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Accounts Receivable Features

Managing cash flow is strategic to the success of every business. A streamlined process to create custom-
er invoices and capture payments in a timely manner is integral to this. Also of great importance is_know-
ing the credit worthiness of your customers real time. A good software solution must be able to give your
staff the information they need to make decisions regarding extension of credit while keeping overdue
and overextended credit to a minimum.

The Fitrix Accounts Receivable module provides an effective and organized system for maintaining cus-
tomer information that in turn leads to effective cash flow management, improved customer service, and
profitability. You can access customer credit and sales history information on line, create invoices and
statements on demand, and apply payments easily.

Features

« Modular Integration — Direct integration with the Order Entry and General Ledger modules
« Multiple Ship-To's — allows for multiple ship-to addresses per customer

+ Online Access To Customer Activity and History — the customer activity program provides a
listing of all invoices entered in the database for the customer with flexible sort and query logic
plus drilldown to payment history or source document capabilities

+ Customer Credit Management —real time checking of your customer’s credit limit versus to-
tal posted invoices and open sales orders. Option to place the sales order on varying levels of
“hold” and send an automatically generated email to your credit manager and the sales representa-
tive requesting it be released from hold.

« Credit Department Notes — ability to enter notes regarding collection activity. These notes will
be attached to the customer record and stored with the user name that entered the note and the date
it was entered

+ Finance Charges — automatic creation of finance charges on past due invoices

+ Dunning Letters — ability to create and print dunning letters. The type of letter and date it was
sent to the customer is stored with the customer record so your Credit Department will have access
to this information. The standard letters that come with Fitrix include:

Notification that customer has been placed on credit hold
Customer has invoices 30 days past due

Customer has invoices 60 days past due

Customer has invoices 90 days past due

Final Demand for Payment (invoices over 120 days past due)

« Payment Processing — flexible cash receipt processing that allows you to automatically pay in-
voices in oldest date order, select specific invoices for payment, partially pay invoices, or place On
Account if it is a pre-payment or deposit.

+ Charge backs and Write-offs — option to create customer charge backs and write-offs while in
cash receipts if a partial payment on an invoice is made

2 Introduction
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Invoicing — easy freeform data entry complete with zoom lookups to customer and ship-to infor-
mation, tax codes, and payment terms. (Note: freeform because invoicing tied to inventory items
you stock is handled by the Fitrix Order Entry module)

Recurring Invoice Capabilities — Automatically creates recurring invoices such asa monthly pro-
fessional services fee without repetitive data entry.

Sales Tax — multilevel taxing capabilities for multiple localities such as state, county, and city

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

Transfer of Data — ability to transfer all open items, ship-to codes, sales history, and payment his-
tory from one customer code to another in the event of a business name change or consolidation

Reporting

Reports available include:

Aging Reports- these can be run by customer code or business name, by invoice date or due date,
by department, by salesperson, in summary or detail, with an “As Of” date you specify. You can
predefine the number of aging periods you want to print (up to seven) and the number of days in
each

Customer Ledger

Customer Open Item Report

Customer Activity Detail

Customer Statements

Sales Orders on Credit Hold

GL Activity By Account Number (for AR Transactions Only)
Customer Labels

Introduction 3
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General Information

Reference Files

This section covers the various files that may be mentioned throughout the documentation. The discussion
includes the file name, the menu and menu option used to maintain the file, and the purpose served by the
file.

Account Groups Program: Use the Update Account Groups option found on the Setup Receivables Men-
us. This table holds group codes and descriptions along with the account names and numbers associated
with each unique code. The information in this file can be used to relieve the user from having to memo-
rize account names and numbers for various transactions.

Account Number Ranges Program: Use the Update Account Number Ranges option on the Setup
Company Menu. This table stores the range of account numbers associated with each type of account:
Asset, Liability, etc.

Accounts Receivable Defaults Program: Use the Update Receivable Defaults option on the Setup Re-
ceivables Menu. This table holds default information used in programs throughout the Accounts Receiva-
ble system. By maintaining this information, you can speed up data-entry and cut down on errors. Infor-
mation pertaining to invoicing, account numbers, and aging is stored here.

Checking Account Program: Use the Update Checking Accounts option on the Setup Company Menu.
This table stores the number and description for each asset account designated to serve as a checking ac-
count.

Company Information Program: Use the Update Company Information option on the Setup Company
Menu. This table includes the name and address of your company. If you are assigning income and ex-
penses to departments within your company, this table will also contain the code and description for each
department.

Customer Information Program: Use the Update Customer Information option found on both the Custom-
er Information Menu and the Setup Receivables Menu. The information in this table helps you to more
quickly enter or update transactions by allowing you to select data rather than enter it. Information in this
table includes customer names, addresses, shipping instructions, and other data related to customer ac-
counts.

4 Introduction



Fitrix Accounts Receivable User Guide

Customer Terms Program: Use the Update Customer Terms option on the Customer Information Menu.
This table holds information corresponding to each terms code you have setup for billing purposes. Each
code is accompanied by its description, the number of due and discount days in addition to the discount
percent.

Ledger Accounts Program: If you have the General Ledger module installed, you may make use of the
information in this table. Each document in this table represents one of your general ledger accounts. In-
formation stored in this table includes account numbers, respective descriptions, and optional subtotal
groups. The table also includes information on whether the each account is increased with a credit or a
debit.

Ship-To Program: You can access the Update Customer Ship-To’s option from the Customer Infor-
mation Menu or the Setup Receivables Menu. This table holds default shipping information for customers
whose invoices have not otherwise been given specific shipping instructions. The shipping address and
instructions are stored along with reference information concerning the billing address.

Setup Procedure

Setup is the process by which you enter all the information needed before you can start recording transac-
tions into the Accounts Receivable, system. Setup includes entering basic control information that the
program needs to run, entering your Chart of Accounts, and entering other reference information.

The setup process is summarized below:

Table 1:
SETUP OPTIONS - ORDER OF EXECUTION
Step Description Menu
1 Enter Company Information Setup Company
2 Modify Account Number Ranges Setup Company
3 Enter Ledger Accounts Setup Company
4 Enter Customer Terms Customer Information
5 Enter Receivable Defaults Setup Receivable
6 Enter Account Groups Setup Receivable

Introduction 5



Fitrix Accounts Receivable User Guide

7 Enter Customers Receivable

8 Enter Customers Ship-to Addresses Setup Receivable
9 Enter Customers’ Open Items Setup Receivable
10 Record that setup is complete Setup Receivable

The last step in the setup procedure is to record that setup is complete. Documents cannot be posted until
you have indicated that setup is complete. Record that setup is complete by entering a Y in the Accounts
Receivable Setup Complete field in the Receivable Defaults program. The Receivable Defaults infor-
mation is changed with the Update Receivable Defaults option of the Setup Receivable Menu.

Once you have indicated that setup is complete, you can no longer enter customer balances (hereafter
called open items). In addition, you can no longer delete customers that have open items. After setup is
complete, customer open items can be changed only by posting invoices, payments, credit memos, or deb-
it memos.

If you do reset this flag to N and documents have been posted, General Ledger orphan transaction records
can and most likely will occur.

Different Databases

Fitrix Business products come with two distinct sets of data. The standard company set contains the real
data for your company; the sample company set contains data that is used for tutorials and other training
purposes. The sample database is 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 companies 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/database is displayed at the top of the main menu. To select a different
company/database:

1 Click Settings.

2 Click Change Database Access.

3 Enter the name of the desired database.
4 Click OK. The desired database is active.

6 Introduction



Chapter 2

A/R Accounting Cycle

The accounting cycle for Accounts Receivable follows the basic Fitrix Accounting
Cycle. After the general company setup procedure, there are A/R-specific setup,
transaction processing, and end of period activities.

The A/R-specific Processing Cycle:

= Accounts Receivable Defaults

« Customers and open items

Customer Terms

- Receivable Invoices

« Cash Receipts
- Default Ledger Reports

A/R Accounting Cycle
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Accounts Receivable Setup

Basic setup for Accounts Receivable involves entering A/R defaults, customers and ship-to addresses, and
any existing open items.

2 A/R Accounting Cycle
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Customer Terms

Update Customer Terms

Before you enter receivable defaults, all ledger accounts and term codes that will be receivable defaults must ex-
ist. (Ledger accounts are set up as part of Company Setup.) The Update Customer Terms option is available for
entering customer term codes and term criteria.

Print Customer Terms

This option prints out a listing of customer terms and term criteria.

Receivable Defaults

Update Receivable Defaults

This option allows you to define default values for tax rate, term codes, discount parameters, ledger
account numbers, and aging reference. During transaction processing, if any of the above are not ex-
plicitly specified, the system will look to these defaults for the appropriate entry.

Print Receivable Defaults

This option prints out a hardcopy of data input from Update Receivable Defaults.

Account Groups

Update Account Groups

This option allows you to enter and maintain account groups.

Print Account Groups

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

Customer Information

Update Customer Information

The next order of business is to set up customers and enter customer address and detail information.
This information can also be added to or changed after the initial setup is complete.

Update Customer Ship-To’s

Customer ship-to’s may be updated at this time, as well.

Print Customer Information

This option prints out a listing of customer and ship-to information.
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Customer Open Items

Update Customer Open Items

(mandatory, one time only) This option is used DURING SETUP ONLY for entering, modifying and
deleting outstanding invoices. Once the system is told that A/R setup is complete, no more open items
can be entered, although it is still possible to view all items previously entered.

Print Customer Open Items

This option prints a balance report for each customer, listing open items entered during setup. It is ad-
visable, but not required by the system, to produce an “edit list” with the Print Customer Open Items
option so that all entries can be checked for accuracy before the final “Setup Complete” step causes
them to be posted.

Setup Complete
Setting Setup Complete to YFeHing-the-system-thatsetup-is-complete- is the last step before transaction < {Formatted: Space Before: 0 pt, After: 0 pt }

processing can begin. Fhe-procedure-is-asfoHows:-

[ Formatted: Space Before: 0 pt, After: 0 pt ]
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-When this field is set to “Y™, the system totals existing open item A/R transactions, displays the total
amount, and prompts you to verify that no additional setup entries are required. By entering another “Y”

at this prompt, you tell the system the A/R setup phase is now closed; all existing open items are posted at

this time.

If A/R setup is complete and additional pre-setup open items are found and need to be entered, this field
may be reset to “N”. Doing this will pull up a warning and prompt you to continue. Entering “Y” to con-
tinue will “un-post” all transactions from the A/R posting tables. If transaction processing has not been
started, no harm is done since only pre-setup open items have been posted. Now only the additional open
items may be entered and setting “Complete?” to “Y”” can be done again. The additional open items plus
the original open items post at this time.

If transaction processing has been started (e.g., invoices are entered and posted, receipts are entered and
posted, etc.) and the setup complete field is reset to “N”, ALL posted transactions, i.e., posted receivable

documents and pre-setup open items, are deleted from the A/R posting tables. This is generally not a good

idea, since not only will all A/R postings be deleted, but there will be no effect on the General Ledger
posting tables, leaving orphan A/R transactions in the G/L posting tables. The ability to reset “Com-

A/R Accounting Cycle
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plete?” back to “N” is primarily for entering additional pre-setup open items before transaction processing
has started.

8 A/R Accounting Cycle
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Accounts Receivable Transaction Processing

Transaction processing for Accounts Receivable involves updating and posting receivable documents,
then updating and posting Non-A/R and A/R cash receipts.

A/R Accounting Cycle 9
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Receivable Documents

Update Receivable Documents

A document starts its life cycle as an entry in the Update Receivable Documents menu option. In A/R,
Update Receivable Documents is the place for entering, modifying, and deleting invoices, credit
memos, or debit memos. Account groups can also be used with this screen to aid data entry. Docu-
ments that are copied periodically from pre-established documents are made available in the Update
Receivable Documents screen through the Create Recurring Documents option.

Print Receivable Listing

Before receivable documents are posted, an edit list must be run using the Print Receivable Listing
menu option. Data entry errors found on the list can be corrected through the Update Receivable Doc-
uments menu option

Print Invoices

Once a satisfactory edit list is produced, invoices may be printed. Invoices are printed on pre-printed
forms and can use either pre-numbered forms or system-assigned invoice numbers.

Post Receivable Documents

This option posts all un-posted invoices, credit memos, and debit memos to the A/R and G/L posting
tables. This option also generates a Receivable Document Posting Report. This report looks like the
edit listing, except that receivable document numbers have been assigned to each posted document.

The posting of documents also updates or creates open item balances. For a new invoice, an open item
is created for that customer. For a receipt, credit memo or debit memo, an existing open item is updat-
ed to reflect a new balance.

Cash Receipts
Update A/R Cash Receipts

Update A/R Cash Receipts is for entering a receipt associated with a particular customer and that cus-
tomer's outstanding balance.

Update Non-A/R Cash Receipts

Update Non-A/R Cash Receipts is for receipts not associated with a particular customer.

Print Cash Receipts Listing

All cash receipts are verified by printing an edit listing of ALL un-posted documents entered through
Update Cash Receipts. This listing is used to validate data entry and must be printed prior to posting.

Post Cash Receipts

This option posts all un-posted cash receipts to the A/R and G/L posting tables and generates a posting
report. Cash receipts are also applied to open items when posted.

A/R Accounting Cycle 11
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Create and Post Bank Deposits

In prior versions of Fitrix every cash receipt posted for each customer made a separate entry into the
check reconciliation table. Now you can group cash receipts by deposit ID so that a single entry is
made into the check reconciliation table for multiple cash receipts.

Accounts Receivable End of Period

Reporting of transaction processing activity normally occurs at the end of a period. Various types of G/L
and A/R reports are available.

Ledger Reports

Print Receivables Journal

This option prints out a listing sorted by unique document numbers, so that each document’s effect on
the various ledger accounts can be traced. The report lists each ledger account posted to, debits and
credits, and document numbers for receivable documents. The system prompts you to input the period
starting and ending dates. Note that both the Start Date and End Date fields default to the current sys-
tem date.

Print Cash Receipts Journal

This option prints a listing of cash receipt information with document numbers for auditing purposes.
The system prompts you to input the period starting and ending dates. Note that both the Start Date
and End Date fields default to the current system date.

Print G/L Activity

This option prints either a summary or detail report listing all debits and credits posted to each ledger
account. The system prompts you to input the period starting and ending dates. Note that both the Start
Date and End Date fields default to the current system date.

Invoices and Documents

Create Finance Charge Invoices

This option automatically creates invoices with finance charges based solely on user input aging crite-
ria. Invoices can then be modified or deleted through the Update Receivable Documents option. The
Finance Charge report is also generated.

12 A/R Accounting Cycle
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Create Recurring Documents

This option creates receivable documents automatically by copying in specified receivable documents.
Documents can then be modified or deleted through the Update Receivable Documents option.

Customer Reports

Print Customer Statements

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

Print Customer Aging

This option reports amounts due in age groups by customer. You can select from either summary or
detail format.

Print Customer Ledger

This option prints a report organized by customer listing all posted activity for each customer.

Credit Card Reports

Two reports available: one to print customer credit card information and another to print credit cards due to ex-
pire.

Customer Deposits

This option prints a report of outstanding deposits (i.e.- pre-payments) on sales orders.

Print Credit Letter

This option prints various dunning letters (i.e.- past due balances, customer placed on credit hold, etc.)

Print Orders on Credit Hold

This option prints a report of sales order on credit hold by customer.

A/R Accounting Cycle 13






Menus Overview 15




Fitrix Accounts Receivable User Guide

Chapter 3

Menus Overview

This Chapter briefly describes the options available on the menus. More detailed de-
scriptions of the options on each menu are given in the Chapters that follow. This
Chapter overviews the following menus:

« Fitrix Accounting System Menu
« Accounts Receivable Main Menu
 Receivable Ledger Menu

« Customer Information Menu

« Setup Receivables Menu
~—Multilevel Tax-Menu

«- Administration Menu

e ]
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Fitrix Main Menu
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Depending on the modules that you have installed, your Fitrix Main Menu may contain the following
menu options:

¢ Financial Management—centains-the following-submenus:
1 Financial Management|

I —— B 1 General Ledger

B2 2 Accounts Receivable

(%]

Accounts Receivable

B 2 Accounts Payable & 3 Accounts Payable
4 Payroll 4Pl

B2 5 Fixed Assets B3 5 Fixed Assets

% 6 Multi-Currency B B Multi-Currency
= 7 Multi-Level Tax B3 7 Multi-Level Tax
of) Exit &) Ewit

e Item Management—ecentains-the-foHowing-submenus:
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2 Item Management [ 2 Item Management

[En 1 Inventory Control CE= 1 Inventory Control

B2 2 Bill of Material = 2 Bill of Material

£ 3 Standard Routing [E5 32 Standard Routing

= 4 Standard Costing = 4 Standard Costing - Future
&= 5 Engineering Change I 5 Engineering Change - Future
£ 6 Product Configurator [£5 6 Product Configurator - Future

o Exit &) Exit

Sales Order Management—eentains-the-foHowing-submenus:
3 Sales Order Management 3 Sales Order Management

[En 2 Sales Orders [En 2 Sales Orders

o Exit o] Exit

Purchase Management—eentains-the-foellowing-submenus:

1 Purchasing

£ 2 Replenishment B 2 Replenishment

o) Exit o Exit

Production Management
Feleased—m—subsequen{—vepsren&ef—li Penx—
5 Production Management

£ 2 Production Scheduling
B 3 Labor Processing

[ 4 Actual Costing

&) Exit
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§ Production Management

= 1 Production Orders

B 2 Production Scheduling - Future

B 2 LahorProcessing - Future

B 4 Actual Costing - Future

&) Exit

e Production Planning::

& Production Planning

B 2 Material Planning

[E= 3 Capacity Planning

&) Exit

e Customer Relationship Management:

7 Customer Relationship Management

B 2 Marketing
&= 3 Support
B 4 Utilities
B 5 CRM Setup

&) Exit

& Production Planning

= 1 Master Scheduling - Future

B= 2 Watetial Pl
L=

B 3 Capacity Planning - Future

S Exit

e General/Administrative — contains the following submenus.
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8 General/Administration
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Accounts Receivable Main Menu

The Accounts Receivable module allows you to enter and track your receivables. Through A/R you enter
receivable documents, print invoices, enter cash receipts, update customer records, and print a variety of
reports that analyze your Accounts Receivable. Selecting Accounts Receivable from the Accounting Sys-
tem Menu displays the Accounts Receivable Main Menu.

The Accounts Receivable Main Menu:

2 Accounts Receivable | 2 Accounts Receivable

E5 1 Receivable Ledger £ 1 Receivable Ledger
E= 2 Customer Information  4ES—2 Customernformation—
£33 Setup Receivables B 3 Setup Receivables

&) Exit &) Exit

All Fitrix main menus are organized with the most commonly used menus listed first. This menu contains
the following options:

« Receivable Ledger: This menu provides options for entering receivable documents, printing those
documents, printing and posting invoices, processing cash received from customers, printing re-
ports, processing finance charges and recurring documents.

« Customer Information: This menu consists of options allowing you to manage your customer
files and prints several reports analyzing customer activity.

« Setup Receivables: This menu provides options allowing you to maintain all the reference files
that are used throughout the Accounts Receivable system. Some programs store information that
pertains strictly to A/R; other programs hold information relevant to your entire system (e.g., the
Ledger Accounts programs). Options that pertain to your entire system may be duplicated for your
convenience in the other Fitrix Accounting modules.
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Receivable Ledger Menu

The Receivable Ledger Menu is the most frequently used menu of the Accounts Receivable system. Us-
ing this menu, receivable documents are entered. Invoices are printed and posted. Cash receipts are pro-
cessed and journals are printed. Finance charges and recurring documents are also processed.

The Receivable Ledger Menu:

1 Receivable Ledger 1 Receivable Ledger

@ a Update Receivable Documents a Update Receivable Documents

]

b Print Receivable Listing h Print Receivable Listing

= ¢ Print Invoices ¢ Print Invoices
d Post Receivable Documents d Post Receivable Documents
&= e Process Cash Receipts/Bank Deposits e Process Cash ReceiptsfBank Deposits

f Print Receivables Journal f Print Receivables Journal

g Print Cash Receipts Journal g Print Cash Receipts Journal

B h Print GIL Activity h Print GIL Activity
,,'_5‘ i Create Finance Charge Invoices i Create Finance Charge Invoices
j Create Recurring Documents j Create Recurring Documents

B k Credit Card Processing k Credit Card Processing

DR E D ER TR

£ z Batch Maintenance Z Batch Maintenance

&) Exit

&
m
=
=

This menu contains the following options:
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Update Receivable Documents: Allows you to enter and modify receivable documents. Through
this option you enter information about an order and the general categories of items sold (e.g.,
SALES OF INVENTORY).

Print Receivable Listing: Prints a report listing the documents entered and modified under Up-
date Receivable Documents, organized by document number. Only un-posted receivable docu-
ments are listed.

Print Invoices: Prints invoices on invoice forms.

Post Receivable Documents: Selects all un-posted invoices, credit and debit memos and posts
them to the Accounts Receivable and General Ledger Activity files. Prints a report identical in
format to the report generated by the Print Receivable Listing option.

Process Cash Receipts and Bank Deposits- this submenu has the following options:

« Update Non-A/R Cash Receipts: Allows you to enter and modify cash receipts that do not
apply to outstanding invoices or that do not apply to customers’ accounts. Each document rec-
ords general information about a cash receipt in addition to the specific amounts paid.

Menus Overview
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Update A/R Cash Receipts: Allows you to enter and modify payments that apply to outstand-
ing invoices or that are to be applied to customers’ accounts. Each document records general
information about a cash receipt in addition to the specific invoices and amounts paid.

Print Cash Receipts Listing: Prints a report listing each un-posted cash receipt document en-
tered through Update Non-A/R Cash Receipts or Update A/R Cash Receipts. The report is or-
ganized by document number.

Post Cash Receipts: Selects un-posted cash receipts documents and posts them to the Ac-
counts Receivable and General Ledger Activity files. The Cash Receipts Posting report is gen-
erated, identical in format to the Cash Receipts Listing report.

Update Bank Deposits: Allows you to group posted cash receipts by a system assigned bank
deposit ID so that one entry is made into the AP Bank Reconciliation table. Typically this ‘de-
posit” amount will match a physical deposit slip.

Print Bank Deposits: Prints a listing of all deposits entered but not yet posted (an edit listing).

Post Bank Deposits: Selects un-posted bank deposits and posts them to the AP Bank Recon-
ciliation table.

Print Receivables Journal: Prints a listing of debit and credit postings to general ledger ac- < | [Formatted: Indent: Left: 0.43"

counts for posted receivable documents and cash receipts. This report is organized by docu-
ment number.

Print Cash Receipts Journal: Prints a report listing the debit and credit posting to the differ- |
ent general ledger accounts for cash receipts. This report covers only cash receipts, but is oth-
erwise identical to the report generated by the Print Receivables Journal option.

Print G/L Activity: Prints a listing of debit and credit postings, organized by general ledger |
account. Selecting this option displays a submenu giving you the choice of printing a summary

or detail listing. If the detail report is selected, under each ledger account listed, each receivable
document and cash receipt line that posted to the account is printed.

Create Finance Charge Invoices: Prompts you for selection criteria for designating open item |
invoices for which to apply finance charges. After specifying this criteria, the system automati-
cally creates finance charge documents in the Receivable Documents program. These docu-
ments can then be modified and posted similar to documents entered directly through the Up-
date Receivable Documents option.

Create Recurring Documents: Copies the specified posted recurring documents and creates |
new receivable document in the Receivable Documents file. Recurring documents are transac-
tions that are entered frequently or periodically.

Credit Card Processing: Use the options on this submenu to authorize invoices, settle invoic- |
es, receive settlements, and update declined invoices (see the section on Credit Card Processing
for more information).

Batch Maintenance: If batching is turned on, this program is used to approve invoice and cash |
receipts batches. Read the Getting Started with Fitrix Guide for more information on Batch
Processing.
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Customer Information Menu

The Customer Information Menu contains options for maintaining a variety of customer information.
Customer statements, aging reports, ledger, and open items can also be printed from this menu.

The Customer Information Menu:

2 Customer Information 2 Customer Information

@ a Update Customer Information @ a Update Customer Information

E% b Print Customer Information £ b Print Custormer Infarmation

B c Print Customer Labels
@ d Update Customer Terms

= e Print Customer Terms

[E| f Update Customer Ship-To's

B g Print Customer Statements

£ h Print Customer Aging

[=) i Print Customer Ledger

¢ Print Customer Labels

d Update Customer Terms

e Print Customer Terms

f Update Customer Ship-Ta's

g Print Customer Statements

h Print Custamer Aging

i Print Customer Ledger

j Print Customer Open ltems j Print Customer Cpen lterms

k Print Customer Activity Detail k Print Customer Activity Detail
= | Customer Credit Management | Credit Letters

m Customer Deposits Report m Custormer Deposits Report

ODEDEBEREDEBDRD D

&= n Credit Card Information n Credit Card Information

&) Exit

&
m
=
=

This menu provides the following options:
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Update Customer Information: Allows you to enter new customers or update existing customers.
Customer name, address, shipping instructions are examples of the information that is stored
through this option.

Print Customer Information: Displays a submenu allowing you print reports listing the customer
information added under Update Customer Information in summary or detail format, organized by
customer name or by customer code.

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

Update Customer Terms: Allows you to maintain the Customer Terms file. Each document in
the Customer Terms file records a different type of payment terms. For example: Code A could
identify “2% 10 net 30.”

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

Update Customer Ship-To’s: Allows you to maintain the Shipping information. This program
stores any number of shipping addresses for a particular customer. Each document stores the cus-
tomer code and shipping information pertaining to a specific ship-to location.
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Print Customer Statements: Prints statements listing customer activity during a period of time.

Print Customer Aging: Prints a summary or detail report listing outstanding amounts owed your
company. These amounts owed are aged over categories of time ranging from “current” to “over
60 days” (by default). Both reports are organized by customer code. The detail report lists all out-
standing invoices for a customer; the summary reports lists outstanding total amounts by customer.

Print Customer Ledger: Prints a report listing customers’ account activity chronologically. In-
formation provided includes the type of transaction (invoice, credit memo, etc.), description,
amount, and balance.

Print Customer Open Items: Prints a customer balance report, organized by customer code, list-
ing open items entered and modified under Update Customer Open Items from the Setup Receiva-
bles Menu. The report lists customers who have a balance greater that zero.

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

Customer Credit Management- Displays a submenu where you can enter credit hold codes, print
orders on hold report, release order from credit hold, and set up and process dunning letters.

Customer Deposit Report: Provides a listing of any customer deposits received but not yet ap-
plied to invoices in cash receipts.

Credit Card Information: Use the options on this submenu to enter credit card information for
your customers, print that information, and also print a report on credit cards due to expire.
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Setup Receivables Menu

The Setup Receivables Menu allows you to maintain a variety of reference information that is used
throughout the Accounts Receivable module.

The Setup Receivables Menu:

3 Setup Receivables 3 Setup Receivables

[El|[a Update Receivable Defaults | ' [E| a Update Receivable Defaults

b Print Receivable Defaults =] b Print Receivable Defaults
@ ¢ Update Account Groups @ ¢ Update Account Groups
{=} d Print Account Groups =l d Print Account Groups

[E| e Update Customer Information [E| e Update Custamar Infarmation

[E| f Update Customer Ship-To's E| 1 Update Customer Ship-To's
B g Print Customer Information B o Print Customer Information

@ h Update Customer Open ltems @ h Update Customer Open ltems

g i Print Customer Open ltems ,'__'g‘ i Print Customer Open ltems
[E| j Update Payment Methods E| j Update Payment Methods
o] Exit &) Exit

This menu contains the following options:
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Update Receivable Defaults: Maintains default information that is used throughout the Accounts
Receivable system. This information includes length of aging periods, default payment terms, de-
fault tax codes, etc.

Print Receivable Defaults: Prints a report listing the information entered under Update Receiva-
ble Defaults.

Update Account Groups: Allows you to maintain the Account Groups information: you can add
new account groups or modify and delete existing groups. Account groups are an optional feature
that can be used throughout the Accounting system to call up a subset of the chart of accounts.
The user may then choose desired accounts from this subset. These groups are designed to expe-
dite data entry.

Print Account Groups: Prints a listing of account group codes and the accounts associated with
each code.

Update Customer Information: Allows you to maintain your Customer Information. This pro-
gram stores customer name, address, shipping instructions, and information about a customer’s ac-
count.

Update Customer Ship-To’s: Allows you to maintain the Shipping information. This program
stores any number of shipping addresses for a particular customer. Each record stores the customer
code and shipping information pertaining to a specific ship-to location.

Print Customer Information: Prints a report listing all information entered under the Update
Customer Information and Update Customer Ship-to’s options.

Menus Overview
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Update Customer Open Items: During setup (prior to the time when you begin using the A/R
system for entering transactions), this option is used to enter customer open items.

Print Customer Open Items: Prints a listing of customer balances, open invoices, and memos.

Update Payment Methods: Use this option to set up various payment methods such as on ac-
count, cash only, or credit card.
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[Formatted: Heading 2

[Formatted: Heading 2, Left

7 Multi-Level Tax

a Update Multilevel Tax Codes
b Update Multilevel Tax Periods

¢ Update Multilevel Tax Groups

= d Print Multilevel Tax Codes
,g e Print Multilevel Tax Groups

= f Print Multilevel Tax Analysis

o] Exit

[Formatted: Heading 2
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Sebup-Ceompany-Mend
Ynderthe-Setup-Company-Menb-yod-set-up-a-variety-
cHpareaeterethat apploto ol econnt o pociec

[Formatted: Heading 2, Left

Company Setup

Igf

a Update Company Information

b Print Company Information

¢ Update Account Mumber Ranges
d Print Account Mumhber Ranges

e Update Ledger Accounts

- Erintladoard, unt

g Update Checking Accounts
h Docurment Messages

i Country Codes

@ EEDfE D E D E D
A

j City Codes

k Update E-Mail Templates

S Exit

[Formatted: Heading 2
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Lexmark2/Dell Laser

File Wiew Execute Settings Help

ddvmiERE

Ll 7 General/Administration
Sy =Bl 1 company Setup

3 Hales 5 3 Systen & a Update Company Information

@ Copyright 2007

=
=
=
5 4 Puche 3 Datalf = b Print GCompany Information Eﬂﬁﬁ'&‘ﬁ‘i‘.’.’.‘s,.m
=
=
&=

5 Producg] Exit ¢ Update Account Number Ranges

6 Production Planning E d Print Account Number Ranges

7 Genera\tAdmlmslratl( & Uptdate Ledger Accounts

o Bt &} f Print Ledger Accounts

o Update Checking Accounts

h Document Messages

i Country Codes

J City Codes

k Update E-Mail Templates

&) Bt

Status Idle 'l
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& Update Company Information
File Edit “iew Mavigation Tools actions Options Help

- P (&4
2 AddlInfo Credit Card  Femit

4 @ © 0 ® @ &

© Fid  Prew Mest Add  Update Delete  Browse
QR thEREQA BB E00&ED O
Business Mame: [4BC DISTRIBUTION |
Address1: [100 5PRING RD |

Address2: | |
City. State. Zip: [ATLANTA, | .
Courty: | |
Country: [US o] [UMITED STATES
bultilevel Tax: Usze Multilevel T ax Groups:

Dept | Deszcription

ooo ADMIM. OFFICE

100 E&ST DIST. CEMTER
200  CEMTRALDIST. CEMTER
200 WEST DIST. CEMTER
&ABC  AECDEPT

10f1

OWE
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Additional Company Information Screen

Description Data
telephone Fr0-432-7812
\wab-addr o abodistibution-com
fax 704323448
[G OF. ] [Q:q Cancel l

R

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

Click-on-the Erechtl:ald‘- isolay thi TN ;

40 Company Setup Menu



Fitrix Accounts Receivable User Guide

&l Extension ccard

File Edit Help

O N K HEREERE- Y

Credit Card OM:
HTML Serial Mo
ADANCE Serial Mo:
Server Time Out:
Server URL:

Credit Card Processing Information

LB

hittpz:/ Ao skipjackic. com/ soriptsd

Trang. Authonze;

Tranz. Statuz Request,
Tranz. Change Request
Batch Uplaad

Batch Status Request
Batch Change Request

evolveo. di?authonzed Pl

: |ev0|vcc.dlI?SJ.t‘-\F'I_TransactionStatusHequest

: |ev0|vcc.dII?SJ.t‘-\F'I_TransactiunEhangeStatusHequest

: |EatchUp|oad.dll?E atchlpload

: |evo|vEC.dII?8JAF’I_B.&TEH FILESTATUSREQUEST

: |EVDIVEC.|:III?SJ.-’-\F'I_E.&TCH FILEGETRESPOMSEFILE

@ox ][

Caticel ]

Is credit card ON? (YN

OWE
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& Extension r_addr
File Edit Help

OB OWRPIER 9O

Femit &ddress

Addresz1:

Eibage
e

Address2:  |STE # 480
[
[

Bk

State:

Zip: [30339

County:  |US [&]| |UNITED STATES

[@ oK l [Ea Cancel ]

Enter the first line of the remit address.

OE
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& Update Account Number Ranges
File Edit ¥iew MNavigation Tools Actions Help
‘OB OUbhPREQA ABME @O
A 090 0 9 &

& Find  Prew Mest Add Update Delete Browse

First Cumert Asset: | 100000000| [CURRENT A55ETS

First Fived Asset:| 180000000 [FIXED ASSETS

First Currertt Liabilih: | 200000000 | |CUR LIABILITIES

| - PR [T T
FIFEC LT TETITT EROTTR | |'L|L|UUUL|L|||L FCIHEGTErTTE

First Equity or Capital | 300000000 |CAPITAL

First Income or Sales:| 400000000 [INCOME

First Cost of Goods: | 500000000|[COST OF GOODS

First Operation Experse:| 600000000 | EXPENSES

1of1

OWER
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File Edit ¥iew Mavigation Tools Actions Help
‘OB QUEPER BABHE @@
A GO0 0O 9 &

& Find  Prew Mest Add Update Delete  Browse

Account Number: 100000000
Type: [CURREMT ASSETS

I v~y =
LEETIIHOTT |u-'\.:|r| HCTOOTN

Subtotal Group [optional); |
Increase with Credit?;
Allow Use in Manual Journal Entries?:

2of 155

OhE
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#& Update Checking Accounts
File Edit ‘iew Mavigation Tools Actions Help

QOB U B E X B B M @ (7]

© Quit Print | OF Cancel Cut Copy Paste Zoom Motes UFields ToDo o Technical status  Help

A0 900 0 O .\

Find Prev Mext Add Update Celete  Browse

Bark Cods: [BOA |
Bank Name: BANK OF AMERICA |
Branch: |[BR100 |

o] 1 bl SFTHT =Tt =T A Tu ]
Brareh-Mame: EdMEEREAMND

Aecount Name: \ABC SUPPLY |
Bank Address: | 100 CUMBERLAND BLYD
Bartk Account Mo: (02438954979 |

GL Account Na: | 100000000 = |  |CASH ACCOUNT |
Department Code: |4DMIN. OFFICE |
20f6

R
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Document Messages B@

File Edit Yiew Mawigation Tools Actions Help

‘OB O UiPREA NBHN B00ED @O

A GO0 0 0 &\

© Find  Prew Mest Add Update Delete  Browse

Effective Date: |01/01/2008 [LE5

Prograrn Mame: |0e: o_invce

.|| Description: |Irw0ice [order entry]

Text
W APPRFACIATE YOl IR BISINESS

Jof8

R

50 Company Setup Menu



Fitrix Accounts Receivable User Guide

#& City Codes
File Edit “iew Mavigation Tools Actions Help

OB UUihEE] AR 00
4 G0 90 0 9 W\

© Find Prev Mext Add Update Delste Browse

Eounty Eoder HS——THHTEB-STATES |
City: |[44RONSEURG |
1 of 17.054

OWE
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& Country Codes

File Edit View Mavigation Tools Actions Help
OB VWP ER BRHE @O
A 0 90 0O 9 &\

© Find Prev Mext Add Update Delete  Browse

oy
LSRR | (V)" I | =y W

Degcription; |UNITED STATES

1of1

OE
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& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser

TFhe MultHevel Fax-Menu

File ‘iew Execute Settings Help

9l ¥ @ =

2 @

Dev 5.30 :
il 1 Financial Management ﬁ
Zlterm M5 1 Genen -.r Multi-Level Tax

3 Sales &5 2 ACCD'—" a Update Multilevel Tax Codes

L @ Copyright 2007
HLAEES o Accout [ b Update Multilevel Tax Periods Fourth Ganeration

5 Produti 4 Paytoll & ¢ Update Multilevel Tax Groups

B Produt sy 5 Fixed# =) o Print Multilevel Tax Codes
7 Genergy g Multi-C 51 & Print Multilevel Tax Groups
o] Exit 3 7 MUlt-L & £ Print Multilevel Tax analysis

of Ext S Exit

copEpiDDD@

Status Idle
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| 56

#& Update Multilevel Tax Codes
File Edit Wiew MNavigation Tools Actions Help
QR QAREEX BEBRA @
4 @ 0 0 O 0 &\

% Find Prev MNest Add Update Delete Browse

Multilewel Tas Coder |ATLTAx
Multilewel Tax B ate: ¥ BR4

7]

Description: |EITY OF ATLAMTA Tk

Country : |US.-’-‘«

Frovince / State : |GA

Department:

Include Tax bwith Azzet/E xpense: El

AR Tax .-’-'«ccount:| 210000000 =

|AEEF|UED SALES Thx

AR Dizcount Tax .ﬁccount:| 210000000 | =,

|AEEFEUED SALES ThAxX

AP Tax Account: | E38500000 | =,

|SALES T& E<PENSE

A/P Discount Tax Account: | E38500000 | =,

|SALES T E<PENSE

1of 7

OE
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& Update Multilevel Tax Periods [:]@
File Edit Wiew MNavigation Tools aActions Help
- o e e HH == = 5
08 R EHEK BBM “00ED 00
A GO0 O 9 &
i Find FPrev MNewt Add Update Delete  Browse
Compary Name:  [4BC DISTRIEUTION |
Period Period vear Start Date End Date
E1 2009 01./01/2009 01/31/2009
0z 2003 02/01,/2009 Q2/28/2009
03 2009 03/01/2009 03/31/2009
n4 2003 04,/07/2009 04.,30/2009
5 (i) 50T 200 153172009
e 2009 06/01/2009 06/30/2009
o7 2003 Q7012009 QOF/31/2009
ng 2009 03/07/2009 03/31,/2009
n3 2009 03,/01/2009 03,/30/2009
10 2003 10/01/2009 10/31/2009
11 2009 110172009 1143072009
1of1
[a QK ] [Q:{ Cancel ]
YR
Enter the two digit period number,
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#& Update Multilevel Tax Groups Mi=1ET
File Edit ¥iew MNavigation Tools Actions Help

OB O UEPER ALM BO0ED GO

A GO0 0 O 0 &\

© Find Prew Mext Add Update Delete Browse

Multlewel Tax Group Code: |SEATE
Dezcription: |SEATTLE SALES Tax

TaxCd Dezcription Rate Curnulative
KINGCO COUMTY OF KIMG T 13000 |M
SEACTY CIT OF SEATTLE Thx 8100 |M
E ~Ff E

| Enter a [¥] if this tax is curulative on taxes before it

21 View Detail

OWER
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Period/ear From D ate

[a 1] 4 l [Q:{ Cancel

]

Enter 'R' for receivables, 'P' for pavables, nothing for all

OWER
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Chapter 64

Setup Receivables

Setup is a procedure that is performed once prior to entering transactions into the Ac-
counts Receivable system. Selecting the Accounts Receivable Menu options is the
first step in preparing the system for use after installation.
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Setup Receivables Menu

The Setup Receivables Menu:
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—
E Dewv 5.40 Database: sample Printers: Lexmark2/NPIBCCTD1 (HP Laserlet P2035n)

File %iew Esecute Settings  Help

o ¢ b =R

Dev 5.40
[=IRBEL=UN 1 Financial Management
5 2teml 5 1 Cener T

& 3 Sales: B 2 Accowr &5 1 Recenv Setup Receivables

4 Purch: 0
=] 5 3 Accour &5 2 Custor [a Update Receivable Defaults |

5 Prodi
= rodut & 4 Payroll B 3 setup &) b Print Receivable Defaults
£ 8 Produc & 5 Fixed /5] Exit

¢ Update Account Groups

5 7 Custor 5 6 Muli-Currency = d Print Account Groups

5 8 Gener: & 7 Multi-Level Tax

9] Exit

e Update Customer Information

f Update Customer Ship-To's

£ g Print Customer Information

&) i Print Customer Open ltems

j Update Payment Methods

& Exit

h Update Customer Open ltems

Status |dle
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Lexmark2/Dell Laser

9 ¢ O

gl 1 Financial Management]

RIS B e o Accounts Receivable

3 Sales & 2 Accoltpsy 1 Recelvif] Setup Receivables © Copyright 2007
pyrig

=
=
=
B 4 Puchigy 3 accourpy 2 Cuslor B a Update Receivable Defaults fpE e
=
=
=

Saftwars Salutions, Inc.
5 Produt
5 4 Payollpy 3 Satup b Print Receivable Defaults

B Produty 5 Fixed!ﬂ Exit
T Gener i3 6 Multi-Currency

¢ Update Account Groups

d Print Account Groups

&) Exit B 7 Multi-Level Tax

5] Ext

e Update Customer Information

T Update Customer Ship-Tao's
a Print Customer Infarmation
h Update Customer Open ltems

i Print Customer Open lterms

@ EmE e @D E

| Update Payment Methods

&

Status Idle
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Update Receivable Defaults (Formated: Headng 2 Crar

This option allows you to maintain the Receivable Defaults information. Use this option to establish de-
faults that are utilized throughout the Accounts Receivable system. These defaults specify what ledger
accounts, terms, tax rate, and aging periods to use throughout Accounts Receivable. Many of these de-
faults can be overridden on various screens; others—such as the aging periods—can only be changed on
this screen.

The Accounts Receivable Defaults screen:

= Update Receivable Defaults { Formatted: Centered

File Edit VWiew MNavigation Tools Actions Options Help
LIV X! QAEOERM OO
A6 © 0@ 0 90 &® 3

Find Prev MNext Add Update Delete Browse Aging
Freight: Qver Credit Limit Allowed: 10,00
Tam: Hold Code: HOLD
Credit Checking Rules Apply:

Multilevel Tax
Miscellaneous Tax Group: MNOTAX 3 Invoice Default Tax Group: NOTAX
Freight Tax Group: MNOTAX .| Enter Goods Amounts as Gross:
Finance Charge Tax Group: MNOTAX .| Calculate Tax on Cash Discounts:
Account Numbers
AfR: 110000000 |9, Sales : 424000000 |9 Misc.: 400000000 || Tax: 200000000 | =, b

FC.: 430000000 |9, Freight: 400000000 |9, Cash: 100000000 |9, Disct: 420000000 || Write Off: 600000000

Aging Information
Age On: (Check - Due Date, Uncheck - Invoice Date)

Miscellaneous

Is AJR Setup Complete?: Batch - Invoices?:
Receipts?: Finance Charges:
Require Approval to post?: Approval Code: Bank Deposit ID: 10
Auto Assign Customer: Mext Customer Mumber:
Auto-#ssign ShipTo: Next Ship-To Mumber: 1

Streamline AR Setup

Print Receivable List: Print Invoices: Post Invoices: Print Post Report:
Print Cash Receipts: Post Cash Receipts: Print Post Report:
Update Bank Deposits: Print Bank Deposits: Post Bank Deposits: Print Post Report:
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& Update Receivable Defaults

File Edit “iew Mavigation Tools Actions Options Help
OB | OWihPEA BRE @9
e k)

Hoe
i Aging

A 090 0 0 &\

© Find Prev Mest &dd Update Delete Browse

Tax Rate: Terms Code: |A R | |NET 30 |
Take Dizcount on Mizc: Freight: Tax E
Multilevel Tax
Mizcelaneous Tax Group: Irvoice Default Tax Group:
Freight Tax Group: Enter Goods Amounts as Gross:
Finance Charge Tax Group: Calculate Tax on Cash Discounts:
Bocount Humhers
o S i Tax
Wwiite Off.
Aaging Information
Age On: @ [0 - Due Date, | - Invoice Date]
Mizcellaneous
|z A/F Setup Complete?: Batch - Invoices?: Feceipts’?:
Fequire Approval to post?: Approval Code: l:l
Bank Deposit [D: I:I Finance Charges:
1of1
OWR

The Accounts Receivable Defaults screen contains the following fields:

Invoicing and Credit Management

2.1. Terms Code

When setting up customers under Update Customer Information this field provides a default for the
Terms Code field. These codes must have previously been setup in the Customer Terms table. The
Customer Terms table is maintained with the Update Customer Terms option of the Customer Infor-
mation Menu. If no terms code is found in the customer record, this default terms code will be used.

3.2. Terms Description

After entering a valid code in the Terms Code field, its description is displayed adjacent to the code.

This description is retrieved automatically from the Customer Terms table.
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4.3. Take Discount on

This row contains three check hoxesfields-Mise-Freight-and-Tax; that determine whether terms dis-
count will be calculated on miscellaneous charges, freight, and tax. Check for Each-field-acceptsan.

Yes or leave blank for No.-entry-of¥"{yes)}-erN"{re)— Each field defaults to “N“-No.

5.4. Credit Checking Rules Apply

Check this box to turn on real time credit checking in sales order entry. This can be overridden at the
customer level.

6.5. Credit Manager
Enter default credit manager here. This can be updated at the customer level. Must be valid user
Set up in the security user and group table.

+:6.0ver Credit Limit Allowed

Enter percent over credit limit allowed. This can be overridden at the customer level.

8.7.Hold Code

Enter valid default credit hold code. This can be updated at the customer level.

Multilevel Tax

The following fields appear on the Accounts Receivable Defaults screen, but you can only access them if
the Multilevel Tax module is installed on your system.

1. Miscellaneous Tax Code

This is the multilevel tax code to use for miscellaneous charges that you enter through the Update Re-
ceivable Documents option. It determines the rate at which these miscellaneous charges are taxed. Re-
quired when using Multilevel Tax. Zoom is available. (6 characters, alphanumeric)

2. Invoice Default Tax Code

This is the default multilevel tax code used in Update Receivable Documents and Update Non-A/R
Cash Receipts in cases where a multilevel tax code cannot be obtained from the Customer Ship-To or
Customer record files. Required when using Multilevel Tax. Zoom is available. (6 characters, alpha-
numeric)

3. Freight Tax Code

This is the multilevel tax code to use for freight charges that you enter through the Update Receivable
Documents option. Required when using Multilevel Tax. Zoom is available. (6 characters, alphanu-
meric)
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Enter Goods Amount as Gross

This field determines the default for the Gross Amt Entry field for both Update Receivable Docu-
ments.

Gross Amounts are amounts with tax included. When gross amounts are entered, the net amount is
calculated by backing out the amount of tax. This net amount is posted to the ledger account which
you specify using Update Multilevel Tax Codes (Multilevel Tax Menu).

Finance Charge Tax Code

This is the multilevel tax code to use for finance charges that you enter through the Update Receivable
Documents option. Required when using Multilevel Tax. Zoom is available. (6 characters, alphanu-
meric)

Calculate Tax on Cash Discounts

This field determines the behavior of the Update A/R Cash Receipts option. If a Y is entered, a multi-
level tax entry is generated to automatically back out tax when cash discounts are taken on an A/R in-
voice.

When an A/R invoice is posted, an entry is posted to the Multilevel Tax activity table for the full
amount of the tax charged. When a discount is taken on an invoice, the full amount of tax has not been
collected from the customer. An entry must be posted to the Multilevel Tax table to adjust the tax col-
lected on the discounted invoice.

The adjustments are posted to the ledger account designated as the A/R Discount Account using the
menu option Update Multilevel Tax Codes.

If this field contains the value N, no adjustment is generated when cash discounts are taken.

Account Numbers

This section provides the default account numbers to use when creating invoices or entering cash receipts.
All fields are numeric. The default account numbers must be changed to your actual General Ledger ac-
count numbers before you can begin transaction processing.

1.

74

AR

This field stores your most commonly used Accounts Receivable (asset) account.

Sales

This field stores your most commonly used Sales (income) account.

Misc

This field stores your used Miscellaneous (income) account.
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4. Tax

This field stores your Accrued Sales Tax (liability) account.

5. F.C.

This field stores your Finance Charge Income (income) account.

6. Freight

This field stores your Freight Income (income) account.

7. Cash

This field stores your most commonly used Cash (asset) account.

8. Disc

This field stores your Discounts Allowed (income contra) account. Discounts allowed to customers
represent a reduction to income, and therefore, are considered to be a contra account.

9. Write off

If write off memos are created in cash receipts, it is this account number that will be debited.

Aging Information
This section of the screen determines how your Aging report is processed.

1. AgeOn

If this check box is checked aging will be based o

n due date. If left blank, aging will be based on in-
voice date.Fh rgle-character-alphanume ¥ or-4

d epts-an-entrvof- D for“due-date’o or-iA

To CCarygee 9 < "

Aging Periods Setup
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1
. Aging . .
Click on the button on the toolbar and the following screen displays.
F= Enter Aging Periods E\@
File Edit View Tools Help
— oo o = -
OB O ULBPERAALEMN @O
Setup Aging Periods
Mumber of Aging Periods: E
Description Days
Aging Period One: Current u]
Aging Period Two: 1to 30 Days 30
Aging Period Three: 31 to 60 Days &0
Aging Period Four: 61 to 90 Days 90
Aging Period Five: 91-120 Days 120
Aging Period Six: Cver 120
Aging Period Seven:
*More than four periods will require 132 columns or compressed print =
[0 oK ] [Q‘a Cancel ]
Enter number of aging periods. B
Extension aging
Fil= Edit Help
OB | OUREER @0
Setup Aging Periods
Murnber of Aging Periods:
Description Days
Aging Period One: | Current | | Ul
Aging Perind Twa: | 1to 30 Days ] [ 0]
ira-Peried-Threa——31ta-B0-D- ] [ =l
g 2| T L T
Aging Period Four. | 61 ta 30 Days [ a0/
Aging Period Five: | 91120 Days [ 120
Aging Perind S | Over 120 ] [ ]
Aging Period Seven:
" More than four periods will require 132 columns o compressed print *
Enter number of aging periods., Gl
2 Enter the number of aging buckets to print on the report.
Note: If more than 4 aging periods are setup, the report will need to be printed in com-
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pressed print mode, or printed on 132 column paper.

Set the Age On value in accordance with your company policy:

«  Check theSet-the Age On boxvalue-to-“D" to age on due date. Then set the Days to 0 for
the current period. This allows all invoices within their due date to show as current.

« Uncheck the Setthe Age On boxwvatue-te}_to age on the invoice date. Then set the
Days to >0 for the current period. For example, if all invoices with invoice date 30 days
> aging date are considered past due, days should be set to 30.

Click OK.
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Accounts Receivable Setup

1. Complete

Check this check box when set up is complete. Fhis-single-characteralphanumeric-field-storesaY"{yes)-

or—N"{ne}-entry— During the setup procedures (after first installing your Accounts Receivable system)
this box is not checked.flags-setto“N“: While not checkedthis-field-is-set-to-N;- you may enter customer

open items and even delete customers that have a non-zero balance.

After completing the setup of your company’s information (setup using the Setup Receivables Menu op-
tions) and when you are ready to begin entering transactions, check this box.yeu-need-to-set-change-the-
entry-inthisfieldto"Y"~ You must indicate that setup is complete before you are able to post transac-

tions. After checking this boxentering-¥"in-thisfield- the system will display the grand total of all open
items entered. If the total is incorrect, enter a "N" to the "Continue?" prompt and correct your data.

Batch Processing

The Update Receivable Defaults screen:

Update Receivable Defaults

File Edit Yiew Mavigation Took Actions Help

OB OUREEA N H 90
4L 80900 © @ &
Fid Prev et Add Update Delete Bromss

Tax Rate: 7.500 Tems Code:
Take Discount on Mige:

Miscelaneous Tax Group: |[HOTAX (&)
Freight Tax Group: |[HOTAX (&)
Finance Charge Tax Group: [NOTAX (30

Accounts Receivable Defaults

[& @) [NET 20 |
Freight Tax
Mullevel Tax
Invoice Defaul Tax Group:
Enter Goads Amonts s Gross:

Calculate Tax on Car
Account Numbers

Discounts

AgeOn: [0

Is AR Setup Complete?
FRequire &pproval to post?.

Enter [v] ta use batch control far Invoices

AR 110000000 (%] Sales 400000000 (&) Misc. 400000000 [&]]
FLC. 480000000 (&) Freight 400000000 (&) Cash: 100000000 [&]|

Taw 200000000 [%)
Disct: 420000000 [&)

“writer OIfF: 600000000 (&)

Aging Irformation
D - Dus Date. | - Invoice Date)
[Zoom] to Setup Aging Periods
Miscellansous
Balch - Invoices?.  [ff] Receipts™

1

Approval Code:
1of1
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Step Action ‘
1 CheckEnter-¥*in the Batch Invoices? field if AR invoices should be processed in |

batch by User ID.

2 Check the Enter¥"in-the-Receipts? field if AR cash receipts should be processed in |
batch by User ID.

3 CheckEnter¥"in-the Require Approval to Post? field if AR batches require man- |
agement approval to post.

4 If approval is required, then enter an approval code.
Note: This value will not be visible. This is the approval code the manager will need to
enter.

5 Press OK to Submit-save.

See the Chapter on "Batch Control" in the Getting Started with Fitrix manual for more information on
batch processing.

Bank Deposit ID

This field contains a sequentially assigned number that is updated every time you create and post a bank
deposit. The initial default value is 1. See the section on creating bank deposits in cash receipts for more
information.

Finance Charges

If you charge finance charges on overdue invoices check this boxset-this-field-te-¥-. When setting up your
customers their finance charge field will default to the value found here but it can be overridden on a cus-
tomer by customer basis.

Auto Assign Customer

[ Formatted: Body

Check this box if you want the program to assigned the next sequential customer number when setting up :
new customers.
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Next Customer Number

[ Formatted: Body

A

Next sequential customer number. Set this to your beginning value and the system will maintain this
number going forward.

Auto Assign Ship-To

Check this box if you want the program to assigned the next sequential ship to number when setting up
new customer ship tos.

Next Customer Number

Next sequential Ship-To number. Set this to your beginning value and the system will maintain this num-
ber going forward.

Streamline AR Setup

[ Formatted: Body

Print Receivable List

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

Print Cash Receipts

e Check the Post Cash Receipts box is you want to automatically post receipts after the edit report
is run
e Check to Print Post Report box if you want a hard copy of the posting report

Update bank Deposits

e Check the Print Bank Deposits box to automatically print edit report
e Check the Post Deposits box if you want to automatically post deposits after printing
e Check to Print Post Report box if you want a hard copy of the posting report
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Print Receivable Defaults

This option prints a hard copy of information entered with the Update Receivable Defaults option of the
Setup Receivables Menu.
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Update Account Groups

This option allows you to create and maintain the Account Groups information. An account group con-
sists of an account group code and up to one hundred ledger accounts associated with that code. Using
these account groups simplifies the entry of transactions. By knowing the names of different account
groups, the user need not know the actual account numbers. Account groups can be used when entering
AR invoices, AP invoices, or GL journal entries.

The Account Groups screen program:

F Update Account Groups EI@

File Edit View MNavigation Tools Actions Help
OB U pPREHABALILEH EO0Q »
A G © 0@ 0 9 &

Find Prev MNext Add Update Delete Browse

Group Code: DEPREC
Description: DEPRECIATION EXPEMSE

Account Dept Description n
745000000 000 DEPRECIATION EXPENSE
181500000 000 FURMITURE & FIXTURES DEP.
182500000 000 TRANSPORTATION EQUIP. DEP.
183500000 000 MACHINERY & OTHER EQUIP. DER.
1of1

31 View Detail

& Update Account Groups

File Edit “iew Mavigation Tools Actions Help

OB U YRPEA BBHM 200ED »
A @ O 0 O 0 I\

© Find Prev Mest Add Update Delete Browse

Group Code:

Description: |DEF'F|EEIATIDN EXFENSE

Account [rept [rescription
F4R0000007 000 DEFRECIATION EXPENSE
181500000 000 FURMITURE % FIXTURES DEP.
182500000 000 TRAMSPORTATION EQUIP. DEP.
183500000 000 MACHINERY & OTHER EGQUIP. DEP.
1of1

1 iew Detal |

CHR
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The Account Groups screen contains the following fields:

Account Groups Screen—Header Section
This section of the form stores general information about the account group.

Group Code

This six-character alphanumeric field stores the unique code that is associated with up to one hundred
ledger account numbers. This is a required field.

Description

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

Account Groups Screen—Detail Section
The detail section stores the ledger account numbers associated with an account group.

Account

This is a numeric column. Each row stores one of the ledger account numbers that is associated with
the account group code specified in the Group Code field of the header. All account numbers must
have been previously setup in Account. Zoom available.

Dept

This three-character alphanumeric column stores an optional department code. If left blank, the field
defaults to 000. Department codes must have previously been setup in the Company Information pro-
gram. The company information is maintained with the Update Company Information program on the
Setup Receivables Menu. Zoom available.

Description

After entering a valid account number in the Account column, its description is displayed in this col-
umn. The description is automatically retrieved from the Ledger Accounts table. This is a display only
field.
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Print Account Groups

This option produces a hard copy listing of account groups: the account group code, its description, and
the ledger accounts associated with a particular account group code.
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Update Customer Information

This option is duplicated on the Customer Information Menu. Please refer to “Print Customer Infor-
mation” in Chapter Five Seven-of this guide.
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Update Customer Ship-Tos

This option is duplicated on the Customer Information Menu. Please refer to * Customer Information” in

Chapter Five of this guide.
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Update Customer Open Items

This program is used for one time data set up prior to processing transactions in Fitrix.

This option allows you to enter, modify, and delete Accounts Receivable open items. An open item is an

outstanding invoice. During the setup phase this option provides a means to enter all outstanding invoices
for your customers into the database. After setup has been completed, new transactions for customers are
entered using the Update Receivable Documents option.

The Customer Open Items screen:

E Update Customer Open Items EI@
File Edit View Mavigation Tools Actions Help
(O =JVEX QABLEBEM @6
A0 00 O 0 & @
Find Prev Mext Add Update Delete Browse Options
Customer Code:  BRAYSOM BRAYS0M MFG
On Account: 0.00 Balance: 1945.00 Currency: 5TD
Invoice Information
Invoice: 279 Doc No.; 279
Description:
Date: 01f15/2014 |Lig
Original Amount: 600.00
Criginal Discount: 0.00
Invoice Balance: 0.00
Discount Balance: 0.00
Due Date:  02/14/2014  |Lid
Discount Date:  01/15/2014  [Lig
AJR Account Mumber: 110000000 - 000
Customer P. 0.: 311312 PODate: 01f15/2014 |uig
Currency Exch. Rate: 1.000000
Home Currency Amount: 0.00
1of1
OVR
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& Update Customer Open Items

File Edit Yiew MNavigation Tools Actions Help
QR | UiERER BBERA 06
P @ @0 0 90 & 3
“ Find Prev Mest Add Update Delete Browse Options
Customner Code: |1 ACTION SUPPLY
On Account: 148.21 Balance: 16466353 Curmency:  |USD
Inwoice Information
Invoice:  |AR-12 Doc Mo 12
Description:  WARIETY MOVELTY PACKS
Date: 07/05/2006 k]
Original Amount: 124300
BigiratEHeeoumt: 2486
Invoice Balahce: 0.00
Discount B alance: 0.00
Due Date: | 08/05/2008 BE]
Dizcount Date: 07415/2006 2
AR Account Mumber: 110000000 - | 000
Customer P. 0. 987-322 P. 0. Date:  |07A10/2006 fid
Currency Exch. Rate: 1.000000
Home Currency Amaount: 0.00
8 of 1,149
OR,

The Customer Open Items screen contains the following fields:

Currency

This field displays a 3-character alphanumeric code for the customer’s default currency. This will be
U.S. dollars unless set up differently using the multicurrency feature.

Customer Code

This is a twenty-character alphanumeric field which stores a unique customer code. This is a required
field. Zoom is available.

Customer Name

This unlabeled field displays the name of the customer identified by the entry in the Customer Code
field. This name is retrieved automatically from the Customer Information table. This is a display-only
field.

On Account

During setup (prior to setting the Accounts Receivable Setup to complete on the Accounts Receivable
Defaults form) you can enter a value in this numeric field. A positive value represents an amount that
the customer owes you. A negative amount represents a credit that the customer can apply to outstand-
ing invoices (or memos).
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A similar On Account field appears on the Customer Information screen. During setup, you may enter
an on account amount for a customer in either place. If you enter a value on the Customer Information
screen, then enter a different value on the Customer Open Item screen, the on account amount be-
comes the value last entered for that customer.

Balance

This is a system-maintained field. It is updated as an open item is being created.

Invoice

This ten-character alphanumeric field stores the invoice number.

Doc No.

The system automatically assigns a document number to each open item.

Description

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

Date

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

Original Amount

This numeric field stores the original amount of the invoice or memo. This is a required field.

Original Discount

This numeric field stores the original discount available to the customer.

Invoice Balance

This numeric field records the amount still owed on an invoice or memo. This field defaults to the
value entered in the Original Amount field.

Discount Balance

This numeric field stores the amount of the Original Discount still available to a customer. This field
defaults to the value entered in the Original Discount field.

Due Date

This is the date that an invoice is to be paid in full. This is a required field.

Discount Date

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

This numeric field stores the Accounts Receivable ledger account number to be used when posting the
open item. This field defaults first to the Customer record,; if no entry is found, it defaults to the Ac-
counts Receivable Defaults record. Referto-the-

E Dev 5.40 Database: sample Printers: Lexmark2/NPI3CCTDL (HP Laserlet P2035n)

File ‘“iew Esxecute Seftings Help

deovmdi=Ezz@

Dev 5.40

ISRBEEUN 1 Financial Management !
2ltemM g5 1 Gerer PTG
3 Sales & 2 Accour & 1 Receiv ] Setup Receivables

& 4 Purch: &5 3 Accour @ 2 c._,stgr:'l

5 Prod
=] rodut & 4 Payroll &5 3 Setup &} b Print Receivable Defaults
£ 6 Produt @& 5 Fixed 5] Exit

¢ Update Account Groups

1,

5 7 Custol & 6 Multi-Currency [Z! d Print Account Groups

5 8 Gener i
Gt M e e Update Customer Information

ﬂ Exrt i ﬂ Exit f Update Customer Ship-To's
=1 g Print Customer Information
h Update Customer Open ltems
&} i Print Customer Open Items

| Update Payment Methods

of) Exit L

Status |dle
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Update Receivable Defaults -

Department Code

This three-character alphanumeric field stores a department code that identifies a profit center, a divi-
sion of the company, etc. Note that it is not labeled on the screen. Throughout the Fitrix modules, you
have the option of posting sales and expenses to specific departments. The use of department codes is
optional. This field defaults first to the Customer record, if no entry found, it defaults to the Accounts
Receivable Defaults record. If left blank, the field defaults to 000. Zoom is available.

Customer P.O.

A ten-character alphanumeric field is provided for storing the customer purchase order number.

Purchase Order Date

This date field records the date of the customer purchase order.

Currency Exch. Rate

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

Home Currency Amount

This numeric field holds the value of a transaction converted to the home currency, when the transac-
tion takes place in a different currency.

Setup Receivables 91

| { Formatted: Font: 11 pt, Character scale: 100%




Fitrix Accounts Receivable User Guide

Print Customer Open Items

This option prints a customer balance report, organized by customer code, listing open items entered and
modified under Update Customer Open Items on the Setup Receivables Menu. You can access this same
option from the Customer Information Menu. The report lists customers having a non-zero balance.

When you select this option, you will see a Selection Criteria Form which you can use to limit the report
to specific customers or groups of customers.

The Customer Open Items Selection Criteria screen:

=) Enter Selection Criteria EI@ ﬁ Select sel_cust g@g|

File .

° File

‘Q
Select Customers Select Customers

Customer Code: Customer Code:
Customer MName: Custorner Mame:

[0 oK ] [Q:{ Cancel ] LG 0K, ] [Q;( Cancel ]

OVR OWR

As you enter data into this screen, you have the option to specify a range of values for each field, or use
wildcards. If you click OK without entering any data, you will get a report of all customers with a non-
zero balance in the database.

Update Payment Methods

This program is used to set up various payment methods. Valid payment types are:

Cash

Credit Card

Debit Card

On Account (i.e. - open terms)
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& Update Payment Methods

File Edit Wiew Mavigation Tools Actions Help
OB WP ER BBEME @0
a0 900 0 0 &\

ind Prev Mest &dd Update Delete Browse

Payment Code:

FPayment Description: |AEEDUNTS RECEINVAELE

Fayment Type:

X

208
] [[:q Cancel ]

(@ ok

[Cl-Cash [%]-Credit Card [D]-Debit Card [A]-On Account

OWR

F Update Payment Methods
File Edit View MNavigation

Tools  Actions
OB g

EREEQA ALEREM @O

L)
wr
CommRed

A e 00 060 90 .

Find Prev MNext Add Update Delete Browse

Payment Code: AR
Payment Description: ACCOUNTS RECEIVABLE
Payment Type: A

20f7

Options  Help

(=[O /s
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Chapter 5

Customer Information

The Customer Information Menu contains options for maintaining a variety of cus-
tomer information. You can also print a variety of customer-related documents, in-
cluding customer statements, aging reports, ledgers and open items.

Customer Information
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Customer Information Menu

The Customer Information Menu:

96 Administration



Fitrix Accounts Receivable User Guide

E Fitri Complete V 5.4 Database: sample Printers: Delll/HP Officejet Pro 8600 (Network)

File ‘“iew E=ecute Settings Help

demER

B 2 temM gy q Gener;
£ 3 Sales By 2 Accow g 1 Receh.

4 Purchz
= B 3 Accour &5 2 Custo a Update Customer Information
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3 4 Payroll &5 3 setup B b Print Customer Infermation
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= 5 5 Fixed /5] Exit = c Print Customer Labels

B3 7 Custor 5 5 Multi-Currency d Update Customer Terms

8 G g -
ﬁ _ﬁnfr_ & 7 Multi-Level Tax =] e Print Custormer Terms

f Update Customer Ship-To's
=1 g Print Customer Statements
[ h Print Customer Aging

&) i Print Customer Ledger

&) | Print Customer Open items
E k Print Customer Activity Detail
£ | Customer Credit Management
m Customer Deposits Report

E5 n Credit Card Information

5] Exit
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Lexmark2/Dell Laser

9 ¢ O

gl 1 Financial Management]

RIS B e o Accounts Receivable

el P R T > customer Information © Copyright 2007
pyrig

=
=
=
B 4 Puchigy 3 accourpy 2 Custor B a Update Customer Information fpE e
=
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=
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e Print Customer Terms

ﬂ Exit T Update Customer Ship-Tao's
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i Print Customer Ledger

| Print Customer Open lterms

k Print Customer Activity Detai

| Credit Letters

m Customer Deposits Report

DiEDEBRRE R

n Credit Card Information

&
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Update Customer Information | Aot i 20

With this option, you maintain your Customer Information. For your convenience, this option may also be
accessed from the Setup Receivables Menu. In addition, the Ship-To records can also be maintained with
this menu option.

The Customer Information screen-: |
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P~ Update Customer Information

Collection Contact: SAM WHITE Contact Telephone: 404-567-2237

1of1

Enter the payment method for this customer,

Document Delivery  Comm Calc

]

1049.99
0.00
0.00
0.00

8,045

File Edit View MNavigation Teols Actions Options Help
OB UURhBEEQA ADREM @0
e @ @ @ @ 4 > © 8 @ ©
ShipTo Activity AddlInfo BilgInfo OEInfo ShipMotes CreditNotes UpdAging Creditltr CreditCard Order Price Sales Aging Terms
40 © 9 O O &
Find Prev Next Add Update Delete Browse Options
Customer Information
Code: ROX Contact: SAM WHITE Phone:
Company: ROX DISTRIBUTION Cell: FAX:
Address: 100 SPRING WAY Email: samw@roxdist.com
Web Address:
City: ATLANTA Salesperson: 1C E.] JIM CARSON
State: GA Zip: 30339 Ac:uuntTqu: Source:
Country: US  [@) UNITED STATES Resale No: Resale Expiry:
Additional Information Account Balances
Date Established: 01/30/2014 Inactive Date: Credit Limit: 2500.00 Current:
Terms: A & neTa Balance: 104999 Over 30:
Pay Method: [T E] ACCOUNTS RECEIVABLE Open Orders: 2048.37 Qver 60:
Avg Days to Pay: 0 Avail,Credit: -598,36 Over 90:
Last Pmt Amount: 850.01 LastPmtDate: 01/31/2014 [Lid YTD Sales: 8,045 Lifetime Sales:
Credit Information
Credit Check: Send Letters: Credit Hold: ] Credit Hold Date:
Credit Manager: maryi [5] Credit Limit: 2500.00  Limit Approved: bettyb Approved Date: 02/12/2014
% Over Limit Alowed: 0.00 Hold Code: HOLD ®

DUNS No: 092876128

OVR.
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File Edit View Navigation Tools Actions Options Help
OB GhEEA ALEN @O
Ship-To  Activity Addl Info Billg Info OE Info  Ship Motes  Credit Motes Credit Ltr  Credit Card Order Price Sales Aging Terms ?
a @ © 0 @ ¥
Find Prev Next Add Update Delete Browse Options
Customer Information
Code: 1 Contact: BILL WALKER
Company: ACTION AUTOPARTS Phone: 404 885 4146
Address: 14307 15T STREET Cell: 404 885 9000
FAX: 404 875 1231
City: ATLANTA Email: billw@actionaute.com
State: GA Zip: 30399 Web Address: wwiv.actionauto.com
Country: US a UNITED STATES
Additional Defaults Additional Phone Numbers
Salesperson: ) SALES 404-345-9876
Terms: A <] NET 30 AP DEPT 404-345-9877
Pay Method: .AR \’\. ACCOUNTS RECEIVABLE PURCHASING ~ 404-345-9378
Balance: 5688.02 Resale No:
Credit Limit: 50000.00 Resale Expiry: [2E]
Credit Hold: Credit Hold Date:
¥TD Sales: 3,471 Lifetime Sales: 145,538
Notes 1 of 1 Attachments(3)
OVR
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! 3 Update Customer Informatis =k

File Edit View Navigation Tools Actions Options Help
O B O W B B a A ] B M @ 7]

Quit Print OK Cancel Cut Copy Pa“;te Zoom  Motes Attachments U Fields To Do  Technical status Help

e © ¢ ¢ ©

Ship-To Activity Addl Info Billg Inffo OE Info  Ship Notes Credit Notes Credit Lir  Credit Card Order Price Sales Aging Terms

A ¢ 0 @ O O & @

Find Prev MNext Add Update Delete Browse Options

Customer Information

Code: 1 Contact: BILL WALKER
Company: ACTION AUTOPARTS Phone: 404 885 4146
Address: 14307 1ST STREET Cell: 404 885 9000

FAX: 404 875 1231

City: ATLANTA Email: billw@actionaute.com
State: GA Zip: 30399 Web Address: wwwi.actionauto.com
Country: US "\. UNITED STATES
Additional Defaults Additional Phone Numbers
Salesperson: a| SALES 404-345-0876
Terms: A @ NET 30 AP DEPT 404-345-9877
Pay Method: .hR "\. ACCOUNTS RECEIVABLE FURCHASING ~ 404-345-9873
Balance: 5688.02 Resale Mo:
Credit Limit: 50000.00 Resale Expiry: )
Credit Hold: Credit Hold Date:
YTD Sales: 3,471 Lifetime Sales: 145,538
Notes 1 of 1 Attachments(3)

OVR

The Customer Information screen contains the following fields:

Code

This is a twenty-character alphanumeric field that stores the code that uniquely identifies a customer.
The system verifies that the entered code is unique.

Company

This thirty-character alphanumeric field stores the customer’s business name. This name appears on
reports that list customer information, on invoices, and so on. This is a required field.

Contact

This twenty-character alphanumeric field stores the name of the person who you normally contact
when communicating with a customer.
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Phone

This is a twenty-character alphanumeric field used to record the phone number of your contact at a
customer’s site.

Cell

This is a twenty-character alphanumeric field used to record the mobile contact number for the cus-
tomer.

Fax

This is a twenty-character alphanumeric field used to record the facsimile telephone number for the
customer.

Email

This is email address for the customer contact.

Web Address

This is the Internet URL for the customer.

Emat—

- il f < [Formatted: Numbered List, Keep with next ]
—eb Addrass

. I IRL £ | < [Formatted: Numbered List, Keep with next J
e Address < [Formatted: Indent: Left: 0", First line: 0" J

This thirty-character alphanumeric field stores the first line of a customer’s billing street address.
There is an additional twenty-character address field beside the labeled field that can be used for a
suite number, an attention line, and so on.

City

This twenty-character alphanumeric field stores the billing city.

State

This two-character alphanumeric field stores the state abbreviation.

Zip

This ten-character alphanumeric stores the zip code.

Country

This twenty-character alphanumeric field stores the billing country.

Administration 103



Fitrix Accounts Receivable User Guide

Salesperson

This is the salesperson code that will be assigned to sales order for this customer unless changed at the
sales order level. Zoom is available for this option.

Account Type  Formatted: Font: 11 pt, Bold

Type of account (ie- distributor)

Source ( Formatted: Font: 11 pt, Bold

104

How you found this customer (ie- trade show)

Resale NumberNo

This is the customer’s resale tax number and this number is automatically transferred to sales orders
for this customer.

Resale Expiry

This is the customer’s resale tax number expiration date and this date is automatically transferred to
sales orders for this customer.

Active

Check this box if this is an active customer. AR invoices and OE sales orders can only be entered for
active customers.

Date Established
Enter the date this account was established.
Inactive Date

Enter the date the account became inactive.

Terms

This is the AR terms code. Zoom is available for this option.

Pay Method

This is the default Payment Method for customer orders. Zoom is available for this option.
Avg Days to Pay

System maintained. This is the average number of days it takes this account to pay you. This value is
updated by the system once a month when the Begin New Period program is run.

Last Pmt Amount

System maintained. Amount of last payment received.

Last Pmt Date:
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This system-maintained field displays the most recent date that a cash receipt was received from a cus-
tomer. It is updated by the system during the posting of cash receipt documents. The date is displayed
in the format “mm/dd/yyyy.” During setup, an entry may be made in this field.

Credit Limit

This numeric field stores the customer’s credit limit; that is, it stores the maximum amount of credit_
charges -you wish to allow the customer.

Balance

This system-maintained field displays the customer’s current balance..
Open Orders

This system-maintained field displays the total of open sales orders..
Avail Credit

This system-maintained field is Credit Limit less Balance less Open Orders.

YTD Sales

This field displays the year to date sales dollars for the customer. It is automatically updated through
invoicing and cannot be changed on this screen.

Lifetime Sales

This field displays the lifetime -sales dollars for the customer. It is automatically updated through in-
voicing and cannot be changed on this screen.

Current, Over 30, Over 60, Over 90

(54
These aging values are updated by clicking on the UP449M2 pytton on the toolbar.

Credit Check

Check this box to turn on real time credit checking in Order Entry. This value defaults initially to
whatever your Credit Check value is in the Update Receivable program.

Send Credit Letters - When Fitrix is installed all customers will have this value set to Y. f there are
certain customers that should not receive credit letters, this value should be set to N for those custom-
ers.
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Credit Hold

Entering "Y" will prohibit users from entering any AR or OE documents. If the email template is ac-

tive the sales representative assigned to the account will receive an email alerting them the customer
has been placed on credit hold.

E Update E-Mail Templates E@
File Edit View Mavigation Tools Actions Options Help
0% & QABELBMEEB00EDE IO
B w EE} a4
Redpi

Reply-To Reports Recpients CcRedpients Bec

A6 90 0 © |

Find Prev MNext Add Update Delete Browse

ents

Event Code: CUST_HOLD_ALERT
Description: ADVISE SALESPERSON CUSTOMER ON CREDIT HOLD
Active: ¥
Type: EMAIL Priority 10

Message Subject: Customer 8bus_name has been placed on credit hold

Seq Text

1 This customer has been placed on credit hold and therefore no orders can be
2 placed. For additional information contact the credit manager.

1of1

Credit Hold Date

This is the date that the customer was placed on Hold status.

Credit Manager - initially defaults to the credit manager defined in the Update Receivable Defaults
program. This must be a valid Linux login ID. This ID must also be set up in the security table for us-
ers so that the program can find the name associated with the id and print it on credit letters.

Here is a screen shot of the security table that is accessed from the Security Option on the Execute Op-

tion on the main menu toolbar (see the chapter on Security in the Getting Started with Fitrix Guide for
more information on the security programs).
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F. security.i_usrid.usrid EI@
File Edit View Mavigation Tools Actions Help

OB VWP EQA AL BO0Q0EDHE 0O

A G 900 O 0 &\

Find Prev MNext Add Update Delete Browse

User and Group Permissions
User Login Last Name First Name M/I

toms SMITH TOM
Email: TOMS@FOURTHGENERATION.COM

Company: FGSS5 Department:
Manager: Phone:
Module Program Event Description Allow -
(New Document)

% Main Screen

File Edit “iew Mavigation Tools Actions Help

QR CUhBREQA BBEHE00ED 900
4 @ 00 O 0 &\

“ Find Prev Mewt Add Update Delete Browse

Uszer and Group Permissions

Uszer Login Last Mame Firzt M ame [LH]
toms | [THOMAS | [SMITH | []
Company: | ] Diepartment:
Par T P
— | e
odule Frogram Ewent Description Allow
20of2

OWR

Credit Limit

Enter the customer’s credit limit. Every time this value is changed an email will be sent the customer’s
sales representative. Entering or updating this value also fills in “Limit Approved” and “Approved
Date” values.

% Over Limit Allowed

This percentage is added to the customer’s credit limit to determine total exposure allowed. It initially
defaults to the percentage defined in the Update Receivable Defaults program.
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Hold Code

Credit Hold code. It initially defaults to the hold code defined in the Update Receivable Defaults pro-
gram.

Collection Contact

Who to contact for collection

Contact Telephone

Telephone number for Collection Contact
DUNS No

Dun & Bradtstreet subscriber number should you need to run a D&B report.

NOTE: You can control who has access to credit check, credit hold, credit limit and % over limit al-
lowed by adding users that should not have access to these fields to the cust_sk security group code
shown here.

> Main Screen EI@

File Edit View MNavigation Tools Actions Help
OB UYipPEHA BLEHE & »
A0 ©0 0 0 &\

Find Prev MNext Add Update Delete Browse

Security Groups
Group Code: cust_sk

Description:  CUSTOMER SKIP

billj
jackb
lizb
susans

toms

1of1
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Customer Ship-Tos
@

By selecting the Ship-To icon, you can access the Ship-To Address screen. With the Ship-To Address
screen program, you maintain the Ship-To records. Ship-To records can also be maintained with the Up-
date Customer Ship-To’s program on the Setup Receivable Menu. The Ship-To screen program stores one
or more shipping records for some or all of your customers.
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= Ship-To

File Edit View Mavigation Tools Actions

Help

OB WP EABHLRH @O

A G 900 0 O &\
Find Prev Mext Add Update Delete Browse
Customer Code:
Ship-To:

Ship-To MName:
Residential:
Freight Tax Code:
Contact:
Address 1:
Address 2:
City, State, Zip:
Country:
Salesperson:
Discount:.

Ship Terms:
Cell:

Fax:

Email:

Web Address:

Warehouse Code:

Notes

[1

CALIF
ACTION AUTOPARTS WEST
N

NOTAX J

STAMN WAVERLY
4389 APPLE WAY WEST

10f3

APT 10A
VENTURA

us ) UNITED STATES

[ic ] 1mcarson
'PREPAID ]

\ . ACTION AUTOPARTS

Route Code:
Tax Code:
Misc Tax Code:

Phone:

CA 93003

FREIGHT PREPAID- DO MOT INVOICE

WEST

NOTAX
NOTAX

805 885 5487
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& Update Ship To Information

File Edit “iew MNavigation Tools Actions Help
QR GUiEREQ BEBER 00
A 60 900 0 0 &

© Find Prev Mext Add Update Delete Browse

B=1E

Customer Code: |1 &| [acTion supPLyY

Ship-Ta: |EAST

Address 1:[2000 SOUTH END AVE |
Address 2:| |

Ship-To Mame: |AETIDN E&ST Foute Code:

Residential: Tax Code:
Freight Tax Code: Mizc Tax Code:

Cortact: [MARY SMITH | Phane:

H

800-345-6023

City, State, Zip: [ATLANTA, | 303391234

Country: [US a|  |UNITED STATES |
|TOM MACK |

Salesperzon: | T LY

Discount: | LY

Ship Tems: [PREPAID | [FREIGHT PREF&ID- DO NOT INVOICE

Cel |
Fax: | |

Email |

Web Address: |

10f29

OWR

The following fields are on the Ship-To Address screen:

Customer Code

This field displays the Customer Code and Business Name of the customer. This is a display only

field.

Ship-To

This is a six-character alphanumeric field used to record a customer’s ship-to code. This code identi-

fies a specific ship-to address for a customer; for a given customer each code must be unique. Howev-
er, different customers can have identical Ship-To codes. If you enter the code SHIPTO, this shipping
location is used as the default shipping location on the Receivable Invoice form of the Update Receiv-

able Documents option of the Receivable Ledger Menu.
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Ship-To Name

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

Route Code

The Order Entry program first looks at the ship-to code to retrieve the routing code, and if not found «— [ Formatted: Indent: Left: 0.21", First line: 0" ]
there it } looks -

at the customer record to retrieve the routing code. The routing code selected is then inserted into the__

Order

Entry summary screen.

The picking ticket print program first prints all picking tickets with no routing code and then
groups subsequent picking tickets by routing code. You may also print picking tickets by routing code
by entering the code in the picking ticket selection criteria screen.

Contact

This twenty-character alphanumeric field is provided for the name of the person to contact at a ship-to
location.

Phone

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

Cell

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

Fax

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

Addressl

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

Address2

This is a thirty-character alphanumeric field which can be used for suite information or any additional
address information. This line is displayed directly beneath the Address1 line on an invoice.

City, State, Zip

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

Country

This twenty-character alphanumeric field records the country for a customer’s ship-to address.
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Email

This is email address for the customer contact.

Web Address

This is the Internet URL for the customer.

Ship Terms

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

Tax Codes
Used only when Multilevel Tax is active. The codes are as follows:

+ Default - default tax code for merchandise
+ Freight - default tax code to be charged on freight.
+ Miscellaneous - default tax code to be used on any miscellaneous charges.

Note that if these tax code fields are left blank, the tax code at the customer level will be used. If the
tax code at the customer level is blank also, the default tax code found in the Update Receivable De-
faults screen program will be used.

Salesperson

This six-character alphanumeric field records the salesperson code identifying the primary salesperson
for this customer. The Zoom function is available in this field. The system fills in a salesperson de-
scription to the right of this code (assuming a valid code has been entered).

Discount

A six-character alphanumeric field stores a discount code if the customer is entitled to trade discounts.
The Zoom function is available for this field to select a discount code. The system enters a description
in the adjacent field after the code is validated.

Residential

If the UPS interface is in use and this is a residential Ship-To location, set this value to "Y". This in-
formation will be passed to the UPS World Ship software.

Warehouse Code

Default warehouse code to use for sales orders shipping to this location.
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Customer Activity
&

Click on the “®™¥  jcon to view the Customer Activity screen:

P View Activity felie =

File Edit Help

OB} OO

Type DocMNo Doc Date Inv/Chk No Due Date Amount Balance |«
oM 1848 09/13/2012  C1847 -68.75 0.00 |
N 1849 09/13/2012 1847-1 10/13/2012 2291 29
N 1847 08/13/2012 1847 10/13/2012 79.58 10.83
N 1851 08/13/2012 1847-3 12/12/2012 22.93 2293
N 1850 08/13/2012 1847-2 11/12/2012 2291 29
CM 1833 09/11/2012 C1832 -54.50 0.00
CM 1843 09/11/2012 C1842 -15.00 0.00
CM 1838 09/11/2012 C1837 -15.00 0.00
N 1835 09/11/2012 1832-2 11/10/2012 18.16 1816
N 1844 09/11/2012 1842-1 10/11/2012 5.00 500 -

[a QK ] [Q:1 Cancel ] [M Mew Seard’1] [Q Detail ]

OVR

& 7oom aractvz Q@
File Edit Help
HON =GRV EX I~ X7

Type | Doc Mo Doc Date Inw/Chk Ma [ue Date Amaount Balance 4

4 [ 010 2 03/0 0 —

IN 2136 MA2/2010 161 120,00 120,00

IN 2218 01/08/2010 218 02/04/2010 10.00 10.00

IN 2174 12/28/2003 2174 01/27/2010 10.00 10.00

1] 2168 12/28/2009 2168 01427200 10.00 10.00

IN 2173 12/28/2003 2173 01/27/2010 13.00 13.00

IN 2175 12/28/2003 2175 0142720 12.00 12.00

IN 2167 12/28/2003 2167 01/27/2010 18.00 18.00

IN 2166 12/28/2003 2166 01/27/2010 25.00 25.00

IN 2171 12/28/2003 217 01/27/2010 11.00 11.00 v

[a Ok, ] [Q:{ Cancel ] [M New Search ] [Q Detail ]

OR

The Customer Activity screen shows payments and outstanding invoices. They are sorted so that the most
recent open item appears at the top of the screen. You can change the sort order by clicking the column
headings. For example, if you wanted the activity to sort by oldest date instead of most recent click the
Doc Date heading.

You can also use the scroll bar and the function keys to move down through this list if there are more out-
standing invoices than appear on the screen. In addition, you can view the details about an invoice by

114 Administration



Fitrix Accounts Receivable User Guide

clicking the Detail button when the cursor is on an invoice line. The fields on the Customer Activity
screen are display only.

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

Type

This column displays the type of item that is displayed on the line. IN means that this line is an in-
voice. CD means that the information on this line pertains to a cash disbursement. CM means that the
line pertains to a credit memo. DM means that the line pertains to a debit memo. CR means that this
line is a cash receipt. FC means that the line pertains to a finance charge.

Doc.No.

This column displays the document number of the item. Document numbers are assigned during post-
ing and are used to track the document in the various Fitrix tables.

Doc.Date

This column displays the date that the document was entered.

Inv/Chk No.

This ten character column stores the invoice number or check number associated with the document. If
the activity is an invoice, the column displays a invoice number; if the activity is a cash receipt, the
column displays a check number. You can use the Zoom feature to view all of the transactions associ-
ated with a particular record.

Due Date

This is the date that an invoice is due. It is calculated from the billing terms for the customer and the
Invoice Date.

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.
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Zooming Customer Activity

The Zoom feature is a powerful tool for querying the customer information you have on file. From the
Customer Activity screen you can view the details about an invoice or a cash receipt by clicking the De-
tail button when the cursor is on an invoice (IN) or cash receipt (CR) line. A series of different windows

is displayed depending on which type of transaction you select to zoom.

Clicking on Details when the cursor is on an invoice line opens a zoom screen to display header infor-

mation for that invoice.

I~ Invoice Summary Information

File Edit Help

O UH_ 9O

Invoice: 947
Description:
Criginal Amount: 25,00
Invoice Balance: 0.00

: 06/16/2012 |11
AJR Account Number:

Due Date
110000000 - 000

P.O. Number: TEST

(@ ok |8 1mvoice |[© actvity |

Return

(=[O =]

Doc. No.: 947

Date: 05/17/2012 k]
Original Discount: 0.50
Discount Balance: 0.50

Discount Date: 05/27/2012 14|

Purchase Order Date: .05;’1?!2012 (2] |

& Zoom arinvcz
File Edit Help

OBER U@
Invoice:

Original Amount:

fvOice Balance:
Due Date:
AR Account Number:

P.0. Mumber: _

[ QK ] [[;{Eanc:el ] [QActivity

]

Original Dizcount

isCount Balance

Purchaze Order Date: |[

OWR

The new screen contains the invoice numbers assigned at the time of printing, the document numbers
used to reference the transactions, the audit trail descriptions of the invoices, the original amounts, the

current balances, the A/R accounts posted to, and any purchase order information.
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This Zoom has one more step. Clicking the Activity button displays all activity that has affected the bal-
ance of this particular invoice. The screen is the same as the initial Activity Zoom screen. Using the Zoom
feature while the cursor is on a cash receipt line in the Customer Activity Zoom screen displays all in-
voices (one line per invoice) that the cash receipt has been applied to.

The Customer Activity Zoom screen:

ELookup EI
File Edit Help

OBR O @O

Type Doc No Doc Date Inv/Chk No Due Date Amount Balance -
M 948 05/17/2012 C947 -25.00
N 947 05/17/2012 947 06,/16/2012 25.00 0.00

[a OK ] [Q:‘ Cancel ]

& 7oom ariactvz

File Edit Help
OB} | UHee
Type | Doc Mo Doc Date Inw/Chk Ma [ue Date Amaount Balance

g -400.00
IN 600 02/28/2008 £00 03/29/2008 400.00

0.o0

[e 0K ] [Q:{ Cancel ]

CWR
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Additional Customer Information
(5 4

Addl Info

Clicking on the icon launches the following screen program:

'~ Enter Additional Information EI@

File Edit View Tools Help
OB O URPEABDLEBH OO

AcctfTax Information
Acct. Group: ARINVC a, ACCOUNTS RECEIVABLE INVOICE

AR Account: 110000000 (%] - 000
Currency Code: T I
Credit Manager: toms Send Credit Letters: ¥
Dfft. Tax: NOTAX Frt.Tax: NOTAX @) Misc. Tax:  NOTAX

Return to the main menu

& Extension addinfo

Fil= Edit Help
OB QUWLEER @O
AcctdT ax Information
Acct, Group: | EEIEE EH |AEEDUNTS RECEIVABLE INVOICE
A/R Account: 110000000 (&) - (000 (&)
Curency Code:  (USD [®]
Credit Manager: Send Credit Letters:

[refault: Freight: Mizcellaneous:
=
[@ (] 8 ] [[‘(Eancel ]

OE
Enter the ledger account group for this customer,

Account Group — enter an existing account group if you want the account group in AR Invoice
entry to default to this.

A/R Account — enter an existing AR account number if transactions for this customer should post
to an AR account number that differs from the default account number set up in the Update AR
Defaults program.

Currency Code — if Multicurrency is turned on (see the Multicurrency User Guide for more in-
formation) enter a valid currency code here if it differs from your home currency code.
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Credit Manager - this must be a valid Linux login ID. This ID must also be set up in the securi-

ty table for users so that the program can find the name associated with the id and print it on the
letter.

Here is a screen shot of the security table that is accessed from the Security Option on the Exe-
cute Option on the main menu toolbar (see the chapter on Security in the Getting Started with
Fitrix Guide for more information on the security programs).

F security.i_usrid.usrid EI@
File Edit View Mavigation Tools Actions Help
OB UUEPEHABRNLEH C0Q0EDE PO

A0 900 0 0 &\

Find Prev Mext Add Update Delete Browse

User and Group Permissions
User Login Last Name First Name M/I

toms SMITH TOM
Email: TOMS@FOURTHGENERATION.COM
Company: FGSS5

Department:
Manager: Phone:
Module Program Event Description Allow -
(New Document)

& Main S5creen

File Edit ‘iew Mavigation Tools Actions Help
OB U UEREQA ABME00ED 00
‘4 @ 90 0 0 &\

“ Find Prev Mext Add Update Delete Browse

Uszer and Group Permissions

Uszer Login Last Mame Firzt M ame [LH]
toms | [THOMAS | [SMITH | []
Company: | ] Diepartment:
Par— T P
— | e
Module Frogram Ewent Dezcription Allaws
20of2

OWR
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Send Credit Letters - When Fitrix is installed all customers will have this value set to Y. f there
are certain customers that should not receive credit letters, this value should be set to N for those
customers.

Tax Fields — if this customer should be charged sales tax enter the appropriate multilevel tax
code or group code in these fields. If left blank the tax code on AR and OE invoices for this cus-
tomer will default to the default codes set up using the Update AR Defaults program.

Billing Information Screen
@

Billg Infa

Clicking on the icon launches the following screen program.

o

r3 Enter Billing Information == =]

#& Extension, ... E‘@IE|
OB R ESR b Es » [ File Edit Help
Biling Information O geipB e g

Statement Date: 01/23/2014 k]

Eilling Information

Statement Amount: 22856.33 Statement Date: |03/01/2010 (3
Last Pay Date: .D 1/14/2014 . Statement Amount: 16466353
Balance: 22047.15 Last Pap Date; |07/30/2008 3
©On Account: 0.00 Balance: 16466353
Deposits: 0.00 On Account: 14821
Credit Limit: £0500.00 Deposits: oo
Credit Linnit:

Statement Cyde: 1
Statement Cycle: |1

Open Item/Bal Fwd: O
Open ltemsBal Fwd: |0

Finance Charges: Y Finarce Charges: [

Fin. Chrg. Tax Code: & Fit. Chrg. Tax Code: |NOTA [®/]
[0 oK ] [Q:{ Cancel ] [Q k. ] [Q;( Cancel ]
Enter this customer's credit limit. OvR Enter this customer's credit lin GR

Statement Date:
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This is a system-maintained field. It displays the date that a statement was most recently generated
for a customer in the format “mm/dd/yyyy.” The field is updated at the time a statement is generat-
ed. During setup, an entry may be made in this field.

Statement Amount:

Again, this is a system-maintained field. It displays the total amount outstanding for a customer as
of the last time a statement was generated for the customer. Information cannot be entered in this
field after setup is complete.

Last Pay Date:

This system-maintained field displays the most recent date that a cash receipt was received from a
customer. It is updated by the system during the posting of cash receipt documents. The date is
displayed in the format “mm/dd/yyyy.” During setup, an entry may be made in this field.

Balance:

This system-maintained field displays the customer’s current balance as of the last posting of re-
ceivable documents and cash receipts.

On Account:

During setup (prior to setting the Accounts Receivable Setup to complete on the Accounts Receiv-
able Defaults screen) you can enter a value in this numeric field. A positive value represents an
amount that the customer owes you. A negative amount represents a credit that you can apply to
outstanding invoices (or memos).

A similar On Account field appears on the Customer Open Items screen. During setup, you may
enter an on account amount for a customer in either place. If you enter a value on the Customer In-
formation screen, then enter a different value on the Customer Open Item screen, the on account
amount becomes the value last entered for that customer.

Deposits:

This display only field displays and monies received through cash receipts that were classified as
deposits to be applied to invoices later. See the section in Chapter Eight of this guide on how to en-
ter and apply customer deposits.

Credit Limit:

This numeric field stores the customer’s credit limit; that is, it stores the maximum amount of
credit you wish to allow the customer.

Statement Cycle:

This optional field stores a number that is referred to as the “statement cycle number.” When you
generate customer statements, the program prompts for one or more statement cycle numbers. This
allows you to generate statements for a particular class of customers. Setting up these statement
cycle numbers and deciding on which cycle to assign your customers is done at your discretion. If
you print statements for all customers at one time then no cycle code is needed.

Open Item/Bal Fwd:

This single-character alphanumeric field accepts an entry of O (open item) or B (balance forward).
This code determines the type of statement to be generated for the customer. If set to O then the
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statement will print all open items. If set to B the statement will print the balance forward from the
previous month and open items for the current month only.

Finance Charges:

This single-character field records whether or not finance charges should be applied to this cus-
tomer. Valid entries are "Y"* (yes, calculate a finance charge) or "N (no, do not calculate a fi-
nance charge). If left blank, the field defaults to whatever you set this value to in the Update AR
Defaults program.

Fin. Chrg. Tax Code:

If you the customer is taxable and you want to charge sales tax on any finance charges generated
set this value to the appropriate tax code or group code.

OE InfoBHhng-trformation- Screen

Clicking on the

122

@

UE Infe icon launches this screen program:
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-

I3 Enter Order Entry Information

A=)

Order Entry Information

o Y

Discount/Customer Class:
Salesperson: .JC
Pay.Method: .AR
Ship Terms:  PREPAID

Split Payment Terms: T 306050

UPS Account:

Route Code:  SE1000

Residential: M

Ship Complete: N

Discount Level: 1

Warehouse Code: ATLANTA

Return to the main menu

& Extension oeinfo
File Edit Help

BOEM e

2] 1M carson

" FREIGHT PREPAID- DO NOT INVOIC

(===

30-60-50

ATLAMTA DISTRIBUTION CENTER

OB O WERER @0

Order E ntry Information

Discount: |[§

& [25% MaRK UP

Salespersan: [whi @] [wiLLIAM MILLER

Pap. Method: | AR =

Ship Terms: | BillT o3rdPart

= |[Billto Third Party |

UPS Accourt: l:l
Residential:
Route Code: SE1000

[G 0K ] [Q:( Cancel ]

Enter the discount code for this customer,

Ship Complete:

R

Discount:

This six-character alphanumeric field stores a discount code if the customer is entitled to trade dis-
counts. The Zoom function is available for this field to select a discount code. After the code is
validated, the system displays a description in the unlabeled field next to the code. Refer to the
section on Discount Definitions in Chapter Four of the Order Entry User Guide for more infor-

mation on how discount codes are used.

Salesperson:

This six-character alphanumeric field is used to record the salesperson code identifying the prima-
ry salesperson for this customer. You can use the Zoom feature to select a code for this field. After
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the code is validated, the system displays a salesperson description in the unlabeled field to the
right. It is this salesperson code that will be assigned to sales order unless changed at the sales or-
der level.

Pay Method:

This six-character alphanumeric field can be used to store the payment method code for this cus-
tomer. The payment method code must have been previously setup through the Setup Order Entry
Menu in Fitrix Order Entry. You can use Zoom (Ctrl-Z) to select a payment method code for this
field.

Ship Terms:

This 15-character alphanumeric field stores the shipping terms used in order entry. Zoom is avail-
able and this value must have been previously set up in order entry using the Update Shipping
Terms program. See the Order Entry User Guide for more information on Shipping Terms. If there
is a shipping term found in the ship-to record, its value will be used. If the shipping terms at both
the customer and ship-to level are null, the shipping terms found in Update Receivable Default will
be used in order entry.

Split Payment Terms:

Refer to the Order Entry User Guide on how to set up these terms codes. Basically assigning a
split payment terms code to a customer allows you to offer your customer multiple payment op-
tions (ie- 30, 60, 90 day terms) on a single invoice.,

UPS Account:

If the UPS interface is in use it is this UPS account number that is passed to the UPS World Ship
software.

Route Code:

The Order Entry program first looks at the ship-to code to retrieve the routing code and if not
found there look at the customer record to retrieve the routing code. The routing code selected is
then inserted into the Order Entry summary screen.

The picking ticket print program first prints all picking tickets with no routing code and then
groups subsequent picking tickets by routing code. You may also print picking tickets by routing
code by entering the code in the picking ticket selection criteria screen.

Residential:

If the UPS interface is in use and this is a residential customer, set this value to "Y". This infor-
mation will be passed to the UPS World Ship software.
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Ship Complete:

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

Discount Level: [Formatted: Font: 11 pt, Bold

The item master has five price level fields as shown here. The price charged to your customer will
be based on either the price associated with the discount code entered here or the special pricing
you have set up for them using the Update Special Pricing program in Order Entry.

Price Levels [ Formatted: Centered
Discount Level 1: 1000.00

Discount Level 2: 900.00

Discount Level 3: 800.00 *

Discount Level 4: 700.00

Discount Level 5: 600,00

Warehouse Code:

Enter the warehouse code that sales orders should default to for this customer. If there is also a Formatted: Font: 11 pt, Not Bold

warehouse code, entered at the ship to level for this customer it will override this value. If left Formatted: Font: 11 pt, Not Bold

program Reute-Cede;
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r2 Shipping Motes EI@

File Edit Help

OBGH @

Call Bob Johnson when shipments leave whse.

800-435-2657 ext 1008

[a Ok ] [[:1 Cancel ]

#8 Shipping Notes Q@

File Edit Mavigation Help

OO WRRER OOED O

3ok Johnhson at
leave the warshouse.

5 ! k>
(@ o | [fedcance | (o7 Edit | [--- Time Stamp
OVR

The notes entered here are for special shipping instructions that relate to this specific customer.

The notes entered here will display when entering orders. When these notes display the user has the op-
tion of changing the notes and will then be prompted "Store These Shipping Notes (Y/N). The default is
Y and these notes will then print on the picking ticket and packing list. Any changes made to the notes in
order entry will not change the default notes stored with the customer record.

Credit Notes
(5 2

Credit Mates

Clicking the icon will launch this menu:
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#& Choose a... |:|E|&|

T~ Choose anltem EI@
- - File Edit Help
File Edit Help @ I?j a " 0
= i =RV RA
OBOH O
i iew Credit Motes
View Credit Motes Mews Credit Mate
Mew Credit Note Delete Credit MNote
Delete Credit MNote Edit Credit MHaote
Edit Credit Mote )l
[a oK ] [[:{ Cancel ] [an ak. ] [[;{ Cancel ]
OVR OWR

A [ Formatted: Centered

These notes typically store information that pertaining to credit/collection activities.

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

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

New Credit Note
File Edit Mavigation Help

QU UIEPHA  O0LED @

[@ox | [fcancer | [FEm |

Delete Credit Notes:

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

Edit Credit Notes

This option will display a list of user ids and dates of all existing credit notes and user has option
of editing any item on the list by double clicking on the item.
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Upd Aging
@

Clicking on the Upd Agina jcon updates the current, over 30, over 60 and over 90 day values to current
values.

Credit Letter History
@

Clicking on the Cizls Ll icon displays this screen program which details the type of letter sent to the customer and

the date it was sent. See the section in this User Guide that discusses Credit Letters for more information.

% Yiew detail letter Q@@

File Edit Mavigation Help
A
F3 View Dunning Letter History EI@ =
File Edit MNavigation Help 01/27/2009 LD
-4 07/03/2008 LDa0
o @ 0 0 07/03/2008 LDa0
Letter Date Letter Code Il g;jg;jgggg tg;g 3
E 04/ 2272005 [Mkl)
12/05/2011 LD30 | 04/22/2008 LDan
12/05/2011 LD30 03172008 LDz0
12/05/2011 LD30 02/28/2008 LDa0
11/18/2011 LD30 12/04/2007 LDz
11/18/2011  LD30 -| Wl |120ee200r LDa
1240442007 LDa0 v
[@ OK ] [!:‘ Cancel ] [@ 113 ] [Q:{ Cancel ]
OVR. OWR

Credit Card
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Credit Card

for your customer. This program can also be launched directly from the Customer Information menu and is dis-
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cussed in greater detail later on in this Chapter.
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r= Update Customer Credit Card
File Edit View Mavigation Tools Actions Help

OB WP EABNLERN @O
A0 Q0 0 0 &\

Find Prev MNext Add Update Delete Browse

Card Name: VISA
Card No: 6781
Trans Ref MNo:
Account No:
Route No:
Social Security:
Driver License:
Exp. Month: 08
First Name: BROWMN A
Address: 8320 SPRING RD

City: ATLANTA
Country: US \' UNITED STATES
Telephone: 770 123 4555
Fax:
Email: johnb@gmail.com

1of1

Payment Method: .CCARD \. CREDIT CARD

Primary Card:
Security Code:

License State:
Exp. Year:

Last Mame:

State:

Customer Code: .8 \. LAKE CITY AUTO PARTS

Y

2015
JOHN

GA

Zip:

30339
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& Update Customer Credit Card
File Edit “iew MNavigation Tools Actions Help

QR | QURhRER AN @0
A @ @0 0 0 © &

© Find Prev Mext Add Update Delete Browse

Customer Code: |1 o [ACTION SUPPLY |
Payment Method: [CREDIT CARD |
Card Mame: |VISA | Frimary Card:
Card Mo |2225 | Security Code: l:l
Trans Fef No: [30000005162157.107 |
Account No: | |
Foute Mao: | |

Social 5ecurity: | |

Dli ET Lil.,lsll I:.I I Lil.,lsll {=Jpa ) = 1= D
Exp. Month: Exp. Year
First Name: | TOM | [ LestMame: [SMITH |
Address: [8320 TEST Wiy |
| |
City: [ATLANTA, | State: Zip:
Country: [US a| |UNITED STATES |
Telephore: [E78 123 4567 |
Fax:| |

Email: |test@hotmail.com |

20f2

OWR
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Update Customer Commission Rates

@

Clicking on the S

icon displays this screen. Use this screen to enter variable commission rates that your

salesperson will be paid that are based on the customer code and the item’s price rather than the global commission

rates stored with the the item master record.

-

ri Update Customer Commission Rates

L EE

(= =]=]

Enter in item code

QA LGOQEDCE WO
Item Code Begin Price End Price Commission 5l
12104 2.0000 3.0000 200 L
12104 3.0001 5.0000 300 -
[a OK ] [[:1 Cancel ]
OVR.

Add Contacts
@

Clicking on the Add Contacts

icon displays this screen used to store additonal contact information.

'~ Enter Additional Contacts
File Edit View Tools Help

OB 0B
Contact Telephone Number

DoUG 404-546-0389

[a OK ] [[:1 Cancel ]

Enter label two

QA EEREHE @O

(=[O =]

132 Administration

) [ Formatted: Font: 10 pt

[ Formatted: Normal

[ Formatted: Check spelling and grammar

[ Formatted: Body, Centered



Fitrix Accounts Receivable User Guide

Additional Icons on Toolbar

There are additional icons found on the toolbar in the Customer Master record:

® ® ® ® ® ® ’,[Formatted: Font: 10 pt
Order Price Sales  Aging Terms  Document Delivery '

Order — launches the Update Customer Orders program. ( Formatted: Font: Bold
Price — launches the Update Special Price Defaults program. ( Formatted: Font: Boid
Aging- launches the AR Aging report program. ( Formatted: Font: Boid
Terms — launches the Update Payment Terms program. ( Formatted: Font: Boid
Document Delivery — used to set up how documents are to be delivered to your customer. See the section ( Formatted: Font: Bold
on Flexible Document Delivery in the Getting Started with Fitrix User Guide. [Formatted: Font: Ttalic
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Print Customer Information

This option provides you with a choice of several reports listing customer information. You can print ei-
ther a summary or detail customer report. In addition, you can sort your report either by customer code or
by customer name. After selecting Print Customer Information a submenu is displayed providing you

with these choices.

The Print Customer Information submenu:

b Print Customer Information | b Print Customer Infermation

/=) a Print Summary by Name

= b Print Summary by Code

I=} ¢ Print Detail by Name

= d Print Detail by Code

&S] Exit

5

a Print Summary by Mame

b Print Summary hy Code

=ainapnz] e g

¢ Print Detail by Mame
d Print Detail by Code

Exit

After choosing an option from the submenu and selecting a print destination, a Selection Criteria screen is
displayed, allowing you to narrow down the number of customers selected for the report.

The Customer Selection Criteria screen:

=) Enter Selection Criteria EI@

File

(V)

Select Customers

Customer Code:
Customer Name:

[G 0K ] [[:{ Cancel ]

OVR

Select sel_cust

File

i@

Customer Code;

Select Customers

Customer Mame.

Clicking OK selects all customers for the report. When filling the Selection Criteria form-you can enter
ranges, wildcards, etc. For examples of these reports, refer to the fe”exmng#epen&mmeChapter t|tled

“Sample Reports.” Orly

appearanee—(eus&emepseﬁed—by—eedeepbw&ame)?
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Print Customer Labels

This option prints customer mailing labels. After selecting Print Customer Labels on the Customer Infor-
mation Menu, a submenu is displayed. You have the choice of sorting the labels by customer name, cus-
tomer code, or zip code.

The Print Customer Labels submenu:

¢ Print Customer Labels | ¢ Print Customer Labels

I=} a By Customer Name =] a By Custorer Name
,,'_5‘ b By Customer Code -g b By Customer Code
=} ¢ By Zip Code = ¢ ByZip Code

&) Exit & Exit

After selecting from the submenu a Selection Criteria screen appears allowing you to limit the number of
customers selected by the label program.

The Customer Labels Selection Criteria screen:

= Enter Selection Criteria EI@
File
@ Select sel_cust
File
Select Customers :@
Customer Code: Select Customers
Customer Name: Customer Cade:
Customer Mame:
Goc | [rdcancel |
VR
OVR

Clicking OK selects all customers. When filling the Selection Criteria sereen-you can enter ranges, wild-
cards, etc. For an explanation of Selection Criteria refer to “Selecting Documents With Search Criteria” in
the Getting Started with Fitrix manual.
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Update Customer Terms

This program is used to maintain the Customer Terms information. Each document in the Terms program
represents a single type of customer terms. Customer terms determine when payment for an invoice is due
and what (if any) discount the customer may take if the customer pays by a certain date.

The Accounts Receivable Terms screen program:

F Update Customer Terms EI@ - - -
File Edit View Navigaion Tools Actions Help # Update Customer Terms [Z [B]X]

OB gdipBEiEq [NES "N7] File Edit View Navigation Tools Actions Help
A @ 50 ® © & OB OUERER BBH @6
Find Prev MNext Add Update Delete Browse ¥l @ e Q @ Q Hi

“ Find Prev Mest Add Update Delete Browse
AR Terms Code: NET30

Description: NET 30 DAYS AR Terms Code: [METED
Description: |MET 60 DAYS
Due Days: 30
Dwue Days: | BO
Discount Days: a .
Discount Days: ]
piscount Pereent L Discount Percent: 0.000
1of1 1 of1
v OVR

The Accounts Receivable Terms screen contains the following fields:

A/R Terms Code

This six character alphanumeric field stores the unique code that identifies a type of terms. This is a
required field.

Description

A thirty-character alphanumeric field is provided for a description of the terms. This description ap-
pears on invoices and reports. This is a required field.

Due Days

Due Days is a numeric field that records the number of days that are added to an invoice date to de-
termine when an invoice is due (when payment in full is required).

Discount Days

This numeric field stores the number of days that are added to an invoice date to determine the “dis-
count date,” i.e., the date after which the discount is not valid.
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Discount Percent

This numeric (decimal) field stores the percent that is multiplied times the gross amount of an invoice,
resulting in the discount offered a customer. Two percent would be entered as 2.0, not 0.02.

Print Customer Terms

This option prints a report listing all terms information entered under the Update Customer Terms option
on the Customer Information Menu. The report is organized by terms code.

For an example of this report refer to Chapter titled “Sample Reports.”

Print Customer Statements

This option generates customer statements. Statements summarize (usually on a periodic basis) activity in
a customer’s account. This statement lists all invoices that have a balance due. If you enter "Y" at the
Print Detail prompt, the report will list the original invoice amount and the any payments applied to it in-
stead of just the balance due.

The format for the customer statement will usually be customized by your consultant or programmer. The
default format is designed for Harland form number 4GEN2. Samples of these (and other) forms are
available from Harland, (1-800-346-5316). For information on other forms used by Fitrix modules, refer
to Appendix A, “Forms.”

g Print Customer Statements

,g a Print Statements By Customer
b Print Statements By Salesperson

,"_;_4 ¢ Print Statements By Department

&) Exit
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Print Customer Aging

Customer Aging reports can be printed in either summary or detail format as well as sorted by customer
name , code, salesperson or department. All reports show the total amount outstanding for a customer, the
amount that is current, and amount past due. In addition to listing these total amounts, the detail reports
provide a breakdown by outstanding invoice and memo.

The aging periods typically are 1-30, 31-60, and “over 60 days.” These periods can be altered on the Ac-
counts Receivable Defaults program. Refer to "Update Receivable Defaults" in the "Setup Receivables”
chapter of this user guide.

After selecting Print Customer Aging option on the Customer Information Menu the following submenu
is displayed:

h Print Customer Aging h Print Customer Aging

g a Print Aging Summary By Code ,,':1‘ a Print Aging Summary By Code
g b Print Aging Summary By Name ,,'_5‘ b Print Aging Surmmary By Mame
E ¢ Print Aging Summary By Salesperson ,,'_;_q‘ ¢ Print Aging Summary By Salesperson

g d Print Aging Summary By Department ,,'_5‘ d Print Aging Surmmary By Department

g e Print Aging Detail By Code ,,'_5‘ e Print Aging Detail By Code
E f Print Aging Detail By Name ,,'_;1‘ T Print Aging Detail By Name
E g Print Aging Detail By Salesperson ,,'_5‘ g Print Aging Detail By Salesperson
g h Print Aging Detail By Department g h Print Aging Detail By Department

&) Exit S Exit

When you select a report this prompt displays:

'~ Date for aging @ .
& Date for aging X

Use Due Date ?
Usge Due Date

B Jle J@ot | | f@e ) @w ]

The wording of this prompt depends on your entry in the Age On fleld on the Accounts Receivable De-
faults screen program = .

ag+ng—purpeses—tlf you checked the Aqe On boxentereel—a—a—rnthe—Age—Gn—ﬂeld the prompt above dis-

plays as you want invoices to be aged based on their due date.appears.
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If you did not check the Age On box then invoices will be aged based on the invoice date and this

prompt displays:entered-an-E-the-folowing-prompt-displays:

'~ Date for aging

Use Invoice Date ¢

(=l
& Date for aging @

Use |nyoice Date ?

@ Yes | [[:1 Mo

| [@ai |

@Yes | [g:‘No ] [@ Quit ]

After responding to the aging method prompt, a Selection Criteria screen appears allowing you to desig-
nate the “aging date.” All outstanding invoices are aged in relation to this date. This date defaults to the
current system date but can be changed to any past date.

The Customer Aging Date Selection Criteria screen:

T~ Enter Selection Criteria
File

(V)
Enter Aging Date:

[E=3 EoB =<5

[ OK ][[:fCanoel ]

Enter the date to use for calculating aging.

& Select ar_aged
Fil=

A )

Enter Aging D ate;

La Ok l [[:{ Catcel ]

OWR

Enter the date to use for calculating aging.

Once the Aging Date has been stored, this next screen displays. This Selection Criteria screen allows the
user to narrow the scope of the report to specific customers through specifying names or codes.

The Customer Aging Selection Criteria screen:

=) Enter Selection Criteria
File

Select Customers
Customer Code:

Customer Name:

[ Ok J[[:‘Canoel ]

Select Customers

Customer Code:

Custorner Mame:

La ()8 ] [[:{ Cancel ]

OWR
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Clicking -OK without filling in either field, results in the selection of all customers with non-zero balanc-
es. If you choose to print the Aging report by salesperson or department there is yet another prompt that

displays.

Entry):

By department (the department assigned to the AR open item during AR invoice or Sales Order Entry)::

140

By Salesperson (the sales person assigned to the AR open item during AR invoice or Sales Order

Administration

> Enter Selection Criteria
File

Salesperson Code:

Salesperson Name:

[@ OK ] [[:{ Cancel ]

i Select sel_sls
File
A )

Salesperson Code: | |

(=[O =]

[
53l ESPETE0N Name: | |

L@ Ok l [[:{ Cancel ]

O&R

-
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> Enter Selection Criteria EI@

File
o

Department Code: ||

Department Description:

[0 OK ] [[:{ Cancel ]

OVR.
5 Select sel_sls Q@@
File
i)
Department Code: | |
Crepartment Cescription: i i
L@ [u]8 ] [[:‘ Cancel ]
OWR

For examples of these reports, refer to the chapter titled “Sample Reports.”

Print Customer Ledger

This option prints the Customer Ledger report for selected customers. This report is organized by custom-
er and lists all posted activity for each selected customer— each invoice, memo, and payment is listed
sequentially, from oldest to most recent.

Executing this option first displays a Selection Criteria screen which allows you to specify which custom-
ers you want to display on the ledger.

For an example of this report, refer to “The Customer Ledger Report” in the chapter titled “Sample Re-
ports.”
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Print Customer Open Items

This option prints a listing of customer open items. The report lists customers having a non-zero balance.

Select sel_cust g@
File:
q o)
Select Customers

 ———|
Crstamer Coe

Customer Mame: ‘

For an example of this report, refer to “Customer Open Items Report” in the chapter titled “Sample Re-
ports”.

Print Customer Activity Detail

This option prints a listing of all invoices and memos and the payment applied to them along with a run-
ning total of year to date sales for a date range specified by the user.

‘ For an example of this report, refer to the “Customer-Activity-Detail“—the-chapter titled "Sample Reports™
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Customer Credit Management
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Fitrix Complete V 5.4

El 4 Purchz ﬁ 3 Accour ﬁ 2 Custor @ a Updat:

5 Prod I ————————— :
& 5 Produ g 4 Payoll g5 3 sewp g b PrintC: & a Update Credit Hold Codes !

£ 6 Produt &5 5 Fixed!iél:-E-x-ﬂ
£ 7 Custor &5 6 Muli-Cumency
= 8 Gener &5 7 Multi-Level Tax

det g en

c PrintC = 4 Print Orders on Credit Hold
d Updatt [E] ¢ Release Orders on Hold

e PrintC & d Update Credit Letter

f Update & e Update Special Characters
g PrintC =) £ Print Credit Letter

h Print C S Exit

i Print Customer Ledger

| Print Customer Open ltems

k Print Customer Activity Detail

| Customer Credit Management

m Customer Deposits Report

8 1 = 5 = A = o

n Credit Card Information

]
2
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& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser
File Wiew Execute Settings Help

ddedmErg@

pooiE

5 3 Bales By 2 Accour s 4 Recelv @ Copyright 2007

5 4 Purchepy 3 Accourpy 2 Custol & 4 umau B
=

=

=1

5 Produtps 4 Fayrollz= 3 getup B b FrintC & a Update Letter
B ProdutEsy & Fieed /5] Exit
7 Gerer:z5 B Multi-Currency

¢ PrintC & b Update Special Characters
d Update =) ¢ print Letter

& PHntC &S] Euit

T Update Customer Ship-To's

o Exit B3 7 Multi-Level Tax

&) Bt

g Print Customer Staternents
h Print Custormer Aging

i Print Customer Ledger

i Print Custorner Open ltems
k Print Custorner Activity Detail
| Credit Letters

m Customer Deposits Repont

PR EERD BDEDEED

n Credit Card Information

o] Exit

Status Idle

|| Kl

Update Credit Hold Codes

If you have the Credit Checking Rules Apply turned on in the Update Receivable Default program use
this program to set up the hold codes that are then assigned to customers that have Credit Check turned on
in the Update Customer Information program. These codes control what can and can’t be done to a sales
order that is placed on hold because the total due from the customer exceeds their credit limit.

There are two hold code delivered with the product. These can be revised as needed and new codes can be
set up if needed.
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o ie =]

P Update Credit Hold Codes
File Edit View MNavigation Tools Actions Help
OB CULHHE]QAHOEHE @O

A6 90 0 © &,

Find Prev MNext Add Update Delete Browse

Hold Code HOLD
Description HOLD ORDER.. NO PROCESSING ALLOWED.

Functions Allowed
Hold Production Wark Order | Yes
Hold Vendor PO for DIR. Orders jLines | Yes
Print Pick Ticket No
Update Picked Quantities Mo
Update Shipped Quantities No
Print Packing Slip No
Create Invoice No

Print Invoice No

1of1

= Update Credit Hold Codes
File Edit View MNavigation Tools Actions Help

OB VURhBEEQABOEH @6
a4 @ @ 0 @ =

Find Prev Mext Add Update Delete Browse

Hold Code BLD/PO
Description HOLD ORDER. BUT CAN BUILD AND/OR PROCESS PO,

Functions Allowed
Hold Production Work Order | No
Hold Vendor PO for DIR Orders JLines No
Print Pick Ticket | No
Update Picked Quantities | No
Update Shipped Quantities | No
Print Packing Slip | No
Create Invaice | MNo

Print Invaice | Mo

T1of1

[E=H Bl =3

Print Orders on Credit Hold

Run this report to see what customers have sales orders on hold. Contact the customer for payment if
needed and release the orders so product can be shipped to them. See Chapter 9 for a sample of the report.

T Enter Selection Criteria
File Edit Help

Q@ ¢ g B (7]

~
Exit | OK Cancel Cut Copy Paste Zoom Help

Customer Code:

Customer Name:

Order Date:

Hold Code:

Enter customer code.
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Release Orders on Hold

Use this program to release orders from hold. Go into add mode, navigate to the detail section of the
screen and check the check box next to each order you want to release.

T~ Release Orders an Hold EI@

File Edit View Mavigation Tools Actions Help

OB VR LPERA ALBH BEO0EDE @O

o+
Add
Customer Code: .AGGER \. Mame: AGGER DISTRIBUTIOM
Credit Allowed: 1100.00 Credit Exposure: 2000.00 Ovwer Limit: 900.00
Contact: GEORGE Contact Phone:
Release Order Number Order Date Amount Hold Code .
915-1 01/31/2014 200000 HOLD

[0 oK ] [[:{ Cancel ] EHeader ]

Check this box to release the order.

If the email alert is activated in the Update Email Templates program both the user that entered the order
and the customer’s sales representative will receive an email notifying them that the order has been re-
leased.

Administration 147



Fitrix Accounts Receivable User Guide

r3 Update E-Mail Templates E@
File Edit View Mavigation Tools Actions Options Help
OB CVULLAEHA AIBHE S0Q0EDE OO
=8 %] EE| (4

Reply-To Reports Redpients CcRedpients E'Z'ZRE“Z\D\EH[S

A0 00 0 0 &
Find Prev Next Add Update Delete Browse
Event Code: CREDIT_APPROVED
Description: SALES ORDER RELEASED FROM CREDIT HOLD
Active: Y
Type: EMAIL Priority 1

Message Subject: Sales Order &order_no has been released from credit hold

Seq Text
1 Sales Order &order_no for &bus_name has been released from credit hold. |_|

2016

OVR

If the sales order is attached to a purchase order (i.e. - a drop ship order or it has DRS or DRN line types
on it) and the hold code dictates that the purchase order also be placed on hold, it will be released from
hold and an email alert sent to the buyer attached to the purchase order or the default buyer code set up in
the Update Purchasing Defaults program

P~/ Update E-Mail Templates ===
File Edit View Mavigation Tools Actions Options Help
OB CVHERHEABNIBHN S00EDE OO
£

i o ¥
ReplyTo Reports Recpients CcRedpients Bec Recipients

A0 00 0 0 &
Find Prev MNext Add Update Delete Browse
Event Code: PO_RELEASED
Description: PO RELEASED FROM CREDIT HOLD
Active: ¥
Type: EMAIL Priority 1
Message Subject: PO# &po_no created by &user for SO# &order_no has been released from credit hold

Seq Text I
1 The sales order that requires this product has been released from credit hald. [
2 Please send this PO to the vendor so that the product can be shipped.

14 of 16

FLt View Detail |

If the sales order is attached to a production work order (i.e. it has MTO or MTN line types on it) and the
hold code dictates that the work order also be placed on hold, it will be released from hold and an email
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alert sent to the responsible party assigned to the purchase order or the default responsible party set up in
the Responsible Party program.

T~ Update E-Mail Templates E@
File Edit View Mavigation Tools Actions Options Help
OB CUWRPEHA BIBHN HS0Q0EDE PO
=13 < [EE| @

ReplyTo Reports Recpients CcRedpients BecRecipients

A0 00 0 © &
Find Prev Next Add Update Delete Browse
Event Code: WO _RELEASED
Description: WORK ORDER RELEASED FROM CREDIT HOLD
Activer Y
Type: EMAIL Priority 1
Message Subject: WO &order_ws created by &user for SO# &order_no has been released from credit haold

Seq Text I
1 The sales order that requires this product has been released from credit hold.
2 Please process this work order and build the product/jeb.

16 of 16

OVR

Update Credit Letter

This is where the user defines the letter code and the text of the letter. This feature is delivered with
standard text for each letter but you can change the wording as needed to fit your business needs. You
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can also use the F1 and F2 function keys to delete and insert lines to fit the address information to your
mailing envelope if a window envelope is being used.
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EUpdate Letter
File Edit View MNavigation Tools Actions Help

OB U UDREA ADBM BOOED

A6 90 0 90 &\

Find Prev MNext Add Update Delete Browse

Letter Code: LD30 Desciption: 30-59 days past due
Due Days: 30 CreditHold: M

Minimum Due:

(=[5 s

Body of Letter

Acct#: §71
872
873
&M
75, §76 877
<8

Date: §7letter_date

Dear 579
We show the following invoices are now thirty days past due:

Invoice Mo:  Inveice Date: DueDate:  Amount Due:
S¥inv_no S%inv_date  $7due date  $7balance

If payment has not yet been sent please send payment in full or
if this information is incorrect please call us at: 710

Sincerely,

fnienz

1of1

View Detail |
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& Update Letter

File Edit Wiew Mavigation Tools Actions Help

QR UWiERER HBEME00ER @0
Q4 @ 0 0 O® 0 &\
“ Find Prev Mest Add Update Delete Browse

Letter Code: Desciption: |30-59 dayz past due

Due Days: Credit Hold:

Finirnurm Due: 50.00
Body of Letter
Accht: $71 Date: $7letter_date
$v2
$73
$74
$75, 76§97
$va
Dear 379
Wie zhow the following invoices are now thity days past due:
Invoice Mo: Invoice Date: Due Date: Amount Due:
1of1

CWE

Due Days: Determines what invoice detail will print on the letter. In the example above this
letter will print for any customer that has invoices that are 30 days or more past the due date.

Credit Hold: This should be set to "N" for all letters except the letter that is sent when the
customer is placed on credit hold. The letter assigned code CRHLD is the base template de-
livered with Fitrix for notifying a customer they have been placed on credit hold.

Minimum Due: If the amount due from the customer is less that this amount, a letter will not
print.

Update Special Characters

This is where the user creates the definition for the special characters used within the letters defined in
Update Letter.
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E Update Special Characters EI@

File Edit View MNavigation Tools Actions Help
OB VWP EABLBHN H0QED
A e © 0 .

Find Prev MNext Update Browse

Letter Code: LD30 30-55 days past due

Spc.  Data Source

571 select cust_code from strcustr where cust_code = §7cust_code

872 select bus_name from strcustr where cust_code = $7cust_code

£13 select address1 from strcustr where cust_code = S%cust_code

574 select address2 from stroustr where cust_code = $%cust_code

875 select city from strcustr where cust_code = $7cust_code

576 select state from stroustr where cust_code = §7cust_code

kY select zip from streustr where cust_code = §7cust_code

578 select country from strcustr where cust_code = $7cust_code

579 select contact from stroustr where cust_code = §%cust_code

£710  select data frem steentrd where record_key = ‘telephone

8711  select fname from stxsecur, strcustr where user_id = credit_manager and cust_code = $?cust_code
§712  select Iname from stxsecur, stroustr where user_id = credit_manager and cust_code = $7cust_code

Tof1
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& Update Special Characters

File Edit View Mavigation Tools Actions Help

OB OURBREA BN B00ED @O
‘a @ © ® &

© Find Prev Nest Update Browse

Letter Code: |CF|HLD ||Eustorner placed on credit hold |
Spo, Data Source
£ zelect cust_code from stroustn where cust_code = $7cust_code
72 zelect bus_name from strcustr where cust_code = $7cust_code
$73 select address from stroustr where cust_code = $7oust_code
4 zelect address? from shroustr where cust_code = $7cust_code
175 slect city from shicustowhere cust_code = $7cust_code
76 zelect state from strcustr where cust_code = $7cust_code
77 zelect zip from streustr where cust_code = $Ycust_code
LY zelect country from streustr where cust_code = $7cust_code
£79 zelect contact from stroustr where cust_code = $7cust_code
$710 zelect data from stecnbed where record_key = telephone’
£ zelect fname from stesecur, stroustr where user_id = credit_manager and cust_code = $7cust_code
$M2 zelect Inarme from stezecur, stroustn where uzer_id = credit_manager and cust_code = $7cust_code

Tof1

OWR

Each special character represents an SQL query that retrieves information from the database that will
print on the letter. These special characters are inserted into the text of your letter in the appropriate plac-
es. For example, in the screen shot above the special characters defined will print the following infor-
mation on the letter that is printed when the customer is placed on credit hold:

$?1 - Customer Code

$?2 - Business name

$?3-$78 - Address information

$?9 - Contact name found in customer record

$10? - Your company's telephone number as found in the Update Company Information pro-
gram

$11? - First name of credit manager
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$12? - Last name of credit manager

It will also print a list of all invoices that have a balance.

Print Letters

When the user runs this program they will be prompted for the following information:

T~ Enter Selection Criteria EI@
. ifl Select sel_scr
ile
@ File
Letter Code: E\] i
Letter Code: =
Custol Code:
ustamer Lode E] Custorner Code: =]
Letter Date: 03/25/2012 Letter Diate: [03/11/2010 [
Print All Past Due Invoice?: N Frint Al Fast Due lrevoice. N
Note: If {¥) is selected all invoices even those with due date Mote: I [] i selected all invoices even those with due date
greater than next past due letter due days wil print. greater than next past due letter due days will prit,
[Q OK ] [(:( Cancel ] LO oK l [g;( Cancel ]
Enter letter code. O Enter letter code. o

Zoom is available from both the letter code and customer code fields. The date is the date that will print
on the letter. For example if your are printing the LD30 letter (selects all invoices that are between 30-59
days past the due date) and you enter a date of September 25thMareh-31st , the program will select all
invoices that match this criteria as of September 25thMareh-34st.

If you enter a "Y™" in Print All Past Due Invoices, all invoices > 30 days past due will print, even those
with a due date > than the next past due letter ( Past Due 60 Days).

This program will only print letters for customers that have credit letter of "Y" in their customer record. If
this is set to "N", no letters will print for the customer.

The letters delivered with Fitrix include:

« Credit hold letter (letter code CRHLD) - selects all customers where credit hold flag in customer
record = Y and credit hold date = letter date entered. It is recommended that this be set up to run au-
tomatically via CRON every night.

« Past Due 30 (letter code LD30) - customer has invoices that are 30-59 days past due.
+ Past Due 60 (letter code LD60) - customer has invoices that are 60-89 days past due.
« Past Due 90 (letter code LD90) - customer has invoices that are 90-120 days past due.

+ Collection Letter (letter code COLL) - customer has invoices that are > 120 days past due and the
customer will be turned over to a collection agency.
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Customer Deposit Report

This report lists all deposits received from customers that have yet to be applied to an AR invoice. Enter-
ing deposits is discussed in the AR Cash Receipts section in Chapter SixEight of this user guide.
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E Customer Deposits Report
File MNavigate Help

000D <

Customer Code Customer Name

—:

Date: 05/25/Z01Z Customer Deposits Report
Time: 16:23:1& LBC DISTRIBUTICN

Page: 1

Order No Order Amount Deposit Check Mo
14 - COMPETETION SPECIRLTIES
3607 2g8,451.30 10,000.00 4234224
Customer Total: 28,451.30 10,000.00
Report Total: 28,451.30 10,000.00

#8 Customer Deposits Report
File Mavigate Help

Q002 <

E3

Date: 03/1E7E010 Customer Deposits Report
Time: 059:32:1F5 ABC DIESTRIEUTION Page: 1
Customer Code Customer Name 0
Order Mo Order Amount Deposit Check Ho
1% - SUPER SERVE AUTO INC
1241 z,000.00 1,000.00 pululu}
1zE1 z,000.00 1,000.00 2000

Customer Total: 4,000.00 Z,000.00

Beport Total: 4, 00000 Z,.000.00
< 2w
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Credit Card Information

When-When you select this menu option this submenu displays:

n Credit Card Information

@ a Update Customer Credit Card

&} b Print Credit Card Information

&} c Expired Credit Card Report

S Exit

Update Customer Credit Card

Use this program to set up credit card information for your customers. This program can also be accessed
from the Update Customer Information program.

(oL =lV]
a o

Customer Code:
Payment Method:
Card Name:
Card No:

Trans Ref No:
Account No:
Route No:
Sodal Security:
Driver License:
Exp. Month:
First Name:

Address:

Gity:
Country:
Telephane:
Fax:

r3 Update Customer Credit Card
File Edit View Mavigation

ABREA B0REE Qe

8
CCARD
VISA
6781

08
BROWM
8320 SPRING RD

ATLANTA
us
770 123 4555

Email: johnb@gmail.com

1of1

Tools  Actions  Help

Find Prev Mext Add Update Delete Browse

LAKE CITY AUTO PARTS
CREDIT CARD

Primary Card: Y

Security Code:
License State:
Exp. Year: 2015
A LastName: JOHM

State: GA Zip:

UNITED STATES

== =]

30339
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& Update Customer Credit Card

File Edit Wiew Mavigation Tools Actions Help
OB U UihEEQA HRHE @00
A 0 90 0 90 .

© Find Prev Mext Add Update Delete Browse

Customer Cade: 10 a| [FISHERS SUPPLY |
Papment Method: [CREDIT CARD |
Card Mame: |V|SA | Primary Card:
Card Mo |2225 | Security Code: l:l
Trans Ref No: [40000005260532.108 |
Account Mo: | |
Fioute Mo: | |
Social Security: | |
Ermiverticer x:.I I ticerse State: D
Exp. Month: Exp. Year
First Mame: | TOM | [] LastMame: [SMITH |
Address: [B320 TEST WAY |
| |
City: [ATLANTA, | State: Zip:
Country: [US a| |UNITED STATES |
Telephone: (578 123 4567 |
Fau: | |

Email: |test@hotmail.com |

20f4

OWR

The following information is required for credit cards and therefore must be filled in:

Customer code
Card Name
Card Number
Security Code
Exp Month
Exp Year
First Name
Last Name
Address1
City

State

Zip

Phone
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Email

The following information is required for debit cards and therefore must be filled in:

Customer code
Account No.
Route No.
Either Social Security Number OR Drivers License and License State
Exp Month
Exp Year

First Name
Last Name
Addressl

City

State

Zip

Phone

Email

If the customer has multiple cards at least one must be marked as primary. It is this primary card number
that is used if you run invoice authorization in batch since you are not prompted to select the credit card to
be charged.

When you store the credit card information you will receive this prompt:

T Message =N NN =

Validate credit card with Skip Jack?

Selecting Yes will temporarily authorize $1.00 on your account

‘Walidate credit card with Skip Jack?

Selecting v'es will temporarily authorize $1.00 on your account

OWR
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Click on Yes to validate the card with Skip Jack. This will temporarily put a $1.00 charge on your cus-
tomer’s card that will then be reversed by Skip Jack. This validation is needed to make sure the credit
card is a valid card. This also returns a Transaction Reference Number that Skip Jack will use to authorize
and settle transactions so that the entire credit card number does not need to be stored in the Fitrix data-
base. Note that when you validate the card, the Trans Ref No is filled in and now only the last four digits
of the card number you entered display.

Print Credit Card Information

This report will list in either summary or detail format the credit cards you have on file for your custom-
ers. Here is a sample of the detail report:
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I~ Print Credit Card Information ==
File Mavigate Help

OQe0D <

— 1

Date: 03/25/2012 Credit Card Information

Time: 16:54:44 LBC DISTRIBUTICN Page: 1
Customer Code First/Last Name Card Name Humber
a BROWN VISR &781
LAKE CITY AUTD PRRTS JOHN

Exp. Month: 08
Exp. Year: Z015
Address: 8320 SPRING RD
City: ATLANTA State: GR Zip: 30333
Country: US
Telephone: 770 1Z3 4555
Email: jchnb@gmail.com

File Mavigate Help

(ORI < 1> >R

|

Date: 0371272010 Credit Card Information

Time: 09:E51:EZ AEBC DISTRIEUTION Page: 1 D
Customer Code First/Last Name Card Mame Humber

in TOM VISA ZEEEL
FIZHERE SUPPLY SMITH

Exp. Month: 08
Exp. Tear: 2010
Address: B23E0 TEST WAY
City: ATLANTA State: GA Zip: B2LEB4
Country: TS
Telephone: 678 1E3 4567

Email: test@hotmail. com

|~
| %
| <
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Expired Credit Card Report

This report will list all credit cards that are about to expire so that the user can contact the customer and
get updated information.

When printing this report you will receive two prompts:

& Select sel_cust
File

A )

Select Customers

Customer Code:

Customer Mame:

La Ok l [[:{ Cancel ]

OWR

=) Enter Selection Criteria EI@
File
Select Customers
Customer Code: ||

Customer Name:

[ OK ][d‘Canoel ]

=) Enter Selection Criteria EI@

File i Select
@ File:
Selection Criteria i @
Select Card With Expiration Date Before: Selection Criteria
Select Card With Expiration D ate Before: (|
[ 25 J [!:‘ Cancel ] La 0K l [[:{ Cancel ]
QVR. OWR
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'~ Expired Credit Card Report [r=]
File Mavigate Help

Q002 <

— .

Date: 09/Z5/Z01Z Expired Credit Card Report

Time: 16:57:55 LBC DISTRIBUTICN Page: 1
Customer Code Card Names Card Number Exp. Month Exp. Year

2 VISR &781 o8 2015

LAKE CITY AUTO ERRTS

& Expired Credit Card Report
File Mavigate Help

00002 <

~

Date: 037127010 Expired Credit Card Report

Time: 10:04:33 AEBC DISTRIEUTION Page: 1 D
Customer Code Card MName Card MNumber Exp. Month Exp. Tear

in VISA ZEEEL og z0olo

FIZHERE SUPPLY

hnhnn VISh Zl84 1z Z010

JOHN AND CAROL

|~
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Chapter 6

Receivable Ledger

Using this menu, receivable documents are entered. Invoices are printed and posted. Cash re-
ceipts are processed and journals are printed. Finance charges and recurring documents are
processed.
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Update Receivable Documents

This program is used to enter, modify, and delete receivable invoices. The Receivable Documents table
stores all un-posted and posted documents. When you execute the Update Receivable Documents pro-
gram, the Receivable Documents screen displays.

’_l-'T’ Update Receivable Documents EI@
File Edit View MNavigation Tools Actions Options Help
OB U QBB EH H0Q0EDE SO
ot o
Addl Info  Acctg Info  Ba

A0 ©0 0 90 &\

Find Prev Mext Add Update Delete Browse

Doc Date: 10/02/2012 [LE4| InvDate: 10/02/2012 ] Dept Mo: 000 1 Gross Amt Entry: M
Cust.: 12 .| CLASSIC PARTS UMLIMITED shipTo: SHIPTO \ RefiNo.:
Type.: I Invoice 424242 Recur: Tax: MOTAX
Desc.: MONTHLY SVC FEE Acct., Group: 1 Pay Method: AR
Terms: NET30 .| NET 30 DAYS S Posted: N
Item Mo Qty Unit Description Tax Cd Price Amount D
OCTOBER 1.0 EA SVC FEE NOTAX 500.0000 500.00
Total Amounts
Currency: Sub-Total: 500.00
Misc.: 0.00 |2 Freight: 0.00
Met: 500.00 Tax: 0.00 Total: 500.00
Account Information
(New Document)

Receivable Documents Screen—Header Section

Doc Date:

The date entered here will be the date the transaction posts to the General Ledger.

Inv Date

This date field stores the invoice date. If left blank, it defaults to the system date. After leaving this
field, terms are calculated based on the date entered or the default system date. The customer’s pay-
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168

ment terms code is used to calculate a discount amount and discount dates. The invoice date is also the
date that will be used to age tine invoice when running AR Aging reports.

Dept. No.

This three-character alphanumeric field stores a department code that identifies a profit center, a divi-
sion of the company, etc. Throughout the Fitrix modules, you have the option of posting sales and ex-
penses to specific departments. The use of department codes is optional. The field defaults to 000. The
Zoom feature is available in this field to select a department code.

Gross Amt Entry

This field determines the nature of the amount entered. The default for it comes from the field “Enter
Goods Amounts as Gross” on the Accounts Receivable Defaults screen (Setup Receivables Menu, op-
tion a- Update Receivable Defaults).

Gross Amounts are amounts with tax included. To enter Gross Amounts, enter Y in this field. To enter
Net Amounts, use N.

If you enter Gross Amounts, the tax is automatically backed out and the Net Amount displays in the
“accounting window” at the bottom of the screen. Only the Net Amounts are posted to the ledger ac-
count specified. The tax is posted to the to the ledger account designated as the A/R Account using the
menu option Update Multilevel Tax Codes.

Once a "Y" or "N" has been entered in this field, you can’t change it. To do that, you must delete and
reenter the document.

Posted

This system-maintained field displays a value of either "P" (posted) or "N" (not posted) depending on
whether or not the document displayed is a posted or un-posted document. The system updates this
field at the time of posting.

Customer

This twenty-character alphanumeric field stores the customer code for the customer being billed. This
code must have been previously set up in the Customer Information program. The Customer table is
maintained from the Customer Information Menu or the Setup Receivables Menu (Update Customer
Information option found on both). This is a required field. You can use the Zoom function to select
the customer code you want to use.

Customer Name

This is an unlabeled display only field that displays to the right of the customer code, once a valid cus-
tomer code has been entered in the Customer field. The customer name is automatically retrieved from
the Customer table.

Ship-To

This alphanumeric field stores the shipping destination code for this invoice. If left blank, this field
always defaults to SHIPTO. If you enter a ship-to code in this field, that code must have previously
been set up for a customer in the Ship-To program. You can use Zoom to select a Ship-to code. The

Administration



Fitrix Accounts Receivable User Guide

Ship-To code is maintained from the Setup Receivables Menu (Update Customer Information or Up-
date Customer Ship-To’s).

Doc. Type
This is a one-character field which accepts a value of:

| invoice

Ccredit memo

Ddebit memo

F finance charge invoice

This entry determines how the system treats the document. Each of these document types has a unique
impact on the Customer’s account and on your ledger accounts. If left blank, the field defaults to I (in-
voice).

Invoice, Credit, or Debit Number

After entering a document type or accepting the default value, the word Invoice, Credit, or Debit is
displayed to the right of the Doc. Type field. This field is the number for the invoice, credit memo, or
debit memo. In this numeric field, you can enter a value or leave the field blank. If you leave this field
blank, a number identifying the document is assigned when you store the document.

Recur

This one-character alphanumeric field can be used to store a character representing a category of re-
curring documents. Recurring documents represent transactions that are repeated, usually periodically.
Setting up categories (using a different code to identify each category) of recurring documents pro-
vides you with greater control when you run Create Recurring Documents. You could set up a unique
category for those documents that recur monthly (ie- M), another code for those that recur quarterly
(ie- Q), and so forth.

Ref. No.

This numeric field allows you to associate a debit or credit memo with an open item number. For ex-
ample, if you are creating a credit memo, it probably applies to an existing invoice. If that invoice is
still open, (i.e. it has not been paid in full), you can enter its document number in this field. If the
memo is associated with an open item, the system does not create a new open item when posting oc-
curs. Instead, the existing open item is updated. Rather than listing a separate open item, your reports
will list the modified open item. If the current document is an invoice rather than a debit or credit
memo, this field is skipped. The Zoom feature is provided.

Tax

This six-character field stores a valid tax code if you are using multilevel tax. The entry determines
whether tax is to be calculated on the document. This field defaults to the tax setting established in the
Ship-To record or if null, the customer record.
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The tax default is displayed as soon as you enter a valid code in the Ship-To field. If there is no default
specified for the Ship-To code, the Customer code is searched for a default value. If there is no default
specified in the Customer record, then the default is taken from the Accounts Receivable Defaults ta-
ble. Refer to “Update Receivable Defaults” under “The Setup Receivables Menu,” in this user guide.
Desc

This thirty-character alphanumeric field stores a brief description of the document. This description
prints on the GL Activity report.

Acct. Group

This six-character field stores a default account group. Account groups expedite data entry by display-
ing a list of accounts that you can use when entering transactions. You can enter an account group, and
therefore, do not have to remember specific ledger account numbers. Account groups entered must
have been previously entered in the Account Group program. When you enter an account group, the
ledger accounts that are part of the group will overwrite any existing detail lines. After you leave the
detail section of the screen, rows with incomplete information are eliminated and the Acct. Group field
is again set to null. You can use the Zoom function to select an account group for this field.

Terms

This six-character alphanumeric field records a terms code. All codes entered must have been previ-

ously set up with the Customer Terms program. You can use the Zoom feature to select a terms code

for this field.

Terms Description

To the right of Terms is an unlabeled display only field that displays the description of the terms code

entered in

P.O.

This is a nine-character alphanumeric field which stores an optional purchase order number. This

number may be useful in tracking the invoice and communicating with the customer about an invoice.
Receivable Documents Screen—Detail Section

Item No.

This is an eight-character alphanumeric field that stores a free form item number.

Quantity

This numeric (decimal) column stores the quantity ordered (invoice), debited (debit memao), or credit-
ed (credit memo).

Unit

This six-character alphanumeric column records the unit of measure used for the item such as DZ.
(dozen), EA. (each), CS. (case), and so on.
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Description

This twenty-character alphanumeric column stores a description of the item.

Cd

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

Keep in mind that the tax rate for freight or miscellaneous lines is determined by the multilevel tax
codes entered in the fields Freight Tax Code and Miscellaneous Tax Code in either the ship-to record,
the customer record, or the AR Defaults record.

Price

This numeric (decimal) column stores the unit price of the item entered in the Item No. column.

Amount

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

Receivable Documents Screen—Totals Section

Currency

This 3-character alphanumeric field is the default currency code for the current customer record. It on-
ly applies if the Fitrix Multicurrency module is installed and you have specified a value for currency
code when doing multicurrency setup.

Sub-Total

This system-maintained field totals all charges on the document, except tax.

Misc.

This numeric field records any miscellaneous charges to be added to the invoice or memo.

Freight

This is a numeric field, used to record freight charges that are added to the total amount charged to a
customer.

Net

This field holds the value that is basically Gross Amount minus Tax. When Gross Amounts (i.e. tax
included) are entered, the net amount is calculated by backing out the tax amount. This net amount is
posted to the ledger account specified through the program Update Multilevel Tax Codes.

Tax
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This is a system-maintained field, representing the amount of tax charged the customer for the entire
invoice/memo. Whether or not tax is charged on miscellaneous and freight charges depends on the set-
ting in the Accounts Receivable Defaults program. Refer to "Update Receivable Defaults" on page 6-3
under “ Setup Receivables Menu” in this manual.

Total

This system-maintained field totals all charges on the invoice/memo including tax.
Receivable Documents Screen—Accounting Info Screen

When the cursor is on a line item on the document the account number and department will display at the
bottom of the screen. The account number defaults to either the sales account number defined in the Up-
date Receivables Default program or from the Account Group entered in the header section of the screen.
The department defaults to the department entered in the Dept No. field in the header section of the
screen.

If you need to change the account number, department , or both click on the #*#8!f icon on the toolbar
and this screen will display:

F= Select Item EI@

File Edit Help

OBGH @

Account Number

Department
Account Murnber and Departrment

[0 Ok ] [Q:( Cancel ]
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Receivable Documents Screen—Additional Information Screen

(4]

Addl Info

Click on the icon on the toolbar to access this screen when in the header portion of the screen.

This screen lets you to enter additional information about the header and totals sections of the form. Val-
ues in the fields on this screen (except for the P.O. Date) will be recalculated if the Customer, Date, or
Terms fields on the main Receivable Documents screen are modified.

'~ Enter Additional Information EI@
File Edit View Tools Help
PENIX LYY
Disc. % :| TN Disc. Date: 10/02/2012 [44] Due Date: 11/01/2012 g
R.O. Date: g  Invoice Notes:
[Q oK ] |t;* Cancel |
Enter the discount percent available. (Example: enter 2.0 for 296). Bl

Disc. %

This numeric field is the percent of the invoice or memo that a customer may subtract from the total if
paid on or before the discount date. This field defaults to the appropriate percentage based on the
Terms code in the Customer Information record for the customer. The Customer Information record is
maintained from the Customer Information Menu and the Setup Receivables Menu (Update Customer
Information option found on both). If the Customer Information record does not contain a default
terms code for the customer, the terms code from the Receivable Defaults record is used. The Ac-
counts Receivable Defaults record is maintained from the Setup Receivables Menu (Update Receiva-
ble Defaults). The Discount Percentage is used to calculate the amount of discount that a customer
may subtract from the total if paid on or before the discount date. Remember, a percentage such as 5
percent would be entered as 5.0, not 0.05.

Disc. Date

This date field is the last date that a customer may pay an invoice or memo and still receive a discount
for early payment. This field defaults to the appropriate date based on the Terms code in the Customer
Information record for the customer. The Customer Information record is maintained from the Cus-
tomer Information Menu and the Setup Receivables Menu (Update Customer Information option
found on both). If the Customer Information record does not contain a default terms code for the cus-
tomer, the Terms code from the Receivable Defaults record is used. The Accounts Receivable De-
faults record is maintained from the Setup Receivables Menu (Update Receivable Defaults).
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Due Date

This date field stores the date that the document is due. This field defaults to the appropriate date
based on the Terms Code in the Customer Information record for the customer. Changing the date in
the Date field causes the date in the Due Date field to be recalculated. The Customer Information rec-
ord is maintained from the Customer Information Menu and the Setup Receivables Menu (Update
Customer Information option found on both.) If the Customer Information record does not contain a
default terms code for the customer, the Terms Code from the Receivable Defaults program is used.
The Accounts Receivable Defaults record is maintained from the Setup Receivables Menu (Update
Receivable Defaults). The Due Date is printed on invoices. It may also be used to determine the age of
the invoice for the aging reports.

P.O. Date

This date field may be used to record the date of a customer’s purchase order.

Invoice Notes

This thirty-character alphanumeric field stores an optional note that is displayed on the invoice.

Credit Card Authorization- Real Time

If an invoice is entered for a customer that pays via credit card or debit card, user will be prompted “Au-
thorize Credit Card Now Y/N?” when the invoice is stored.

Autharize Credit/D ebit Card Mow?

L’!? ‘ez | [t;( Mo ]

If an N is entered the invoice will be stored without credit card authorization. Each time an invoice that is
paid via credit card is updated and stored and no authorization code is found, the user will receive this
prompt.

A list of valid credit cards for the customer will display when the user stores the invoice. From this list,
select the credit card the customer is using based on the type of credit card and the last four digits of the
card the customer is using.
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Zoom ccardz
Fil= Edit Help

OB} Ot @0

Card Mame  Card/Acct Mumber Exp ‘r'ear Exp konth

[@ 0K ] [[:{ Cancel ] [M Mew Search

OWR

Select the credit card and click on OK. The next screen displays additional information to confirm you are
using the correct credit card. To authorize the invoice, click on OK.

Add on header ccard
File Edit Help

OB OWEBPEX 00

Customer Code: [1 | [ACTION SUPPLY

Card Mo

Trans Ref Mo: [30000005162157.107 |
Account Mo | |
Route Mao: | |

Social Security: | |

DriverLicense:| | License State: l:l
Frimary Card:
Exp. Month: Exp. ‘Year:
First Mame: | TOM | [ LestName: [SMITH |
Address: [B320 TEST way |
Address:| |
City: [ATLANTA, | State: Zip:
Eountry:|US |

Telephone: [673 123 4567 |
Email: |test@hotmail.com |
Fau | |

[e Ok ] [[:f Cancel ]

O&R

Enter credit card narme.
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If the credit card is approved the invoice will be stored with the following information (to view this in-

@

Credit/Dehit Card

formation click on the icon on the toolbar):

Credit Card No. — last four digits of the credit card number
Auth Code — authorization code returned by Skipjack

Auth Date — authorization date returned by Skipjack

Auth Amt- amount authorized

& Extension ccarde
File Edit Help

A O L =M AKX HEES

Credit/Debit Card Information
Pyment kethod:  |CCARD

Credit/Debit Number: |2225
Authorization Amourt:
Authorization Code:
Authorization Date:  |03/29/2008 I3
Auth. Decline Code:

Auth. Decline Message: | |
|

Settle Decline Code:

Settle Decline Message:
Tranz Ref No: |2DDDDDDS2051 77.106
Settled:

0
BaichiD: [ |
[@ 0K ] [[:{Eancel ]

CWER

Enter Card Marme,

If the invoice number was left blank, one is automatically assigned since the invoice number is required
by Skip Jack to authorize the invoice.

If email is turned on with Skipjack, an email is sent from SkipJack to the email address stored with the
credit card used.

If the credit card is declined the following screen displays and user has the following options:
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i Select ccst =13
File:
i ©®

Decline Code: |-20
Meszage: | Declined

Retny:

Enter Mew Credit Card:

Hold:

Enter Mew Pmt Method:

Cancel Invoice:

[0 Ok ] [Q:‘ Cancel ]

Check with () to retry credit card Gk

Retry —check this box if you would like to try to authorize again using the same infor-
mation.

Enter New Credit Card- check this box if you would like to return to the list of credit
cards for this customer and select another card to use.

Hold — check this box if you do not want to try to authorize again at this time. The in-
voice will be stored with the decline code.

Enter New Pmt Method- check this box if you want to change the payment terms to a
term other than credit/debit card. You will be returned to the Invoice screen to enter a
new payment method.

Enter Authorization Code Manually — check this box if you want to enter the authori-
zation code manually and you will be returned to the Invoice screen. This will require a
telephone call to SkipJack to get the authorization code.

Cancel Invoice- check this box if you want to cancel the invoice.

Update Card Information- check this box if you want to update the card information for
the card being used (ex-update expiration date, etc.) and resubmit for authorization.

If the card is declined and email is turned on with Skipjack, an email is sent from SkipJack to the email
address stored with the credit card used.

Note: If the credit card is declined you will receive a decline code of 20.
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There is no reason given by Skipjack and this is to prevent fraudulent
activity. You must call Skipjack to find out why the card was declined.

If you increase the invoice amount after it has been authorized, you will be prompted “Authorize Addi-
tional Amount Y/N” If you decrease the invoice amount you ill be prompted “Reduce Authorized
Amount Y/N”.

You also have the option of changing the customer’s payment method to Credit card for a specific invoice
by entering the payment method on the invoice screen. If there is credit card information in the system for
the customer a list of these credit cards will display. If there is not, a screen will display so that you may
add the credit card information.
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Print Receivable Listing

This option generates the Receivable Listing Report. This report is organized sequentially by document
number and lists un-posted transactions entered under the Update Receivable Ledger option. General in-
formation about each invoice/memo and each line making up the transaction are printed. This report must
be run prior to printing the documents and posting them. It should be reviewed to verify data entry accu-
racy.

Print Invoices

This menu option prints invoices, credit memos and debit memos. An invoice is a customer billing,
whereas a credit or debit memo is an adjustment to a customer bill.

When you select the option you receive this prompt:

T~ Confirm @

Reprint selected invoices ?

Baves ] [idro | (G an | (@ qut |

Select Yes to reprint previously printed invoices, No to print invoices that have yet to be printed, or ALL
to both print for the first time and reprint those that have been previously printed (Helpful Hint: if you are
printing an invoice and are not sure if it has been printed or not, select ALL)

Next you will receive this prompt:

P~ Enter Selection Criteria EI@
File

Invoice Mo.: |
Enter selection criteria to designate some or all invoices and credit/debit memo numbers
that were previously entered under update receivable documents

[Q OK ] |t;* Cancel |

Enter invoice number to select,

Leave the invoice number filed blank if you want the print program to assign the next sequential invoice
number or if you entered invoice numbers while entering the documents.
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This next prompt displays:

I~ Confirm @

Print alignment template ?

164 Yes | |':.1 No | |® Quit |

If you are using pre-printed forms, you may want to print a template to ensure the printed text lines up
properly on the form.

Post Receivable Documents

This option selects all un-posted invoices, credit memos, and debit memos and posts these documents to
the Accounts Receivable and General Ledger Activity tables. The Receivable Document Posting report is
generated by this process. It is identical in format to the Receivable Listing report generated by the Print
Receivable Listing option, except that the posting report lists a document number assigned by the pro-
gram.
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Processing Cash Receipts/Bank Deposits

Selecting this menu option will display this submenu:

e Process Cash Receipts/Bank Deposits

@ a Update Mon-A/R Cash Receipts
[E| b Update AR Cash Receipts

,,'_5‘ ¢ Print Cash Receipts Listing

d Post Cash Receipts

[E| e Update Bank Deposits

f Print Bank Deposits

g Post Bank Deposits

&) Exit

Update Non AR Cash Receipts

The Non-A/R Cash Receipts program is used to record the receipts of cash that do not apply to outstand-
ing invoices on a customer’s account. Receipts entered under this option may be modified until such time
as you select Post Cash Receipts.
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F Update Non-A/R Cash Receipts

[E=) e =X
File Edit View MNavigation Tools Actions Options Help
OB U UEREQA HLEBEHN S0Q0EDHE 0O
Batch Options
A0 © 0 0 0 .
Find Prev Mext Add Update Delete Browse
Check Information Cash Account
Date: 10/02/2012 |11y Posted:
Check Number: 32312 Cash Account: 100000000 \.—.000
Description: FREIGHT REFUND
Receipt Amount: 384.75
Account Dept Account Description Received Amount Credit/Debit o
502000000 000 FREIGHT QUT 38475 384.75 CR
Totals
Total Paid: 384.75
Balance Remaining: 0.00
(New Document) Batch ID: 139
OVR.

Non-A/R Cash Receipts Screen—Header Section

The header section of the screen provides general information about the document.

Date

This date field records the date that your company received the payment and will be the date used when posting
to the General Ledger. It defaults to today’s system date.

Check Number

This ten-character alphanumeric field stores the check number of the payment.

Description

Thirty characters (alphanumeric) are available for entering a brief description of the payment and this description

prints on the GL Activity report.

Posted:

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

This numeric (decimal) field stores the total received.

Cash Account

This field stores the ledger account number for your cash account that will be increased by this transaction. It de-
faults to the account set up for Cash in the Accounts Receivable Defaults program.

Non-A/R Cash Receipts Screen—Detail Section
This section of the screen provides a line for each ledger account affected by a transaction.

Account

This numeric column stores the ledger account numbers that are affected by a cash receipt (other than
the Cash Account listed in the header; the Cash account specified in the header is automatically debit-
ed by the amount entered for each line in the detail section). The Zoom feature is provided.

Dept.

This three-character alphanumeric field stores a department code that identifies a profit center, a divi-
sion of the company, etc. Throughout the Fitrix modules, you have the option of posting sales and ex-
penses to specific departments. The use of department codes is optional. If left blank, the field defaults
to 000. The Zoom feature is provided.

Account Description

This system-maintained field displays the name of the ledger account once a valid ledger account
number is entered in the Account field.

Received

This numeric field stores the amount that is posted to an account.

Credit/Debit

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

Non-A/R Cash Receipts—Totals Section
The totals section of the screen is system-maintained.

Total Received

This numeric field displays the amount of the figure in the Receipt Amount field (in the header) that
has been accounted for in the detail section.

Balance Remaining

The difference between the receipt amount entered in the header section of the screen and the sum of
the amounts entered in the detail section of the screen. The two must match before the receipt can be
saved.
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Update A/R Cash Receipts

The A/R Cash Receipts program is used to record payments that apply to outstanding invoices or that are
to be applied to customers’ accounts.

Multiple cash receipts can be created per customer per posting run. This allows you to create receipts for
multiple invoices per customer.

The A/R Cash Receipts screen:

] Update A/R Cash Receipts EI@
File Edit View MNavigation Tools Actions Options Help

o8 ¥ AHNLEBEM E00ELD E 00

Batch Options

A0 00 0 O &

Find Prev Next Add Update Delete Browse

Customer
Date: 10/02/2012 [L34| Currency Code:
Customer: 1 3 Name: ACTION AUTOPARTS
Check Mumber: 312313123 Description:
Receipt Amount Account
Receipt Amount: 500,00 Posted:
On Account: 0.00 Cash Account: 100000000 |4, - 000
Deposits: 0,00 Mon-Attached:

Automatic Pay: Y

Cmd? Invoice No. Inv. Date Orig. Amount Due Date Dsc, Date Dsc. Bal ala u Discount Applied i
131 09/20/2010 10.00 10/20/2010  09/20/2010 0.00 0.00 0.00 10,00
144 09/20/2010 10,00 10/20/2010  08/20/2010 0.00 0.00 0.00 10,00
145 09,/20/2010 3.37 10/20/2010  09/20/2010 0.00 0.00 0.00 337
146 09,/20/2010 3.37 10/20/2010  08/20/2010 0.00 0.00 0.00 337

Totals

Available: 0.00 Total Discount Allowed: 0.00
Total Applied: 500,00 Total Charge Backs/\Write-offs: 0.00

(New Document) Batch ID: 139

Documents entered under Update A/R Cash Receipts may be modified until such time as you select Post
Cash Receipts. Posting is the process that permanently updates a customer’s account balance and records
an entry in the GL Activity tables. When entering a cash receipt in the A/R Cash Receipts program you
have a choice of applying the payment to specific invoices (or memos), applying the receipt “automati-
cally” to the oldest outstanding invoices, entering the receipt On Account to be applied later, or creating a
deposit for an outstanding sales order.
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A/R Cash Receipts Screen—Header Section
The header section of the screen provides general information about the document.

Date

This date field records the date that your company received payment from a customer and is the date
the transaction will post to the General Ledger. It defaults to today’s system date.

Currency Code

This 3-character alphanumeric field is the default currency code for the current customer record. It on-
ly applies if the Fitrix Multicurrency module is installed and you have specified a value for currency
code when doing multicurrency setup. See the Multicurrency User Guide for more information.

Customer

This twenty-character alphanumeric field stores the customer code. Customer codes must have been
previously set up in the Customer Information program. The Customer Information record is main-
tained from the Customer Information Menu or the Setup Receivables Menu (Update Customer In-
formation option found on both).

Zoom is available for this field. On the query screen that displays, users can also query by Invoice
Number in the event they do not recognize the name of the company that sent the check (ex., Third
Party payment).

Customer Name

This unlabeled system-maintained field displays a customer’s name, once a valid customer code is en-
tered in the Customer field. The customer name is retrieved automatically from the Customer Infor-
mation record.

Check Number

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

Description

Thirty characters (alphanumeric) are available for entering a brief description of the payment that
prints on the GL Activity report.

Receipt Amount

This numeric field stores the total received from a customer.

On Account

This column represents an amount that a customer owes (a positive figure) that is not associated with
an invoice or an amount that a customer has available to apply to outstanding invoices (a negative
figure). This is a system-maintained field. This field is updated when receipts entered as “Non-
Attached” are stored (i.e., it is not updated immediately but is updated when the receipts are posted).
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If the customer has an existing On Account amount, you enter a receipt amount, and then and you se-
lect Automatic Pay to select oldest invoices first, you will receive this prompt. If you enter Y the On
Account Amount will also be applied.

F= Answer @

Apply to On Account Amount?

| [

Automatic Pay

This field accepts an entry of Y (yes) or N (no) or nothing. An entry of Y (yes) applies the entry in the
Receipt Amount field to the oldest outstanding charges on a customer’s account. Leaving the field
blank, or entering N (no) prevents the automatic payment of charges.

Cash Account

This field stores the ledger account number for your cash account that will be increased by this trans-
action. It defaults to the account set up for Cash in the Accounts Receivable Defaults program.
Department

This three-character alphanumeric field (unlabeled) stores a department code that identifies a profit
center, a division of the company, etc. Throughout the Fitrix modules, you have the option of posting
transactions to specific departments. The use of department codes is optional. If left blank, the field
defaults to 000.

Non-Attached

This is a single-character alpha numeric field. It may contain a value of Y or N. The default value is N.
You would change it to Y only if the current document represents a transaction (receipt of cash) that is
not attached to or associated with a customer invoice or other open item or you want to create a cus-
tomer deposit and attach it to an outstanding sales order (see Processing Customer Deposits in the
Chapter).

Posted:

A "Y" designates that this record has been posted. Once posted the receipt cannot be changed.

A/R Cash Receipts Screen—Detail Section

The detail section records the individual charges to which a payment is applied. Click on Details or press
Ctrl [TaB] to enter this section of the screen.

Cmd?

This field accepts an entry of 1, 2, 3,4, I, C,or P. These choices are listed at the bottom of the
screen and operate as follows:
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1 Automatic: typing 1 [TAB] means an invoice listed on the same line is paid and any dis-
count is allowed as long as the payment date (as entered in the Date field at the top of the
screen) is within the allotted time allowed (specified in the terms set up for the customer).

2 Discount: typing 2 [TAB] applies available cash to an invoice or memo and allows a dis-
count regardless of the receipt of payment date.

3 No Discount: typing 3 [TAB] applies available cash to the invoice or memo. However,
this command prevents a discount from being allowed, even if payment was received with-
in the allotted discount time (as specified in the terms offered the customer).

4 Manual: typing 4 [TAB] allows you to specify the amount of cash to apply to an invoice
or memo and the amount of discount to allow.

| Invoice Detail: typing I [TAB] opens a screen providing information about the invoice.
From this screen you can view even more detailed information about the invoice by select-
ing the Activity command from the command prompt.

C  Customer Info: typing C [TAB] opens the customer information record. From here, you
can view customer activity and also the detail of what makes up the on account amount.

P Paid Inv: typing P [TAB] displays a query screen. From here you can find previously paid
invoices. This feature is used when a customer makes a duplicate payment. Do a (F)ind to
find the paid invoice and then use options 4 to apply cash to it. When the record is stored
and posted, a new open item with a negative amount is created.

A/R Cash Receipts Screen—Totals Section
This section of the screen is system-maintained.

Available

The value displayed in this field is updated as you process the cash receipt document. This value is the
amount of a cash receipt still available that can be applied to additional charges on the customer’s ac-
count.

Total Discount Allowed

This field displays (on-line) the amount of discount allowed a customer during the processing of a
cash receipt.

Total Applied

The figure displayed in this field represents the (on-line) sum of cash applied plus discount allowed
during the processing of a cash receipt.

Total Charge backs / write-offs:

The figure displayed in this field represents the sum of charge backs / write-offs created.
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Carry Over Cash

With all the commands described above, if the amount available to be applied to an invoice or memo is
greater than the invoice:

« Any excess amount is available to apply to other outstanding invoices or memos;

« If the total amount applied is less than the total received, the user is prompted “Amount Received
exceeds amount Applied." Do you want to apply this remaining cash to another customer?" If N is
entered, the record will be stored and the excess cash will be put on account. If a Y is entered, an-
other cash receipts screen displays with the excess cash as the receipt amount - available to be ap-
plied to another customer account.

Creating Chargeback Memos or Write Offs
If the amount applied to an invoice is less than the invoice amount, you will receive the following prompt:

F= Answer @

Create a Memo ¥ /M?

v | (4o

If “No” is selected the receipt amount will be applied to the invoice thereby leaving a balance due on the
invoice when the receipt is posted. If "Yes" is selected, the following screen displays:

'~ Enter Memo Information EI@

File Edit Mavigation Help

Memo Entry
Invoice Balance: 1064.88 Memo Amount: 1064.88
Ln Typ Date Memo Mo, Description Amount
C 10/02/2012 CM7 106483

|G Ok | |(;( Cancel |

Enter the amount for the memo.

Typ: This field defaults to "C" for chargeback. This is used when a customer makes a deduction on
their check and you want to identify this deduction with a chargeback number that is more intuitive
than just leaving a balance associated with the existing invoice number.
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If you want to write off the deduction amount change Typ to™ W". When the record is stored and post-
ed a credit memo will be automatically created that will clear the invoice balance.

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

Amount: Defaults to the difference between invoice amount and cash applied. You can change this
amount if you need to create multiple charge backs per invoice. However, the total of all amounts
must equal the difference between the invoice amount and cash applied.

Clearing an Overpayment from a Customer’s Account

If a customer has a negative on account amount they have overpaid you and they may then request a re-
fund. Follow these steps to clear the on account amount and process the refund check.

This customer has overpaid $70 and therefore has an on account amount of $(70.00).

Invoice Inv Dats Curremt 1 to 30 Days 31 to 60 Days 6l to 90 Days 91-120 Days 121-160 Days Over 160

SM PRIVATE DUTY OF NU MO

Phone:650-562-7905 Last Pay Date: Last Aut. Paid: 0.00
On Account
& Deposits -70.00
Total -70.00 -70.00 oo oo oo oo oo oo
Aging Totals:

Toral Current 1 te 30 Days 31 to 60 Days &l to 90 Days 91-120 Days 121-160 Days Over 160

-70.00 -70.00 0o oo 0o oo oo oo

To clear this amount from the customer’s account follow these steps.

1. Go to Update Receivable Documents and enter an invoice (1-2-1-a).
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Update Keceivable Documents

File: Edit Wigw Marvigatio Toaols Ackions Options Help

O GEHhBREHRAA LB S0O00EDE 9O

© addiInfo  Acctg Info  Batch Options  Customer  Credit/Debit Card
a o O o O <3 =3

I Find Prev Mext add Update Delste Browse

Doc Date: |07fz7/z012 k2| Inv Date: [o7fzvizoiz kd|  Dentmo: Gross Amt Entry: [N |

Cust.: 135129 | [55M PRIVATE DUTY OF M MO Ship-To: [SHIPTO @ Fef. o,
Type.: 1| [Invoice RE = Recur: Tax: [NOTAX @
Desc.: [ CLEAR ON ACCOUNT AMOUNT Acct, Group: @ Pay Methad: AR @
Terms: [30 | [MET 30 =R Posted: [N
Ttem Mo by Uiriit Description Tax Cd Price Amounk
=] 1.0 EA CLR A BALANCE HOTAR 70,0000 70.00
HOTAR

Total Amounts

Currency: Sub-Total: | 70.00 |
Misc.: | 0.00 | Freight: 0.00 @
Net: | 70.00 | Tax: 0.00 Tokal: | 70.00 =

Account Information

[ 310000 | - [000 | [SALES li 7o.00 | [

You’ll notice at the bottom of this screen shot that the account # is defaulting to sales. To change
this account # put cursor on the detail line and click on the Acctg Info button on the toolbar. This
screen will display:

= Select ltem

File Edit Help

OB @

Departrent
Account Mumber and Department

[e Ok ] [Q:* Cancel

YR

Select account number option and then find the account # you want to use. In the example above |
am clearing an overpayment so | am going to use miscellaneous income. When | post this trans-
action the GL affect will be:

Debit AR
Credit Miscellaneous income
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= Look Up Acccounts

File Edit Help
L OBEQ! Ot 9
Accounk Crescription

Acck Type

Cat Cred
IMNCOME W

EHE:

[e =].9 ] [Q:i Cancel

] [M Mlew Search]

OYR

Click OK once you’ve found the account # you want to use and account # on invoice screen has

now changed:
Itern Mo Qby Lnik Description Tax Cd Price
wlty E 1.0 EA CLR Q8 BALAMCE MOTAK H
l HOTHX
Tatal Amounts
Currency: | |Sub—TDtaI: | ?D.DDl
Misc.: | 0.00 @ Freight: | 0,00 |
Net: | 7000 Tax:| .00  Total: | 70.00 @

Account Information

| 340000 |- | 000 || MISCELLANEOUS INCOME |

70.00 |[cr |

Save invoice and then run edit and post.

To apply this invoice to the on account amount, go to update AR cash receipts, enter 0 as the receipt
amount and select the invoice. The program will automatically apply the OA amount to the invoice.

Run edit and post.
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5| Update A/t Cash Receipts

MIEE
File Edit View Mavigation Tools Actions Options Help
OB CEDREA MLOEBEMEBOQEDE 9O
Batch Options
a0 © Q0 O @ &\
Find Prev Mext Add Update Delete EBrowse
Custernsr
Drsbs: | D7fz7 2012 12| Correney Codss
Customer: [ 135129 a Mamne: [55M PRIVATE DUTY OF W MO |
Check Mumber: | CLR 0 Diescription: | CLEAR 08 AMOLNT |
Agency Tnveice No: O
Fiecsipt Amount fecourt
Receipt Amount;: 0.00 posted: ||
On Account; 70,00 Cash Account: 106000 @ |-[o00 W
Deposits: 0.00 Nor-attached: | |
Automatic Pay
Crnde | Trrveice Mo, Triw. Diates Cwig. Amount D Distes Dsc, Dats Dse. Bl Fislarice Dus [ fipplied
CLEAR-C f7jzTiz01z OO0 OAZEEDLE  OFiEFE01Z .00 .00 .00 70.00

Tatals

vsilable: Tak sl Discourt Mlowed:
Total Applied: 70.00 | Total Charge Backsfwirite-offs:

3. To reimburse the customer for this overpayment enter a Non AP check for this customer and use the
same account you used in #1 (in my example I used miscellaneous income).

GL Transaction summary:

Enter AR invoice:

Debit AR
Credit Miscellaneous income

Enter O cash receipt to clear OA

Debit AR
Credit AR

Process check for customer:

Debit Miscellaneous income
Credit cash
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Net result of all transactions:

Debit AR
Credit cash

Processing Customer Deposits

Cash receipts entered as deposits display on the Shipment Tracking screen and also on the customer in-
voice, aging, open items report, and in the customer record. This all assumes there is a sales order in the
system prior to the deposit being entered and only one deposit/one order can be entered at a time unless it
is deposit for a contract (multiple sales orders linked together by a contract number) . If it is a contract
then the deposit entered will be split amongst all orders on the contract.

Entering a Customer Deposit

Note: If you receive a deposit from a customer prior to entering the order it will need to be handled as
follows:

1. Enter the deposit as a Non Attached payment using the Update AR Cash Receipts program and
post the transaction. This will post the deposit amount to the customer’s On Account balance (un-
applied cash).

2. When you do have the order in the system, reverse the On Account amount by entering a nega-
tive Non Attached payment and post the transaction. This will clear the existing On Account.

3. Enter deposit, select the order(s) it is to be applied to, and post the transaction.

To apply a deposit to an order or several orders on a contract, enter the payment amount as a Non At-
tached payment by entering a Y in the Non-Attached field. This screen will display:
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= Select Item EI @

File Edit Help

OBOH O

Place on Account

Create Deposit

[a Ok ] [[:1 Cancel ]

Select Create Deposit and this screen displays:

= Select Method | e 5

File Edit Help

CLLVEXN )

Customer Order Number

Customer Contract Mumber

[a OK ] [[:1 Cancel ]

If you are applying the deposit to a single order, select Customer Order Number and this screen will dis-
play so you can enter the customer order number:

T~ Additional Information =N = ==

File Edit Help
OB WP ER @O
OrderNo:_E E.]

[a oK ] [:1 Cancel

Enter The Order Number For This Deposit
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When you press Enter or click on OK this screen displays:

I~ Additional Information EI@

File Edit Mavigation Help

OF ¢ BB

Deposit Entry
Deposit Amount: 4000.00 Deposit Balance: 0,00
Order No. Order Amount  Deposit Amount -
3631 12000.00 j4000.00)

[G oK ] [Q:{ Cancel ]

Enter the amount for the deposit.

Click on OK and then click on OK from the main cash receipts screen to save the transaction.

If you want to apply the deposit to multiple orders on a contract, select Customer Contract Number on the
Select Method screen above rather than Customer Order Number. When selected, this screen will display:

Administration 195



Fitrix Accounts Receivable User Guide

& Deposit Input

Fil= Edit Mavigation Help
OF GHiad
Deposit Entry
Deposit Amount: 1000000 Deposit Balance:
Order Mo, Order Amount D eposit Amount
1316 3750.00 2500.001
1317 3750.00 2800.00
1318 3750.00 2500.00
1319 3750.00 2800.00
[G Ok ] [Q:{ Cancel ]
Enter the amount for the deposit. SR

The amount of the deposit will be evenly distributed amongst all orders on the contract but the amounts
can be changed if needed. Any changes made must equal the amount of the total deposit.

When the transaction for the single order above is posted it creates this General Ledger entry:

Debit Cash $10,000
Credit AR 10,000

Contracts are discussed in greater detail in the Order Entry User Guide.
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Invoicing the Sales Order:

When you invoice an order that has a deposit applied to it, the deposit amount will print on the invoice
and the invoice total that prints will be net of the deposit amount. The amount of the deposit applied to the
invoice also displays on the Update Invoices screen in the Deposit Applied field:

E Update Invoices/Memos E@
File Edit View MNavigation Tools Actions Options Help
O & AR EO00EDE 9O
o
Batch Options  LotfLocation Freigh
L &
Find Prev Next Add Update Delete Browse
Sales Order: 3531 .| CLASSIC PARTS UNLIMITED ShipTo: EAST
Pay Method: AR . ACCOUNTS RECEIVABLE Terms: MET30 .| Split Terms:
BilTo: 12 Deposit Applied: 4000.00
Invoice Date:  10/02/2012 (HE Order Type:  REG Inv.Stage: Invoice: 1905
Ship Terms: PREPAID .| FREIGHT PREPAID- DO MNOT INVOICE BUYE Inv.Frght?: M
Auto Approve? Discount : 0.000 % Tax: NOTAX Currency:
A Lr Stg  Item Code UM Quantity Price MNet Amount ot
¥ 1 PST GM504100 EA 4.000 3000.0000 12000.00
Sub-Total: 12000.00
Discountable?: Discount: 0.00
Taxable?: Freight Amount: 0,00
Line Tax Code: Freight Tax Code: NOTAX
Ship Weight: Total Tax: 0.00
Pic Ticket No.: Restock Fee: 0.00
Spedial Handling Fee: 0.00
Total Invoice: 12000.00
OVR

Partial shipments:

If you are unable to ship and invoice the entire shipment due to the merchandise not being available, it
could happen that the deposit amount exceeds the invoice amount of the first shipment. For example, the
order amount is $100,000, you have applied a deposit of $50,000 to it, and the first shipment is for
$30,000. When this happens $30,000 of the $50,000 deposit will be applied to the invoice (net invoice
amount that prints will be zero), and the remaining deposit amount of $20,000 will be applied to future

shipments for this order.
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Applying Deposits When Applying Cash Receipts:

When you receive the payment form your customer that is net of the deposit, here is how you process the

cash receipt.

Go into the Update AR Cash Receipts program. Select the invoice that your customer is paying.

Enter [1] Auto [2] Disc [3] No Disc [4] Man [[Jnv Detail [Clust Info [Plaid Inv

3 Update A/R Cash Receipts EI@
File Edit View MNavigation Tools Actions Options Help
g i TR 7 g ==
R OWDLBERA ALEM BO0QEDHE 00
)
Ty
Batch Options
A e 90 0 O &\
Find Prev Next Add Update Delete Browse
Customer
Date: 10/02/2012 [L34| Currency Code:
Customer: 12 \. Name: CLASSIC PARTS UNLIMITED
Check Mumber: Description:
Receipt Amount Account
Receipt Amount: 8,000.00 Posted:
On Account: 53,736,357 Cash Account: 100000000 (4 - 000 &
Deposits: -4000,00 Mon-Attached:
Automatic Pay: M
Cmd?  Invoice Mo, Inv. Date Orig. Amount Due Date Dsc, Date Dsc. Bal Balance Due Discount Applied B
1898 10/01/2012 40.46 10/31/2012  10/01/2012 0.00 4046 0.00 0.00
1898 10/02/2012 50,00 11/01/2012  10/02/2012 0.00 50,00 0.00 0.00
1902 10/02/2012 5.00 11/01/2012  10/02/2012 0.00 -5.00 0.00 0.00
1 1905 10/02/2012 12,000.00 11/01/2012  10/02/2012 0.00 12,000.00 0.00 0.00
Totals
Available: 65,736.37 Total Discount Allowed: 0.00
Total Applied: 0.00 Total Charge Backs/Write-offs: 0.00
Barch ID: 141
[0 OK ] [Q:( Cancel ] @Headar ]
OVR

When you press TAB the following prompt displays the amount of the deposit applied to the order when
the order was invoiced. Click on OK or press Enter to apply the deposit.

F Answer

(==l

Apply Deposit Amount of 4,000.00 to inveoice 1905 ?

~

] [Egno

198 Administration




Fitrix Accounts Receivable User Guide

When the transaction is posted the invoice will be paid in full and the deposit amount will be set to 0.

P~/ Post Cash Receipts [E=8(ECR(E=5)
File Mavigate Help
O Qo092 <
— ]
Date: 10/02/Z01Z Cash Receipts Posting List ™
Time: 17:4Z:50 LBC DISTRIBUTICN Page: 1
Batch: 141 Owner: bettyb Posting Seguence: 37
Document Number: 155 Date: 10/02/2012 Check Number:
Customer: 1Z2 - CLASSIC PRRTS UNLIMITED
Descripticon: Check Emount: 8000.00
Rccount Amount
110000000 —-000 INVOICE: 1305 DOC: 1305 12,000.00 CR
110000000 —-Z00 DEPOSITS 4,000.00 DB
100000000 —-000 BANE OF RMERICR 8,000.00 DB
Total Debits Totzl Credits
12,000.00 1z,000.00
#w%% End of Report.

Refunding Deposits:

In the event that you received a deposit from your customer and then they cancel their order with you fol-

low these steps to clear the deposit from their account.

Enter a Y in the Non Attached field.
When you press TAB this screen displays:

el

Go into Add mode in the Update AR Cash Receipts program.
For the receipt amount enter a negative dollar amount equal to the deposit amount.
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Select Item E@

File Edit Help

ORI @

[G ak ] [Q:f Cancel

OWE

5. Press Enter or click on Tab this screen displays:

Select Method
File Edit Help

HON =YX B ]

Custorner Order Nurmber
Custorner Contract Hurmber

[G ak ] [Q:f Cancel

Q OnR,
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6. Selecting Customer order will display this screen:

Deposit Order
File Edit Help

QR O WinE

Order Mo | kxS

Input

He 00

@

] [Q:{ Cancel ]

Enter The Order Mumber For This Deposit

OWR

When you press Enter or click on OK you will receive this prompt:

Clear Deposit For This Record?

Lg Yes |

XTI

Press Enter or click on Yes to accept and then enter a Y on this screen:

Delete Deposits
File Edit Mavigation Help
QR | QiR E

Clear Depozits

Deposit Amount: -B0000.00

=
ha ¥

B=1E

Reverse (Clear) This Deposit Record?

Order Mo, Order Amount Deposit Amount Clear?
1321 100000.00 50000.00
[a Ok ] [Q:{ Cancel ]

CHR
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. 7. Save the transaction and run the edit and posting reports. The GL entry created is:

Debit AR $50,000
Credit Cash 50,000

When you write a check to your customer to refund the deposit, the GL account you debit should be
the same cash account credited by the posting report.

Print Cash Receipts Listing

This option prints a report listing all un-posted documents entered and modified under Update A/R Cash
Receipts and Update Non-A/R Cash Receipts. This report should be run to verify data-entry accuracy. It
must be printed prior to selecting Post Cash Receipts. The report is organized sequentially by document
number: it lists general information about a cash receipt, as well as each account that is affected by a
transaction.

Post Cash Receipts

This process posts all un-posted cash receipts documents to the Accounts Receivable and General Ledger
Activity tables. The cash receipts documents that are posted cannot be modified or deleted once they have
been posted. To correct an error after posting has occurred you must enter a new (adjusting) transaction
under Update Receivable Documents.
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Bank Deposits

After you have entered and posted your cash receipts the next step in the process is to create bank deposit
entries. Creating a bank deposit groups posted cash receipts so that one single entry for a receipts depos-
ited at the same time in entered into to the AP bank reconciliation table. The total bank deposit amount
will typically match the amount on your bank deposit slip.

Entering Bank Deposits

F Update Bank Deposits EIIEI
File Edit View Mavigation Tools Actions Help
OB WP EQABLBEM BE00EDE Q9O
@« @ @ @ < .-\I{
Find Prev MNext Add Update Delete Browse
DepositDate: 10/02/2012 [ul] Deposit ID:
Bank Code: BOA ™ Description:  BANK OF AMERICA

Branch: TINEIES (@) Description: CUMBERLAND
Account Name: ABC DISTRIBUTION

Account Number: 0291033109

GL Account Mo: 100000000  Department Code: 000

Deposit Amount: 0.00 Posted: N

Indude Post No. Amount ’
M 72 9919.29

M 73 200.00

M T4 10.00

M 75 75000.00

M T8 2.00

M 77 8.67

M 78 3948.86

M 79 499.06

M 80 24.95

M 81 5.00

M 82 700.00 i

(@ ox | [Fdcancel | @Demil |

Enter the branch ELa

Go into Add mode and enter:

Deposit Date

Bank Code
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Branch- if there is just one branch the branch code will auto fill this field. If there are multiple

branches, you will need to enter a

Once the bank name and branch are filled

A list of all cash receipts posted that have
of the screen. To add receipts to a deposit

branch code.

in, the rest of the information associated with them will display.

not been assigned a deposit ID will display in the detail section
go to this detail section and change the Include flag from N to

Y. The deposit total in the header section of the screen will display as cumulative total as receipts are se-

lected.
E Update Bank Deposits EI@
File Edit View Mavigation Tools Actions Help
OB R EQAALBMNM BE00EDEE 90O
Find Prev MNext Add Update Delete Browse
Deposit Date: 10/02/2012 |1ty Deposit ID:
Bank Code: BOA Description: BAMK OF AMERICA
Branch: BRANCH #1 Description: CUMBERLAMD
Account Name: ABC DISTRIBUTION
Account Number: 0291033109
GL Account Mo: 100000000  Department Code: 000
Deposit Amount: 90237.33 Posted: N
Indude Post No. Amount a
Y 73 200.00
Y 74 10,00
Y 75 75000.00 =
Y T6 200
Y 77 8.67
Y 78 3948.86
Y 79 439.06
M 80 2495
M 81 5.00
Y 82 700.00
i 83 0.00 -
[0 oK ] [Q:{ Cancel ] E Header ]
. . -~ OVR.
Enter [¥] if you want to indude this line.

Once you are done selecting your receipts,

be assigned automatically when you post tl
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Run the edit and post program next to record the deposit in the check reconciliation table. The customer
checks that make up the deposit will list on these reports.

> Enter Selection Criteria
File Edit Help

QU URPER @

Selection Criteria
Bark Code: | a0
Branch:
Account Name:
Account Mo:
Deposit ID:

Deposit Date:  10/02/2012
|0 oK I Q:{ Cancel

Enter bank code.

[E=%EN

OVR

P Print Bank Deposits
File Navigate Help

© Q002 <

Date: 10/02/2012 Print Bank Depeosits
Time: 17:50:43 ABC DISTRIBUTICN Page: 1
Bank Code: BOA Branch Code: BREANCH #1
REccount Name: ABC DISTRIBUTION Account Number: 0231038103
Deposit ID: 23 Deposit Date: 10/0Z/2012 Deposit Amount: 50287.88

————————————— Dost No. ---- Check No. --- Cust Code Emount
7z 1 48 10013.28
7z SERGIO 1 -100.00
73 1 47 200.00
73 H 48 0.00
74 1z 11 10.00
75 1z 75000.00
78 CHECE 1 11 z.00
77 1 8.67
78 1z 20.00
78 123458 1z 2934.12
73 kEE] 1z 75848
78 7830 1 236.25
73 113 100.00
kE] 3131 3 33306
EH 3 £00.00

m
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Print Receivables Journal

The Receivables Journal is organized by document number; it lists each account posted to by a receivable
document as well as the debit or credit amount of the posting. The report includes the invoice number for
each transaction. After selecting Print Receivables Journal, a Selection Criteria screen is displayed allow-
ing you to specify the starting and ending date for transactions listed on the report.

The Receivables Journal Selection Criteria screen:

=) Enter Selection Criteria EI@

File
®
Start Date: [EIRTEEE] [144] End Date: 08/31/2012 k]

[G OK ] I[:( Cancel I

Enter the beginning date you wish to select.

Both the Start Date and End Date default to today’s system date, but the can be changed. These prompt
screen display next so that you can narrow down the amount of information that prints.

=) Enter Selection Criteria EI@

File
o

Customer Code: ||
Department:

[Q oK ] I[;‘ Cancel I
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=) Select Dacument Types EI@

File
Document Type
Print Doc Type Description n
] 1 INVOICE
Y C CREDIT MEMO
Y D DEBIT MEMO
Y F FINANCE CHARGE

L oK ] [[:{ Cancel ] [CE Append

Indude document type [Y]es or [N]o
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Print Cash Receipts Journal

The Cash Receipts Journal is identical to the Receivables Journal except that the Cash Receipts Journal
lists only cash receipts information. The Cash Receipts Journal is organized by document number; it lists
each account posted to by a cash receipt document, as well as the debit or credit amount of the posting.
The report also identifies the check number for each transaction where the check number was entered.
After selecting Print Cash Receipts Journal a Selection Criteria screen is displayed allowing you to speci-
fy the starting and ending date for transactions listed on the report.

The Cash Receipts Journal Selection Criteria screen:

=) Enter Selection Criteria EI@

File
V)
Start Date: [TJ[EIEEE] [144] End Date: 10/02/2012 Lk

[Q oK ] |Q;( Cancel |

Enter the beginning date you wish to select.

Both the Start Date and End Date default to today’s system date, but they can be changed. Clicking OK
begins processing.
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Print G/L Activity

This option produces reports that print Accounts Receivable accounting data by ledger account. After se-
lecting Print G/L Activity a submenu is displayed providing you a choice of a summary or a detail report:

h Print G/L Activity

= a Print Activity Summary

=l b Print Activity Detail

S Exit

The summary report lists a ledger account and the total debit or credit amount posted to that account dur-
ing a specified period of time. The detail report also lists a ledger account; under each account is a list of
all documents that posted to the account, as well as the debit or credit amount of those postings.

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

The General Ledger Activity Selection Criteria screen:

P~ Enter Selection Criteria EI@

File
)
Start Date: [EI[EVERE [14d] End Date: 09/30/2012 1]

[Q OK ] [(;‘ Cancel ]

Enter the beginning date you wish to select.

Both the Start Date and End Date default to today’s system date but they can be changed. Clicking OK
begins processing.
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Create Finance Charge Invoices

The Create Finance Charge Invoices option creates Finance Charge documents. These documents can
subsequently be modified or deleted through the Update Receivable Documents option. This report also
generates the Finance Charge report. After selecting this option, a Selection Criteria screen is displayed
allowing you to specify which documents should have finance charges applied.

The Finance Charge Selection Criteria screen:

F ar.p_fichgr.screenl EI@
File
-
Finance Charge Date: m
Charge on: D D = Due Date I = Invoice Date

Mumber of Days Due: 15
Finance Charge Percent: 1,800 %%
Minimum Charge: 5.00
Take FC.onFRC.: N

[O OK ] |t;* Cancel |

The Finance Charge Selection screen contains the following fields:

Finance Charge Date

This is the date that will be assigned to the newly created finance charge documents. This field de-
faults to today’s system date.

Charge on

This one-character required field accepts an entry of D for “Due Date” or I for “Invoice Date.” This
code controls whether the selection of invoices (for applying finance charges) is determined by the due
date or invoice date of the original document.

Number of Days Due

Charges are created for documents with either due dates or invoice dates older than this Number of
Days Due.

Finance Charge Percent

The amount of the charge is determined by the Finance Charge Percent. EXAMPLE: enter 1.5, not
.015. for one and one-half percent.
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Minimum Charge

Any finance charge amount less than the figure entered into the Minimum Charge field is converted to
the minimum amount.

Take F.C.on F.C.

If you type "Y" into this field the process creates a finance charge on any previously posted finance
charges within the entered date range. If you type an "N" the system does not create finance charge in-
voices for previously posted finance charges. This is a required field.
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Create Recurring Documents

This option automatically creates a new receivable document from “recurring documents”—transactions
that are entered frequently or periodically. Refer to the discussion of recurring documents under “Update
Receivable Documents”.

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

The Recurring Documents screens are displayed after selecting the Create Recurring Documents program.
These screens contain the line description, invoice date, and Recurring code. In the recurring code field
you can store any single-character alphanumeric code. This code should designate a particular category of
recurring documents. For example, one code might represent those documents that recur on a monthly
basis. When you post receivable documents by selecting Post Receivable Documents those documents
with an entry in the Recur field are posted and saved for future use in the Receivable Documents table
(their Posted status is "Y" (yes).

After selecting Create Recurring Documents a Selection Criteria screen displays, allowing you to enter
the following information.

> Enter Selection Criteria EI@
File
Define Default Data

Line Ttem Description:

Invoice Date:  09/30/2012 [k

[O oK ] |r;( Cancel |

Enter the description. Press [ENTER] for no default description.

Line Item Description

Enter the new line item description that will print on the invoices this program creates. For example, if
you care creating invoices for the March service charge you would enter March Svc Charge.

Invoice Date

Enter the invoice date that should be assigned to the recurring invoices when they are created. This is
also the date the program will use to determine which GL period should be affected.
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Next, the prompt for the recurring code displays:

F EnterSeIecti...El@

File
o

Recurring Code: M|

[Q oK ] |(;( Cancel |

OVR

You can enter a single code, several codes, or a range of codes. After clicking OK the recurring docu-
ments are created and stored in the Receivable Documents table.

This process generates the Recurring Invoice report. This report lists each recurring document created and
the ledger accounts affected by the recurring transaction. A new document number is assigned to the re-
curring document, which can be cross referenced with the edit list.

To finish processing these newly created recurring documents:

Print Receivable Listing
Print Invoices
Post Receivable Documents
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Credit Card Processing

When you select this menu option the following submenu displays:

=
9
m
(=}
=3
a
o
(=]
0
m
wn
.8
=1
[[=]

a Authorize Credit Card Invoices

b Receive Authorization Status

¢ Invoices Pending Authorization
d Invoices Authorization Declined
e Settle Credit Card Invoices

f Receive Settlement Invoices

g Invoices Settlement Declined

[E M@ @ 0E T 0 0

h Update Declined Invoices

&
)

Authorize Credit Card Invoices

This program is used when you want authorize a batch of invoices rather than each individual invoice at invoice
entry time. An example of this would be if you import a batch of invoices into the Fitrix database and want to au-
thorize them all at once in batch mode.

This program will find all invoices that have a pay method of either CCARD or DDEBIT that have not yet been
authorized and then sends the invoice information to Skip Jack.

Receive Authorization Status

Once you have run the authorization program you must now this program. This program returns the authorization
code, date, and amount and stores them with the invoice.

Invoices Pending Authorization

This report will list any invoices that have been sent for authorization but authorization has not been received back
from Skip Jack.

Invoices Authorization Declined

This report will list any invoices that were sent for authorization and were declined.

214 Administration



Fitrix Accounts Receivable User Guide

Settle Credit Card Invoices

Once you have run the edit listing and printed your invoices, the next step is to run the Settle Credit Card Invoices
program. This program sends the batch of invoices to Skipjack for settlement and marks the invoices settlement flag
to S for “sent”.

Receive Settlement Invoices

Due to the time it takes to settle invoices with the credit card processor, you post invoices after the send process is
run and then run this receive program the following morning after adequate time has lapsed. This program sets the
invoice settle flag to Y for those that settled successfully, to D for those that were declined, and prints out the set-
tlement report.

Any invoices that did not settle will have a null settlement amount. This report can be used to reconcile to the
amount wired from your bank and to also apply cash receipts.

If email is turned on with Skipjack, the customer will receive an email confirming that their payment was settled.

Any invoice that does not settle will print on the invoices not settled report (option G on the Credit Card Processing
submenu). The customer should be contacted to make alternative payment arrangements. If email is turned on with
Skipjack, the customer will receive an email notification that payment was declined.

Update Declined Invoices

As previously mentioned invoices declined will have their settlement flag set to D and because of this they will print
on the Invoices Not Settled report indefinitely. Use the Update Declined Invoices program to reset this flag as fol-
lows:

Null- set to null if you wish to resend to Skipjack.

C —set to C if you wish to cancel and arrange alternate payment terms with the customer.
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Chapter 7

Administration Menu

+Check Database Status
+Check Database Connections
«Update Database Statistics
*Role Based Menus Setup

« Security Reports

-Purge Activity

«Update Batch Information

Administration 217



Fitrix Accounts Receivable User Guide

Administration

The Administration Menu:

T~ Fitrix Complete V 5.4 Database: sample Printers: Dell1/HP Officejet Pro 8600 (Network) ===
File “iew Ewecute Seftngs Help

dem=E=2@E

»

Fitrix Complete V 5.4

(=BBEUEUN 8 General/Administration
E 2 ltem M (R 2 system Administration

I e 3 Datalr b Check Database Connections
. > oo = 4 WebS -* e Update Database Statistics
i 6 Produt &5 5 Archive £ f Role Based Menus Setup

& 7 Cuslorﬂaﬂ 5 m Security Reports

£ 8 GeneralAGMINSIANC o purgo actty

gl

m

il z Update Batch Information

&) Exit

Status Idle

The following Options are available:

Check Database Status

Note

This function should only be used by your System Administrator. Please contact your
Fitrix Representative for further information.
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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
« 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 Representative for further information.

Check Database Connections (option b). Shows information about the current users connected to the da-
tabase. 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

+ Errorinfo 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).
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Purge Activity

Purge Activity (option p). This menu option has the following submenu:

p Purge Activity

[El h Merge Customer Activity
,,Eq‘ 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.

r Merge Customer Activity EI@
File Edit View MNavigation Tools Actions Help

OB WP EABALEM @O

o

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—E\]
CLASSIC PARTS UNLIMITED

Enter New Customer Code: 16 E]
WILD WEST MOTOR RANCH

[Q OK ] [(;‘ 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 de-
letes the old code.
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Update Batch Information

Update Batch Information (option z). See the chapter entitled Batch Control Maintenance in the Getting
Started with Fitrix User Guide for information on this program.
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Chapter 8

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 data-
base. 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 Informix 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 particular SQL front-end tool may differ, the basic instruction sets should work in a similar
manner. This section introduces 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 basics 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 con-
trol which information this SELECT retrieves. They are called clauses since they describe a part of the
overall SELECT command. 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
file 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 describe 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 rec-
ords for totals 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 format 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
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“Stxcentre is the name of the control table. Typically, there is only one record in this control table and, in
this example, the columns in it are company name, address #1, address #2, city, state, zip, county, coun-
try, 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.

In response to this query, the system displays the values associated with each of these columns. The exact
format 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 que-
ries 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 col-
umn 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 opera-
tors recognized 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
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You can combine multiple mathematical operations (for example, you can multiply, divide, add, and sub-
tract 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

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 file 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 format 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 particular 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 activi-
ty 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
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Matching Character Patterns

The keyword MATCHES can be used within the WHERE clause to select rows that contain certain string
patterns.

The format 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 charac-
ters, not numbers. The value is a pattern of characters and must be enclosed in quotation marks. For ex-
ample, our previous query of the general ledger activity table could have been stated using the MATCH-
ES keyword like this:

SELECT * FROM stgactvd WHERE orig_journal MATCHES "AP"

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 follow the beginning digit 1.
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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 be-
gins with 1 and whose 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.
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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 docu-
ment 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

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 differ-
ent 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.
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WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that you want to select a value between two other val-
ues.

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 produce 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"

This query selects all documents with an original journal code beginning with a capital letter.

wHere 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"
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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 col-
umn 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
« IN

« NULL

For example, if you wanted to find all records with a value NOT NULL in the department column, use the
following:

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*"

selects all rows where the department code does not begin with 1

SELECT * FROM stgactvd WHERE department NOT LIKE "1%"

232 SQL Queries



Fitrix Accounts Receivable User Guide

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 refer-
ence 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 appears 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.

Here is an example of a query that returns a list of amounts for the individual lines that make up a transac-
tion, selected from the general ledger activity table, along with the corresponding document date and de-
scription 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 be-
cause these columns only appear in one table or the other.
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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 con-
tain 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 col-
umn that has not been selected. For example, to see all of the rows in the General Ledger activity table
sorted by document number, 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 perform 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 themselves, 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
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This query produces the total amount for document 4. It does not, however, show the document number
itself.

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 docu-
ment number one, for the second account number, and so on. You do not get the sum for a given docu-
ment 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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Sample Reports

The following pages show examples of the reports generated by Fitrix Accounts Re-
ceivable.
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The Receivable Listing Report

I3 Print Receivable Listing

Q002 <

-
Date: 10/02/Z01Z Receivable Listing ™
Time: 18:11:55 LBC DISTRIBUTICN Page: 1
Document Number: UNASSIGNED Doc Date: 10/02/2012 Type: INVOICE
Customer: 1Z2 - CLASSIC PRRTS UNLIMITED
Humber: 4243242
Description: MONTHLY SVC FEE
Reocount ZAmount
210000000 -000 ACCRUED SRLES TRX -00 CR
400000000 -000 PRRTS SALES 500.00 CR
110000000 -200 ACCOUNTS RECEIVAELE 500.00 OB
Total Debits Totzl Credits
500.00 500.00
#w%% End of Report.
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Receivable Posting Report

E Post Receivable Documents
File Mavigate Help

Q002 <

—

Date: 10/02/Z01Z Receivable Documents Posting List
Time: 18:1Z:5% LBC DISTRIBUTICN Page: 1
Posting Seguence: 113

| »

m

Document Number: 130& Doc Date: 10/02/2012 Type: INVOICE
Customer: 12 - CLASSIC PARRTS UNLIMITED
Number: 424242
Description: MONTHLY SVC FEE

Reocount ZAmount
210000000 -000 ACCRUED SRLES TRX -00 CR
400000000 -000 PRRTS SALES 500.00 CR
110000000 -Z00 ACCOUNTS RECEIVABLE 500.00 DB

Total Debits Totzl Credits
500.00 500.00

#w%% End of Report.
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Cash Receipts Listing

! Print Cash Receipts Listing
File Mavigate Help

000D <

— 1

Date: 1070372012 Cash Receipts Listing

Time: 08:38:0%9 ABC DISTRIBUTICON

Page: 1
Batch: 14Z Owner: bettyb
Document Number: UNASSIGNED Date: 10/03/2012 Check Number: 3425
Customer: 12 - CLASSIC PRRTS UNLIMITED
Description: Check Emount: 50.4&

Aeocount Amount
110000000 -000 INWOICE: 1838 DoC: 1833 40.48 CR
110000000 -000 INWOICE: 1833 DoC: 1833 50.00 CR
100000000 -000 BANE OF AMERICRE 30.4¢ DB

Total Debits Total Credits

S0.48 S0.48

#%&% End of Report.
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Cash Receipts Posting Report

'~/ Post Cash Receipts
File Help

000D <

MNavigate

—

| »

m

Total Debits
90 48

Total Credits
90 48

#%&% End of Report.

Date: 1070372012 Cash Receipts Posting List
Time: 08:38:55 ABC DISTRIBUTION Page: 1
Batch: 142 Owner: bkettyk PFosting Seguence: 38
Document Number: 1&0 Date: 10/03/2012 Check Number: 3425
Customer: 12 - CLASSIC PRRTS UNLIMITED
Description: Check Emount: 50.4&

Aeocount Amount
110000000 -000 INWOICE: 1838 DoC: 1833 40.48 CR
110000000 -000 INWOICE: 1833 DoC: 1833 50.00 CR
100000000 -000 BANE OF AMERICRE 30.4¢ DB
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Print Bank Deposits

= Print Bank Deposits [E=H 5N =

File Mavigate Help

03002 <

Date: 10/03/2012 Print Bank Deposits
Time: 08:42:-14 RBC DISTRIBUTION Page: 1
Bank Code: BOR Branch Code: BRENCH g1
Zeccount Name: RBC DISTRIBUTION Account Number: 0231038103
Depcsit ID: 24 Depcsit Date: 1070272012 Depocsit Amcount: 13475.Z21
Check No. --- Cust Code Zmount
18 500.00
85 2lzzlzlze 1 500.00
35 3z31z 384.75
L 231231z 1z 4000.00
37 1z 8000.00
33 3425 1z 530.48
4 i 3

m
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Post Bank Deposits

I~ Post Bank Deposits =N EER 5

File Mavigate Help

03002 <

-
Date: 10/03/2012 Post Bank Deposits
Time: 08:43:-01 BABC DISTRIBUTION Page:- 1
Bank Code: BOR Branch Code: BRRNCH #1
Zeccount Name: RBC DISTRIBUTION Account Number: 0231038103
Deposit ID: 24 Deposit Date: 10/02/2012 Deposit Amount: 13475.21
————————————— Post No. ---— Check Neo. --- Cust Code Zmount
35 18 500.00
35 3lz3lalzs 1 500.00
35 3z31z 384.75
38 231231z 1z 4000.00
37 1z 8000.00
33 3425 1z 530.48
-
4 m 3
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Receivables Journal

= Print Receivables Journal
File MNavigate Help

O Q00D <

—

Date: 1070372012 ZAccounts Receivable Journal
Time: 08:44:0%8 LBC DISTRIBUTION Page: 1
Between 10/01/2012 and 10/03/2012Z
Department 000

Document Date Invoice No Customer Code — Customer Business Name
130& 1070272012 424242 1z - CLARSSIC PRRTS UNLIMITED
Z10000000-000 ACCRUED SALES TARX -aa CR
400000000-000 PBARRTS SALES 500.00 CR
Total Debits Total Credits
Subtotal by Customer: -aa 500.00
Subtotal by Department: ] 500.00
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Cash Receipts Journal

¥~ Print Cash Receipts Journal

File Mavigate

Help

000D <

—

Date: 10/03/2012

Cash BReceipts Journal

Time: 0B8:45:01 ABC DISTRIBUTICON Page: 1
Between 10/01/201Z and 10/03/2012
Document Date Check No Reference
155 10/02/2012 FREIGHT REFUND
Customer: - HOT FOUND

100000000-000 BANE OF BMERICR 384 .75DB
502000000-000 FREIGHT OUT 384 .75CR

158 10/02/2012 3123131:z3

Customer: 1 - ACTION AUTOERARTS

100000000-000 BANE OF ARMERICAR 500.00DB
110000000-000 ACCOUNIS RECEIVREBLE 3.37CR
110000000-000 ACCOUNIS RECEIVRABLE 3.37CR
110000000-000 ACCOUNTS RECEIVABLE 3.37CR
110000000-000 ACCOUNIS RECEIVABLE 3.37CR
110000000-000 ACCOUNIS RECEIVREBLE 3.37CR
110000000-000 ACCOUNIS RECEIVRBLE 3.37CR
110000000-000 ACCOUNTS RECEIVABLE 3.37CR
110000000-000 ACCOUNTS RECEIVABLE 3.37CR
110000000-000 ACCOUNIS RECEIVABLE 3.37CR
110000000-000 ACCOUNIS RECEIVRBLE 3.37CR
110000000-000 ACCOUNIS RECEIVRABLE 3.37CR
110000000-000 ACCOUNTS RECEIVAELE 3.37CR
110000000-000 ACCOUNIS RECEIVABLE 3.37CR
110000000-000 ACCOUNIS RECEIVREBLE 3.37CR

| »

m

Sample Reports

245



Fitrix Accounts Receivable User Guide

G/L Activity Summary Report

T Print Activity Summary
File Mavigate Help

000D <

— I

Date: 10/03/2012 G/L Retivity Summary Zocounts Receivable
Time: 08:45:53 LBC DISTRIBUTICH Page: 1
Between 05/01/201Z and 03/30/2012

»

m

Acct. Dpt. Description Debits Credits Net RZctivity

100000000-000 BANE OF AMERICR

41,235.00 -oo 41,235.00
110000000-000 ACCOUNIS RECEIVABLE
1,285,500.60 1,317,825.10 (28,324 .50}
110000000-300 ACCOUNIS RECEIVABLE
.00 10,000.00 {10,000.00) L=
113000000-000 ALLOWANCE FOR DOUBTFUL R/R'S
5550 -0o 3550
210000000-000 ACCRUED SALES TAX
.00 -0o -oo
400000000-000 PRRTS SRLES
.00 &,000.00 (&,000.00)
£00000000-000 BAD DEBIS
3,000.00 -0o 3,000.00
————————————————————————————————— Total ————— ———————
Debits Credits Net RZctivity
1,333,825.10 1,333,825.10 0.00
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G/L Activity Detail Report

T~ Print Activity Detail
File Mavigate Help

000D <

—

Date: 10/03/2012 G/L Rctivity Detail Zocounts Receivable
Time: 08:46:44 LBC DISTRIBUTICH Page: 1
Between 05/01/201Z and 03/30/2012

Src Doc § Inv/Chk & Date Ref Description Debits Credits
Begin Balance: -aa

100000000-000 BANE OF REMERICR

CR 143 TESTELOCE 05/03/201z2 14 5.00

TEST LOCE

CR 143 31231z 05/0472012 1 Z0.00

CR 15z CHEL 08/25/2012 1 30,000.00

CR 153 CHEZ 0872572012 1 1,z00.00

CR 154 4234224 05/257/2012 14 10,000.00

DEROSIT ON SO 3807

Total Actiwity for Account: 100000000-000 41, 225.00
End Balance: 41,225.00
Begin Balance: -aa
110000000-000 ACCOUNTS RECEIVABLE
CR 148 TESTBLOCE 0570372012 14 5.00
TEST LOCE
LR 1827 INV1 05/04/2012 CWILl Z,000.00
LR 18Z8 INVZ 03/04/2012 CWILl 3,000.00
AR 1823 INV3 05/04/2012 CWILl 1,000.00
CR 143 3lzalz 05/04/2012 1 135.50
CE 145 3lz3lz 05/04/2012 1 Z0.00
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Finance Charge Report

F~ Create Finance Charge Invoices
File Mavigate Help

0002 <

Dzte: 10/037Z01Z Finance Charge Invoices
Time: 08:47:33 ABC DISTRIBUTICH Page: 7

Finance Charge Date: 0373072012
Charge on: Due Date
Number of Days past Due: 15
Finance Charge Percent: 1.80 %
Take FC on FC: N

zz RR-ZZ 10/28/2008 443 .55
538 533 0772872011 30.00
Z1 AR-Z1 1070572008 2548.00
€10 &l0 08/10/2011 5358.&0
&ll &l1 08/10/2011 4.00
€15 €l5 08/17/2011 21€.00
TZ5 TE5 1270872011 33.38
305 TEST 08/15/2011 5.43
808 5004-4 0&/15/2011 21.z24
201 201 1z/08/2010 115.5%
130z IEST 0172872011 27.25
537 537 0772872011 80.00
517 517 0740172011 2B.382
448 448 05/03/2011 15.32
444 444 05/01/2011 273.50
447 447 0570372011 7.66
z45 Z45 03/03/2011 50.00
133 133 1270772010 155.59%

Total Emount Past Due: 20280.80

Total Finance Charge: 385.05
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Recurring Document Report

E Create Recurring Documents

File Mavigate Help

0002 <

— I

»

Date: 1070372012 Recurring Invoice
Time: 0B8:50:31 ABC DISTRIBUTICON Page: 1
Document Number: 450 Date: 0173872011

Customer: 12 - CLASSIC PARTS UNLIMITED
Description: MARY FEES

m

Lecount Amount
210000000 - 000 ACCRUED S5ALES TRH .00 CR
450000000 - 000 MARY FEES 1,800.00 CR
110000000 - Z00 ACCOUNTS RECEIVABLE 1,500.00 DB
Document Number: 451 Date: 01/2€/2011

Customer: 3 - CENTRAL 4 WHEEL DRIVE INC. | 4
Description: MAY FEES

Lecount Amount
210000000 - 000 ACCRUED S5ALES TRH .00 CR
450000000 - 000 MRY FEES 1,800.00 CR
110000000 - Z00 ACCOUNTS RECEIVABLE 1,&00.00 DB

Total Debits Total Credits
3,400.00 3,400.00
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Invoices Pending Authorization

I~ Invoices Pending Authorization
File Mavigate Help

000D <

E=N ECB =

—

Date: 1070372012 Invoices Pending Authorization

Time: 0B8:51:18 ABC DISTRIBUTICON Page: 1
Inveice No Customer Code Inv Date Inv Emount Credit Card No.
B44 a8 03/13/2011 500.00

LARE CITY AUTO PARRTS

m._ |
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Invoices Authorization Declined

&l Invoices Authorization Declined

File Mavigate Help
Y

Date: 03/1Z/2010 Inwvoices Authorization Declined
Time: 15:E3:13 AEBC DISTEIEBUTION Page: 1
Invoice No Customer Code Inw Date Inv Amount Credit Card No
290 1 02252008 g00.00 VISA ZEEE

ACTION SUPPLT

Transaction Declined
< |
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Settle Credit Card Invoices

% Settle Credit Card Invoices |: @@

File Mavigate Help
L

Date: 0371272010 Credit Card Settlement Process

Time: 15:55:01 AEC DISTRIEBUTION Pac
Zettlement Batch ID: B

Invoice No. Doec No. Inwvoice Amount Sectlement Amount Status

as0 38z z0.00 o.oo Sent to ZkipJack

Q83 285 10,00 o.oo Sent to EkipJack

984 bd=1-1 5. 00 0.0 Zent to SkipJack

Qg8 ci=3) E0. 00 o.oo Sent to EkipJack

927 229 E0.00 o.oo0 Zent to SkipJack

253 33z 150.00 o.oo Sent to ZkipJack
Grand Totals: Z2E._ 00 o_oo

< ¥ v
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Receive Settlement Invoices

# Receive Settlement Invoices M=E3
File Mavigate Help

~
Date: 0371E/2010 Credit Card Settlement Process
Time: 1E:E8:E7 LEC DISTRIEUTION Page: 1
Settlement Batch ID:
Irwoice No. Doc No. Inwvoice Amount Settlement Amount Status
S20 a8z z0.00 o.oo
Ek=dc) jel=2) 10,00 o.oo
S84 jel=1) E.0o0 o.oo
Grand Totals: 35.00 o.0o0
< 2>
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Invoices Settlement Declined

il Invoices Settlement Declined

File Mawvigate Help

O 002 <

Date: 0271272010
Time: 1E5:59:E7

Inwoices Settlement Declined

ARC DISTRIEUTION

s

Pages: 1
Invoice Mo, Customer Code Settlement Amount Decl. Code
289 1 1&80.040 Z0
Transaction Declined
< ¥|v
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Customer Information Summary Report

F Print Surmmary by Name EI

File Mavigate Help

OO <

— i
Dzte: 10/037Z01Z Customer Information Summary

Time: 08:53:45 LBC DISTRIBUTICH Lage: 1

Code Business name

=] ABC BEST WARY CO

Contact: FPhone:

1 ACTION AUTOEBRRETS

Contact: BILL WALFER Chone: 404 285 414¢
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Customer Information Detail Report

I~ Print Detail by Name
File MNavigate Help

Q002 <

m

Date: 10/03/2012 Customer Information Detail
Time: 08:54:3Z2 LBC DISTRIBUTICN Page: 1

Customer Code: 28
Business Name: RBC BEST WAY CO Tax:
Contact: Phone:
Rddress 1:
Rddress 2:

City, State, Zip:

Country:
Currency Code:

Open Item/Bal Fwd: Last Statement Date: 03/Z5/Z01Z2
Statement Cycle: Last Statement Amount: -10000.00
Finance Charges? N Last Payment Date: 05/18/2012
Finance Charges Tax Code:

Credit Limit: On RAccount Amount: -10000.040
Default A/R Rccount: - Current Balance: -10000.00

Terms Code:
Discount Code:
Salesperson Code:
Cormission Code:
Aeocount Group:

Payment Method: —-Expires:
Card Number:
Cardholder:

Tax: State: County: City:
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Customer Labels

"~ By Custo

File MNavigate Help

000632 <

— -
LBC BEST WRY CO

ACTION AUTOPRRTS
14307 15T STREET
ATLANTZ, GAR 30333 U3

Sample Reports 257



Fitrix Accounts Receivable User Guide

Customer Terms

F Print Customer Terms
File Mavigate Help

0002 <

— ;
Date: 1070372012 Customer Terms

Time: 08:58:Z5 RBC DISTRIBUTICH Page: 1
Code Description Cue days Disc days Disc percent

B 2710 MET 30 DRYS 30 10 2.000

c NET 15 15 0.000

D NET 45 DRYS 45 0.000

E 2/15 NET 45 DR¥S 45 15 2.000

F NET &0 &0 0.000
NET30 NET 30 DAY¥S 30 0.000

=4 NET 30 DRYS 50 0.000
ONREC DUE ON RECEIFT 1 0.000

L NET 30 30 0.000

2-10 2% BY 10TH OF MONTH 45 45 2.000
NETS0 NET 30 50 0.000
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Customer Aging Summary Report (By Customer
Code)

= Print Aging Summary By Code ==
File MNavigate Help

Qo0 <

| »

m,

Date: 10/03/2012 Customer Aging Surmary By Code
Time: 03:00:00 ABC DISTRIEUTION
Zge by: Due Date Aging Date: 03/30/2012
Current 1 to 30 Days 31 e €0 Days €1 o 50 Days 31-120 Days Over 120

1 - ACTION AUTODARTIS
Phone:404 885 414¢€ Last Pay Date: 10/02/2012 Last Amt.Paid: 500.00

Total: £35,233.88 €27,168.40 24.53 237.10 538.42 422 .08 £,843.3%

10 - FISHERS SUPDPLY
Phone:217 44& 3374 Last Pay Date: 05/04/2012 Last Amt.Paid: 100.00

Total: -172_.0% -z00.00 448 3.z8 483 L} 15.58

11 - TsW AUTOSPORT INC

Phone:404-544-3665 Last Pay Date: 08/02/2012 Last 2mt._Paid: 24.35
Total: 423.38 -200.00 -00 5.85 12.34 -0o €11.79 P
4 1 »
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Customer Aging Detail Report (By Customer Code)

= Print Aging Detail By Code =1

File Mavigate Help

O Qe02 <

Dzte: 10/03/2012 Customer Aging Detail By Code

Time: 09:03:05 ABC DISTRIBUTION Page: 1
Age by: Due Date Aging Date: 09/30/2012 L
Invoice Due Date Current 1 to 30 Days 31 to 60 Days 61 to 30 Days 91-120 Days Over 120

5 - RAVENNR MOTORS INC

Phone:4lé 778 4453 Last Pay Date: 07/31/2012 Last Amc.Paid: 399.06

AR-26 10/13/200€ 897.90 b
20 03/31,/2007 1388

z0 09/21/2011 13.87

790 10/26/2011 19.58

805 10/28/2011 13.44

1783 07/10/2012 2€.10

Total 33647 o0 o0 o0 26.10 00 37037

Aging Totals:

Total Current 1 to 30 Days 31 to &0 Days &l to 90 Days 31-120 Days Over 120

33€.47 .00 .00 .00 2€.10 .00 870.37

4 1 ]

260 Sample Reports



Fitrix Accounts Receivable User Guide

Customer Ledger

rJ
File Mavigate

O 002 <

int Customer Ledger
Help

Date: 09/2€/2013 Customer Ledger Page: 1
Time: 17:00:47 LBC MANUFACTURING
Between 01/01/201% and 08/26/2013
A/R Retivity for 1§ - GIDEON ALL AROUND AUTO SUFELY
Date 0J Doclo TType Tran § Descripticn Amount Balance  --—------ Applied Against --—--—----
Doclo InvNo Inv. Bzlance
Beginning Balance _00

08/28/2013 OF 110 IN 110 1,35¢.86 1,35¢.86 .oo
08/28/2013 IN 111 1,35¢.86 2,789.72 .oo
08/28/2013 w112 13,106.12 15,885 84 _oo
09/06/2013 N 114 21.88 15,917.72 21.88
05/05/2013 115 IN 115 100 15,928.66 10.94
03/08/2013 116 w116 ER 15,937.35 8.59
03/16/2013 120 w117 100 1€,037.25 100.00
05/16/2013 AR 121 IN 118 105.40 15,146.65 109.40
05/18/2013 AR 131 IN 13121231 100.00 15,246.65 100.00
09/26/2013 CR 27 CR 31212321 -1,384.86 14,851.73% 110 110 _oo
05/26/2013 CR 27 CR 312123l -1,394.86 13,456.93 111 111 .oo
05/26/2013 CR 27 CR 312123l -13,106.12 350.81 112 112 .oo
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Customer Open Items

E Print Custemer Open Items
File Mavigate Help

03002 <

— ]

Date:- 10/03/2012 Customer Open Items
Time: 05:15:47 ABC DISTRIBUTION Page: 1
Doc No. Invoice Date Description Balance

m

10 - FISHERS SUPPLY

On Account and Deposits —-200.00

733 733 11/21/2011 15.58

1771 1771 07/10/2012 FINRNCE CHRRGE INCOME .31

17390 1730 07/27/2012 1.zz2

173z 1730-1 07/27/2012 40.000% OF INVOICE 1730 4.3z2
1793 1730-2 07/27/2012 30 _000% OF INVOICE 1730 3.z% —

1734 1730-3 07/27/2012 30.000% OF INVOICE 1730 3.24

Custcmer Balance -172.0%

Total Customer Balance -172.03
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Customer Activity

P Print Customer Activity Detail
File Mavigate Help

03002 <

—

Date: 10/03/2012 Customer Activity Detail Report
Time: 05:17:05 ABC DISTRIBUTION Page: 1
Sales Documents 01/01/201% thru 10/03/2012

/R Retivity for 10 - FISHERS SUBELY

Date Inv No Trans Type Emount Ck No Balance ¥TD Sales

Beginning Balance 15.58 _00

02/02/2012 TEST cm 100.00 100.00 .00
0z/0z/2012 TEST CR —200.00 —200.00 -0o0
02/02/2012 TEST cm -100.00 -100.00 .00
0z/0z/2012 CR -100.00 -100.00 -0o0
02/02/2012 123 cm 300.00 300.00 .00
0z/0z/2012 TEST CR 100.00 100.00 -0o0
02/02/2012 TEST cm -200.00 -200.00 .00
03/05/2012 773 INVOICE 11.13 11.13
03/05/2012 207 CR MEMO -11.13 -11.13 .00
05/04/2012 ca -100.00 -100.00 .00
07/10/2012 1771 FIN CRE .31 .31 .31
07/27/2012 1795-1 INVOICE .00 .31
07/27/2012 1730-1 INVOICE 4.32 4.32 4.63
07/27/2012 1790-2 INVOICE 3.24 3.22 7.87
07/27/2012 1730 INVOICE 12.02 1.22 15.83
07/27/2012 1790-3 INVOICE 3.24 3.24 23.13
07/27/2012 1735-3 INVOICE .00 23.13
07/27/2012 1795 INVOICE .00 23.13
07/27/2012 1735-2 INVOICE .00 23.13
07/27/2012 CL7%0 CR MEMO -10.80 -10.80 12.33
07/27/2012 CLTS5 CR MEMO .00 12.33
Total Due: -172.0%

mn
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Orders on Credit Hold

"~ Print Orders on Credit Hold
File Navigate Help

CI DR NE

—

S

Date: 02/13/2014 Orders on Credit Hold E
Time: 11:27:08 RABC MENUFACTURING Page: 1
Crder No Order Date REmount Hold Code
Customer: RGGER RGGER DISTRIBUTICN
Credit Allowed: 1,100.00 Credit Exposure: 2,000.00 Over Credit: 800.00

Credit Contact: GEQRGE Contact Phene:

515-1 01/31/2014 2000.00 HOLD
Total:
Grand Total: 2,000.00
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Credit Hold Letter

F Print Letter

File Mavigate Help

O Qoo <

— B

»

Aectg: 20 Dazte: 10/04/2012
MIDWAY SUPER SUPPFLY
7800 GREEN LRKE WAY

m

SEATTLE, WA 358524
us

Dear JIM YARN

This is to inform you that we have placed your account on credit
hold. We currently show the following invoices due on your

account:

Inveoice Ho: Invoice Date: Cue Date: Amcunt Due:
11 1040272008 1051772008 3ZZ0.00

15 05/21/2011 09/21/2011 48.30

785 1072872011 10/287/2011 48.30

aoa 1072872011 1072872011 33.18

1778 0741072012 0751072012 g4.40

Flease call us at: 573-87€-5350 to arrange payment.

Sincerely,

TCM SMITH
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Past Due Over 30 Days Letter

EPﬁnt Letter
File Mavigate Help

O 002 <

—

| »

m

Bectg: 1 Date: 10/04/Z012
ACTION AUICERRTS

14307 15T STREET

ATLRENTE, GR 320353

us

Dear BILL WALEER

We show the following invoices are now thirty days past due:

Invoice Mo: Invoice Date: Due Date: Zmount Due:
337-3 0541772012 0871572012 5.34

S94Z2-3 05471772012 0a/s15/2012 8.34

547-3 05/17/2012 08/15/2012 g8.34

955-2 068/18/7/2012 0871772012 Z2.08
INVOICE 0742372012 oaszzszo1z 10.00
INVOICE 07/24/2012 0872372012 100.00
DEBIT ME 0772472012 08/23/2012 100.00

If payment has not yet been sent pleasse send payment in full or
if this information is incorrect please call us at: 573-87&-5350

Sincerely,

TCM SMITH -
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Past Due Over 60 Days Letter

EPﬁnt Letter
File Mavigate Help

O 002 <

— ]

)

Acotf: 10 Date: 10/04/2012
FISHERS SUPELY

1701 EBIEE

DISTRIBUTICN CENTER

SPRINGFEILD, IL 03345

us

Dear RICH HENDERSON

We show the following inveoices are now sixty days past due:

Invoice Mo: Invoice Date: Due Date: Zmount Due:
1771 0741072012 0771072012 0.31
1750-1 0742772012 07/28/2012 432

If payment has not yet been sent please send payment in full or
if this information is incorrect please call us at: 573-87&-5350

Sincerely,

Sample Reports 267



Fitrix Accounts Receivable User Guide

Past Due Over 90 Days Letter

EPﬁnt Letter
File Mavigate Help

O 002 <

— ]

Acotf: 13 Date: 10/04/2012
CLEDNER GEWERAL PRRTS CO.
1702 WEST PIEE PLACE

AUBURN, WR 98702
us

Dear JRANET CGREDNER
We show the following invoices are now ninety days past due:

Invoice Mo: Invoice Date: Due Date: Zmount Due:
TEST-HHC 0540772012 06/21/72012 75.00

m

If payment has not yet been sent pleasse send payment in full or
if this informaticn is incorrect please call us at: 573-87&-5350

Sincerely,
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Collection Letter

EPﬁnt Letter
File Mavigate Help

O 002 <

Rcotf: 18 Date: 10/04/2012
GIDECH ALL RROUND RUTO SUPELY

SILVER LAKE DRIVE

LOT 2C3

SDORFNE, WR 87393

us

Dear ERIC GIDEON

We show the following inveoices are now 120 days or more past due:

Invoice Mo: Invoice Date: Due Date: Zmount Due:
TEE 0271472012 03/30/2012 Z85.25

[

Please send payment in £full within the next 15 days or your
account will ke turned over to a collection agency.

If payment has zlready been sent plesse disregard this notice or
if this information is incorrect please call us at: 573-87&-5350

Sincerely,
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Customer Deposits

F Customer Deposits Report

File Mavigate Help

O 002 <

—

Date: 1070472012 Customer Deposits Heport
Time: 10:15:3Z2 EBC DISTRIBUTICN Page: 1

| »

m

Customer Code Customer HName
QOrder Mo Order Rmcount Depoait Check No

14 - COMPETETION SPECIALTIES

3607 28,451.30 10,000.00 4234224
Customer Total: 28,451.30 10,000.00

Report Total: 28,451.30 10,000.00
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Print Credit Card Information (Detail)

¥ Print Credit Card Information

File Mavigate Help

O 002 <

—

| »

Date: 1070472012 Credit Card Informaticn =
Time: 10:20:17 EBC DISTRIBUTICN Page: 1

Customer Code First/Last Name Card Name Number

a BROWN VISR 8781

LAKE CITY RUTO DRRTS JOHN

Exp. Month: 03
Exp. Year: Z015
Lddress: 2320 SPRING RD
City: ATLANIZ State: E& Zip: 30335
Country: US
Telephone: 770 123 4555
Emz=il: johnb@gmail.com

Sample Reports 271



Fitrix Accounts Receivable User Guide

Expired Credit Card Report

I~/ Expired Credit Card Report o |fe =]

File Mavigate Help

O Qoo <

— 1

m

Date: 1070472012 Expired Credit Card Report

Time: 10:2Z:3% LBC DISTRIBUTICN Page: 1
Customer Code Card Name Card Mumber Exp. Month Exp. Year

a8 VISR 8781 10 201z

LREE CITY RUTC PARTS
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Receivable Defaults

' Print Receivable Defaults
File Mavigate

O $0002 <

Help

—

»

Date: 10/04/2012 Receivable Defaults
Time: 10:Z3:-45 LBC DISTRIBUTION Dage: 1
Tax Percentage Rate: 7.50 i
Terms Code: A NET 30 3
Take Discount on: Misc: N Freight: N Tax: N
Default Rccount Numbers
A/R 110000000 Sales: 400000000 Msc.Sales: 400000000 Tax: 200000000
F.C.: 480000000 Freight: 400000000 Cash: 100000000 Discount: 420000000
Multilevel Tax =
Miscellanecus Multitax Code: NOTRX Default Multitax Code: NOTRXE
Freight Multitax Code: NOTAZX Gross Invoice Entry: N
Calculate Tzx on cash Discounts: N
Age On: D D=Due Date I=Invoice Date
Lging days - (Description, Days)
Current 1 tc 30 Days 31 to &0 Days &1 to 90 Days
a 30 &0
Is A/R Setup Complete?: ¥ Batch - Invoices?: N Receipts?: ¥
Require Approval to post?: N
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Account Groups Report

- Print Account Groups
File Mavigate Help

0O Q002 <

— 1

Date: l0/04/201Z Recount Groups E
Time: 10:24:Z23 LBC DISTRIBUTICON Page: 1

Account Rccount Croup Account Description |4
Grp Cd. Description Number

ZRINVC ACCOUNTS RECEIVABLE INVOICE 110000000-000 ACCOUNIS RECEIVABLE
400000000-000 PARTS SAL
100000000-000 BANE OF AMERICR

CRSHAD A/P CRSH DISBURSEMENT 100000000-000 BANE OF RMERICR
200000000-000 ACCOUNIS PAYABLE
503000000-000 PURCHRSE DISCOUNTS

CRSHRR A/R CRSH RECEIFTS 110000000-000 RCCOUNTS RECEIVABLE
100000000-000 BANE OF AMERICR
420000000-000 RETURNS AND ALLOWANCES

745000000-000 DEPRECIATION E
181500000-000 FURNITURE & FIXTUR
182500000-000 TRANSPORTATION EQUIFP. DEP
183500000-000 MACHINERY & OTHER EQUIP. DE

EXBINE BANEING EXDENSES 710000000-000
711000000-000

120000000-000 INVENTORY
503000000-000 FURCHASE DISCOUNTS

EXINV INVENTORY EXPE
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Appendix A

Forms

The standard Fitrix products have been designed to work with forms manufactured by the Harland Com-
pany. 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

AGENI- Invoice Continuous
530

4GEN6 Invoice Laser

A4GENG- Invoice Laser
530

4GEN2 Statement Continuous

4GENT7 Statement Laser

4GEN3 Pick Ticket Continuous

465?(\)'3- Pick Ticket Continuous

4GENS8 Pick Ticket Laser
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4G5§’(\)|8- Pick Ticket Laser
4GENS5 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:ég'g‘;ke?gvvl_ Continuous
4GEN20 Packing List Continuous
4GEN21 Packing List Laser
Dw2 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 files. These copies are usually made
to diskette or tape. File 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 form, 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
form 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—EXxpense 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 form. 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.

Form—A form is the template into which information is entered. A form may combine information from several
different tables, usually lines of information from a “header” table at the top of the form 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 (1/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—Liabilities 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 GENREXPENSE 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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