

This column displays the description of the ledger account that displays after you have entered an account num-
ber. This is a display-only field.

Cd:

This field is the multilevel tax code to use for this line item. The tax code determines the rate at which this line is
taxed.

Paid:

Enter the amount of the payment.

Credit/Debit:

This column shows the amount and kind of ledger transaction. DR stands for a debit transaction. CR means a
credit transaction. These are automatically entered based on information in the Ledger Accounts program. When
using Fitrix, you need not know how credits and debits work in a traditional accounting system. All you need to
know is that when entering a value into the Paid column, a positive value increases the total amount paid and a
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negative amount decreases the total amount paid. The program figures whether the entry is a credit or debit. This
is a display-only field.

Non-A/P Checks Screen—Totals Section

Tax Amount:

This display-only field is the total tax amount.

Check Amount:

This field is the total amount of the cash disbursement. This is the amount by which the cash account will be
credited. It is a display only field.

Update A/P Checks

The Update A/P Checks option allows you to change and delete automatic checks. It also allows you to manually
enter accounts payable checks.
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The A/P Checks screen:
I~ Update A/P Checks [ ==
File Edit View MNavigation Tools Actions Options Help
OB & QAR E0Q0EDE 90
T
Batch Options
A G 00 O © @\
Find FPrev Mext Add Update Delete Browse
vendor & Dates
Date: 08/25/2012 14 Mailed Date: (]
Vendor: 123457 . Vendor Name: CHAMPIOM INC
Pay-To: PAYTO .| Pay-To Name: CHAMPION INC
Print Check: Y
Posted: M
Check Information
Cash Account: 100000000 =) - 000 | Currency: STD
Check Mumber: 126 Description:  AUTOMATIC CHECK
Send to Positive Pay:
Automatic Pay: Pay On Account: 0.00
Take Disc.: N On Account: 0.00
Cmd  Invoice Due Date Disc Dt Disc Ba Balance Disc Applied 4
108 0&/10/2011  07/21/2011 214 -107.00 0.00 107.00
125-1 08/24/2011  08/02/2011 0.00 -590.00 0.00 580,00 o
Totals
Check Amount: 2240.43 Total Discount Allowed: 0.00
Total Applied: 2240.43
56 of 57
OVR

Do not be misled by the term "manual." The manual entry of accounts payable checks is actually a highly automated
process. Using this option you specify which vendors you want to pay. The system then displays all outstanding
invoices for that vendor. You can then opt to pay all due invoices automatically, creating a check very much like the
one created through the automatic process but just for that single vendor. Or, in a more selective approach, you can
choose which invoices you want to pay and specify how much to pay and what discount to take on an invoice-by-

invoice basis. For many types of businesses, this flexible manual payment entry is preferred to the regular automatic
check creation process.

Use the Update A/P Checks option to enter and modify A/P checks and to modify and delete automatic checks. Use
the Update Non-A/P Checks option to enter non-A/P checks.

Update A/P Checks Screen—Header Section

Date:

This field stores the date the check was created. It is the date used for all ledger and vendor update information.
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Mailed Date:

If you need to track the date the check was actually mailed to the vendor you can enter that date here after
checks have been processed.

Print Check:

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

However, many users enter check records manually to record payment information in the A/P system after the
actual check has been written. During manual entry of an A/P or non-A/P check, this field defaults to "N".
Vendor:

This is the code for the vendor. When adding a record, use Zoom to select a valid vendor code. The name of the
vendor displays next to it. This is one of the four key fields that make a check unique. Changing this field will
cause the screen to display the invoices associated with that vendor, pay-to, cash account, and department.
Therefore, you should not change the vendor for currently selected invoices.

Posted

This field is maintained by the system and is set to "Y" when the check is posted.

Pay-To:

This is the code of the pay-to address to use for this vendor. This code must have been previously set up with the
Update Vendor Information program on the Vendor Information menu. If left blank, this code will default to the
"PAYTOQO" pay-to code. If there is no "PAYTO" pay-to code, the main vendor address is used. The Zoom feature
is provided.

Cash Account:

This numeric field stores the ledger account and department number of the cash account. You can use any asset
account as a cash account. It defaults to the cash account entered with the Update Payables Defaults program on
the Setup Payables menu. The Zoom feature is provided.

Currency:

This display-only field displays the currency code for the vendor. The currency code is automatically retrieved
from the Vendor Information table.

Check Number:

This numeric field is the number you want to display as a reference for this check. For checks which you are
printing onto check screens, this number is assigned at the time of printing. For documents that record a check
that was written by hand, it is the number of that check.

Description:

This thirty-character field stores the description for this check. This description is helpful in identifying a check
at a future time. Since a check number is good identification, you need only use this field when you want to rec-
ord something out of the ordinary about a check that you might not remember otherwise. Checks created by the
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automatic check process are given a description of AUTOMATIC CHECK. Any check description may be
changed at any time before posting. This description does not display on the actual checks.

Send to Positive Pay — if this box is checked this check will be included in the report sent to your bank for
payment verification. For more information on the Positive Pay interface see the section of this chapter where
the Print Positive Pay File report is discussed.

Automatic Pay:

Enter "Y" or N. Entering "Y" causes the system to pay all invoices presently due (beginning with the oldest),
take all available discounts, and apply any "On Account" balance to the oldest open items.

Entering nothing or an "N", indicates that you intend to specify which invoices to pay and how much to apply to
each invoice. The system will not apply any "On Account" balance to open items.

Take Discount:

This field tells the system how you want to handle discounts for this check. If this field is set to "Y", the system
always takes the discount amount, whether or not it is valid (i.e., it falls on or before the discount date). When
adding a check, if you leave this field empty, it defaults to "N" and the discount will not be taken if the payment
is made after the discount date. If you enter "Y" in the Automatic Pay field, the Always Take Discount field is
skipped. This field defaults to the value of the Always Take Discount field for the vendor's pay-to address. If
there is no entry for the pay-to address, this field defaults to the value of the Always Take Discount field in the
vendor program.

Pay On Account:

This numeric field allows you to enter an amount that the system can simply apply to the vendor's account ( ex.,
a prepayment). This amount is not applied to a specific open item, though it can be applied to specific invoices at
a later time.

On Account:

This display-only field shows how much the vendor owes you or you owe the vendor in addition to the balance
of outstanding open items.

Update A/P Checks Screen—Detail Section

The middle section of the Check screen shows detail lines of information on open items and cash disbursements.
Move between this section and header by clicking Detail.

Cmd?:

The Cmd? column is a control column. The commands you enter determine how to pay the invoice. 1, 2, 3, 4,
and | are the only valid entries in this field.

1 = pay the invoice, taking the discount if the date of the check is on or before the discount date.
2 = pay the invoice, taking the discount even if the check date is after the discount date.
3 = pay the invoice and do not take the discount.

4 = manually enter the amount of cash to apply to the invoice and the amount of discount to take or remove a
specific invoice from the check.

I = display detail information for a particular invoice.
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Invoice:

This column shows the number of the vendor's invoice. This is the main method by which you identify different
invoices. It is the number you entered into the Payable Documents screen program. This is a display-only field.

Due Date:

This is the date on which the invoice is due for payment. This is a display-only field.

Dsc. Date:

This is the date after which discounts should not be taken. This is a display-only field.

Dsc. Bal:

This column displays the amount of the discount remaining. When entering checks, this is the maximum the
vendor allows you to take on this invoice. This is a display-only field.

Balance:

This column displays the balance of the invoice. This balance is the total due on the invoice after the payment is
made. If a value displays in the Applied column, the balance of the invoice on this line has been decreased by
this check entry. This is a display-only field.

Discount:

This column records the discount taken on this invoice during the entry of the check.

Applied:

This column is the total amount by which the invoice balance was decreased during check entry. This is the
amount applied to the invoice. This includes both the cash applied and the discount allowed.

Update A/P Checks Screen—Totals Section

The bottom section of the A/P Checks screen shows the totals for the check. All fields in this section are system
maintained (display-only).

Check Amount:

This is the total amount of the check. This is a display-only field. This amount equals the Total Applied less the
Total Discount Allowed.

Total Discount Allowed:

This is the total amount of discount taken on invoices paid by this check. This is the total of the Discount column
of the detail section. This is a display-only field.

Total Applied:

This amount is the total applied to invoices. This is the total of the Applied column of the detail section.
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Print Check Listing

Print Check Listing is used to print an edit list of all of the current check entries. You must print this report before
you print and post checks.

Warning!

This is a required edit list. If you change any amounts or accounts, you must re-run this edit list. If
you do not, the modified checks will not print or post.

Note that the document number of the check is UNASSIGNED. Document numbers are assigned during posting.
The Vendor and Pay-To fields are blank for Non-A/P checks. Generally, checks that are to be printed do not have
check numbers, since check numbers are usually assigned when the checks are printed.

If, in the Update Payables Defaults, the Calculate Tax on Cash Discounts field is set to Y™, the Multilevel Tax lines
generated by Update Checks and Update Non-A/P Checks are printed.

Print Checks

Use this option to print checks. Once the Check Listing has been printed and reviewed, you are ready to print the
actual checks.

Warning!

Contact your Fitrix Representative if assistance is required. The default check forms that come
with the Fitrix Accounts Payable package are designed for a continuous feed check screen, or laser
printer checks. These screens are available from Harland. The screen number for laser checks is
4GEN19. The screen number for continuous feed checks is 4GEN14.

The Cash Account prompt:

I3 Enter Selection Crit.. | = =] 3

ORVEA HAA 00~
Cash Account: 102000000 (@
Department: 000 |E|

[Q oK l |Q:* Cancel |

Enter The Chedking Account Number
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Include GL Distribution prompt - Select Yes if you want the GL distribution to print on the check stunb

[z Prompt S

Indude GL Distribution?

|O Yes | |t:1 No |

The Check Number and date prompt:

L ap.o_checls.check_no o || =3 2]

O U s NV A
Check Mumbers

Starting: 128

Ending: 129
Total Checks: 2

Check Date:  05/05/2012 114

[G oK l |Q:* Cancel |

(]
A

Enter The Starting Check Number

The program will get the Starting check number from the Update Checking Accounts program (but you can change
this starting number if you need to ) and calculate the Ending humber based on the number of checks being pro-
cessed. When the checks are posted the program will insert a new starting check number into the checking account
table and it will be retrieved for the next check run.

If you are sending checks to a printer, you should make sure that the check forms are correctly loaded into the print-
er before printing. Checks will be printed for all check entries except those which meet the following criteria:

« The check entry has been marked to prevent printing of the check (the Print Check field has an "N" value).

» The cash amount of the check is negative.

For any checks where the number of invoices being paid exceeds the number that will fit on the check, the words
"See Attached Remittance Advice™" will print on the check stub. After all checks have printed, change the paper in
the printer or redirect remittances to a printer that has the appropriate paper, and print the remittance advice.

Post Checks

The Post Checks option of the Check Processing menu stores the accounting information and adjusts the balances of
the paid open items.

The Post Checks option should be used only after you have created checks, printed a check listing and printed

checks. When checks have been printed correctly, they should be posted to store the accounting information and
adjust the balances of the paid open items and vendor accounts.
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Check Processing Reports

Print Check Register — this report lists by check number all posted checks for the cash account and date
range specified.

Print Cash Disbursements Journal — this report lists debit and credit information for posted checks by
document number

Print Outstanding Checks —this reports lists all checks that have not been reconciled (cleared your bank)
using the Check Reconciliation program

Print Positive Pay File - Positive Pay is an automated fraud detection tool offered by the Cash Management
Department of most banks. When a check is presented to your bank and they do not have a “match” in the
file received from you, you must first authorize payment before the bank will honor the check.

For more information go to http://www.positivepay.net/.

To create the .txt file you will send to the bank use the report program. Please note this important message
on the Printer Dialog box. It’s imperative that you check the editor radio button before creating the report or
the output will not be a .txt file.

Print positiwe pay file

IMPORTANT

This file must bhe a .txt file to be accepted by your Bank.
Please redirect this report to Word Pad by checking the
Editor radio button before clicking on Create/Direct report.
Failure to do so will result in a file format that is
unacceptable.

Screen pager
FPDF wiewear

Export {i.e. Excel)

+ Editar |
Host F'rinter| ﬂ 1 ﬂ

Client Printer | |

C S T e

900

Next you will be prompted for this information:
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P~ Enter Selection Criteria EI@
File Edit Mavigation Help
QU HREERE! O0EDHE O

Starting Date: Ending Date: 03/05/2012 152

Bank Mo:
Account Mo:
[0 oK l [Q:* Cancel ]

Enter the starting date

Your bank will be able to provide you with the bank number to use.

In the account number field enter the last 10 digits of your bank account number

Be sure to save the .txt file created on your work station/server so that you can then log onto your bank’s

website and import your file.

Once you have run this program any checks that were dated within the starting and ending dates you en-
tered and are all numeric in value will be marked as sent to positive pay to avoid duplicate transmissions.
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Reconcile Checking Accounts

The Checkbook Reconciliation screen:

-

EReconcileCheckingAccounts | = || =] || B2 |
OB WP EA ALBEBHM BEOQOEDE QO
A0 Q0 0 90 &\
Find Prev MNext Add Update Delete Browse
Bank Code: BOA (&) BANK OF AMERICA
Branch: BRANCH #1 (%] CUMBERLAND
Account Mame: ABC DISTRIBUTION
Account Mumber: 0291033109
GL Account Mo: 100000000 Department Code: 000
Statement Date: 08/31/2012 [1kd]
GL Balance: 258778.16
Mot Recondled: 153752.74
Adjustments: 50.00
Statement Balance: 105075.42 Recondled: N
Act  Date 01 Chk/Dep ID Document Description Amournt i
N 02/01/2012  CR 17 CASH DEPOSIT -100.00 L
N 02/02/2012 CR 18 CASH DEPOSIT 100.00
N 02/02/2012 CR 19 CASH DEPOSIT 1995.00
N 02/02/2012 CR 20 CASH DEPOSIT -27.05
N 0272472012 CD 107 AUTOMATIC CHECK -142500.00
N 02/24/2012 CD 108 AUTOMATIC CHECK -264.00
N 02/24/2012 CD 109 AUTOMATIC CHECK 1000.00
N 0272472012  CD 110 AUTOMATIC CHECK -2500.00 i
{New Document)
Gok  ||dcancel | [EDetm |
Enter the bank code O

Go into Add mode and enter bank name and branch code. The rest of the information will be retrieved from the Up-
date Checking Accounts table. Next enter the bank statement date. Once this date is entered all transactions that
have posted to your General Ledger through this date but have not yet been reconciled (cleared your account) will

list in the detail section of the screen.
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Warning!

Up to 10,000 items can be reconciled at any given time. If more than 10,000 items are outstanding,
the checkbook cannot be reconciled. Make sure that you run this option often enough to prevent
your reconciliation program from growing larger than 10,000 items. If you have any problems try-
ing to run this option, contact your system administrator, or your authorized Fitrix reseller.

GL Balance- GL balance as of the statement date entered.

Not reconciled — total of items in the detail section of the screen.

Adjustments — enter any adjusting amounts that need to be made (ie- bank charges, etc.)

Statement Balance — GL Balance +/- Not Reconciled +/- Adjustments.

To mark the items in the detail section as cleared, click on Detail or Ctrl TAB to enter the detail section of the screen
and change the Act flag from N to Y.

Note in the example above there is an adjusting entry of $50.00 for bank charges. The reconciliation will not post
until an entry has been made for the Adjustments amount.

Store the reconciliation as is by clicking OK or pressing enter.

Entering Adjustments:

Enter a journal entry for bank charges using a date that falls within your reconciliation period and post this
entry to your General Ledger.

Go back to the Bank Reconciliation program, do a Find to find your reconciliation, and then go into Update
mode. The journal entry will now display in the detail section of the screen as an item not yet reconciled.

To reconcile the bank charges set the Adjustment amount to 0 and mark the journal entry for bank charges
as reconciled (change Act value from N to Y).

Save the reconciliation by either clicking OK or pressing enter.
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Posting Your Reconciliation:

Now that the adjustments have been reconciled, you may post your reconciliation by running option (b) and then
cb) on the menu below.

j Check Reconciliation Programs

@ a Reconcile Checking Accounts

!Z}[ b Print Reconciliation Report |

‘= ¢ PostCheck Reconciliation

& Exit

Here is the first prompt you will receive:

P~ Confirm @

Print Posted Recondliation Report?

@ Yes | [hdno | [©qut |

If you want to reprint a reconciliation report for a reconciliation that has already been posted, selectYes. If you are
printing a reconciliation report for a reconciliation that has not yet been posted select No.

Next enter the bank code, branch, and statement date for the reconciliation report you want to print.

P~ Enter Selection ... EI@

File Edit Help
O U EK @

Selection Criteria

Bank Code:
Branch:
Statement Date:
[Q oK. l [t:{ Cancel ]
Enter bank code. Bl

Once you have printed the reconciliation report and verified the information is correct, you may now run the posting
program. This will mark the reconciliation as posted.
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Void Posted Checks

Prior to running this option, setup must be complete and the checks must have been created and posted. The Void

Checks program is the first step in voiding checks that you have already posted. The three steps in voiding a check
are:

1. Enter the check document number into the Void Checks table, using the Print Void Posted Checks pro-
gram.

2. Print the Void Check Listing report to check for errors, using the Print VVoid Check Listing program.

3. Post the Void Check information to the accounting system, using the Post Void Checks program.

The voiding is not final until step 3 is completed. You may change or delete any of the entries in the Void Checks
program before they are posted.

The Void Posted Checks screen:

= Update Void Checks =N =l =

File Edit View MNavigation Toels Actiens Help

OB CHWRBPLA ALREME OO
> © @ O © '

.
Find Prev Mext Add Update Delete Browse

m

Check Document Mo: 83 (e
void Document Date: | (EJEIERER] @
Check Information
Check Date:  07/12/2012
Check Number: 124
Description:
Vendor: 123457 CHAMPIOM IMNC

Posting Mo: 30

Posting Date:  07/12/2012
Chedk Amount: 7500.,00

[G OK J I[ﬁ Cancel J

Enter the document number created when the check was posted to the system

The following paragraphs describe the fields on this screen:

Check Document No.:

This numeric field is the document number assigned to the check document during the check posting process. To
void a check you must know its document number. If you do not know the check document number, you can
zoom to find it.
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Check Date:
This is the check date. It is a display-only field.

Check Number:

This is the check number. It is a display-only field.

Description:

This is the check description. It is a display-only field.

Vendor:

The Vendor line contains the vendor code and business name. This is a display-only field.

Posting No.:

This is the posting sequence number of the Check Posting report (printed when Post Checks was selected) on
which the check is printed. This is a display-only field.

Posting Date:
This is the date that the check was posted. It is a display-only field.

Check Amount:

The Check Amount field contains the total check amount. This is a display-only field.

Print Void Check Listing

When you first execute the Void Check Listing menu option, you must confirm the destination for the report.

Before posting void checks, you must always print a Void Check Listing and examine it to make certain that you
have entered the correct check document numbers.

For each void check document, the void Checks Listing contains reference information for the check, a list of the
payable items that were affected by the check, and the amounts disbursed to ledger account numbers for the check.
The reference information at the top of the screen contains the document number of the voiding document (this is
unassigned until the document is posted), the check date and check number, the vendor code and description, and
the check description.

For an example of this report, see the VVoid Check Edit List in the chapter titled "Sample Reports."
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Post Void Checks

The Post Void Checks option will run only after you have printed a VVoid Check Listing. The void check process is
not complete until you post void checks. The Post VVoid Checks option voids the check, updates the Vendor balance,
and places the AP invoices that were paid on the check back into Accounts Payable as open items.

The Post Void Checks report is in the same basic report as the VVoid Check Listing report. One difference is the post-

ing sequence number. All posting reports in Fitrix Accounting products feature a posting sequence number. The
number is incremented each time the posting process is run.
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Chapter 8

Administration Menu

*Check Database Status
+Check Database Connections
*Update Database Statistics

* Security Reports

*Purge Activity

*Update Batch Information
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Administration

The Administration Menu:

E Dev 5.40 Database: sample Printers: Lexmark2/NPECCTD1 (HP Laserlet P2035n)
File “iew Execute Settings Help

dem=2a

Dev 5.40
[=EREEUEUN 8 General/Administration
SRR CUUE R IY 2 system Administration

3 Sales’ 5 2 Systen 2k a CheckDatabase Status
& 4 Purchz &5 3 Datalr b Check Database Connections
5 Frodut 5 4 Web S ¢ e Update Database Statistics

E 6 Produc g5

7 Custot|

5 Archive m Security Reports

it B3 p Purge Activity
(= _Ge”_‘ajrﬁl’l_’?‘?frti?_i?t_r_afi_( 7 Update Batch Information

2= FE

[F=8 EoR ===

Statuz |dle

The following Options are available:

Check Database Status

Note

This function should only be used by your System Administrator. Please contact your Fitrix Rep-

resentative for further information.

Check Database Status (option a). Use this option to see if the database is up and running. If the status is "Online"

then the database is up and ready for connections. Shows the current status of the database such as:

» Database version

«  Status- Online/Quiescent/Offline
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»  Number of days the database has been up

» Size of memory allocated.

Check Database Connections

Note

This function should only be used by your System Administrator. Please contact your Fitrix Rep-
resentative for further information.

Check Database Connections (option b). Shows information about the current users connected to the database. There
will be one line of information for each user that is currently connected to the database in the following report:

» Session ID

+ SQL Statement type - Select/Insert/Update/Delete
» Database name

+ Isolation Level

« Error info if any.

Role Based Menus Setup

Use these programs to set up custom menu structures for each role/user. See the Getting Started with
Fitrix User Guide for instructions on how to do this.

Security Reports

This menu option (option m) allows you to print a report of current security settings (ie- who is allowed to do what
with the Fitrix software).

Purge Activity

Purge Activity (option p). This menu option has the following submenu:
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[E] h Merge Customer Activity
'=) i Print Duplicate Customer Info
[E] j Merge Ship-To Activity

&S] Exit

Merge Customer Activity - this program is useful when a company changes names and you want to set up a new
customer code that reflects the new company name and then transfer all sales history/activity to the new code.

F Merge Customer Activity IEI@

File Edit View MNavigation Tools Actions Help

OB OWipREABLOEMN @O

o
Add
WARNING: This program will transfer all activity, open items, and
reference records from the old customer code to the new customer
code and then delete the old customer code.,
Enter Old Customer Code:  [E @
CLASSIC PARTS UMLIMITED
Enter Mew Customer Code: 16 E]

WILD WEST MOTOR. RANCH

[G Ok ] [&1 Cancel ]

Enter Old Customer Code,

Print Duplicate Customer Information - this report program will list any information that could not be merged
into the new customer code because it is a duplicate. For example, if old customer 2 has a ship-to code 01 and new
customer 12 also has a ship-to code 01, ship-to 01 can’t be merged. What you will need to do in this case is set up a
new ship-to code under customer 12 for this shipping address.

Merge Ship To Activity - This program transfers all sales history/activity to the new code and then deletes the old
code.

Merge Vendor Activity - this program is useful when a company changes names and you want to set up a new ven-
dor code that reflects the new company name and then transfer all payment history/activity to the new code.
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rs Merge Vendor Activity
File Edit View Mavigation Tools Actions Help

OB OWRPEQAAIRHE @O
9

Add

WARNING:

to the new vendor code and then delete the old vendor code.

Enter Old Vendor Code: | [EEEGE @
CHAMPION INC
Enter New Vendor Code: 123475 @
AUTOTOY INDUSTRIES INC.

’0 OK ] [Q:* Cancel ]

Enter Old Vender Code.,

This program will transfer all activity, and reference records from the old vendor code

o]l sl

Update Batch Information

Update Batch Information (option z). See the chapter entitled Batch Control Maintenance in the Getting Started

With Fitrix guide for information on this program.

Administration Menu
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Payable Listing Report

-

I3 print Payable Listing EI@
Q0D <
-
Date: 0%/0&8/2012 Payable Listing
Time: 13:37:4e RBC DISTRIBUTIICH Page: 1
Document Humber: THRSSIGHED Date: 08/05/2012 Type: INVOICE
Vendor: 123457 - CHRMPION INC
Description: Number: 55243550
Inwv. Date: 03/05/201Z2
Currency: S5TD Hate:
Locount 5ID Amount
©38500000-300 SRLES TaH EXKPENSE 00 DB
T04000000-300 OFFICE SUPPLIES 458.78 DB
200000000-000 ACCOUNTS BAYRBLE 4553.78 CR
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Payable Documents Posting List

F Post Payable Docurnents
File Mavigate Help

O Q002 <

Date: 0%/06/2012

Payable Documents Posting List

—

Time: 13:38:51 RBC DISTRIBUTIICH Page: 1
Eoating Seguence: 111
Document Humber: Z70 Date: 08/05/2012 Type: INVOICE
Vendor: 123457 - CHRMPION INC
Description: Number: 55243550
Inwv. Date: 08/05/72012
Currency: S5TD Hate:
Locount 5ID Amount

©38500000-300 SRLES TaH EXKPENSE .d0 DB
T04000000-300 OFFICE SUPPLIES 458.78 DB
200000000-000 ACCOUNTS BAYRBLE 4553.78 CR

m
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Accounts Payable Journal

'~ Print Payables Journal
File Mavigate Help

O 00D <

—

Date: 03/708/Z012Z2 Aocpunts Payakle Journal
Time: 13:41:51 RBC DISTRIBUTICON Page:
Between 08/01/201Z and 08/31/2012

Document Date Invoice No Vendor Code - Vendor Business Name

285 0872272012 123457 - CHEMPION INC
120000000-000 INVENTCORY 100.000B
200000000-000 ACCOUNTS PAYRBLE 100.00CR
£38500000-300 SALES TAX EXPENSE -000E

Ze8 08/22/2012 123457 - CHREMPION INC
120000000-000 INVENTORY 10.000DB
Z00000000-000 ACCOUNTS EBRAYRBLE 10.70CR
Z10000000-300 RARCCRUED SRLES TR .looB
Z210000000-300 ACCRUED SRLES TR .1o00B
Z210000000-300 ACCRUED SRLES TR .400B
Z210000000-300 ACCRUED SRLES TR .1o00B

ZE% 0872272012 123457 - CHEMPION INC
200000000-000 ACCOUNTS PAYRBLE 1000.00CR
£38500000-300 SALES TAX EXPENSE -000E
700000000-000 RENT 1000.000B
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G/L Activity Summary Report

! Print Activity Summary

File MNavigate Help

O d00D <

—

Date: 09%/06/2012 /L Activity Summary Accounts Payable
Time: 13:43:0Z LBEC DISTRIBUTION Page: 1
Between 08/01/2012 and 08/31/2012

| »

m

Zeoct. Dpt. Description Debkits Credits Net Activity

120000000-000 INVENTORY

110.00 -aa 110.00
Z00000000-000 ACCOUMTS PRYABLE
.00 1,110.70 (1,110.70)
Z10000000-300 RACCRUED SRLES TR
il .00 il
£38500000-300 SALES TAX EXEENSE
-0a k] -0a
700000000-000 RENT
1,000.00 k] 1,000.00
————————————————————————————————— Toetal ———————————— -
Dekits Credits Het RActivity
1,110.70 1,110.70 a.a0a0
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G/L Activity Detail Report

-

I3 Print Activity Detail

»

m

Date: 09/08/2012Z G/L Activity Detail Lecounts Payable
Time: 13:44:18 ABC DISTRIBUTIOH Fage: 1
Between 08/01/201Z2 and 08/31/2012

Src Deoc & Inv/Chk £ Date Ref Deacription Debits Credits
Begin Balance: -aa
120000000-000 INVENTORY
AP Ze5 08/22/2012 123457 100.00
CHAMEICON INC
AP Zg8 08/22/2012 123457 10.00

CHERMPION INC

Total Zctivity for Zccount: 120000000-000 110.400

End Balance: 110.00

Begin Balance: -0a

200000000-000 ACCOUNTS PALYABLE

AP ZIgS 08/22/2012 123457 100.00
CHAMEICON INC

AP Zg8 08/22/2012 123457 10.70
CHAMPICN INC

LD Z&3 0872272012 123457 1,000.00

CHEMPICH INC

Total Activity for Account: 200000000-000 1,110.74a
End Balance: 1,110.74a
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Recurring Invoice Report

E Create Recurring Documents

File Mavigate Help

O Qo002 <

— 1

Date: 03/08/Z01Z

Time: 14:08:44

Becurring Invoice
ABC DISTRIBUTICH

m

Fage: 1

Aooount
&©38500000-300
T707000000-300
Z00000000-000

Document HNumber:
Vendor:
Deacription:

271
123457 -

Date: 053/08/2012

CHEMPICH INC

MONTHLY IMT-LORN § RIB-2535871

SRLES TR EXEENSE
LERSE PRYMENTS
ACCOUNTS BRYRRLE

Total Debits
525.00

Total Credits
525.00
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Payments Due Report

E Print Payments Due Report
File Mavigate Help

O 00D <

— ;
Date: 03/0&/201Z Payments Due Report
Time: 14:12:09 RBC DISTRIBUTION Page: 1 =
Through To—-Pay Date of: 0372572012
To-Pay Applied
Doc No Date Invoice Bzlance Date Amount Discount
CRPONE - CRFPITRL CNE VISAE
VISRl - CARPITAL ONE
—-— 102000000-000 WELLS FAREO
245 05/23/712 05/31/2012 T38.98 05725712 T38.38 -00
233 05725712 0s5/31/2012 75.45 05728712 75.45 .00
250 05/23/12 05/31/2012 1444 88 05/Z5/1Z 1444 38 ]
Sub Totals: Z,263.31 Z2,263.31 4]
Net Check Total: Z,283.31
Totals: Z,283.31 -00
Totals:
CAPONE - CAPITAL ONE VISR
VISRl - CRPITAL ONE
—— 10Z000000-000 WELLS FRREGED
238 05724712 05/31/2012 182.87 05/28/12 1gz.87 4]
Sub Totals: 1gz.87 Z,448.18 .00
Wet Check Total: Z,44g8.13
Totals Z,448.18 ]
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Create Automatic Checks Report

'~ Create Automatic Checks
File MNavigate Help

000D <

— I

Date: 03/08/2012 Rutcmatic Checks
Time: 14:13:0% ABC DISTRIEBUTION Page: 1
Through To-Pay Date of: 03/25/2012

»

m

To-Pay Epplied
Doc No Date Invoice Balance Date Imount Discount
CLPONE - CAPITAL ONE VISR
VISRl - CAPITAL ONE
== 10Z000000-000 WELLS FRREED
245 05723712 0s5/31/2012 T38.38 05/25/12 738.58 .00
233 05/25/712 05/31/2012 75.45 05728712 75.45 ]

250 05/23/12 05/31/2012 1444.88 05/25/12 1444.88 -0a

Sub Totals: Z,E83.31
Net Check Total:

Totals: 2,283.31 .00
Totals:
CRPONE - CRFPITRL CNE VISAE
VISRl - CRPITAL ONE
—-— 102000000-000 WELLS FAREO
238 05/24/12 05/31/2012 182 .87 05728712 132.87 -00
Sub Totals: 18z2.87 Z,448.18 ]
Net Check Total: Z,448.18
Totals: Z,445.18 -00
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Check Posting Report

T~ Post Checks
File Mavigate Help

O 00D <

—

Date: 05/0&/2012 Check Posting Register
Time: 14:16:17 ABC DISTRIEBUTION Page: 1
Posting Seguence: 31

| »

m

Check Number: Date: 05/05/2012 Document Number: 84
Vendor: 123482 - S0ONY OF RMERICR
Check Rmount: 453.45

Description:

Account Description Zmount
704000000-000 OFFICE SUBPLIES 4553 _45 DB
100000000-000 BANE OF RMERICR 455 .45 CR

Check Number: 128 Date: 05/0€/2012 Document Number: 85

Vendor: 104588 - PEIME LINE AUTCOERRTS
Check Amount: 50.00
Description: AUTCMATIC CHECE

Account Description Zmount
200000000-000 INWVOICE: 234234242 50.00 DB
100000000-000 BANE OF RMERICR 50.00 CR
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Check Register

T~ Print Check Register
File Mavigate Help

O 00D <

—

Date: 05/0&/2012 Check Register
Time: 14:17:4Z ABC DISTRIEBUTION Page: 1
Between 06/01/201Z and 0370872012

Check No. Chk Date Doc.Mo Fayee Net Amount

Rocount Number: 100000000

05/05/2012 84 SONY OF RMERICR 455 _45

118 0771272012 77 PRIME LINE AUTQOERRTS 50.00
113 07/12/2012 78 DPRIME LINE AUTOPRRIS 10.00
1z0 07/12/2012 7% CHRMPICH INC 15325._00
1z1 0771272012 80 CHARMPICHN INC 1z30.00
1zz 07/12/2012 81 CHARMPICH INC Zz40.43
123 07/12/2012 82 SMITH-COCRONE CORP. 15.00
1z4 0771272012 83 CHARMPION INC 7500.00
1z8 03/08/2012 85 PRIME LINE AUTQOERRTS 50.00
Total Checks Written: Z26583.88

»

m
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Cash Disbursement Journal

-

I3 Print Cash Disbursements Journal

-
Date: 03/08/2012 Cash Disbursement Journal
Time: 14:18:4% LBC DISTRIBUTION Page: 1 T
Between 0&6/01/2012 and 05/06/2012
Document Date Check HNo Reference
77 0771272012 118
100000000-000 BANK OF AMERICA 50_00CR
200000000-000 ACCOUNTS PAYABLE 30_00DB
200000000-000 ACCOUNTS PAYABLE 20_00DB
78 07/1z/2012 11% AUTCOMATIC CHECE
100000000-000 BANK OF AMERICA 10_00CR
200000000-000 ACCOUNTS PAYRELE 10.00DB
79 0771272012 120 AUTCMATIC CHECE
100000000-000 BANK OF AMERICA 15323.00CR
200000000-000 ACCOUNTS PAYRELE 15.00DB
200000000-000 ACCOUNTS PAYRELE 1z300.00DB
Z200000000-000 ACCOUNTS PRYRELE 1500.000B
Z200000000-000 ACCOUNTS PRYRELE 100.00DB
Z200000000-000 ACCOUNTS PRYRELE 15.000B
Z200000000-000 ACCOUNTS PRYRELE 150.00DB
Z200000000-000 ACCOUNTS PRYRELE 535.00DB
Z00000000-000 ACCOUNTS PRYRELE 214 _00DB
aa 0771272012 1z1 AUTCMATIC CHECE
100000000-000 BANE OF BEMERICH 1Z30.00CR
Z00000000-000 ACCOUNTS PRYRELE 1Z00.000B
Z00000000-000 ACCOUNTS PRYRBLE 15.000B
Z00000000-000 ACCOUNTS PRYRBLE 15.000B b
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Print Outstanding Checks

T~ Print Outstanding Checks
File MNavigate Help

Q00D <

—

Date: 09/08/2012 Cutstanding Checks Heport
Time: 14:30:30 ABC DISTRIBUTION Bage: 1

Checking Account: 100000000-000 BANE OF RMERICR

Check No. Date Amount
Bef Code: 123462 - 50NY OF AMERICA
03/05/2012 45345
Bef Code: 123470 - MOTORCRAFT INC
107 0272472012 142,500.00
Ref Code: 122476 - COSTCO WHOLESALE
108 O0z/z4/2012 284.00
Ref Code: CANON - CANON U.S5.A., INC.
10% O0z/z4/2012 -1,000.00
Ref Code: S5CM - SMITH-CORONZ CORP.
110 0Z/z4/Z012 Z,500.00
Ref Code: 123457 - CHRMPICH INC
111 0Z/27/Z012 .00
Ref Code: 1045328 - PRIME LINE AUTOERRTS
118 0771272012 50.00
Pef Code: 1045328 - PRIME LINE AUTOERRTE
115 0771272012 10.00
Bef Code: 123457 - CHRMPICH INC
130 0771272013 15,325.00
Ref Code: 123457 - CHREMPION INC
121 07/12/2012 1,230.00

Ref Code: 123457 - CHEMPIOHN INC

»

m
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Positive Pay File

=] = | ihd21869 - WordPad =N =R~
D b Cut Courier New 1 || AN —-__ ,'.i,-,ﬁ ? } 4 Find
Copy 5 h a Replace
¥ ac
Paste B 7 U ghe X. 3¢ &~ A~ Picture Paint Date and Insert
- B — | - drawing time object Select all
Clipboard Font Paragraph Insert Editing
13'1 P I - B B I S I IR I SO !
c123000100000000 R 00000001180C000005000071212
c123000100000000 RE 0000000115%0000001000071212
c123000100000000 Ra 00000001200001532500071212
c123000100000000 R 00000001210000123000071212
c123000100000000 R 00000001230000001500071212
100% [}
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Cash Account Register

E Print Cash Account Register
File Mavigate Help

Q0 @002 <

Date: 09/26/2013 Cash Reocount Register
Time: 17:21:58 ZBC MANUFACTURING Page: 1
For the Pericd From 03/01/2013 teo 03/26/2013
100000000 - 000 CASH ACCOUNT

m

Date Reference Type Payee/Paid 3y Memo Payment Amt Receipt Amsc Balance

EECIN BALRENCE 331,820.00
03/06/13 23 EENZRAL JOURMAL EENJEN TEZST 100.00 331,520.00
08/09/13 31 GENZRAL JOURNAL CENJRN TEST 1.00 331,91%.00
03/05/13 31 EENZRAL JOURMAL EENJEN TEST 1.00 331,520.00
05/18/13 13 CASH DISEURSEMENT =Ms-1 120.00 351,800.00
05/26/13 3245 CRSH DISEURSEMENT 123457 z14.00 331,586.00
03/28/13 31212321  CASH RECETETS 18 15,855.84 347,481 .84

END BALENCE 247,421.84
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Check Reconciliation Report

T~ Print Recondiliation Report
File MNavigate Help

0%0002 <

[E=RER =

Date: 09/06/2012
Time: 14:41:10

Check Reconeiliation Report
ABC DISTRIBUTION

Page: 1

Bank Code: BOA

Branch Code: BRANCH #1 Statement Date:

Balance Per Bank Statement

08/3L/2012

105,025 42

Deduct: Qutstanding Checks /other credits: 0.00
Add: Deposits in transit /other debits: 3285,151.63
Date 0J Chk/Dep ID Document Descripsion Amount L
02/01/2012 CB 17 CASH DEFCSIT -100.00 1
02/02/2012 CB 18 CASH DEFCSIT 100.00
02/02/2012 €2 13 CASH DEECSIT 1,885.00
02/02/2012 €2 20 CASH DEECAIT -27.05
06/25/2012 6T GENJEN TSF FROM MM ACCT 100,000.00
07/12/2002 CR 22 CASH DEFCSIT 223,183.74
Deduct: Qutstanding Checks /other credits:  -171,338.35
Date 0J Chk/Dep ID Document Descripsion Amount:
02/24/2012 €D 107 AUTOMATIC CHECK -142,500.00
02/24/2012 €D 108 AUTOMATIC CHECK -264.00
02/24/2012 CD 103 AUTOMATIC CHECK 1,000.00 L
02/24/2012 CD 110 AUTOMATIC CHECK -2,500.00
02/27/2012 €D 111 0.00
05/31/2012 GF GENJEN -138.00
06/15/2012 6] GENTRN QFFICE SUPFLIES -250.00
07/12/2012 CD 118 -50.00
07/12/2012 CD 113 AUTOMATIC CHECK -10.00
07/12/2012 €D 120 AUTOMATIC CHECK -15,328.00
07/12/2012 €D 121 AUTOMATIC CHECK -1,230.00
07/12/2012 €D 127 AUTOMATIC CHECK -2,240.43
07/12/2012 €D 123 AUTOMATIC CHECK -15.00
07/12/2012 €D 124 -7,500.00
07/31/2012 GF GENJEN OFFICZ SUPPLIES -322.52
Revised Bank Balance: 253,778.16
— — T — T =T~ T — T = 1
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Void Checks Edit List

= Print Void Check Listing
File MNavigate Help

O Qo002 <

— 1

m

Date: 0370672012 Void Checks Edit List
Time: 14:57:24 LBC DISTRIBUTION Page: 1
Document Number: UNASSIGNED Check: 124 Orig. Date: 0771272012
Vendor: 123457 - CHAEMEICM INC
Description: Void Date: 0870872012
LP:
E/P Transzzcticn zZel 7500.00
Total Rmount: 7500.00
GL:
Z00000000-000 ACCOUNTS EFRYRBLE 7500.00 CR
100000000-000 BANE OF RMERICAR 7500.00 DB
Total Debits: 7500.00 Total Credits: 7500.00
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Void Checks Posting List

¥ Post Void Checks
File MNavigate Help
— ;
Date: 09/06/2012 Void Checks Posting List 3
Time: 14:58:45% LBC DISTRIBUTION Page: 1
Posting Seguence: 32
Document Number: 8€ Check: 124 Orig. Date: 0771272012
Vendor: 123457 - CHAEMEICM INC
Description: Void Date: 0870872012
LP:
E/P Transzzcticn zZel 7500.00
Total Rmount: 7500.00
GL:
Z00000000-000 ACCOUNTS EFRYRBLE 7500.00 CR
100000000-000 BANE OF RMERICAR 7500.00 DB
Total Debits: 7500.00 Total Credits: 7500.00
*%%+ End of Report.
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Vendor Information Summary

(Sorted by Vendor Name)

F Print Surnmary by MName

File Mavigate Help

O 002 <

—

Date: 05/0&6/2012 Vendeor Information Summary
Time: 15:00:03 LBC DISTRIBUTICN Page: 1

| »

Code: 123471 - ALLIED SIGNAL INC.
Contact: CHRIS THOMRS Telephons: 412 343 5533

Code: 123461 - ALPINE RADIO INC
Contact: MIEE STEELE Telephone: Z13 452 3000

Code: 123475 - AUTOTOY INDUSTRIES INC.
Contact: EITTY EELLEIGH Telephone: 503 558 5331

Code: 123474 - BOSCH LID.
Contact: HARRRY LITTLE Telephone: €17 5&7 4234

Code: BROWN - BREOWN COMPRNY
Contact: Telephone:

Code: CRNON - CRNCM U.5.R., IHNC.
Contact: JIM BLACE Telephone: 800-32&-878%

Code: CAPONE - CAPITAL OWE VISR
Contact: Telephone: 508-778-2211
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Vendor Information Detail Report

(Sorted by name)

¥~/ Print Detail by Name
File Mavigate Help

O 3002 <

Date: 03/0&/201Z
Time: 15:03:55

—

Vendor Information Detail
ABC DISTRIBUTION Page: 1

Vendor Code:
Business Name:
Contact:

Lddress 1:

Rddress Z:

City, State, Zip:
Country:

Currency Code:
Pay-To Instructions:
Credit Limit:
Default ASP Account:
Terms Code:

Account Group:

Last Payment Date:
Hold Payment (Y¥/M):
Llways Take Discount:

Pay-To Code:
Pay-To Name:
Always Take Discount:

Pay-To Code:

Pay-To Name:

Rddress 1:

City, State, Zip:
Country:

Always Take Discount:

123457

CHARMPICON INC

JIM M PELIN

220 SW 1&0TH
COMELEX ZE&F
ATLANTE GR 42231

Phone: 404 Zg5 8364

us
5TD

50000.00 109% Required: N TIN: 53-1876534
200000000-000 Defzult Cash Acecocunt: 100000000-000
B 2% 10 NET PALYMENT 30 DAYS
05/08/2012
2 On Rocount: 0.00
N Balance: S5e004.18

ELST

N

NEWPLAY

NEW YORE OFFCE
100 BLVD WAY

NEW YORE NY 05271
us

N

»

m
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Vendor Labels

128

File Mavigate Help

0Q0e02 <

ALLIED SIGNAL INC.
DESMOINES BUILDING
1312 EAST 17ZHD

PITTSBURE, PA 02339

ALPINE RADIO INC
7908 WEST WAY
LOS AWNEELES, CA 53047 US

AUTOTOY INDUSTRIES INC.
7763 COLUMBIZ BRIDGE WAY
PORTLAND, OR 93353

BOSCH LID.
37 DOUBLE FORE ROAD
BOSTON, MZ 01242 US
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Vendor Terms List

File Mavigate Help

0O Q002 <

— :

Date: 03/08/2012 Vendor Terms

Time: 15:37:57 ABC DISTRIBUTION Fage: 1
Code Description [ue davs Disc days Disc percent

2 MET BAYMENWNT 30 DAYS 30 0.000

B 2% 10 NET PLYMENT 30 DRYS 30 10 Z2.000

c NET PR¥YMENT 15 DAYS 15 0.000

o CoD 0.000

E 4% 15 NET 45 45 15 4_000

H3a NET 30 DR¥S 30 0.000
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Vendor Ledger Report

F By Document Date
File Mavigate Help

O o0 <

-
Date: 03/26/2013 Vendor Ladger by Document Date
Time: 17:16:58 2BC MANUFACTURING Page: 1
Setween 01/01/2013 and 03/26/2013
A/P Activity for 123457 - CHAMPION INC E
Date ©J Doclo TType Tzan £ Description 2mount Balanee  ———--———— Zpplied Against ———-—-—--
Docle Iavlie Iav. Balance
Baginning Balance .00

08/01/2013 BU & w 313123231 2,000.00 z,000.00 2,000.00 L]
08/06/2013 PU 57 pa'l 2312312 10.00 z,010.00 .00
08/07/201% BU 33 pay 28748 100.00 z,110.00 100.00
08/08/2013 BU 38 pas 1231212 10.00 z,120.00 .00
03/16/2013 PU &0 pa'l 213131 80.00 z,200.00 .00
05/16/2013 BU &1 hi'y &1 5.00 z,208.00 0o
05/16/2013 BU &2 pas &z 5.00 z,216.00 .00
05/16/2013 BU &3 w &3 5.00 z,224.00 .00
05/17/2013 BU &5 hi'y 231312 30.00 z,304.00 0o
058/18/2013 BU &2 pay sREZ 10.00 z,314.00 .00
05/13/2013 BU 85 w 7777 1z0.00 z,434.00 1z0.00
05/13/2013 BU 86 has EEEE 30.00 z,514.00 30.00
08/18/2013 BU &7 pay 342424234 4533 z,555.33 4535
05/23/2013 BU 88 w 11312312 1,300.00 3,855.33 1,300.00
05/23/2013 PU 83 has 4533453 500.00 4,753.33 500.00
08/28/2013 CD 23 co 2243 -10.00 4,743.33 37 2312312 .00
05/26/2013 CD 23 co 3245 -10.00 4,733.33 33 1231212 .00
03/26/2013 CD 23 co 3245 -80.00 4,653.35 &0 213131 .00 A
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Vendor Aging Summary Report

(Sorted by vendor name)

¥ Print Aging Summary By Name =5 EoR %=

File Mavigate Help

O 3002 <

—

|

Date: 05/08/2012 Vendor Aging Summsary By Name =
Time: 15:41:5& ABC DISTRIBUTION Page: 1
Zge by: Due Date Lging Date: 08/31/2012
Current 31 to &0 Days
1 to 20 Days Cwer €0 Days
5TD

CRNCN - CARNON U.S5.R., INC.

Total -el4 .00 —-500.00 .00 -00 -114.00

5TD
CLPONE - CAPITLL ONE VISR

Total 2,446.18 ] -0a -00 Z2,44%.18

123457 - CHRMPICH INC

Total 87,520.40 1,110.70 -185.00 ZZ2._00 8e,352.70
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Vendor Aging Detail Report

(Sorted by vendor name)

¥ Print Aging Detail by Name
File Mavigate Help

O Qo002 <

—

Date: 0%3/08/201Z Vendor Aging Detail By Name
Time: 15:45:23 LBC DISTRIBUTION Page: 1
Age by: Due Date Aging Date: 08/31/2012

Current 31 to €0 Days
Invoice [ue Date 1l to 30 Days Cver &0 Days
5TD
CRPONE - CAPITAL CNE VISR
0543172012 05/25/12 738.98
0573172012 05725712 1,444 .88
0543172012 05728712 T75.45
0543172012 05728712 182 .87
Total Z,448.18 -0a -00 i) Z,448.183

Total Current 1 to 30 Days 31 to &0 Days Cwer &0 Days

»

m

132 Sample Reports




Fitrix Accounts Payable User Guide

Vendor Cash Requirement Summary

(Sorted by vendor name)

F Requirement Summary By Name
File Help

O 002D <

Mavigate

— 1
Date: 03/0&/2012 Vendeor Cash Requirement Summary By Name
Time: 15:48:2% LBC DISTRIBUTION Page: 1
Age by: Due Date Aging Date: 08/31/2012
Current 31 to €0 Days
1 to 30 Days Cver &0 Days
5TD
CEMON - CRNCN U.S5.2_, INC. £
rova1 ereoo “etao0 o0 o0 oo
5TD
CRPONE - CAPITAL CNE VISR
Toral 2,446.18 Czae1s e . w e
123457 - CHAMPION INC
Tosal  87,520.40 sea0s70 11070 o oo i
CWI1l - NAME
rove1 ase0 so0 e . oo oo
104588 - FRIME LINE AUTCOERRTS
rova1 o0 e e o0 oo
Mging Tevals:
Total Current 1 to 30 Days 31 to &0 Days Cwer &0 Days
""" 55,334 58 ss223es 111070 o oo
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Vendor Cash Requirement Detail

E Requirement Detail By Name
File Mavigate Help

O 002D <

—

Date: 03/0&/2012 Vendor Cash Reguirement Detail By Name

Time: 15:48:00 LBC DISTRIBUTION Page: 1
Age by: Due Date Aging Date: 08/31/2012
Current 31 to €0 Days
Invoice Cue Date 1 to 30 Days Cver &0 Days
5TD
CEMON - CRNCN U.S5.2_, INC.
On Leoeocount —-500.00
108 05/05/11 -114.00
Total —-8l4.00 —-8l4.00 -00 i) -0a
5TD
CRPONE - CAPITAL CNE VISR
0543172012 05725712 738.98
05/31/2012 05/25/12 1,444.88
05423172012 05728712 T75.45
05/31/2012 05728712 1gz.87
Total 2,446.18 2,446.18 -00 .00 .00

123457 - CHAEMPICON INC

BRBETEST 04/12/12 4,500.00
325771 0a/20/08 100.00
328621 1l0/05/08 450.00
330301 1l0/20/08 170.00

05/04/07 550.00
52047 05/04/07 500.00
857317 05/04/07 37.00

07/25/10 §0,000.00
109 08/10/11 10.70
312131 08718711 15.00
113 08/24/11 20.00
CLERR HOLD ACCT 07/26e/12 100.00
Z54 a7/2e/1z 1s5.00

m
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Payable Defaults Report

-

F3 print Payable Defaults

O®002 <

Date: 03/0&/2012
Time: 15:45:51

Aocounts Payable Defaults

ZBC DISTRIBUTICH Page:

Accounts Paysbkle Defzults
———————————————————————————————— Invoicing ——————--———— s —— s s — e — e
Terms Code: B 2% 10 NET PAYMENT 30 DRY¥S

Default Tax Code: NOTRX
Gross Invoice Entry: N

Tax Entry on Detail Line: ¥
Calculate Tax on Cash Discounts: "

A/P: 200000000 Cash: 100000000 Discount: 503000000

———————————————————————————— Aging Information ——--—----—-——-——s—so—————————
RAge On: D (D = Due Date, I - Invoice Date)
Descriptions:
Current 1 to 30 Days 31 to &0 Days Cver &0 Days
Days [u] 30 &0
Is A/P Setup Complete?: ¥ Batch - Inwvoices?: N Payments?: N

Require Approval to post?: N

»

m
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Account Groups Report

E Print Account Groups
File Mavigate Help

O Qo002 <

— I

»

m

Date: 03/0&7201Z Account Groups

Time: 15:50:48 LBC DISTRIBUTION Page: 1
Leooount  RAocount Eroup Account Description

Grp Cd. Description Numker

ARINVC ZCCOUNTS RECEIVRABLE INVOICE 110000000-000 RCCOUNTS RECEIVAELE
400000000-000 PARTS SRALES
100000000-000 BRNE OF AMERICR

CRSHRP A/P CARSH DISBURSEMENT 100000000-000 BANE OF AMERICH
200000000-000 RCCOUNTS PRYRBLE
503000000-000 PURCHARSE DISCOUNIS

CRSHER A/R CRSH RECEIFTS 110000000-000 ACCOUNTS RECEIVABLE
100000000-000 BANE OF RAMERICL
420000000-000 RETURNS AND ALLOWANCES

DEFREC DEPRECIATION EXPENSE 745000000-000 DEPRECIATION EXPENSE
1281500000-000 FURNITURE & FIXTURES DEP.
182500000-000 TRANSPORTATION EQUIF. DEFP.
123500000-000 MACHINERY & OTHER EQUIP. DE

EXBRANE BANEING EXPENSES 710000000-000 BANE CHRREES
T11000000-000 INTEREST EXPENSE -
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Vendor Open Items Report

F Print Vendor Open Items
File Mavigate Help

0002 <

— I

»

Date: 0%/08/201Z Vendor Cpen Items
Time: 15:53:03 ZBC DISTRIBUTICH Page: 1
Doc No. Invoice Date Description Balance

CAPONE - CAPITRL OME VISR

233 0573172012 05/25/12 0573172012 75.45
238 0573172012 05/24/12 0573172012 182 .87 L&

245 0573172012 05/23/12 05/31/2012 738.98

250 0573172012 05/23/12 0573172012 1,444 _88

Vendor Balance Z2,446.18

Total Vendor Balance Z,445.18

Sample Reports 137






Chapter 10

SQL Queries

Why SQL Queries are run
SQL Commands - Select, Order By, Group By
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Using SQL

SQL stands for Structured Query Language. It is a standard method for accessing a SQL-compatible database. This
section of the manual discusses how to use SQL to gather information from the database.

SQL is used primarily to generate ad hoc reports. SQL front end tools, such as Inscreenix ISQL, allow you to enter
and run standard SQL queries with a simple set of commands. Other productivity tools allow you to link data in the
SQL database to spreadsheets, word-processing documents, charts, and graphs. As the information in the database
changes, the spreadsheet changes automatically.

Before you use SQL report generators or productivity tools, you must know how SQL itself works. Though a partic-
ular SQL front-end tool may differ, the basic instruction sets should work in a similar manner. This section intro-
duces you to the basic use of these statements and gives you examples of how they are used in a variety of ways

The examples use General Ledger tables and columns. Since all accounting transactions eventually end up in the

General Ledger, it is a common application for SQL queries. The point of this section, however, is to cover the ba-
sics of SQL, not to teach you how to create specific queries in individual applications.
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SELECT Command

The SELECT statement gets information from the database. There are only six different clauses that control which
information this SELECT retrieves. They are called clauses since they describe a part of the overall SELECT com-
mand. Only two of these clauses are required for any SQL database query. These commands or clauses are listed and
described below.

SELECT: The SELECT clause is the start of all SQL queries. It is required for all information retrieval. It is used to
tell the system which information categories or fields—in SQL they are called columns—you want to access.

FROM: The FROM clause is also required for all SQL Selects. It is used to tell the system from which program or
table to take the data.

WHERE: The WHERE clause is optional. It lists the selection criteria for the Select statement. It allows you to de-
scribe which records you want to see.

ORDER BY: The ORDER BY clause is also optional. It allows you to tell the system in what order to put retrieved
records.

GROUP BY: The GROUP BY clause is also optional. It allows you to tell the system how to group records for to-
tals and subtotals.

HAVING: The HAVING clause is also optional. It allows you to tell the system which groups to select.

You can retrieve any type of information from a SQL database with these six clauses. In the next several sections we
will cover these commands in more detail.

Using SELECT and FROM

The report for the most basic SQL query is:

SELECT column-names FROM table-names
In this statement, SQL commands are printed in all capital letters; however, most SQL tools are not case sensitive.

Column-names refers to the names of the actual columns or information categories created in the table. Table-names
refers to the database tables that contain the data.

Selecting All Columns

When you don’t want to specify specific column names, you can use the asterisk (*) to indicate that you want the
values in all columns. For example, suppose you want to see all information from a control table. Enter:

SELECT * FROM stxcntrc

“Stxcntre is the name of the control table. Typically, there is only one record in this control table and, in this exam-
ple, the columns in it are company name, address #1, address #2, city, state, zip, county, country, the first current
asset account, the first fixed asset account, first current liability account, the first long term liability account, first
capital account, the first income account, first cost of goods account, and the first expense account.
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In response to this query, the system displays the values associated with each of these columns. The exact report in
which this information is displayed differs from system to system.

Selecting Specific Columns

If you just want to see specific columns from a table, enter the names of the columns. For example, if you want just
the name and address information from the database, enter:

SELECT co_name, addrl, addr2, city, state, zip, county, country
FROM stxcntrc

The names used are those that are part of the data dictionary. In order to select specific columns, you must know
what they are named in the database. Some SQL query systems provide a display of these column and table names.
Typically, however, you must work from printed table definitions. There are SQL queries that allow you to retrieve
information about the names of the columns and tables in the database, but they are not covered here.

Notice that the different column names are separated by commas. This is usually required. The last column name
does not have a comma after it.

Using Math in the SELECT Statement

You can also include mathematical operations within your SELECT statement. The mathematical operators recog-
nized are:

+  Addition
- Subtraction
*  Multiplication
/ Division
Here is an example of addition:

SELECT doc_no, amount, amount + 1 FROM stgactvd
The result of this query shows the document number, the amount of the transaction, and that amount + 1.

Here is an example of multiplication:

SELECT doc_no, amount, amount * .077 FROM stgactvd

You do not need to use literal amounts as part of your math. You can use other column names.

SELECT doc_no, amount, amount / doc no FROM stgactvd

You can combine multiple mathematical operations (for example, you can multiply, divide, add, and subtract all in
the same SELECT statement), and you may combine column names and literals in calculations.

SELECT doc_no, amount, doc_no + amount, amount / 2

FROM stgactvd

You can also use parentheses to show the order of precedence of mathematical operations.

SELECT doc_no, amount / (1 + 2)

FROM stgactvd
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This expression adds 1 + 2 before dividing this sum into amount.

Selecting Specific Rows: WHERE

The simplest selection statements show all the information in a program or table. However, you may only want to
see specific rows (records) that meet a given selection criteria. To make such a selection, use the WHERE clause.

The report for the WHERE clause is:

WHERE column-name relational-operator value

This may seem a little complicated, but an example should clarify how it is used. For example, Fitrix Business uses a
table to store all of the accounting detail from the General Ledger system. If you want to see the entries for a particu-
lar original journal, use the following statement:

SELECT * FROM stgactvd WHERE orig journal = "AP"

The asterisk causes the system to display all columns in this table. The table named stgactvd is the activity data table
for the General Ledger system.

In the WHERE clause, you see the name of a column orig_journal, followed by a relational operator = and finished
by a value, AP. What this statement means is: list all the columns in the table stgactvd where the column
orig_journal contains AP.

In composing this query, you can use any column name in the table.

Relational operators consist of the following:
Symbol Meaning
= 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 WHERE clause to select rows that contain certain string patterns.

The report is as follows:

WHERE column-name MATCHES value

In this case, the column name must be a character type column. This means that it must contain characters, not num-
bers. The value is a pattern of characters and must be enclosed in quotation marks. For example, our previous query
of the general ledger activity table could have been stated using the MATCHES keyword like this:

SELECT * FROM stgactvd WHERE orig journal MATCHES "AP"
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In this example, we require an exact match, which is exactly the same as an = command. The real power of
MATCHES comes into play when you use wildcards to find a meaningful character string within a longer character
column.

MATCH Wildcards

There are three wildcards:
* This matches any set of characters or no characters
? This matches any single character.

[X-Y] This matches the range of characters indicated.

You can use these wildcards in a variety of ways to select the proper rows from a table. For example, in the General
Ledger detail table, there is a column that contains the department code. Note that even though department codes
typically consist of digits, it is still a character field, not a numeric field. These codes can be any character string up
to three characters long. Use these codes to select line item detail in the variety of ways detailed below:

SELECT * FROM stgactvd WHERE department MATCHES "1*"

This finds any rows where the department code begins with the character 1.

SELECT * FROM stgactvd WHERE department MATCHES "*10*"

This finds any rows where the department code contains the character string 10 anywhere within it.

SELECT * FROM stgactvd WHERE department MATCHES "?210"

This finds any line item where the department contains the characters 10 preceded by any other single character. It
does not find a department beginning with 10, but it finds 110, 210 and so on.

SELECT * FROM stgactvd WHERE department MATCHES "1[1-5]*"

This finds all rows containing department codes that begin with the digit 1, followed by the digits 1 through 5, and
then followed by any other characters. This does not find rows where the digits 1 through 5 do not immediately fol-
low the beginning digit 1.

Using AND and OR in the Where Clause

You can make your WHERE clause more complicated by using AND and OR as follows:

« AND: Makes the clause more restrictive. In order to be selected, the data must pass all tests joined by the
AND clauses.

+ OR: Makes the clause less restrictive. To be selected, the data only need pass one test or the other. The syn-
tax for the use of AND and OR is:

WHERE column_name relational-operator value

AND column_name relational-operator value
or

WHERE column name relational-operator value

OR column name relational-operator value

In the next example, the WHERE clause selects only rows in which the department code begins with the digit 1 and
whose document number is greater than one hundred. Rows in which the department code begins with 1 and whose
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document number is less than or equal to 100 are not selected. Rows in which the document number is greater than
one hundred, but in which the department code does not begin with 1 are also not selected.

SELECT * FROM stgactvd WHERE department MATCHES "1*"

AND doc_no > 100

In the following example, even more documents are selected. All documents in which the department code begins
with 1 are selected because they pass the first test. In addition, all documents with numbers greater than one hundred
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 tests, they are only selected once.

Using Multiple ANDs and ORs

You can use AND and OR to join any number of phrases.

SELECT * FROM stgactvd WHERE department MATCHES "1*"
AND doc_no > 100
AND orig journal = "AR"

AND amount > 1000

Note

Remember: adding multiple AND statements makes the test more and more restrictive; in order to
be selected, the row must meet all of these criteria.

You can also use parentheses to group ANDs and ORs.

SELECT * FROM stgactvd WHERE (department MATCHES "1*"
AND doc_no > 100) OR (orig_journal = "AR"
AND amount > 1000)

In this test, selected records or rows must either have a department code that begins with 1* and a document number
greater than 100 or they must have an original journal code of AR and an amount greater than 1000.

Improper Use of AND or OR

Remember the AND and the OR are used to join complete column_name relational-operator value phrases within
the WHERE clause. It is not used to join separate WHERE clauses or to join values to a single column_name.

Correct:

SELECT * FROM stgactvd WHERE department MATCHES "1*"

OR doc_no > 100
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Incorrect:

SELECT. ..
OR WHERE doc_no > 100

Correct:

SELECT * FROM stgactvd WHERE department MATCHES "1*"
OR department MATCHES "*1"

Incorrect:

SELECT. ..
OR MATCHES "*1"

WHERE Using LIKE

LIKE is a keyword that works almost identically to MATCHES. The major difference is that it has different wild
cards. Instead of using an asterisk to match characters, a percent sign (%) is used. Instead of question marks to
match a single character, an underscore is used.

SELECT * FROM stgactvd WHERE department LIKE "1%"

This finds all departments that begin with 1 and are followed by any combination of other characters. LIKE can only
be used for character columns (letters or digits). The values used must be enclosed with quotation marks.

WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that you want to select a value between two other values.

SELECT * FROM stgactvd WHERE amount BETWEEN 10 AND 40
This selects all rows in which the amount column has a value from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shown below, to indicate the second set of values.

Correct:

SELECT * FROM stgactvd WHERE amount BETWEEN 10 AND 40

Incorrect:

SELECT... BETWEEN 10 40

You also must show the values in the proper order with the smallest value first. The wrong example does not pro-
duce an error message, but no rows are selected.

Correct:

SELECT * FROM stgactvd WHERE amount BETWEEN 10 AND 40

Incorrect:

SELECT... BETWEEN 40 AND 10

You can also use BETWEEN to specify a range of dates or alphanumeric characters.

SELECT * FROM stgactvd WHERE orig journal

BETWEEN "A" AND "Z"
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This query selects all documents with an original journal code beginning with a capital letter.

wrere USING in

Use the keyword IN to compare the value in a column with a list of possible values. You could do the same thing
using a series of ORs, but IN makes this somewhat more straight-forward.

The syntax:

WHERE column-name IN (list of values)

Here is an example of selection from a list of possible values.

SELECT * FROM stgactvd
WHERE orig journal IN ("AR","AP","GJ")

This select statement finds any rows which contain AR, 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="GJ"

You can see the advantage of using the IN keyword.

Matching NULL Values

SQL discriminates between a column filled with spaces or zero and one filled with a NULL value. A column with a
NULL value has never had any values entered into it or has had those values removed. Spaces or the value zero are
not considered NULL.

You may wish to identify the values that are NULL when selecting records. For this purpose, you have IS NULL
keywords for use with the WHERE clause.

The syntax:

WHERE column_name IS NULL

For example:

SELECT * FROM stgactvd WHERE department IS NULL.

This finds all records in the activity table which have no department code associated with them.

Using NOT

With many WHERE statement keywords, you can use the keyword NOT to select records that are not matched by
your selection criteria. NOT can be used with the following keywords:

+ MATCHES
+ LIKE
« BETWEEN
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« IN
+ NULL

For example, if you wanted to find all records with a value NOT NULL in the department column, use the follow-
ing:

SELECT * FROM stgactvd WHERE department IS NOT NULL.

finds all the rows with values in the department column

SELECT * FROM stgactvd WHERE orig journal
NOT IN ("AR","AP","GJ"

selects all rows that have orig_journal codes that are not equal to AR, AP, or GJ

SELECT * FROM stgactvd WHERE department
NOT BETWEEN "A" AND "Z"

selects rows whose department codes do not begin with a capital letter

SELECT * FROM stgactvd WHERE department NOT MATCHES "1*x"

selects all rows where the department code does not begin with 1

SELECT * FROM stgactvd WHERE department NOT LIKE "1%"

selects all rows where the department code does not begin with 1.

Selecting From Multiple Tables

So far, we have shown only SQL queries that take data from one table. Using the WHERE command you can also
join two tables together and get related information from them.

For example, in Fitrix General Ledger, the activity table, stgactvd, contains the information about each line item that
is posted to the system. It does not contain the basic information about the document, such as when it was created
and a general description of the document. This information is in a general reference table for all transactions on the
system. This table is called stxtranr.

To see the document date as well as the information about specific line items, select columns from both of these
tables and join them together using a WHERE clause so that only the related records are selected.

The syntax for joining multiple tables is:

SELECT [table-name].column-name, [table-name.]column-name, ...
FROM tablel, table2,...

WHERE tablel.column-name=table2.column-name

The WHERE clause causes the SELECT statement to return only those rows where the specified columns in each
table are identical. The table name after the SELECT statement only needs to be used when the column name ap-
pears in both tables.

In Fitrix Business, the table name must always be used because when two columns carry matching data used for

joins, they are named identically. You can see which columns need to be joined in the WHERE clause, by noting
which columns in the two tables have the same name.
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Here is an example of a query that returns a list of amounts for the individual lines that make up a transaction, se-
lected from the general ledger activity table, along with the corresponding document date and description of the
transaction from the general transaction table.

SELECT stxtranr.doc_no, doc_date, doc_desc, amount
FROM stxtranr, stgactvd
WHERE stxtranr.orig_journal=stgactvd.orig_journal

AND stxtranr.doc_no = stgactvd.doc_no

This selection produces one row for each line that was entered under the Update General Journal option. Each line
contains the document number, the document date, the description of the transaction, and the amount posted for that
line.

Notice that doc_no after the SELECT is preceded by the table name, stxtranr. This table name is required because
doc_no is used as a column in both tables. Their contents are identical, but you need to specify in SQL which table
you want to use.

Also notice that we did not have to use the table names for doc_date, doc_desc, and amount. This is because these
columns only appear in one table or the other.

Joining More Than Two Tables

You can use any number of tables in a SELECT statement. If more tables are used, you simply extend the WHERE
clause to equate columns within each table.

For example, in Fitrix, there is another table that holds information about a transaction. This table is stgtranr and it
contains information such as the accounting period and year for the transaction. If you want to see this information
for each of your activity lines, extend your query to include this third table.

SELECT stxtranr.doc_no, doc_date, doc_desc, acct_period, acct_year, amount
FROM stxtranr, stgactvd, stgtranr

WHERE stxtranr.orig_journal=stgactvd.orig_journal

AND stxtranr.orig_journal=stgtranr.orig_journal

AND stxtranr.doc_no = stgactvd.doc_no

AND stxtranr.doc_no = stgtranr.doc_no

Notice that two new columns have been added: acct_period and acct_year. No tables need to be specified for these
columns because they occur only in the table stgtranr. Stgtranr has been added to the FROM clause. The AND
clauses have also been duplicated to join the columns from stxtranr to the matching ones in stgtranr. The choice of
stxtranr for the join in this case was arbitrary since all tables involved contain the same keys. Stgactvd could have
just as easily been used. However, this may not always be the case; many joins may take place on columns that are
unique to a particular table.
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ORDER BY Command

Use the ORDER BY clause to sort the output. It is optional and can be used in conjunction with any other optional
clauses.

The syntax:

ORDER BY column-name

Column-name must be an element in the SELECT list of columns; that is, you cannot ORDER BY a column that has
not been selected. For example, to see all of the rows in the General Ledger activity table sorted by document num-
ber, use the following command:

SELECT * FROM stgactvd ORDER BY doc_no

If you want to do the same thing but select only a specific original journal, use the following command:

SELECT * FROM stgactvd
WHERE orig_journal = "AR" ORDER BY doc_no

Sorting By Multiple Columns

You can create sorts within sorts. For example, if you want to see all order lines organized by original journal, and
within each original journal, organized by department number, use the following command:

SELECT * FROM stgactvd

ORDER BY orig journal, doc_no

Using Aggregate Functions

There are a number of special functions that run calculations among the rows selected. These are called aggregate
functions because they work on a group of rows. When they are used, you do not see the individual rows them-
selves, but the results of the operation on all rows or groups of rows.

The aggregate keywords and their functions are:
AVG (column-name) Calculates the average of the column specified for the rows selected.
COUNT (*) Counts the number of rows retrieved by the WHERE clause.
MAX (column-name) Finds the maximum value in the column specified for the rows selected.
MIN (column-name) Finds the minimum value in the column specified for the rows selected.

SUM (column_name) Adds the column specified and totals it for the rows selected.

These aggregate functions are used like column names after the SELECT keyword. They do not subtotal unless you
use the GROUP BY clause (explained in the next section).

Correct:

SELECT sum(amount) FROM stgactvd WHERE doc _no = 4

This query produces the total amount for document 4. It does not, however, show the document number itself.
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Incorrect:

SELECT doc_no, sum(amount) FROM stgactvd

This produces an error requesting a GROUP BY phrase.

GROUP BY Command

This clause gives you subtotals for different groups of rows using aggregate functions. The syntax:

SELECT column-list, aggregate-functions FROM table-name
GROUP BY column-list

For example:

SELECT doc_no, sum(amount) FROM stgactvd

GROUP BY doc_no

This produces a list showing each document number and the total for that document next to it.

Note

You must have a GROUP BY clause for each column selected.

Correct:

SELECT doc_no, acct_no, sum(amount) FROM stgactvd

GROUP BY doc_no, acct_no

This produces a line for each unique combination of a document number and an account number. In other words,
you get the sum for document number one, for the first account number, then the sum for document number one, for
the second account number, and so on. You do not get the sum for a given document number alone.

Incorrect:

SELECT...
GROUP BY doc_no

This produces a GROUP BY error because you referenced acct_no in the column selection but did not repeat it in
the GROUP BY column list.
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Appendix A

Forms

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.

Note: Those forms that have 530 in their number are for Fitrix version 530 and higher.

screen Screen Type

Number

4GEN1 Invoice Continuous

4GEN1- Invoice Continuous
530

4GENG6 Invoice Laser

4GENS- Invoice Laser
530

4GEN2 Statement Continuous

4GEN7 Statement Laser

4GEN3 Pick Ticket Continuous

465?(\)13_ Pick Ticket Continuous

4GENS8 Pick Ticket Laser

4652'8'8' Pick Ticket Laser

Screens

153
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154

Screens

4GEN5 Payroll Check Continuous
4GEN10 Payroll Check Laser
4GEN14 AP Check Continuous
4GEN19 AP Check Laser
4GEN11 Purchase Order Continuous
4GEN12 Purchase Order Laser
4GEN14 Ord:(jrgﬁﬁ]lznnc;wl- Continuous
4GEN20 Packing List Continuous
4GEN21 Packing List Laser
DwW?2 Double Window Envelopes
DW73 Double Window Envelopes
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Appendix B

Glossary

Account—An account is a classifying or summarizing device. It represents a category of transactions that a business
entity has decided to track. All transactions recorded in a journal are subsequently posted to two or more
accounts. A transaction is posted as a debit or credit entry to an account. The difference between the total of all
debit entries and the total of all credit entries posted to a single account is referred to as the account’s “balance.”
Depending on the type of account, an account’s balance is either increased or decreased by a debit or credit entry

(see Debits and Credits).

Account Number—Each account in the Chart of Accounts is identified by a unique number, up to nine digits long.
Accounts of a given type usually are grouped by account number. For example, all asset accounts might begin
with a “1” followed by up to eight numbers.

Example: a basic Chart of Accounts

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: asset, liability, and capital. Capital is also referred to as
owners’ equity. Income and expense accounts are a subset of retained earnings, which is a capital account.
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Accounting Periods (General Ledger Periods)—Each business transaction is time-sensitive. In this system, a new
accounting period is created every time you close out the existing period. You are not limited to any given
number of periods during the course of a year. A transaction that takes place in the current year falls into one of
these possible periods.

Accrual Method—A method of accounting which records revenues and expenses in the period in which they are
earned or incurred and not in the period in which they are received or paid. Compared to the cash method of
accounting, the accrual method of accounting is more accurate, but tends to be more complex.

Adding a Row—Adding a row means creating a new row and adding it to the table. For example, when you add a
new account to the account table, you are adding a row to that table.

Adjusting Entries—Entries that adjust the balances of ledger accounts. Adjusting entries are usually made for one
of two reasons. One reason is to record unrecorded events such as revenue earned but not received. The other
reason is to correct accounting errors.

Age—The number of days between the date on a particular document and the “aging date.” When processing an
aging report, the system prompts for the aging date; the user determines which date to use as an aging date. (See
Customer Aging. See also Vendor Aging.)

Alphanumeric field—An alphanumeric field is a field whose entries can consist of any combination of letters and
numbers.

Asset Account—Assets are things of value possessed by a business. Cash in a bank account is an asset, as is
accounts receivable (the money owed a business by its customers). Assets need not be paid for to be considered
assets. Asset accounts are increased by a debit and decreased by a credit.

Audit Trail—The ability to verify and track accounting transactions or ledger balances.

Automatic Reorder—The process of generating purchase orders for inventory items whose quantity falls below the
reorder point.

Average Cost—Average cost is a method of calculating the cost of inventory items by averaging the per unit cost of
all items currently in stock.

Backorder—If items are out of stock, these items can be put on back order. When the item comes in, it is usually
shipped. The backorder document is a modified version of the original sales order and represents an agreement
to ship the item as soon as the item becomes available.

Backup—In computer terms, backup refers to the process of copying computer programs. These copies are usually
made to diskette or tape. Program backups are insurance against system failure.

Balance—The balance of an account is equal to the sum of the debit and credit postings to the account. Accounts
are in balance if the total debits are equal to the total credits.

Balance Forward Customers—Statements for “balance forward” customers show only the transactions that affect
the current period. For balance forward customers, payments are applied to the oldest invoices first. In contrast,
“open item” statements show each outstanding invoice, and payments may be applied to a particular invoice.

Balance Sheet—The balance sheet shows the current financial condition of a company. The balance sheet lists
assets, liabilities, and capital. It is usually totaled in two main sections. The first section totals assets. The second
totals liabilities and capital. Assets must always equal liabilities plus capital.

Blanket Order—This is a large order that is split into more than one shipment, possibly to different locations.

Blanket Release—A blanket release is a document that is a subset of a larger blanket order. It represents a single
shipment for an order that comprises multiple shipments.
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Capital Accounts—(Also called owners’ equity accounts.) These accounts record the difference between what is
owned (assets) and what is owed (liabilities). They are also called proprietorship or net worth. Capital accounts
are increased by a credit and decreased by a debit.

Cash Method—A method of accounting which records revenues and expenses in the period in which they are
received or paid and not in the period in which they are earned or incurred. Compared to the accrual method of
accounting, the cash method is less complex and often used by smaller businesses.

Cash Receipt—Money received as payment for goods or services. An A/R cash receipt is a payment that applies to
an outstanding invoice. A non-A/R cash receipt is a payment that does not apply to an outstanding invoice. A
non-A/R receipt may not even apply to a customer’s account.

Cash Receipts Journal—The cash receipts journal is the journal into which all cash receipts activity is recorded,
thus affecting the balances of accounts in the receivable ledger.

Chart of Accounts—A “chart” is a list of accounts. A chart of accounts includes all the different accounts used in
summarizing the transactions and current condition of a business.

Check Journal/Cash Disbursement Journal—This is the journal into which all cash disbursements activity is
recorded, thus affecting the balances of accounts in the payable ledger.

Column—A column is a category slot into which you enter information in a table. For example, if the computer
puts “Enter Company:” on the screen, the space following the colon is the “column” into which information is
entered. This is the “Company” column.

Cost of Goods (COG) Accounts—These are expense accounts; they track the cost of the same products whose
revenues are recorded in sales accounts. In other words, these accounts record the cost of those products which
the company sells. This cost is recorded at the time of sale. The balance of these accounts is increased with a
debit and decreased with a credit.

Count Adjustment Account—This is a balancing account that is posted to when the inventory quantity-on-hand is
adjusted—in this case there is no corresponding sale or purchase of inventory.

Count Sheet—This is a list of items and their physical locations in a warehouse(s) to be used by personnel counting
inventory.

Credit—The term credit can refer to two different things depending on its usage. If used in reference to ledger
accounts, credit refers to an entry that increases or decreases a ledger account. Some accounts are increased by a
credit while others are decreased by a credit. How a credit or debit affects the balance of an account depends on
the type of account involved. If used in reference to customer accounts, a credit refers to an acknowledgment of
payment. When a customer pays you, you credit that customer’s account. When you pay a vendor, that vendor
credits your account.

Credit Memo—If referring to customer accounts, a credit memo refers to a document notifying a customer that his
account has been credited (reduced). When dealing with vendor accounts you enter a credit memo to increase the
amount you owe the vendor.

Creditor—A person or company to whom you owe money. Your vendors are creditors when you owe them money.

Current Accounting Period or General Ledger Period—This is the accounting period for which you are currently
posting transactions.

Current Assets—Current assets are assets that are normally used up during the operating cycle of a business
(usually one year). Cash and inventory are typical examples of current assets.

Customer Accounts—Though not an account in the general ledger sense, a customer account is used to summarize
what a given customer owes or is owed at a particular point in time. A customer’s account is summarized by a
statement.
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Customer Activity—Activity refers to any transaction that affects the balance of a customer or ledger account. A
summary of activity shows all transactions affecting those balances in the current period.

Customer Aging—The customer aging shows how long any open items have been on the books and how much of a
customer’s debt falls into various aging categories. Those aging categories reflect progressively more serious
levels of overdue payment.

Customer Balance—The customer balance is the amount owed by or owed to a customer. If the customer owes you
money, he is said to have a debit balance. If you owe him money, he is said to have a credit balance. A customer
balance is the total of his current open items.

Customer Terms—Customer terms are the conditions under which you expect payment from the customer.
Customer terms typically include the period of time within which you expect to be paid, any discounts allowed
for early payment, and the time frame within which such discounts are allowed.

Database—A database is all the related information within a computer system to which you have access in one
screen or another.

Debit—The term debit can refer to two different things depending on its usage. If used in reference to ledger
accounts, a debit refers to an entry that increases or decreases a ledger account. Some accounts are increased by
debits while others are decreased by debits. How a credit or debit affects the balance of an account depends on
the type of account involved. If used in reference to customer accounts, when a customer purchases goods from
you, you debit that customer’s account. When you purchase goods from a vendor, the vendor debits your
account.

Debit Memo—If used in reference to a customer account, a debit memo refers to a document notifying the customer
that his account has been debited (increased).

Debits and Credits—Each transaction entered into a journal, and eventually posted to the subsidiary and general
ledgers, consists of debit and credit entries to two or more accounts. A ledger account balance is the difference
between all debit postings to that account and all credit postings. Whether a debit or credit posting to an account
increases or decreases the account balance depends on the type of account.

The basic accounting equation is: assets = liabilities + capital. Accounts (assets) on the left side of the account-
ing equation are increased with a debit. Those on the right side (liabilities and capital) are increased with a cred-
it. Retained earnings is a type of capital account; revenue and expense accounts are a subset of retained earnings.
Revenues increase retained earnings, and because capital accounts are increased with a credit, revenue accounts
are increased with a credit. Similarly, expense accounts decrease retained earnings and capital accounts are de-
creased with a debit. Therefore, expense accounts are increased with a debit.

Deleting a Row—Deleting a row is the process of removing it from the computer database after it has been added or
updated.

Department Code—A three-character department code identifies which “profit center” an account belongs to. If
you are not using profit centers, the default department code is “000.” Refer to the entry for Profit Centers for an
example of the use of department codes to set up profit centers within a company.

Document—Transactions entered in the Fourth Generation Business system are referred to as “documents.”
Different journals (accounts receivable, accounts payable, for example) may be used to record different types of
documents. Documents consist of debit and credit entries to two or more ledger accounts. In order to save a
document, that document must be in balance; that is, the total of all debit entries must equal the total of all credit
entries.

Drop Ship Order—This is an order that is shipped directly to your customer. The items ordered never enter your
warehouse. The items go directly from your vendor to your customer.
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Employee Code—Each employee in the Payroll system is identified by a unique six-character code. Although an
employee’s name and social security number can be used to sort and view data on an employee, the employee
code is the key used throughout the Payroll system to uniquely identify an employee.

Employee Type—Each employee in the Payroll system can be associated with an employee type which is identified
by a unique six-character code. The employee type provides access to default setup values for the employee, and
provides a means for grouping employees.

Expense Accounts—Expense accounts are used to track the cost of doing business. They are a subset of retained
earnings (a capital account). At the end of a period of time (usually a year) the difference between the total of all
income account balances and the total of all expense account balances is calculated and that balance is
transferred to retained earnings. After transferring this figure to retained earnings, the balance of each income
and expense account is set to zero. Capital accounts are decreased with a debit. Because expenses decrease
capital, expense accounts are increased with a debit.

Field—A field is a data-entry or display area on a screen. A field may or may not correspond to what is actually
stored in a table in the database.

FIFO—"First-In First-Out”—One of several methods of determining the value of inventory and calculating the cost
of goods sold. Using the FIFO method, it is assumed that the “first inventory items in” (the oldest inventory
items) are the “first inventory items out” (the first items to be shipped).

Finance Charges—Finance charges are charges made by a vendor against you, or made by you against a customer,
for non-payment of an amount due. Finance charges are new charges made against the account because the
payment was not made according to the established terms.

Flat Rate—A value applied on a per-payment basis. Unlike a percentage rate, which calculates a specified
proportion of an amount, a flat rate ignores the exact value of the amount, treating it as a single payment to
which a single unit of the “rate” value is applied. Thus the “calculated” value due to a flat rate is the same each
time it is applied.

FOB—FOB stands for “free on board” or “freight on board.” The FOB point determines when the title to a product
changes hands; that is, it determines at what point the buyer assumes ownership of a product. FOB sometimes—
but does not necessarily—affects who pays the freight charges for shipping a product. In some businesses the
seller pays freight up to the FOB point and the buyer pays from the FOB point. Similarly, in some businesses the
FOB point determines who pays insurance on the shipment.

Screen—A screen is the template into which information is entered. A screen may combine information from
several different tables, usually lines of information from a “header” table at the top of the screen and several
rows from a “detail” table at the bottom.

General Journal—The most basic type of journal in an accounting system is the general journal. It may be the only
journal. Transactions which consist of a debit to at least one account and a credit to at least one (different)
account are entered in such a journal. Ultimately each transaction is posted from the general journal to a general
ledger account.

General Ledger—The general ledger includes each account listed in the chart of accounts, along with debit and
credit transaction entries that add up to the account balance.

Income Accounts—These accounts are used to track revenues. Sales accounts, for example, are a type of income
account. They are a subset of retained earnings (a capital account). At the end of a period of time (usually a year)
the difference between the total of all income account balances and the total of all expense account balances is
calculated and that balance is transferred to retained earnings. After transferring this figure to retained earnings,
the balance of each income and expense account is set to zero. Capital accounts are increased with a credit and
decreased with a debit. Because revenue increases capital, income accounts are increased with a credit.

Income/Deduction/Obligation Codes—Each type of income, deduction, and incurred employer obligation is
identified by a unique six-character code. When the income, deduction, or obligation is used in a payroll entry it
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is referred to by this code. The code provides access to default values and basic information required to calculate
the income, deduction, or obligation amount.

Income Statement—The income statement (also referred to as a “profit and loss™ statement) records the changes in
equity associated with business operations for a specified period of time. This statement lists the revenues and
expenses and the difference between them for a period of time. The difference between revenues and expenses is
referred to as a net profit or a net loss.

Inventory Account—This is the current assets account that represents the value of the goods in stock.

Inventory Adjustment Account—This is the ledger account that balances changes made to the inventory account
balance that do not result from sales, returns, or purchases.

Inventory Control (I/C)—This is the system for tracking goods stored for sale to customers, including calculation
of costs and prices.

Inventory Item—This is a single unit of merchandise from inventory.
Item Code—An item code is a unique alphanumeric string identifying a type of inventory item.

Journal—Journals are used to sequentially record business transactions. Each transaction consists of a debit to at
least one account and a credit to at least one (different) account. Journal entries are posted to ledger accounts;
therefore, every entry made in a journal ultimately has an effect on the balance of two or more ledger accounts.
An accounting system may include multiple journals, each used to record a specific type of transaction. The
most basic type of journal is the general journal. In addition there may be an accounts receivable journal, an
accounts payable journal, and so on.

Ledger—A ledger consists of a group of accounts and debit and credit entries representing transactions that affect
the account balance. A group of accounts is called a ledger. The general ledger includes all accounts listed in the
chart of accounts. Subsidiary ledgers comprise subsets of the chart of accounts. The accounts receivable ledger,
for example, comprises all customer accounts. The total of all customer account balances equals the balance in
the accounts receivable ledger account.

Liability Accounts—L.iabilities are debts or anything that is owed. Liability accounts are increased by a credit and
decreased by a debit.

LIFO—*"“Last-In First-Out” is one of several methods of calculating the cost of inventory items. With the LIFO
method those inventory items “last in” (most recently purchased) are considered the “first out” (first to be sold).

Open Item Customers—Statements for open item customers show each outstanding invoice and payments are
applied to a specific invoice. In contrast, balance forward statements show only the transactions that affect the
current period. For balance forward customers, payments are applied to the oldest invoices first.

Open Items—Open items are posted invoices that contain outstanding balances representing amounts owed by
customers or due to vendors. A document is considered an open item until that balance is zero.

Order Acknowledgment—An order acknowledgment is a hardcopy version of a sales order. Order
acknowledgments may be sent to customers so that they have a record of the sales transaction.

Payable Document—There are four common types of payable documents: a vendor invoice, a cash disbursement, a
vendor credit, and a vendor debit.

Payable Ledger—A payable ledger is the ledger that includes all the accounts affected by accounts payable
transactions—invoices, cash disbursements, and vendor credits and debits.

Payroll Deduction—A payroll deduction is any amount withheld from an employee’s check. For every deduction
there is typically an employer liability incurred.
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Payroll Document—A payroll document is the complete record of a payroll disbursement. This document includes
an employee’s gross income, deductions, net income, and employer obligations, as well as the related accounting
data for the document.

Payroll Income—Payroll income comprises wages, reimbursements, and cash 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 all payroll activity—paychecks, income, deductions,
and employer obligations—is recorded. When posted, this activity affects the balance of accounts in the payroll
ledger.

Payroll Ledger—A payroll ledger is the ledger that includes all the accounts affected by posted payroll
transactions—paychecks, income, withholding, and incurred obligations.

Payroll Obligation—An employer liability resulting from a payroll transaction, such as withholding federal taxes
from an employee’s paycheck.

Posting—Posting is the process of transferring transactions (documents) from the journal to the ledger.

Posting Sequence Numbers—All processes which “post” entered data into a storage area for completed documents
have reports that feature a posting sequence number. These numbers are used to keep track of reports that should
be permanently stored in your records. Each of these reports has its own sequence of posting numbers.

Prepaid Asset—This is an asset that you have paid for, but not yet received.

Profit Center—A “profit center” identifies a part of a company for which profits can be calculated separately. Sales
and expenses for that division are designated with a “Department” number.

Table 2: Simple Account Chart with Two Profit Centers

Number Dept | Account Description Type
100000000 CASH IN BANK ASET
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
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500000000 200 COST OF GOODS EXPENSE
600000000 100 GENERAL EXPENSE EXPENSE
600000000 200 GENERAL EXPENSE EXPENSE

Purchase Order—A purchase order represents the purchase of merchandise from a vendor.

Purchasing—The purchasing system is one of several Fitrix modules. It provides an automated method for tracking
purchases, tracking receiving, and projecting cash requirements.

Receivable Documents—There are four common types of receivable documents: a customer invoice, a customer
cash receipt, a customer credit, and a customer debit.

Receivable Journal—The receivable journal is the journal into which all accounts receivable transactions—
invoicing, credits, and debits—are recorded. When posted, these transactions affect the balance of accounts in
the receivable ledger.

Receivable Ledger—A receivable ledger is the ledger that includes all the accounts affected by accounts receivable
transactions—invoices, cash receipts, and customer credits and debits.

Retained Earnings—Retained earnings is the increase in equity that has resulted from profitable operations; net
income to date minus dividends to date.

Row—A row is one set of specific information within a table. For example, an account table contains all the
information about a single account in an account row. An account table contains as many rows as there are
different accounts.

Statement—The customer statement shows the current activity for a given customer. The statement shows
outstanding invoices, recent payments, credits, and debits to the customer’s account.

Store or Record—Recording or storing a row is the process of saving it in the computer database after it has been
added or updated.

Table—A table is where information is stored in a computer. A given table contains only a specific type of
information. For example, an account table contains the different sales and expense accounts used by the system.

Transaction—A transaction is an event that is recorded in the accounting records. Typically, such an event involves
the transfer of money, product, or services. Each transaction entered in the Business system is referred to as a
“document.”

Trial Balance—This is a work sheet used as a preliminary step to generating a Balance Sheet. The trial balance is a
listing of every ledger account, along with its debit and credit balance. The total of all debit balances should
equal the total of all credit balances.

Update—Updating a table is the process of changing rows within it. Whenever you change a description in the
account table, for example, you are updating a row within that table.

Vendor Accounts—Though not an “account” in the general ledger sense, a vendor account is used to summarize
what a vendor is owed at a particular point in time. A vendor’s account is summarized by an aging statement.

Vendor Activity—Activity refers to any transaction involving a vendor that affects the balance of a vendor or
ledger account. A summary of activity shows all transactions affecting those balances over a specified period of
time.
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Vendor Aging—A vendor aging report lists outstanding vendor invoices categorized by number of days from the
vendor invoice date or due date.

Vendor aging reports can be setup to “age” in two different ways. In the first, an aging report can put outstand-
ing vendor invoices into categories, ranging from those currently due to those past due. With this method, the ag-
ing categories reflect ever more serious levels of overdue payment.

In the second, an aging report can arrange outstanding vendor invoices into categories, ranging from those cur-
rently due to those that will be due in the future. This report is a projection of cash requirements. In this case, the
aging categories reflect amounts due farther in the future.

Vendor Balance—The vendor balance is the amount owed to or owed by a vendor. If you owe a vendor money, the
vendor’s account has a credit balance. If the vendor owes you money, the vendor’s account has a debit balance.
A vendor’s balance is the sum of all open items pertaining to that vendor.

Vendor Terms—Vendor “terms” are the conditions under which the vendor expects payment from you. Vendor
terms typically include the period of time within which you expect to pay that vendor’s invoices, any discounts
allowed for early payment, and the time frame within which such discounts are allowed.
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