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Chapter 1

Introduction

*General description of Accounts Payable

*Features and capacities of Fitrix Accounts Payable
*Types of information tracked by Accounts Payable

Effect of transactions on ledger and vendor infdroma

*Reference programs

A/P Accounting Cycle

1
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Accounts Payable Introduction

Your Accounts Payable personnel do more than jagtipe bills. They are involved in building a réatship with
your vendor by making sure all payments and cottedconditions are fulfilled. They also add to tiwtom line
when taking advantage of vendor discounts offegepdying invoices in a timely manner. Managing ysuppliers
needs while managing your cash flow requires allexand adaptable Accounts Payable system.

The Fitrix Accounts Payable module provides a cahpnsive solution for managing your cash experastut
records transactions and obligations to vendofsroflexible cash disbursement capabilities, ake$ advantage
of discounts offered for invoices paid by the disziodue date. The financial reports available idela payables

aging report and a future cash requirements regurth provide valuable business insight for casinageament
decisions.

2 A/P Accounting Cycle



Fitrix Accounts Payable User Guide

Accounts Payable - Features/Functions Highlights

Features:

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

Online Access To Vendor Activity and History— the vendor activity program provides a listirigah invoices
entered in the database for the vendor with flexgurt and query logic plus drilldown to paymerstdiy capa-
bilities.

Automatic Payment Selection- Select invoices for automatic payment based tipewue date, discount due
date or vendor. Select individual invoices for fullpartial payment.

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

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

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

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

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

Use Tax— multilevel taxing capabilities for multiple ld@&s such as state, county, and city. Canadiarhéan-
dling (GST/PST) is also supported.

Account Groups - the ability to set up a group of general ledgaroaints by an account group code that is
stored with the vendor code. This code is then ugeeh entering vendor invoices so that you do aottto
remember the GL distribution for the invoice therstreamlining data entry.

Reports

Reports available include:
* Vendor Aging
* Vendor Ledger
* Vendor Open ltem Report
» Cash Requirements Report
» Check Register
» Outstanding Checks Report
» Check Reconciliation Report
* GL Activity By Account Number for AP Transactions(y

* Vendor Labels

A/P Accounting Cycle 3
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* Vendor 1099s

Information Tracked by Accounts Payable

The Accounts Payable system tracks two kinds afrimétion:ledger information andvendor information. The
system uses both types of data to produce repestzithing the current condition of your accountgaiée.

Ledger information relates to your company's praffitl loss statement and balance sheet. It residesious ledger
accounts, and comprises debit and credit postmgset accounts. This activity results from busirtesssactions.
Transactions affect the amount of cash in the bdmgkamount of sales or money owed in differer¢gaties, and
so forth. Once entered, a transaction generatgeteatcounting information. This is distinct fromndor infor-
mation.

Vendor information pertains to the specific coratitof an individual vendor's account. The systemesaendor
transactions in a@pen Itemsprogram. Open items are transactions on whichsyililowe money. Future transac-
tions, such as checks paid to a vendor, affect dpers.

Enteringdocumentsinto the system generates both types of informatide use the term "documents” to reflect
the fact that these entries are normally the coerfagid record of actual physical documents.
There are four basic document (transaction) typ&gP:
» vendor invoices
» vendor credits
» vendor debits
» checks to vendors
These affect both ledger and vendor informatiorer&€hs another document that only affects leddgermmation—

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

Basic Transaction Steps, Posting, and Audit Trails

When you enter and process an A/P document, itgggaledger and vendor information in a seriesegsstDuring
the process, the system provides opportunitiegdarto catch and correct errors. It also createsualit trail so you
can later track the origin of changes to your sysbalances.

1. Enter the transaction into the system.

This records the physical document that repreghetransaction and gives it a unique identifyingnber in the
system. The five types of documents are enterediatignand two special types—the automatic cheaktae re-
curring invoice—can be created by running a spemiatess. Several of these documents (A/P cheekslov cred-
its, and vendor debits) can be associated wittegigus document (called a reference document).rétegence
document is the one whose balance is changed yenides.

2. Print an edit list.

An edit list (sometimes called a "listing") is goet listing the documents you have entered. Tieig allows you to
check and correct any mistakes you made in enténmgocuments.
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For vendor checks, you can make sure all datacisrate before printing the actual checks.

3. Post accounts payable documents.

You can post documents at any time—daily, weekiynonthly.You cannat directly change a posted document.
Posting updates the vendor accounts, the operbisdgamces, and creates ledger entries.

Activity Program/Audit Trall

The posting process also updatesetivity program. The activity program is your audit trail. It shewvery
transaction that affects any of the balances irsylséem. In Accounts Payable, the activity progcamtains two
separate entries for each transaction—one for tedf@mation and another for vendor information.

Ledger activity is in the screen of credits andidetffecting the ledger accounts. If you use Ki@eneral Ledger,
activity posts automatically to your General Ledgetounts and changes the account balances. lis@another
General Ledger, you can still print a summary airy&/P ledger activity for your accountant.

Vendor activity in the activity program either ieerses or decreases amounts of the documents@pthreltem

table. If the activity is a new A/P invoice, thestym creates a new open item. If the activity i®\éh check, vendor
credit, or vendor debit, the system changes themnioal of the existing open item referenced by tlaaisaction.

A/P Reports

The A/P system can capture information generateamgactions and produce a variety of reportsvimtiasic cat-
egories:

1. Reports about ledger information.

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

2. Reports about vendor information.

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

End-of-Period Processing in A/P

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

Reference Programs

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

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

Account Groups:

Use "Update Account Groups" (Payable Ledger mersetnp Payables menu). This program stores theogrode
and description for groups of ledger accounts. &lggsups of ledger accounts then can be easiigvett.
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Account Number Range:

Use "Update Account Number Ranges" (Setup Compaamuin This program stores the range of account etsnb
associated with each type of account: Asset, Litgbétc.

Checks:

Use "Update A/P Checks" and "Update Non-A/P Che{ksieck Processing menu). This program storesnall u
posted and posted checks.

Checking Accounts:

Use "Update Checking Accounts" (Setup Company merhi$ program stores the number and descriptioedch
asset account designated to serve as a checkingrdacc

Company Information:

Use "Update Company Information” (Setup Companyumerhis program stores the name and address of you
company for reports. It also stores departmentsaae department descriptions. The use of thesesdedptional.

Ledger Accounts:

Use "Update Ledger Accounts" (Setup Company mentypdate Ledger Accounts” (Payable Ledger menaghE
document in this program is one of your generagidediccounts. The program stores the account nuitdde-
scription, an optional subtotal group, and whetiratot the account is increased with a credit duitde

Multilevel Tax Codes:

Use "Update Multilevel Tax Codes" (Multilevel Taxemu) to enter tax codes. This program stores theddes
that are then used in "Update Payable Documentg/afite Ledger menu) and "Update Vendor Informat{Men-
dor Information menu and Setup Payables menu).

Open Items:

Use "Update Vendor Open ltems" (Setup Payables Jrterenter beginning balances. You may changeaipay
information in this program with "Update To-Paydniation” (Check Processing menu). The Vendor Ofzn
program stores information about posted invoicesjitmemos, and debit memos.

Payable Defaults:

Use "Update Payable Defaults" (Setup Payables mé&hig program stores default account numbers andar
terms. It also stores information on the four agiegods for the Vendor Aging report. There is adteld that in-
dicates that Accounts Payable setup is complete.

Payables:

Use "Update Payable Documents” (Payable Ledger m&his program stores un-posted and posted ieggic
credit memos, and debit memos.

Terms:

Use "Update Vendor Terms" (Vendor Information meftis program stores information that pertainthopay-
ment terms. Each record stores a terms code addsdtsiption, due days, discount days, and discpertentage.

6 A/P Accounting Cycle



Fitrix Accounts Payable User Guide

Vendors:

Use "Update Vendor Information” (Vendor Informatiorenu) or "Update Vendor Information” (Setup Pagabl
menu). This program stores the vendor code, busimase, pay-to addresses, and many default values findi-
vidual vendor.

Void Checks:

Use "Void Posted Checks" (Check Processing meru$. drogram stores the document numbers of checksidl.

Different Databases & Data Sets

Fitrix Business products come with two distinct sets of data. T8tandard" data set contains only the data required
to run the software (such as standard messagekjs atherwise an empty database ready for yoddoyau live

data: the "sample" data set contains data thated for tutorials and other training purposes. Widur Fitrix in-
stallation may include several different databasesi for different purposes with database namédsasidive’,
'sample’, 'standard’, or 'training’, each databagé be installed with either the 'standard’ or isple’ data set.
Databases using the 'sample’ data set are usdthsartyone who is new to the system can see exarapterun
options without risk of damage to the real accoyntiata of your company.

In addition to the standard and sample data sifsteht company databases may be set up for ymies by your

authorized Fitrix reseller so that you can run iplétcompanies. The name of the current compadis@ayed on
the top left portion of the menu.
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Chapter 2

A/P Accounting Cycle

*The basic processes that make up the A/P Accoutjte

*Menus and menu options involved in A/P Setup

*Menus and menu options involved in processing AdRsactions

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

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

The accounting cycle for Accounts Payable follohes basic Fitrix Cycle. After the general comparnyipgroce-
dure, there are A/P specific setup, transactiosgesing, and end of period activities.

A/P
Setup

A/P
Transaction

Processing

A/P
End of Period
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Accounts Payable Setup

Setup for the Accounts Payable module involvesnitedi default values for various accounts and peegsenter-
ing vendor information, and recording and verifyggsting open items.

Vendor Information Menu

File ‘iew Execute Settngs  Help

Slym =2 @

B 2 temM g 1 Gener;
= 3 Sales & 2 Accow &= 1 F'ayabl

8 4 PUSc @ 3 Accou G 2 Check (5 a Upaste Vendrtmomaton
6 5 Prod 2 4 Paral 3 Voo g » Prvensoromaton
& 6 Produc & 5 Fixed = 4 Setup 5 ¢ Print Vendor Labels

& 7 Custor gy 5 Mulﬁ-cﬂ: Exit E d Update Vendor Terms

- 8 Gfalner_; o ol &} e PrintVendor Terms

lﬁ!’ E?jt = ﬂ Exit & f PrintVendor Ledger

B o PrintVendor Aging

m

&= h Print Vendor Cash Require
=l i PrintVendor Open ltems

B ] Vendor 1099's

4] Exit

Status Idle
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Setup Payables Menu

r

F= Dev 540 Database: sample Printers: Lexmark2/NPECCTDL (HP Laserlet P2035n) (=& ]z=]

File ‘iew Ewecute Settings Help

demEzm

Dev 5.40
[=RMIIEN 1 Financial Management

(SRRELUN RN 5 Accounts Payable :
= 3 Sales &= 2 Accour & 1 Payabl
&5 4 Purchz

4 Setup Payables
£ 3 Accout & 2 Check: [& a Update Payable Defaults |
S 5 Produt & 4 Payroll &3 Vendo I b print Pavable Defadlts

tions, Inc.

E) b Print Payable Defaults

& 6 Produt &5 5 Fixed/ &3 4 Setup ¢ Update Account Groups

I [ —
& 7 Custor 5 5 MU|U‘CI§[ Exit = d Print Account Groups
= & Genen 2 7 Multi-Level Tax

R e Update Vendor Information
Iﬂ_ Ezﬂt . ﬂ Exit & f Update Vendor Pay-To's
[ g Print Vendor Information
@ h Update Vendor Cpen ltems
&} i PrintVendor Open ltems
[E | Update 1089 Cash Accounts

E k Update Payment Methods

Statug Idle.

Payable Defaults

« Update Payable Defaults (required)

Default values for payment terms and the ledgeo@aicnumbers for cash and discount for A/P areupet
through this option. Aging criteria are also estdi#d here for A/P. During transaction processingny of
the above are not explicitly specified, the systeaks to these defaults for the appropriate er8gtting the
value in the Accounts Payable Setup Complete f@ltY" is the last step of the setup procedure. [d/fiou
can reverse this by setting the Accounts PayaliigpSeomplete back to "N, we do not recommend it.

¢ Print Payable Defaults (optional)

This option prints out a listing of data enterexbtigh "Update Payable Defaults” (Setup Payablesinen
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Account Groups
» Update Account Groups (optional)
This option is used to enter and maintain accoumtgs.
» Print Account Groups (optional)

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

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

This option is used to maintain additional vendddrass information when a vendor has multiple rémit
addresses.

» Print Vendor Information (optional)

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

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

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

» Print Vendor Open Items (optional)

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

1099 Cash Accounts
» Update 1099 Cash Accounts (optional)

This option designates certain cash ledger accdants099 cash purposes. This step is optionalcamdbe
done before or after setup is complete.

Update Payment Methods

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

Update Checking Accounts

This option is found on the Company Setup subm€&ash accounts from which you issue checks canthgses
checking accounts. This will allow you to use th® &heck reconciliation feature. See Chapter 7.
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Setup Complete

Setting the Set Up Complete value to Y is thedéep before transaction processing can begin. Tdeegure is as
follows:

Find the Accounts Payable Setup Complete fielth@tbiottom of the Update Payable Defaults screeis. YN
field, when set to "Y", automatically totals exiggiopen item A/P transactions, displays this amamd prompts
you to verify that no additional A/P setup entngl be needed. Enter "Y" to proceed with postirigath A/P open
items.

If A/P setup is complete and additional pre-setpproitems are found and need to be entered, youesay this
field to "N". This warns you that all A/P transaxis will be deleted and that the open items witham. It then
prompts you to continue. If you enter "Y" to conti all transactions are backed out from the A/gipg tables. If
transaction processing has not been started, mo isadtone since only pre-setup open items have pested. Now
you need to enter only the additional open itentsssat Accounts Payable Setup Complete? to "Y" addia addi-
tional open items plus the original open items wikt at this time.

If you have started processing transactions (ievgojces are entered and posted, checks are erdaceposted, etc.)
and the Accounts Payable Setup Complete fieldsisti® "N", ALL posted transactions, i.e., postegtable docu-
ments and pre- setup open items, are deleted fielAfP posting tables. This is generally not a goed, since not
only will all A/P postings be deleted, but therdl e no effect on the General Ledger posting ®kbkaving or-
phan A/P transactions in the G/L posting table® ability to reset Accounts Payable Setup Compiatk to "N"

is primarily for entering additional pre-setup opemms before transaction processing has staitgdulneed to
change the Setup Complete flag from "Y" back to,"pléase consult your reseller.
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Accounts Payable Transaction Processing

Transaction processing for Accounts Payable inwbreating and postimqmayable documentsn the system
(which correspond to vendor invoices or other hiléd then processing checks to pay these bills. .

Payable Ledger

T Dev 5.40 Database: sample Printers: Lexmark2/NPIZCCTDL (HP Laserlet P2035n) = | & -
File ‘iew Ewecute Settings Help

doli=Eg@

Dev 5.40

EMELEY 1 Financial Management
(SRRELUN RN 5 Accounts Payable
3 3 sales &= 2 Accour &5 1 payabl 1 Payable Ledger

& 4 Purch: @& 3 Accout g 2 Check; [E a Update Payable Documents
5 5 Produt & 4 Payroll &5 3 Vendo e

E) b Print Payable Listing
& 6 Produt &5 5 Fixed/ = 4 Setup [ ¢ PostPayable Documents

I . e
& 7 Custor &5 5 MU”“Clﬁl Exit = d Print Payables Journal
£ 8 Genen 7 Multi-Level Tax

m

sl [E3 e Print G/L Activity

Iﬂ' Exﬂ: = ﬂ Exit B f Update Ledger Accounts

B g Update Account Groups

E h Create Recurring Documents
£ i Credit Card Import

&% z Batch Maintenance

4] Exit

| Status Ide

¢ Update Payable Documents

Documents are initiated through the Update PayBbleuments menu option, including entry of vender in

voices, credit memos, and debit memos, and loadfirzgy recurring-type A/P documents set up on ilse s
tem. Accounting groups can also be used with itrises for data entry.

¢ Print Payable Listing

Before posting payable documents, you must priatettiit listing, using the "Print Payable Listingition,
to check for erroneous entries.
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« Post Payable Documents

Once the edit list is approved, the Post Payableubents option can be selected. All documents estef
to the A/P posting tables, the G/L posting tabkey] a posting report is printed listing all docuisetihat
posted and the unique document number assignextio e

Posting documents also updates or creates operbatances. For new invoices, an open item is ciefate
that vendor. For a credit or debit memo, existipgroitems are updated to reflect new balancedditian,
Credit and Debit memos can be their own unique djgem if no reference is made to an existing ineoic

Check Processing

T Dev 5.40 Database: sample Printers: Lexmark2/NPIZCCTDL (HP Laserlet P2035n) = ]
File ‘iew Ewecute Settings Help

demEgm
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| @Copyright 2010
ol n
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£ 5 Produt & 4 Payrol &5 3 Vendo [E| b Update To-Pay Information
& 8 Produ & 5 Fixed/ 5 4 Setup |2 ¢ Create Automatic Checks

& 7 Custor g 6 Wu-COl Exit & o Update Non-AP Checks

m

[ B Gener: & 7 MultilevelTax e Update AP Checks
et g et f Print Check Listing

B g Print Checks

&) h PostChecks

£ i Check Processing Reports

& ] Check Reconciliation Programs
k Void Posted Checks

B z Update Baich Maintenance

6] Ext n

| Status Ide

e Print Payments Due Report (optional)

This option prints a list showing the invoices &ach vendor and the amounts and to-pay dates ¢ he
voices. This report can also be printed for a gingindor or cash account. This option will prompti yo
enter the current and next check run dates, vendntscash ledger account numbers.
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Update To-Pay Information (optional)

To make payments that differ from those listedtmreport, the Update To-Pay Information menu opito
used. It allows you to pull up all open items ahdrge the amount to pay, date to pay, discount athou
discount date.

Create Automatic Checks

The "Create Automatic Checks" option will automaliz generate checks based on the payments due that
display on the Payments Due Report and on updati®se payments made by the user through the Elpdat
To-Pay Information option. Checks generated witlkea@® Automatic Checks can be accessed through the
"Update A/P Checks" option.

Checks are not actually printed out at this pdint,are loaded into open check tables so they eardwed
and revised if needed using the Update A/P Cheghstiscreen. A report prints out a listing of tiecks
loaded into the tables.

Update Non-A/P Checks

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

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

This option is used to change and delete autornhéicks created by the Create Automatic Checks anogr
You can also use this program to add additionaizas you would like to make.

Print Check Listing

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

Print Checks

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

Post Checks

Finally, with the Post Checks option, A/P checks jposted to the A/P posting tables and all chebkh(
A/P and Non-A/P) are posted to the G/L postingaabA posting report prints a list showing all dkeethat
were posted. The posting of checks updates openlitdances for each vendor.

Void Posted Checks

Once posted, checks cannot be changed. Postedsamagk however, be voided if they are incorrecuby
ing the Void Posted Checks option. You are promfisedhe check number. When a check is voidednall i
voices paid on the check are again open AP invoices

Print Void Check Listing

After a check is voided, you must print out a figtiof void check documents with vendor and ledger a
count detail. This list is used to validate datayefrom the Void Posted Checks screen.
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* Post Void Checks

Once the voice check listing is printed, the voidbdck can be posted. The Post Void Checks opta@mes
the account information and updates the A/P opan halances. It also prints a Post Void Checksrtepo
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End of Period

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

Print G/L Activity

A GJ/L Activity report from A/P is available whiclisks debits and credits posted to each ledger atdou
the period. Only the adjustments initiated by A/ shown. This report is generated from the Priffut &-
tivity option and can be printed in detail or innsmary. You are required to input the period stgrimd
ending dates.

Print Payables Journal

This report prints a listing of debit and credioirmation for posted payable documents. The repabrted
by system-assigned document number. You are rebtarimput the period starting and ending dates.

Print Cash Disbursements Journal
This report prints debit and credit information fursted checks. You are required to enter the gestiart-
ing and ending dates.
Check Processing and Reconciliation Reports
Reconcile Checking Accounts
This program is used to reconcile differences betvyeeir General Ledger and your bank account.
Print Reconciliation Report
This report lists the bank balance, all outstandiegosits and checks, and your general ledger d&alan
Post Reconciliation
This program removes all reconciledhsefrom the items to be reconciled table.
Print Check Register

This report lists by check number all posted chdéakshe cash account and date range specified.

End of Current Period

Create Recurring Documents

When running end of period activities, documentskea as recurring in Update Payable Documents may
be copied in for the next period's transaction @ssing. The code specified in the Recur field @mrpted

for and then all recurring documents tagged witlt tode are copied into the Update Payable Docusment
screen. These documents can then be modified etedigust like regular payable documents.
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Vendor Information

Print Vendor Ledger

This report prints a listing sorted by vendor dfpadsted activity for each vendor. You are requit@ihput
the period starting and ending dates.

Print Vendor Aging

This report prints an aging report of vendor ogems in either summary or detail screen. You mpstisy
aging date, aging method, and vendors to be indlude

Print Vendor Cash Requirement

This report prints a future aging of vendor opemis in either a summary or detail report. You nspsicify
aging date, aging method, and vendors to be indlude
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Accounts Payable End of Year

AP has a special phase in which some year-end gsimgpis done. At year- end, process 1099’s wigtin

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

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

* Principle Accounts Payable menu options
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Accessing Fitrix

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

Load the Accounting System Menu

The Fitrix Accounting System menu lists all modutesrently installed on your system. Therefore,rygystem
menu will resemble, but may not be identical te, 8ystem menu illustrated here.

" Dev 540 Database: sample Printers: Lexmark2/NPBCCTDI (HP Laserlet P2035n) =N e
File ‘View Ewecute Settings Help

de¢mE2m

¥

/[ 1 Financial Management
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E5 4 Purchase Management

= 5 Production Management

&= & Production Planning

£ 7 Customer Relationship Management

m

£ 8 General/Administration

&) Exit

| Staus Ide

What the System Menu May Contain

Depending on the modules that you have installedr ¥itrix Accounting System menu may contain anglbof
the following modules as menu options:

« General Ledger: Manages your general ledger. General Ledger (iS/ah information center for all other
Fitrix modules. G/L allows you to define ledger aants and account groups, create recurring doclangent
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eliminate entering the same basic transactionsategly), and post to the appropriate accountingpgsr
G/L provides immediate, online G/L information.

Accounts ReceivableAutomates your company's billing procedures. ActsirReceivable produces stand-
ard customer invoices, statements, ledgers, amdj agports. It also provides online access toittf-
mation.

Accounts Payable:Automates your bill-paying procedures. Ensures distounts are taken when availa-
ble, vendor payment information is tracked, andeeges are posted to the appropriate accounts. Atcou
Payable provides immediate, online payables inftiona

Order Entry: Automates the complete ordering process, whiclhuites standard orders, credit/debit mem-
0s, and back orders. Order Entry provides immediaténe access to order information.

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

Production Management:Used for entering and processing Production WadeG.
Production Planning: Used for Materials Resource Planning.
Purchasing: Automates the purchasing of inventory.

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

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

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

Customer Relationship Management -used for tracking sales leads, marketing campaggyms$ support
cases.

The Accounts Payable Main Menu

Fitrix Accounts Payable handles the processing/Bfthansactions, including invoices, credit mentahit memos,
and payments. Accounts Payable also producesetyaffireports. Select Accounts Payable from thiex\c-
counting System menu to display the Accounts Payatain menu.

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

The A/P main menu contains the following options:

Payable Ledger:Used to update, print, and post payable documbérmsovides options for updating ledger
accounts and account groups. Recurring documentbeeanaintained. You can print the payables journal
and G/L activity.

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

Vendor Information: Provides functions that allow you to setup andntaén vendor records. Payment
terms can be updated. A variety of vendor repatshe printed.

Setup PayablesUsed to setup the Accounts Payable system. Mattyeodptions on this menu are options
that maintain reference programs that are usedgiimut the Accounts Payable system. These programs
clude the options for maintaining the Payable Dig$garogram, the Vendor program, the Account Groups
program, and updating 1099 cash accounts.
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Accounts Payable Task Menu Options

In this section we will present a brief look at theious submenus called from the A/P main mend,eexamine
briefly the various menu items and the functioreytiun.

Payable Ledger Menu

The Payable Ledger menu is the most frequently os=tl of the Accounts Payable System. Use this neean-
ter, print, and post invoices, credit memos, arlitdeemos.Recurring documents representing transactions that
recur periodically, can also be created.

The Payable Ledger menu:

T Do 540 Dotabase: somplePrines oxmar2/NPEC
File ‘View Ewecute Settings Help

demEam

Dev 5.40

[=EMEUELY 1 Financial Management ! :
SRR RS 3 Accounts Payable ' -
£ 3 Sales' &g 2 Accour By 1 Payabif] Payable Ledger L&

| 'm e @ Copyrigl

B 4 P @ 3 At G 2 Ceck [ 5 upete PaaneDosumets 2
e e e e e A SOThW
& 5 Produt 5 4 Payroll &5 3 Vendo = b Print Payable Listing

& 6 Produt &5 5 Fixed/ & 4 Setup /=) ¢ PostPayable Documents

7 Custor = ey | =
&= = 6 Mult-C 5] Exit /= d Print Payables Journal
5 8 Gener 5 7 Multi-Level Tax

m

ro— &= e Print GIL Activity

@_’ E?]t = ﬂ E)ﬁ[ @ f Update Ledger Accounts

@ 0 Update Account Groups

& h Create Recurring Documents
[ i Credit Card Import

& z Batch Maintenance

o] Exit

Status Idle

Menus Overview 5



Fitrix Accounts Payable User Guide

This menu contains the following options:

» Update Payable DocumentstUse this option to enter and modify vendor invejaaedit memos, and debit
memos.

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

» Post Payable DocumentsPosts payable documents to the Vendor Open Itegraamoand the Ledger Ac-
tivity program. This process creates open itemspaduces a report.

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

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

» Update Ledger Accounts:Use this option to enter and maintain generaldedgcounts.
» Update Account Groups:Use this option to maintain Account Groups.
* Create Recurring Documents:Creates new un-posted versions of recurring doaotsne

* Credit Card Import- use these programs import your credit card stateared post the paid invoices to
your non credit card vendors (expense vendorsyigcti

» Update Batch Maintenance:lf batch control is turned on in Update PayabléaDis and approval is re-
quired prior to posting transactions, use this pogto approve batches. See @etting Sarted with Fitrix
manual for more information on Batch Control.

Check Processing Menu

The Check Processing menu contains options thawglbu to write and record checks to pay vendooiices or
other bills. These include options that allow yolcteate automatic checks, and to print, postvaidichecks.

The Check Processing menu:

6 Menus Overview
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File

" Dev 540 Database: sample Printers: Lexmark2/NPBCCTDI (HP Laserlet P2035n) =N e
Yiew Ewecute Settngs  Help

de¢mE2m

Dev 5.40

(e 1 Financial Management
=AU BWELLET 3 Accounts Payable
& 3 Sales & 2 Accour & 1 Payab I Processing

) 4 Purh g 3 Accout @ 2 Check; @ » Prm Payments Dus Regor
B 5 Pod £ 4 Paroll & 3 Vento [ » Upaats Tomayamaton
& 6 Produ & 5 Fixed/ & 4 Setup [E) ¢ Create Automatic Checks

& 7 Custor g9 5 M“'“‘C:iﬁ_l__lf_ﬂ;t-_ B d Update Non-AP Checks

= 8 Gener &5 7 Multi-Level Tax

@ Eﬁ - ﬂ Exit IZ)  Print Check Listing

¥

m

e Update A/P Checks

& g Print Checks

&= h PostChecks

£ i CheckProcessing Reports

& ] Check Reconciliation Programs
k Void Posted Checks

@ z Update Batch Maintenance

&l Ext i

| Staus Ide

This menu contains the following options:

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

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

Create Automatic Checks:This option creates checks for payment that djsptathe Payments Due re-
port.

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

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

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

Print Checks: Prints the checks after you examine the chedkdjgbr accuracy.

Post Checks:Post checks to the Open Item and Ledger Activibgpams. This option prints a Check Post-
ing report.
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* Check Processing ReportsContains the following options: Print Check ReégiisPrint Cash Disburse-
ments Journal, Print Outstanding Checks, and Posttive Pay File.

* Check Reconciliation Programs:Use this option to reconcile your checking acceunt

¢ Void Posted ChecksUse these options to void checks.

Vendor Information Menu

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

The Vendor Information menu:

T Dev 5.40 Database: sample Printers: Lexmark2
File ‘iew Ewecute Settings Help

doli=Eg@

Dev 5.40

[=RMIIEN 1 Financial Management -
(SRRELUN RN 5 Accounts Payable a
& 3 Sales 5 2 Accowt &y 1 Payan TR e

i = @Copyrig
a Update Vendor Information !:uyrthr:‘n_

ftware Solutions, Inc.

[ 4 Purch: 5 3 Accour & 2 Check:

& 5 Produt g5 4 Payrol = 3 Vendo &= b Print Vendor Information
& 6 Produt &5 5 Fixed/ = 4 Setup 5 c PrintVendor Labels

I e
& 7 Custol g 6 Multi-C S Exit [E d Update vendor Terms

m

IE'JJ B Gg.ner.: B 7 ML ovel Tax =] e PrintVender Terms
Iﬂ_ Ezﬂt - ﬂ Exit B f Print Vendor Ledger

B2 g PrintVendor Aging
B h Print Vender Cash Require
&} i PrintVendor Open ltems

& ] Vendor 1099's

9] Exit

Statug Idle.
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This menu provides the following options:

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

Print Vendor Information: Displays a submenu with options for printing imf@tion from the Vendor ta-
ble. The reports can be sorted by vendor name aahel c

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

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

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

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

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

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

Vendor 1099's:Use this option to create, update, or print verkfi9i9's.

Setup Payables Menu

Through the Setup Payables menu, enter basic iaf@aymrequired by the Fitrix Accounts Payable syste

The Setup Payables menu:

Menus Overview 9
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File

Yiew Ewecute Settngs  Help

de¢mE2m

S0 I '
B 2 temM & 4 Gener;
£ 3 Sales' & 2 Accour B 1 F'a].fabl ]

A E i ©Copyright 2010

= 4 Purch:
& 5 Produt & 4 Payroll &= 3 Vendo

IS 6 Produt &5 5 Fixed# & 4 Setup [E c Update Account Groups
7 Custar &= o A

] 3 6 Multi C.'Tﬂ Exit /= d Print Account Groups

5 8 Gener 5 7 Multi-Level Tax

ﬂ Emt B ﬂ Exit [E f Update Vendor Pay-Ta's

Fourth & ation

& 3 Accour g5 Check: (& a Update Payable Defaulis | |

Software Solutions, Inc.

IZ} b Print Payable Defaults

m

B e Update Vendor Information

& g PrintVendor Information
B n update Vendor Open Items
&) i Print Vendor Open liems
[El | Update 1089 Cash Accounts
E k Update Payment Methods
o] Exit

Status Idle

This menu provides the following options:

10

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

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

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

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

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

Update Vendor Open Items:Use this option to enter vendor beginning balamemg the setup phase.
Print Vendor Open Items: Prints a listing of vendor open items.
Update 1099 Cash AccountsDesignates and maintains which cash accounts 1@@@ireporting.

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

Menus Overview 11






Chapter 4

Setup Payables Menu

*Menu options for maintaining information about versi
*Adding/updating vendor information

*Menu options for setting up the Accounts Payableuhe
*Designating cash accounts for Accounts Payable
«Setting up defaults for Accounts Payable

*Setting up Account Groups

*Entering/updating information on vendors
*Maintaining multiple vendor addresses (pay-to askke)

*Entering your outstanding vendor invoices (opemgg

Setup Payables Menu
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The Setup Payables menu contains options for mingareference programs that are used only byAtmunts
Payable module.

The Setup Payables menu:

Fle ‘Wiew Esscule Settings  Help

devm=2zm

Dev 5.40
[=ERMEIENY 1 Financial Management
& 2temM &5 1 GererfElTE LT

£ 3 Sales & 2 Accour [=ElEEVELT 4 Setup Payables
& 4 Purch: @ 3 Accour & 2 Check!

a Update Payable Defaults ¢ ol tion
R e L R T Softe lutions, Inc.

3 Produt & 4 Payroll &g 3 vendo {Z} b Print Payable Defaults

& 6 Produc & 5 Fixed/ = 4 Setup ¢ Update Account Groups

7 Cust i-C 51 Exit
& 7 Custal &5 5 Mum‘cﬂ Exit [ d Print Account Groups
=5 8 Genen &= 7 Multi-Level Tax

e Update Vendor Information

f Update Vendor Pay-To's
& g PrintVendor Information

2l h Update Vendor Open ltems

&} i PrintVendor Open ltems

| Update 1099 Cash Accounts

k Update Payment Methods

Status Idie

14 Setup Payables Menu



Fitrix Accounts Payable User Guide

Update Payable Defaults

The Update Payable Defaults menu is used to addnairttain defaults, such as the default ledgerattscand the
default vendor terms, and other values used throwighe Accounts Payable system.

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

The Accounts Payable Defaults screen:

¥~ Update Payable Defaults o= ][ =] [eaa]
File Edit View MNavigation Tools Actions Help
OB O WhPEQA BALRERE @O

A @00 0 0 &

Find Prey MNext Add Update Delete Browse

Invoicing Terms Code: & L 2% 10 MET PAYMENT 30 DAYS
Multilevel Tax

Default Tax Code: NOTAX 1 Tax Entry on Detail Line: ¥
Gross Invoice Entry: N Calculate Tax on Cash Discounts: M
Account Numbers

afp: 200000000 |%| Cash: 100000000 | % | Discount: 503000000 | =

Aging Information
AgeOn: D {D - Due Date, I - Invoice Date)
Diesc: Current 10 30 Days 311to 60 Days Chver 60 Days
Days: g 30 50
Tax Reporting
Federal Tax ID Number: - 91-1303556  Viendor Default for 1099 Reporting? N

Streamline AP Setup

Print Payable List: Post AP Invoices: Print Post Report:
Print AP Checks: Post AP Checks: Print Post Repart:
Vioid Posted Checks: Post Vioid Checks: Print Edit/Post Report:
Miscellaneous
1= AP Setup Complete?; ¥ Batch - Invoices?: N Payments?: M

Require Approval to post?; N Approval Code:

1of1

This screen is divided into seven sections.

Invoicing—defaults that control certain automatic aspect&/Bfinvoice entry.

Setup Payables Menu 15



Fitrix Accounts Payable User Guide

Multilevel Tax—defaults for multiple-level taxes.

Account Numbers—default account numbers used by Fitrix AccountsaBhby

Aging Information— default values for aging periods

Tax Reporting—default information for vendor 1099 reporting

Streamline AP Setup —controlswhen posting functions are called and reports optlg printed

Miscellaneous—set up complete setting and batch control fields.

Warning!

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

Invoice Section—Field Description

Terms Code:

This six-character field stores the default termdecto use during invoice entry. If you do not sfyez default
terms code for the vendor, this is the code thsildis during invoice entry. The terms code musehzeen previ-
ously set up using the Update Vendor Terms optfaheVendor Information menu. The Zoom featurprisvided.

Multilevel Tax Section—Field Descriptions

Default Tax Code:

This is the default tax code used for the Updat@Ble Documents and Update Non-A/P Checks optioa$aix
code cannot be found in the Vendor Pay-To progratheVendor Information program.

Gross Invoice Entry:

This field determines the default mode for enteangpunts for the Update Payable Documents and Epdat
Non-A/P Checks options. It is the default for th@&s Amt Entry field found on the Payable Documeants
Non-A/P Checks screens. If set to "Y", amountsreaténclude the tax. The net amount is computedthisds
the amount posted to the chart of accounts folitlegtem.

The tax is posted to a different account, as deterthby the Accounts Payable account specifiedhfeMulti-
level Tax code with Update Multilevel Tax Codes.

Tax Entry on Detail Line:
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Entering a "Y" in this field allows you to assigiMaultiievel Tax code to each detail line of docurtseeantered
through Update Payable Documents and Update Norehéeks. If set to N then the tax code in the hesee-
tion will populate all detail lines.

Calculate Tax on Cash Discounts:

This field determines the behavior of the Update &hecks option. If a "Y" is entered into this dieh Multi-
level Tax transaction is generated to automatidadigk out the tax discounted when discounts aentak A/P
invoice.

This is necessary because when an A/P invoicesggpan entry is posted to the Multilevel Tax\attipro-
gram for the full amount of tax charged, regardtEfsany discount available for timely payment.

When a discount is taken on an invoice, the fulbam of tax for the invoice is posted and a sepagatry to
the Multilevel Tax activity program is requiredgbow the effect of the discount. If the Calculagx®n Cash
Discounts field is set to "Y" a transaction is antically generated to adjust the Multilevel Tafommation.

The ledger account that these adjustments aredbtasts the ledger account entered as the A/P DistcAc-
count in Update Multilevel Tax Codes. If this fieddntains an "N", no such adjustment is generateghveash
discounts are taken.

Account Numbers Section—Field Descriptions

A/P:

This field stores the default Accounts Payable antoaumber. If you do not specify a default AccauRayable
account for the vendor, this is the account thspldiys on the Payable Documents screen. The acoauiter
used must have been previously set up as a lyahilitount using the Update Ledger Accounts optiche
Setup Payables menu or the Payable Ledger menwZddre feature is available.

Cash:

This field stores the default cash account. Thtkésaccount that displays as the default for taghCAccount on
the A/P Checks screen, the Update Vendor Informataseen, and the Non-A/P Checks screen. The atcoun
number used must have been previously set up asheaccount using the Update Ledger Accounts opfion
the Setup Payables menu or the Payable Ledger amehthe Update Checking Accounts option of the (setu
Company menu. The Zoom feature is available.

Discount:

This field stores the account number used for pgddiscounts. The account number used must havegree
viously set up using the Update Ledger Account®oapif the Setup Payables menu or the Payable ltedge
menu. The Zoom feature is available.

Aging Information Section—Field Descriptions

Age On:

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

Descriptions:

Setup Payables Menu 17



Fitrix Accounts Payable User Guide

The description fields are used to define the digons for four aging periods. Each descriptioattiiou enter
here displays as a heading on the Vendor Agingrtepo

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

Each field pertains to the aging period directlgwabit. The number entered in the days field isupger limit
to the number of days defined in any one periodoite amounts are distributed to an aging pericgbdan the
days field for the aging periods and the age ofrhkeice.

The age of an invoice is determined using the gaeenter, when prompted, while printing the Vendgmng
report. The start of the current aging period evhlue in the days field for the previous agingqueplus one.
The end of an aging period is the number of daykérdays field under the period description.

For example, the Days fields are filled left tohtigvith the values 0, 30, 60, and blank. The fiestiod is O days
or today. The second period starts at 0 + 1 oryloflage and ends at day 30. The third definedbdestarts at
31 days and ends at day 60. The fourth period Begi6l day and has no upper limit. There areefbes, four
defined periods. For example, an invoice has arofg8 days and thus falls between the periodsddfas 30
and 60 days for period boundaries, respectivele. dde is greater than or equal to the Days fielboig peri-
od two but less than the Days field of aging petlugée, so the transaction is distributed to agiegod two.

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

Tax Reporting Section—Field Descriptions

Federal Tax Identification Number:

This field contains your company's nine-charaagr D number. This field requires that this numbeiin the
standard report xx-xxxxxxx and prints on the 10&@sns.

Vendor Default for 1099 Reporting?:

The value (Y or N) entered into this field is thefalilt that will display in the 1099 Required figd the Vendor
Information screen if that field is left blank. X™in this field means that the 1099 Required fieldthe Ven-
dor Information screen will default to "Y" if it ieft blank, indicating that you want to use 108@arting for
that vendor.

Streamline AP Setup

18

» Check the Post AP Invoices box if you want to awtoally post invoices after the edit report is run
* Check the Print Post Report if you want a hard aufiiyre posting report

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

» Check the Print Post Report if you want a hard amfthe posting report

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

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

Accounts Payable Setup Complete?:

This field shows whether or not all vendor begimgniialances have been entered. If this field cogtam"N",

you may enter vendor beginning balances and Onuxtcamounts using "Update Vendor Open Items" (Setup
Payables menu). Enter a "Y" when you have setlwgealblor balances and your Account Payables islarite.
The Accounts Payable is in balance when balancAsdounts Payable are equal to your accountingrdsco

After you have entered a "Y" and saved the redwrd,prompts display. The first prompt tells youtttize ac-
counts payable will be totaled and displayed, asi® gou if you want to continue. The second prodigplays
the sum of all open items, tells you that transadiwill be created for open items and amountscoount for
vendors, and again asks you if you want to continue

Use the amount displayed as a check that open heresbeen correctly entered. Before you load ppen
items into the standard company database, you dlvaldulate manually the sum of all open items.nT ladter
you enter your open items into the system, comiteaenanually calculated number to the sum displéyethe
system. This comparison helps to catch data entoysein open items before you tell the system lyave com-
pleted set up.

Once you respond with a Yes answer to this progmat,can no longer enter open items. This prevemiere
from changing payable balances without enteringuastiction through the system. Transactions map@ot
posted until this field contains Y.

It is possible to change the Setup Complete fighf"Y" to "N", but this is not recommended. Doisg deletes
all A/P transactions except open items. It mayédeavattached entries and cause problems with ymauating
system.

Batch Invoices

Indicates whether or not batch control is used wdrgering AP invoices. Ségetting Started with Fitrix for
more information on Batch Control.

Payment

Indicates whether or not batch control is used wdrdgering / created AP checks. $atting Started with Fitrix
for more information on Batch Control.

Require Approval to Post

Indicates whether management approval is requiedoré® batch can be posted. Smtting Sarted with Fitrix
for more information on Batch Control.

Approval Code

Batch approval code. S&etting Started with Fitrix for more information on Batch Control.
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Print Payable Defaults

This option prints a hard copy of information eetkéwith the Update Payable Defaults option of tati Payables
menu.

Update Account Groups

An account group is a set of different account nerslthat are used together. The Account Groupsedngp and
maintained with this menu option. Accounts Paydéte you define groups of Ledger Account numbersaé-
count group may be used for a certain type of a&etisn, but more typically, they are associatedhaispecific
vendor and represent the expense and asset categovwhich you typically purchase from that venddsing these
account groups and the codes used to identify iemlifies the entry of invoices for a specific dem. By know-
ing the names of different account groups, you meddknow the actual account numbers.

A typical Chart of Accounts might consist of dozgpsrhaps hundreds of different accounts. Wheneyaer paya-
ble documents, you can specify different accoumidentify different types of purchases. To remendkeof these
different account numbers when you are enteringstzetions is close to impossible. Even searchirautih the
table (using the Zoom command) is time-consuming.

A better method is to group accounts in logical svagd then name these groups so they are easyéontger (or at
least easier to remember than account numbersacéount group can then be associated with a gigador on
the Vendor Information screen using the Update demnformation option of the Setup Payables mentherUp-
date Vendor Information option of the Vendor Infation menu. An account group may also be enterezhvein-
tering the vendor invoice.

Since the same Account Groups are used for alkFitodules, all groups in this program may not gpplAc-
counts Payable.
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The Account Groups screen:

E Update Account Groups = =
File Edit Wiew MNavigation Toels Actions Help
OB & il A EBLUBM H00@ »

A e 00 0 9 =

Find Prev Mext Add Update Delete Browse

Group Code: DEPREC
Description: DEPRECIATION EXPENSE

| Account Dept Diescription

| 745000000 000 DEPRECIATIOM EXPEMSE

| 181500000 000 FURNITURE & FIXTURES DEP.

| 182500000 000 TRANSPORTATION EQUIP. DER.

| 183500000 000 MACHIMERY 8 OTHER EQUIF. DEP.

| I

Account Group Screen—Header Section

Group Code:

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

Description:

This 30-character alphanumeric field is the desiompthat displays after you enter the group codé¢he Ven-
dor Invoice screen and the Vendor Information stré&mter a meaningful description of the accountgr

Account Group Screen—Detail Section

There may be up to 100 detail lines in this sectiaaccess the detail lines, click the detail doutt

Account:

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

Dept.:

This is the department code. This column defaoltsé 000 department code. In order to use thertiepat
code feature, department codes must have beeropstyiset up using the Update Company Informatjatioa

of the Setup Company menu. The Zoom feature isigeoyv

Description:
The description that displays in this column isdescription of the Ledger Account. This is a digpbnly field.
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Print Account Groups

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

Update Vendor Pay-To’s

This menu option allows you to store multiple payatidresses for multiple vendors. Use this featdmen you
want to keep several addresses for one vendorpay¢o codes are used in the Payable Invoices gnogr

The vendor's primary address is entered in the ¥ietable by using the Update Vendor Informationgoamn. That
screen provides an option to enter pay-to addrdesassingle vendor.

The Update Vendor Pay-Tos program is useful if goaientering a batch of pay-to addresses for sewendors.

The Pay-To Address screen:
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¥~ Update Vendor Pay-To's |E”E|
File Edit View MNavigation Tools Actions Help
OB & oik A BLEM 9O
a0 P W O 9 =W
Find Prey MNext Add Update Delete Browse
viendor Code; CANON CAMNOM U5, A, INC,
Pay-To: CAMON1
Pay-To Mame: CAMNON SOUTHEAST
Contact: BOB Phone: 300-323-9768
Address1: 480 TRICKUM WAY Cell:
Address2: Fax: 770-456-7899
City/State/Zip:  ATLANTA GA 30339
Country: US UMNITED STATES
Email: bobs@canonusa.com
Web Address: canonusa.com
Bill Ins.:
Bckard: Y Tax: MNOTAX
Take Disc.: ¥ ETA Days: 45
Buyer: KEVIMN KEVIN KEMMER
Discount:
Pay Method: AP ACCOUNTS PAYABLE
Credit Card AP Acct:
1of1

Pay-To Address Screen- Field Descriptions

Vendor Code:

This is the vendor code that uniquely identifies Wiendor. The vendor code must have been previsaslyp
using the Update Vendor Information option of thendor Information menu or the Update Vendor Infdiara
option of the Setup Payables menu. After the verndde is entered, the business name display®iartta-
beled field adjacent to the code. The Zoom feaipgovided.

Pay-To:

This six-character alphanumeric required field esahe code that uniquely identifies a single magetdress for
a vendor. A pay-to address is the address whictispoin checks. For a single vendor, you can setulfiple
pay-to addresses, each of which must have a catlésthinique to that vendor.

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

Pay-To Name:

This 30-character alphanumeric field stores theénass name of the vendor at the pay-to locatiomddfby the
pay-to code. This name prints on checks for thistpeaddress.
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Contact:

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

Address 1:

This 30-character field stores the first streetragsl line of the pay-to address. This is the limgt of the address
that will print on checks for this pay-to locatiofhe entire address that will print on checks Far pay-to loca-
tion consists of the fields Address 1, Addressiy, Gtate, Zip, and Country.

Address 2:

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

City:

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

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

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

Country:

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

Tax:

This six-character alphanumeric field serves asitffault Multilevel Tax code for the Update Payabtecu-
ments and Update Non-A/P Checks options. This feeltbt required and the Zoom feature is available.

Cell:

The cellular number of the Principle accepting pagim

Fax:

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

Email:

The email address of the Principle accepting paymen

Web Address:

The website address of the company.

Take Disc.:

This one-character field controls how discountstaken when automatic checks are created for tys@ ad-
dress.
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A = discounts are taken even if the payment is nadiide the discount date.
Y = discounts are taken only if the payment is maelfiere the discount date.
N = a discount is not taken.

In any case, the discount taken may be changedatipiefore checks are printed. If this field isk on the
Pay-To Addresses screen, the value for the disd@midton the Vendor Information screen is used.

Bckord:

This field is not currently functional.

ETA Days:

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

Buyer:

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

Discount:

This field is not currently functional.

Pay Method:

This is a six-character alphanumeric field that lbarused to enter a payment method code for tinidore
When a valid code has been entered, a descripiibdigplay in the adjacent field. The Zoom functits avail-
able in this field.

Credit Card AP Acct and Department:

Not required. Fill in AP account number and deparitrto be used when creating credit card statemeaices
if different than the AP account number and departnstored with the vendor. See the section oiCtiedit
Card Import programs in Chapter Six for more infation.

Print Vendor Information

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

Update Vendor Open Iltems

This option allows you to enter the vendor begigrtialances. An Open Item is a vendor invoice witloatstand-
ing balance. After you have set up Fitrix Accourss/able, you can change only the fields in the &ap{Rfor-
mation section. Use this option to enter vendoaheds before changing the Accounts Payable Setoplete field
on the Accounts Payable Defaults screento Y.
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The Vendor Open Item screen:

fa

. ¥~ Update Vendor Open ltems |E‘E|
File Edit View Mawigation Toels Actions Help
OB O WULEHEERA BOEBEM @0
A0 090 O 9@ W
Find Prev Mext Add Update Delete Browse
Vendor Code: 123457 CHAMPIOM INC
Pay-To Code: EAST
On Account: 0.00 Balance: 863ﬁ2.?ﬂ Currency: 5TD
Invoice Information
Invoice: 254 Home Currency Amt:
Document Mumber: 254 Currency Exchanage Rate;
Description:
Date: 06,25/2012
Original Amount; 15.00 To Pay Information
Original Discount: 0.30
Invaoice Balance: 15.00 Discount Date; 07/06/2012  [Lig
Discount Balance: 0.30 Amount to Apply: 15.00
Due Date:  07/26/2012 Discount to Take: 0.30

AP Account: 200000000 - 000 Date to Pay: [i?j'UGIZDIZ L]

P, O. Mumber: 725 Cash Account: 100000000 - 000

Purchase Order Date: 06/25/2012
11 of 24

Vendor Code:

This twenty-character alphanumeric field is theectitht identifies the vendor. The vendor code rhast been
previously set up using the Update Vendor Infororatiption (Setup Payables menu or Vendor Informatio

menu). Zoom is available.

Pay-To Code:

This field is the six-character alphanumeric fithdt is the pay-to code for the document.
termines what pay-to address to print on the ch&bls may be a pay-to address coded "

This toagede de-
PAYTO" dhefe is

no special pay-to address in the Vendor prograenthin vendor address is printed on the check ale@
code must have been previously set up using thetdpdendor Information option (Setup Payables methe)
Update Vendor Information (Vendor Information memur)the Update Vendor Pay-To's option (Vendor info

mation menu). Zoom is available.
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On Account:

This numeric field is the amount that you owe tbador on account. In other words, the amount thatowe
the vendor that is not associated with a particalesice. This field is similar to the On Accoumtlfl of the
Vendor Information screen. The difference is thatfield displayed on the Vendor Open Items scig@nwin-
dow to the vendor record. During setup you canreghtvendor's On Account amount in either plaagrifiy
setup, entering a new figure into the On Accounb@am on the Vendor Open Items screen overrides any
amount you previously entered in an On Accountfiel

Balance:

This numeric field is the balance that you owe thkisdor. This field is equal to the on account amq@lus any
open items for the vendor and is automaticallywdaled for you. It is the same as the Balance fiélithe Ven-
dor Information screen. This is a system-maintajmighlay only field.

Currency:

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

Invoice:

This twenty character alphanumeric field storesrinmber of the vendor's invoice. This field is aene as the
Invoice field of the Payable Documents screen.

Description:

This 30-character alphanumeric field is the desionipfor the open item document. This descript®nsed as
an audit trail to help you identify the source ofity. This is the same as the Description fietdthe Update
Payable Documents screen.

Date:

This date field is the date that the vendor isshednvoice. This is the same as the Invoice Datd bn the
Payable Documents screen.

Original Amount:

This numeric field is the original amount from thendor's invoice. This amount is the same as tia anount
on the Totals section of the Payable Documentsacre

Original Discount:

This numeric field is the original discount offeredthe vendor. This amount is calculated by mlyliiyy the
discount rate by the original amount.

Invoice Balance:

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

Discount Balance:

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

This date field is the date by which you have tg thés invoice without the invoice becoming paseduihis is
calculated from the Invoice Date and the TermssThithe same date as entered in the Due fieldl®R®ayable
Documents screen.

Discount Date:

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

Cash Account:

This field is the cash account for this documehisTield is the same as the cash account fieldredton the
Payable Documents screen. The second part of thle &zcount Number field is the cash department dode
this document. This field defaults to the Defaudis@ Account entered for the vendor. If you haveembéred a
default cash account for the vendor, this fieldad# to the Cash account entered on the Accowayatfe De-
faults screen. The account number must have bestiopsly set up using the Update Ledger Account®op
of the Setup Company menu or the Payable Ledgeunzaom is available.

P.O. Number:

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

Purchase Order Date:

This date field is the date of the purchase order.

Document Number:

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

Currency Exchange Rate:

This 16-digit field is the current rate of excharigethis currency if multicurrency is being usdtds used to
calculate the home currency amount of foreign ewarydransactions. The Current Rate of Exchangd feel
maintained in the Update Currency Codes optiom@f3etup Multicurrency menu.

Home Currency Amount:

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

Amount to Apply:

This numeric field determines the amount that @digplon the automatic check. This field defaultd&invoice
balance. If you do not want to pay the invoice baeég you may change this field to the amount yowdnt to

pay.

Discount to Take:

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

This date field determines when the automatic cleee&tion process creates a check for this invditkis date
falls before the Next Check Run Date that you ewtegn you create automatic checks, the automaéickcbre-
ation process creates an automatic check. Thi diefaults to the discount date when the discoate i$ en-
tered. It can be overwritten.

A/P Account:

This field is the accounts payable ledger accoontHis document. This is the same as the A/P Aatentered
on the Payable Documents screen. The second piawe @f/P Account number field is the A/P departmeode
for this document. This field defaults to the Ddfa\iP Account entered for the vendor. If you hans entered
a default A/P account for the vendor this fieldadgfs to the A/P account entered on the Accouryslita De-
faults screen. The account number must have bestiopsly set up using the Update Ledger Account®op
of the Setup Company menu or the Payable Ledgeunidre Zoom feature is provided.

After the Accounts Payable Setup Complete flagids "Y", you may only change the information liretTo Pay
Information section of the screen.

Print Vendor Open Items

This option prints a listing of open items. Usestligting as a permanent record of the beginnirgrzas entered.

When you first execute the Print Vendor Open It@nmesiu option, you must confirm the destination far teport.
You may then select the vendors to be printed thighSelect Vendors Selection Criteria screen..

The Vendor Open Item report lists open items faheselected vendor and prints the total baland¢beoitems. For

each open item, the report lists the automatiedbigned document number (Doc No.), the Invoice benmin-
voice Date, the Description, and the Invoice Baganc

Update 1099 Cash Accounts

This option allows you to identify any cash acceunhose cash disbursements must be reported tR&e

The 1099 Cash Accounts screen:

' Update 1098 Cash Accounts [ =
File Edit View Navigation Tooks Actions Help

OB G UibREa LM o6

4 @ @ 9

> =
Find Prev Next Add Update Delete Browse

Account Number: 100000000 BANK OF AMERICA
Department Code: 000 |4 ADMIN. OFFICE
1of1
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The fields are on this screen are:

Account Number:

Contains the number of the ledger account affeloyeti099 reporting. Zoom is available.

Department Code:

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

Vendor Information

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

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

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

*Tracking & maintaining vendor 1099’s
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Vendor Information Menu

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

The Vendor Information menu:

Do 540 Onabase somple Pinters: Loxmark2/NPECCTON (P
File ‘iew Ewecute Setings Help

demEam

Dev 5.40

=R MRl 1 Financial Management t .
SRR RN 3 ) ccounts Payable Y N
© 3 Sales' &g 2 Accour & 1 Payaniff] Vendor Information

4 Purchz
= £ 3 Accout 5 2 Check! Q a Update Vendorlnformahon

& 5 Produt &5 4 Payrol = 3 Vendo b Print Vendor Information

& 6 Produc &g 5 Fived! B4 SETUD B ¢ Print Vendor Labels

7 Custor
= & 6 M”m{ﬂ Eﬁ El d Update Vendor Terms

8 G ® m
= Nl & 7 Multi- Level Tax "= e Print Vendor Terms

ﬂ Eﬂt ﬂ Exﬁ B f PrintVendor Ledger
£ o Print Vendor Aging
&= h Print Vendor Cash Require
& i PrintVendor Open ltems
& | Vendor 1099°s

9] Exit

Statuz Idle

Update Vendor Information

The Update Vendor Information option is used to add maintain information about vendors. The Vertdble
contains many of the defaults associated with vesididhere are six additional screen programs aitdessom the
Update Vendor Information program. These prograraste Pay-To Information, Vendor Activity, Vendaging
and Terms, On PO, and Document Delivery. Each étteese programs is discussed in this section.
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The Vendor Information screen:

P~ Update Vendor Information = =]
File Edit View Navigation Tools Actions Options Help
QB U UREPEQRAALRE @O
Payto Ar%lv Agi'fg Ta?;\s oﬁo Doc
4 6 @ 9 § &
Find Prev Next Add Update Delete Browse
Vendor: 123457 Name:  CHAMPION INC -
Account No.: CHMP1038 Contact: JIM M PELIN
Cell: 404-234-9173 Phone: 404 265 8354
Address: 320 S\ 150TH Fax: 4042658300
COMPLEX 2GF
C/S[z: ATLANTA GA 42231
Country: US | UNITED STATES
Email: jpelin@abedist.com = EMail Currency:  STD
Web: www.abedist.com H et TaxCode:  DEKALB
Fraht Tax: Misc Tax Code: L
Hold: LastPay:  07/12(2012
Balance: 86302.70
Buyer: CATHY ) CATHY SELIN On Account: 0.00
AP Terms: B 2% 10 NET PAYMENT 30 DAYS Limit: 50000.00
Acct.Grp: EXINV a] INVENTORY EXPENSES ETA Days: %)
Pay Mthd: AP ACCOUNTS PAYABLE Take Disc: No
FedTax ID: 53-1876534 1099 Required:
onPo: 51164767.12 ¥TD Purchases: 28,512 Lifetime Purchases: 181,709
Accts AP: 200000000 (%) - 000 (% Cash: 100000000 (% - 000 |% EXPCOG: 704000000 (%) - 300 Rebate: 120000000 [%] Credit Card Template: )
1of1 =5
Note

The field descriptions with an asterisks (*) aréyavailable if you have Fitrix Purchasing in-
stalled. Contact your Fitrix Representative for enmformation.

Vendor:

This twenty-character alphanumeric field is theectitht identifies the vendor. Once a vendor hasgetions in
the system, you cannot change that vendor's cadelatete the vendor record. This is a requireld fie

Business Name:

This 30-character alphanumeric field stores thén®ss name of the vendor. If you do not enter atpaddress
for the vendor, this Business Name displays onkshekhis field also displays on many reports aneest.

Account No:

Enter the account number the vendor has assigngalitorhis account number prints on the AP checthad
the vendor can easily identify which account tolgpipe payment to.

Contact:

This 20-character alphanumeric field stores theenafiihe person that you most frequently telephlooreern-
ing payments to this vendor.
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Phone/Cell/Fax:

These 20-character alphanumeric fields store tephene, cellular, and facsimile numbers of thetacinper-
son.

Currency:

If you are using Multicurrency, Currency Code iequired field and defaults to the home currencgefsed
in Update Multicurrency Defaults. If you are notngsMulticurrency, The Currency Code field is skagpand
remains null. You cannot change the currency cd@evendor with any activity. This is to ensuretttiee bal-
ance and activity for the vendor remain in a sirmgleency.

Address:

This 30-character field stores the first address &f the main or common address of the vendor.ri&ie ven-
dor address consists of the two Address fieldy, Gitate, Zip, and Country fields. If you do noterpay-to ad-
dresses, this address prints on checks.

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

C/siziC:
This row stores four separate fields:

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

e /C —country (20-character alphanumeric)

Email:

This field stores the contact’s email address.

Bckord: *

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

Web:

This field stores the company URL for the contact.

Tax Code:

This six-character alphanumeric field is the Mekil Tax code for the vendor. It is the default tillevel Tax
code for the Update Payable Documents and UpdateA\® Checks option. Entry is optional. Zoom isitasa
ble.

Freight Tax Misc Tax Code:

This six-character alphanumeric field is the Meki| Tax code for the vendor. It is the default tillevel Tax
code for the Update Payable Documents and UpdateA\® Checks option. Entry is optional. Zoom isitasa
ble.
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Bill:

This 50-character alphanumeric field can be useddord any special payment instructions from teisdor.

Last Pay:

This is a system-maintained field. It displays dag¢e that a payment was most recently made toémdor in
the report MM/DD/YYYY. The field is updated whenwy@ost a check to the vendor's account with thé Pos
Checks option (Check Processing menu.)

Hold:

This single-character field accepts an entry of (y&'s) or "N" (no) or it can be left blank. It ised to stop the
creation of automatic checks for a vendor. If tleédfis set to "Y" and the Payments Due reportiisfrom the
Check Processing menu, the customer will display#sON HOLD **** and the Totals field will show 00
even if there are outstanding invoices listed. W§ymmrun Create Automatic Checks, no check wilgbaerat-
ed for this vendor. However, the system will allpau to enter a manual check for this vendor. K field con-
tains an "N" or is blank, automatic checks willdreated for the vendor.

Ship: *

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

Take Disc.:

This single-character field accepts an entry of,"A™, or "N" to control how discounts are takenevhAuto-
matic Checks are created. If this field contain$Adh discounts are taken even if the payment israhe dis-
count date. If this field contains a "Y", discouate taken only if the payment is made on or befloeediscount
date. If this field contains an "N", discounts ao# taken. In any case, the discount taken maybhaged man-
ually before checks are printed.

Discount: *

This field is not currently functional.

Buyer: *

This six-character field is used to record the bugale identifying the primary buyer of inventotgms from
this vendor. You can use the Zoom feature to selecde for this field. After the code is validatdee system
fills in a buyer description in the unlabeled fiétdthe right.

Balance:

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

On Account:

This numeric field shows you the amount that youehsent to this vendor that was not applied tospecific
invoice ( a prepayment). It can be positive orateg. This field is similar to the On Account fiebf the Ven-
dor Open Items screen. The difference is thatitié flisplayed on the Vendor Open Items screenimeow
to the vendor record. During setup you can enrvtndor's On Account amount in either place. Qusietup,
entering a new figure into the On Account amountt@nVendor Open Items screen overrides any amaunt
previously entered in the On Account field hereteAfjou have balanced your accounts payable amdezha
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"Y" in the Account Payable Setup Complete fieldtof Accounts Payable Defaults screen, you are mgeio
able to change this value. After that point, thatue is entirely system maintained.

A/P Terms:

This field stores the terms code for the vendoe ¥éndor's terms are used to calculate when ins@icedue,

what discounts are allowed, and when those dissametlost. The terms code must have been preyieasup
in the Terms program using the Update Vendor Tapti®n of the Vendor Information menu. After youena
terms code, the description for that terms codglas next to the A/P Terms field. The Zoom feafaravaila-
ble.

Limit:

This numeric field contains the maximum amounthére is one, that this vendor allows you to oweu ére
not required to make an entry in this field.

Acct. Grp:

This field stores the default account group tofosehis vendor. Account groups, the groups ofteeldedger
accounts that can be used automatically in inveitey, are generally used to specify different gatees of
purchase. This default account group displays erPdayable Documents screen. The account grouppreist
ously have been set up in the Account Groups tatiley the Update Account Groups option of the Setaya-
bles menu or the Payable Ledger menu. The Zoorarkeat available.

ETA Days: *

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

Pay Mthd:

This six-character field records the method of pagtifor this vendor. After the payment method cisden-
tered, a description displays in the unlabelediftelthe right of the code. You can use Zoom tected payment
method code.

Take Discount:

Set to A to always take terms discount, N to nézke terms discount, or Y to only take terms distdithe
invoices are paid within terms.

FedTax ID:

This nine-digit numeric field stores the Federak Tdentification Number. The number is used for 208ports.
The proper data entry report is:

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

1099 Required:

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

Total year to date purchases you have made wishviridor. This value is reset by the system ab#ginning
of each fiscal year.

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

Accts A/P:

The first section of the A/P account field is a rarin field that stores the default accounts payabtunt you
want to use for the vendor. This is the accountdisplays in the A/P Check screen of Update A/lRdBk or
Update Non-A/P Checks and the Payable Documenges@f Update Payable Documents.

If you do not make an entry in this field, the A&count number from the Accounts Payable Defaaleses is
used. The number that you enter must be a validuetcmumber in the Ledger Accounts program.

The unlabeled second part of the A/P account fielttains the default department code (000), od#fault for
this vendor. This field allows you to link the atty of a vendor with a department. In order to tiedepart-
ment code feature, department codes must haveopidyibeen set up using the Update Company Infoomat
screen program on the Setup Company menu. The Zeatore can be used for both parts of the A/P field

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

An entry must correspond to an established casbuactclf you do not enter an account number ig figld, the
default Cash Account from the Accounts Payable Giefarogram will be used for this vendor. Like thé>
field, a department code can be entered in thebeldd field to the right of the Cash account fisddu can use
the Zoom feature to select codes for both parthisffield.

EXP-COG:

This nine-digit Zoom field records the Account nweninsed for purchases from this vendor. This figldot re-
quired. An unlabeled Zoom field next to the Accofield stores a department code, if any, associaitidthis
account.

Rebate:

Enter the rebate receivable account number ifdtfferent than the default account number. SedPtirehasing
User Guide for more information on Vendor Rebatepssing.
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Credit Card Template:

If the vendor has a credit card template code thervendor can be used in the credit card stateimgratrting
process. See Chapter Six for more information enGtedit Card Import programs.

Vendor Pay-To Option

In addition to the Vendor Information screen, yoaynenter one or more pay-to addresses for a vefdaoriew this
screen click the Pay-To icon or select optionstaed Pay-To.

T eyt E=sEe ==}

File Edit View Mavigation Tools Actions Help

OB Y ULEHA BLAE 9O
A6 00 0 90 &

Find Prev Mext Add Update Delete Browse

Vendor Code: CANCN W CANOMLLS. A, INC.
PayTo: CAMNOMN1
Pay-To Mame: CANON SOUTHEAST

Contact: BOB Phone:  800-323-9768
Address1: 430 TRICKUM WAY Cell:
Address2: Fax: 770-458-7899
City/State/Zip:  ATLANTA GA 30339
Country: US L UNITED STATES

Email: bobs@canonusa.com
Web Address: canonusa.com
Bill Ins.:
Bckord: ¥ Tax: MOTAX
Take Disc.: ¥ ETA Days: 45
Buyer: KEWIN &) FEVIN KEMMER
Discount: 3
Pay Method: AP L ACCOUNTS PAYABLE

10f1

Vendor Activity Option

The Vendor Activity screen shows any recent paysiant outstanding invoices. They are sorted scatieanost
recent display on the top of the screen. To regedhe sort, click on the column header (for examniplyou want
to see the documents in oldest date order, cliok Date). You can use the arrow keys and the scaslto move
down through this list if there are more outstagdimvoices than display on the screen. The fieldghe Vendor
Activity screen are display only.

38 Vendor Information



Fitrix Accounts Payable User Guide

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

The Vendor Activity Option screen:

¥ Look Up Activity = = =

File Edit Help

OB} 090

Type DocMo Doc Date InvfChk Mo Due Date Amournt Balance -
: 66 11/29/2011

IN 122 10/04/2011 4599 11/03/2011 110,00 0.00
CcD 50 06/28/2011 68 -2140.79

IN 74 03/10/2011 34535353 04,/09/2011 450,00 0.00
IN 71 02/17/2011 453453 03/19/2011 50.00

N 68 02/16/2011 23424247 03/18/2011 55,00 0.00
IN 66 02/15/2011 2242423 03/17/2011 350,00 0.00
IN 49 06/29/2010 07/29/2010 1235.79 0.00

(@ok | [4cancel | @ New Search| @, Detail |

CVR

The following is a description of the columns oistécreen:

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

IN = invoice.

CD = cash disbursement.

CM = credit memo.

DM = debit memo.

VC = void check
Doc.No.:

This column displays the document number of thmitBocument numbers are assigned during postingend
used to track the document. The document numbex éash disbursement, credit memo, and debit mertie i
document number of the invoice to which the tratisa@pplies.

Doc.Date:

This column displays the date that the documenteméered.

Inv/Chk No.:

If this line type (shown in the Type field) is anvoice activity, the Inv/Chk No. is the same asdhiginal in-
voice number of the document. If the line is a adisbursement it is the check number.
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Due Date:

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

Amount:
This is the original amount of the invoice, paymemédit memo, or debit memo.

Balance:

This is the balance still due on an invoice.

To view payment detail associated with an invodliek Detail. The first screen displays generabmfiation about
the invoice:

File Edit Help
VER U4 OO
orgnal mount [EET orgnalDiscount: [EEEYT]
Invoice Balance: m Discount Balance: m
Tl 04/05 /2010 [YE)| Discount Date: [ Felent g
AJP Account Mumber: - m Pay To Code: .
ro tumber: ETMMMM eurchace orcer Date: [T ~
@ ox | Fdcancel | (@ Actvity |
OVR

To view payment information, click Activity.
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T~ Look Up [F=R{EoR(=>=|

File Edit Help
OBEQ 09O

Chedk MNo.: 77 Date: -11J29,f2011 L] Check Amaunt: -110.00

Doc Mo Doc Date Invoice Mo Disc Amt Met Applied Inv Balance -
122 10/04/2011 9999

[0 oK ] [gﬁ Cancel ]

Aging Option
&

To print an AP Aging report from within the Venddaintenance program click on t Aging jcon,

Terms Option

o

To add additional payment terms codes from withenVendor Maintenance program click on "™ jcon.

On PO Option
&

To view open PO detail from within the Vendor Mainance program click on tl OnFO jcon.
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!'—} View Open Purchase Orders El@ .

File Edit Mavigation Help

BOWA 2300 00

PO Mumber Date Item Code Description Stg  Open Quantity UM Cost Total s
494 07/15/2011  AVOCADOD AVOCADO POG 200 €S 20,00 40,00 ||
492 07/15/2011  AL324601 ACME WIRELESS PROGRAMABLE .. POG 100 C5 154.63 15463
491 07/14/2011  BANAMA BAMNAMAS POG 200 C5 10,00 20,00
485 07/14/2011  PIMNEAPPLE PINEAPPLE POG 1.00 PL 5000.00 5000.00
485 07/14/2011  BANAMNA BANAMNAS POG 100,00 C5 10,00 1000.00
434 07/14/2011  BANAMA BAMNAMNAS POG 100.00 C5 10.00 1000.00
483 07/14/2011  PINE POG 100 CS 100.00 100.00
475 07/13/2011  BANAMA BANAMAS P0G 200 C5 14.60 29.20
471 07/13/2011 48300 STAMDARD VINYL ROLL POG 20,00 FT 0.00 000 _
VR

Document Delivery Option
&

Document Delivery

To view open PO detail from within the Vendor Main&ance program click on tl icon.
I R enal oo =5 e )
File Edit MNavigstion Help
O® U RLHOOEDH 9O
Document Title Prin Subject EMal  Address FAX Number Contact Falure Notify {for faxes) -
puto_crder Purchase Order [#] Purchase Order [ [#] 713-555-1212 Randy Becker
@ ok { Cancel

Enter an e-mail address to receive FAX failure notification

See the Getting Started with Fitrix User Guiderfarre information on the Flexible Document Deliv@pD).
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Print Vendor Information

The Print Vendor Information option allows you torp vendor data in several different ways. You pant vendor
information in summary or detail, sorted by vendame or by code. After you execute the Print Verdfamr-
mation option, the Print Vendor Information submeligplays.

b Print Vendor Information

T

a Print Summary by Mame

[Tl

b Print Summary by Code

[Tl

=

¢ Print Detail by Mame

= d Print Detail by Code

@] Exit

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

Print Summary by Name

This report prints a summary of vendor informatsamted by the business name. The vendor code,dassirame,
contact, and telephone number display on the VeSdammary by Name report.

Print Summary by Code

This report prints a summary of vendor informatsamted by vendor code. It is the same report a¥émelor In-
formation Summary Report above.

Print Detail by Name

This report prints a detailed report of vendor infation sorted by vendor code. All vendor inforraatincluding
pay-to addresses displays on the Vendor Detaildayp&report.

Print Detail by Code

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

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

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

The Print Vendor Labels submenu:

¢ Print Vendor Labels

= a ByVendor Name
= b ByVendor Code

= ¢ By Zip Code

o] Exit

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

Update Vendor Terms

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

The Vendor Terms screen:

L Update Vendor Terms = @
File Edit View MNavigation Tools Actiens Help
OB U i A BLRE 90

Fﬁd F‘g Ngt .ﬁa Upﬁt& Dé?te Brme
AP Terms Code: M30
Description: MET 30 DAYS
Due Days: 30
Discount Days: o]
Discount Percent: 0.000
(New Document)
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A/P Terms Code:

This six-character alphanumeric field is the coded.to identify a particular definition of payméetms (e.g.,
"2NET30" might identify the definition "2% Cash Bzunt, Net due in 30 days").

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

Description:

This 30-character alphanumeric field is the desiompthat displays when the A/P Terms code is eaten the
Vendor Information screen and the Payable Docurnsanten. Enter a description that adequately deescthe
terms.

Due Days:

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

Discount Days:

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

Discount Percent:

This numeric field is the percentage of the dis¢otihis field is multiplied by the invoice total ttetermine the
amount of discount allowed if the invoice is paidar before the discount date. 2.000 means 2%.

Print Vendor Terms

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

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

Print Vendor Ledger

The Print Vendor Ledger report prints informatigrtgining to vendor open items. Vendor Ledgersaiordl|
posted transactions (open items) for each vendor.

The columns of the Vendor Ledger report are:

Date:

The date of the original document.

Tran Type:

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

Tran #:

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

The description entered into the original document.

Amount:

The original amount (not current balance) of theutoent.

Balance:

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

Print Vendor Aging

The Vendor Aging report prints an aging report endor open items. It is a listing of current andthue invoices
and memos. The four aging periods displayed omepert are defined using the Update Payable Defgutigram
on the Setup Payables menu.

The Vendor Aging report can be printed in eitheummary or detailed format as well as sorted byleecode or
name. After you select the Print Vendor Aging meption, the Print Vendor Aging submenu displays.

The Print Vendor Aging submenu:

g Print Vendor Aging

[

=

a Print Aging Summary By Code

[

=

b Print Aging Summary By Mame

= ¢ Print Aging Detail By Code

= d Print Aging Detail by Wame

o] Exit

After you select the report, two screens displdye Tirst screen prompts you if you want to useitiveice date or
the due date for aging. The second screen proroptsoyenter the aging date. The aging date defauttse current
system date.

The aging of the vendor transactions is based tipoaging categories set up on the Accounts Payddteult
screen program (1-30 days, 31-60 days, etc.),eéhdar invoice date (or vendor invoice due dated, yaur entry in
the Aging Date field on this screen. This fieldaldfs to the current computer system date. The d\Diate field is
the cut-off date. Invoices that are aged by theicerdate will not show up on the report if thedioe date is great-
er than or equal to the aging date. Similarly, inge that are aged by the due date will not showrughe aging
report if the due date is greater than or equiieécaging date.

The Accounts Payable Default screen can be viewedbdified using the Update Payable Defaults optifter
selecting an aging date and pressing [ENTER], armk&election Criteria screen displays.

The Vendors Selection Criteria screen:
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= Enter Selection Criteria = || 5|3

File

Enter Aging Date: TR [Lid]

[Q oK | |r;1 Cancel |

Enter the date to use for calculating aging,

Use this screen to designate which vendors wilitarn the report. You can select vendors by versdde or ven-
dor name.

Print Aging Summary

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

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

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

Print Aging Detall

The Aging Detail report contains activity as welatotal for each vendor (with a non-zero balafmeg¢ach aging
period.

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

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

Print Vendor Cash Requirement

The Vendor Cash Requirement report prints a fuligiag of vendor open items. The report is a praeadf future
payments due. The four aging periods displayedchenédport are defined using the Update Payableusfaro-
gram on the Setup Payables menu.
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The Vendor Cash Requirement report can be primeither a summary or detailed report as well ateddy ven-
dor code or name. After you select the Print Ver@ash Requirement menu option, the Print VendohGas
quirement submenu displays. Select the reportythatvant to print, aging by due date or invoicesd#tie aging
date, and the vendors.

Print Vendor Open Items

The Print Vendor Open Items option prints a lisbpén items for selected vendors. Use the vendectsan Crite-
ria screen to select the vendors by code or by name

Vendor 1099's

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

J Vendor 1099's

=) a Create Vendor 1099's
E| b Update Vendor 1099's
= ¢ Print Vendor 1099's
=

=, d Print 1099 Forms - continuous

= & Print 1099 Forms - sheet

& Exit

Create Vendor 1099’'s

The Create Vendor 1099’s program totals the cagbuata paid vendors requiring 1099 reporting andtpra
summary of the amounts. You must first have sahagash amounts with the Update Vendor 1099’srarog
(Setup Payables menu).

When you select this option, you see the followsadection Criteria screen:
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P~ Enter Selection... | -— || & |

File

]

Report Year: 2011
[@ox | [idcancel |

Enter the year for which to proce =

Use this screen to specify the year for which yamwto process 1099 screens. Click OK to begirptbeess.

Update Vendor 1099's

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

Note

All records are removed each time the Create Veh@6®'s option is executed. That is, the in-
formation maintained through this option is ovettern when you create new vendor 1099’s.

Selecting this option displays the following screen
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E Update Vendor 1099's
File Edit Wiew MNavigation Toels Acticns Help

OB G UhDE] BOEREE @60
A G 09 O @ & I

Find Preyv Mext Add Update Delete Browse Options

Vendor: 123457

CashDisbursed: | 25408.37
1099 Categories
Category 1: Category 2:
Category 4 Category 5:
Category 7: Category 8:
Category 13 Category 14
Category 16b: Category 158a:
(New Document)

CHAMPION INC

Category 3:
Category 6:
Category 10:
Category 16a:
Category 18b;

25408.37

The upper half of the screen contains three fieldge-are labeled, one is not.

Vendor:

This field contains the vendor code. Use Zoom tect& vendor.

Vendor Name (unlabeled):

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

Cash Disbursed:

This field contains the total amount of cash thastibe reported to the IRS for the currently seléetendor.

The lower half of the screen contains 1099 Categori

Print Vendor 1099's

This option allows you to print a 1099 report camiteg all pertinent information relating to the \dar and the 1099

accounts.

Print Federal 1099 Forms

This option permits printing of Vendor 1099 infortioa on preprinted Federal 1099 screens. You caéaimbhese

from many office or computer supply vendors.
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Chapter 6

Payable Ledger Menu

» General purpose of the Payable Ledger menu

» The Payable Documents screen—lllustration andrgemn of all fields
» The Payables Listing—General information andtprn

» Posting payable documents

» The Payables Journal—General information andipgn

*  G/L Activity—Information and printing reports

» Updating ledger accounts and account groups

» Recurring documents—Creating

»  Credit Card Import of expenses
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Payable Ledger

The Payable Ledger menu is the most frequently osamtl of the Accounts Payable system. Use it taterenodi-
fy, and post payable documents (invoices, credihoge debit memos), print journal and activity réppmaintain
ledger accounts and account groups, create regutdouments, and approve batches.

The Payable Ledger menu:

E Dev 5.40 Database: sample Printers: Lexmark2/NPBCCTDL (HP Laser)et P2035n) o |[= | =
Flle iew Ewecute Settings Help

demE2E

Dev 5.40

[=ERMEIENE 1 Financial Management
(=R S RN E 5 ccounts Payable
B 3 Sales & 2 Accour & 1 Payan EIETIETTTT

4 Purchz il e LRty = O et Ty S R
& e S 3 Accoll g 2 Check| & a Update Payable Documents |
& 5 Produt & 4 Payroll &g 3 Vendo [ b PrintPayable Listing

= 6 Produt & 5 Fixed = 4 Setup = c Post Payable Documents
7 Custar icist :

=] 5 6 Muti-CH] Exit E= ¢ Print Payables Journal

£ 8 Gener: & 7 Multi-Level Tax

i  [E e Print GIL Activity
ﬂ Exit ﬂ Exit & f Update Ledger Accounts
g Update Account Groups
[Z} h Create Recurring Documents
B3 i Credit Card Import

£ z Batch Maintenance

5] ext

Status Idie
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Update Payable Documents

The Update Payable Documents program is used ¢o antl maintain payable documents. Payable docgraeat
vendor invoices, vendor credits, and vendor debits.

The Payable Documents screen:

r' Update Payable Documents @
File Edit View MNavigation Tools Actions Options Help
OB ¢ UBEHANORMN BOOEDE 9O
= =
Chart
F za,
Find Prey Mext Add Update ODelete Browse
Date: 02/15/2013 1134 Gross AmtEntry: N Dept,: 000
Vendor: 123457 @)  CHAMPION INC Posted: ¥
Pay-To: PAYTO Recurrent Code: Recurrent Times:
Doc,Type: 1 4531 RefiMo: 3 Fix Date:
Descripts Invoice Date;  02/15/2013 ]
Terms: B 2% 10 NET PAYMENT 30 DAYS Default Tax: MNOTAX o
Pay On: 02/25/2013 [lity Due: -031'1?;’2013 ] Disc.: 02{25/2013 ] Disc¥: 2.000
F.O. No.: PO, Date: l&!:_ii
Acct.Grp: Cash: 100000000 =, - 000
| Account Dpt Code Amount Crder Rel Element
121000000 000 MOTAX 50.00 5000 DB 220 000 PACKAGING
b
Currency: Multilevel Tax: .00 0.00 DB
TTLs 200000000 = - . 000 ACCOUNTS PAYABLE 50,00 50,00 CR
1of1

The following section describes each field on tagdble Documents screen:
Payable Documents Screen—Header Section

Date:

This date field is significant for ledger accountifThis date is used to determine the accountinigghéto
which this transaction falls and therefore whichqus income statement and balance sheet thisndeatiaf-
fects. If you leave this field blank, it will defiatio the current system date.
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Gross Amt Entry:

54

This field determines the character of the amoantered. The default comes from the Gross Invoiteyton
the Accounts Payable Defaults screen program. Tar gnoss amounts, enter a "Y" in this field. Toeemet
amounts, enter an "N" in this field.

If gross amounts are entered, the tax is autoniigtitacked out and the net amount appears to g of the
amount entered. Only the net amounts are posteebtiedger account entered as the Accounts Payaisieunt
through the Update Multilevel Tax Codes screen gaog

Once a "Y" or "N" has been entered in the Gross Enity field, the field may not be changed. If yoeed to
change it, the document must be deleted and thremeed.

Dept.:

This is a three-character alphanumeric field thates the department code for this document. Tiéig fells

Fitrix Account Payable into which department—if yare using departmental accounting—to put this docu
ment's ledger accounting information. If left blattke department will default to the departmentectod this
vendor. If a vendor has no department code, thedep@artment is used. The department code mustbesare
previously set up with the Update Company Inforovaprogram on the Setup Company menu. The Zoom fea-
ture is available for this field.

Vendor:

This twenty-character alphanumeric field is theectitht identifies the vendor involved in the traotige. The
vendor code must already have been entered in¢hddf table. The Vendor table is maintained with tthp-
date Vendor Information program on the Vendor Infation menu. All payable documents must have amend
code associated with them. The Zoom feature idaei

Posted:

This display-only field shows whether or not thediment has been posted to the Open Items tablg fi€hd
cannot be changed manually, but is updated autoatlgtby the system after the posting process aceit”
means that the document has been posted. "N" ntleainthe document has not been posted.

Pay-To:

This field is the six-character alphanumeric fithdt stores the pay-to code for this document. phaisto code
specifies the pay-to address to print on the chgakh vendor may have any number of pay-to addsessgy
of those pay-to addresses can be recalled by egtéré appropriate code into this field. If youMedhe pay-to
code blank, it defaults to the pay-to code for tliador. If there is no pay-to code, the main veradturess is
used. The Zoom feature is available for this field.

Recurrent Code:

This one character code identifies the documeatrasurring one (for example, "M" for month). Thecdment
is entered and posted once, and then the CreateridgcDocuments program is used to recreate ietfeer.
See the section on Create Recurring Documentsgsrchapter for more information.

Recurrent Times:

If this recurring document should be recreatedezidip number of times, enter that value here.&a@mple, if
the document is for a 36 month automobile leaser&t here. Each time the Create Recurring Doctsy@n-
gram is run, this value will decrease by 1. Whenwhlue reaches 0, the document will be deletetiveidl not
be created again by the Create Recurring Docunpeoggam.
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Doc.Type:
The Doc.Type field stores a code representing éleree document types.
Table 1:

| Vendor invoice

C Credit memo
D Debit memo
defaults to "I"

Ref.No:

This six-character alphanumeric field is used dahcredit or debit memos. This field is skipped ifovoice
documents. It stores the document number of tha @pm associated with debit or credit. An entrytiis field
causes the debit or credit memo to update the balafithe open item, rather than resulting in a open item
being created. The Zoom feature is available fisrfibeld.

Date:

This is the fixed date flag. It is a Y/N field.dtlows you to lock the due date, discount date, @ndon date en-
tered for recurring documents. For example, ifleidbialways due on the 15th of the month, set tlaig to "Y",
enter a code in the recur field, set the due dated 15th of the next month, and set the discandtpay on
dates accordingly. If you enter "N" in the F.Datdd, the dates are changed based on when thecmispro-
cessed.

Description:

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

Invoice Date:

This date field is used to store the date that/émelor issued the invoice. This is different thiae Date field at
the top of the screen which represents the dagdbament is entered into your A/P system. This tatised to
determine when the invoice becomes due and ovdadymyment.

Terms:

This field identifies the payment terms for thisdice. The terms determine a number of things aboui-
voice: when it becomes due, if there is a discéomearly payment, the amount of the discount, &whdn the
invoice must be paid for that discount to be talkddhentries in this field must have been previgusét up in the
Terms program. The Terms program is maintained thighUpdate Vendor Terms option (Vendor Information
menu). The description for the type of terms regmésd by this code is taken from the Terms progaachdis-
played to the right of the code. The informationtia Terms program is also used to calculate tfeutte for

the Pay On date, the Due date, the Disc. (discalat®, and the Disc% (discount percentage). Ust idate
Vendor Terms option of the Vendor Information meémadd, delete or modify the terms program. ThernZoo
feature is provided.
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Default Tax:

This field determines the default Multilevel Taxdeoused in the detail lines. The default for thetdfcomes
first from the pay-to information for the venddraltax code is not found there, the vendor recorthecked. If
a tax code is not found in the vendor record, thdtiMvel Tax code is taken from the Default Taxdédield of
the Accounts Payable Defaults table.

Pay On:

The Pay On date is the date that you would likeapthis bill. This date is calculated from the dioe Date and
the Terms field. This default can be overwritterm@y time.

Due:

This date field determines the maximum amountroétiyou have to pay this invoice without it becompragt
due. This date is calculated from the Invoice Catd the Terms field. This field may be overwrittenneeded.

Disc.:

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

Disc%o:

This numeric field stores the percentage of distgan can claim if you pay the invoice by the disebdate.
Enter percentages in the report of XX. XXX where@®.0neans 2%. The default for this field is takemfrthe
vendor's terms.

P.O. No.:

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

P.O. Date:

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

Acct. Group:

This is the account group code to use for this dwmt. The account group code is used for seleeticgrtain

set of general ledger numbers. It simplifies datimyeby allowing you to remember a group code iadtef hav-
ing to remember the ledger codes themselves. Whemave finished entering information into the doeunt,
the code itself disappears. The account group ouds have already been set up in the Account Griaps.
The Account Groups table is modified using the Updsccount Groups program on the Setup Payablesimen
or the Payable Ledger menu. This field defaultth&éoaccount group set up for the vendor. The Zasatufe is
provided.
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Cash:

This field stores the cash account to use fordhimument. This field defaults to the default castoant set up
for the vendor in Vendor table. The Vendor tablm@ntained with the Update Vendor Information pesg on
the Vendor Information menu. If there is not a défaash account for the vendor, the Cash accaouitits Ac-
counts Payable Defaults table is used. This fiedg tve overwritten. The account entered must haga peevi-
ously set up as a checking account with the Up@atxking Accounts program on the Setup Company menu
The Zoom feature is provided.

A/P Department:

This unlabeled field records the department codd@tash account. This field defaults to the defaash ac-
count department code set up for the vendor. Hetienot a default cash account department nufobéine
vendor, the 000 department code is used. This ffielgl be overwritten. The department code enterest have
been previously set up in the Ledger Account tabitee Ledger Accounts table is maintained with thpeléate
Ledger Accounts program on the Setup Company niEmeiZoom feature is provided.

Payable Documents Screen—Detail Section

In the detail section of the screen (the lower bathe screen), you see the accounting informatdating to the
purchase. The data appears in columns. A singlég@novided for each account affected by thisgeation.
Account:

This nine-digit field gives the ledger account n@mto which this purchase is distributed. The aotowmber
determines what general ledger account the purdalisénto. The account number must have beenipusiy
set up in the Ledger Accounts table. It can becsdefault values using the Acct Group field. Treoi feature
is provided.

Dpt:

This field stores the department code to use ferdisbursement. Using this column, you can asaidifferent
department code to each line of the invoice. If gounot make an entry in this column, the 000 depamt code
is used. The department code must have been psdyiset up in the Company Information table. Deparit
codes may be set up using the Update Company lat@mprogram on the Setup Company menu. The Zoom
feature is available for this field.

Description:

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

Code:

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

Amount:

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

Disbursed Amount:

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

This is an unlabeled column that shows the typedder transaction. DB stands for debit transacfziR means
a credit transaction. These are automatically edtbased on information in the ledger accountsrpragin us-
ing Fitrix Business, you need not know how credits and debits work iraditional accounting system. All you
need to know is that when entering a value intoAtm®unt column of an invoice or vendor credit, sitive
value increases an account balance and a negativend decreases an account balance. The program det
mines whether the entry is a credit or a debitsTéia display-only field.

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

Rel — used with Job Shop functionality. Enter the re¢eaumber of the production work order.

Element used with Job Shop functionality. Enter or sedocithe miscellaneous cost element that this isost
for.

Payable Documents Screen—Totals Section

The totals section of the Payable Document dispdaysunts posted to the Accounts Payable accoustaifounts
on the bottom of the screen are always equal tsuheof the amounts in the detail section of theet.
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Currency:

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

Multilevel Tax:

This field contains the amount of tax on this doeat The multilevel tax is calculated only if theullevel
Tax field of the Update Company Information optisrset to Y. It is updated for each entry.

A/P Account:

This unlabeled field stores the Accounts Payaligde account to use for this document. This figlthdlts to
the default A/P account set up for the vendor indé table. The Vendor table is maintained withipelate
Vendor Information program on the Vendor Informatimenu. If there is not a default A/P account far ven-
dor, the A/P account in the Accounts Payable Dé&fdable is used. This field may be overwrittene Becount
entered must previously have been set up in thgereficcount table. The Ledger Accounts table isntadmed
with the Update Ledger Accounts program on the [s€ompany menu. The Zoom feature is provided.

A/P Department:

This unlabeled field records the department codesé&ofor this document. This field defaults to degault A/P
account department code set up for the venddnelktis not a default A/P account department nurfdrehe
vendor, the 000 department code is used. This ffielgl be overwritten. The department code enterest have
been previously set up in the Ledger Account tabitee Ledger Accounts table is maintained with thpeléate
Ledger Accounts program on the Setup Company menu.

A/P Amount:

This unlabeled field records the total of the Amiocwlumn of the detail section. This is a displayydield.
You can use this field to verify the accuracy ofiyentries in the detail section.
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Total Disbursed Amount:

This unlabeled field records the total amount dised to the A/P Account. This value is equal thaltof the
Disbursed Amount column of the detail sectionefiresents a balancing entry. For example, if tte tf the
Disbursed Amount column is a $40.00 debit, the Mditsbursed Amount is the opposite, or a $40.0@itre
This is a display-only field.

A/P Credit or Debit:

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

Acct:

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

Net Amt:

This is the net goods amount for this tax code. fidgtegoods amount is without tax. After you clicKk @ store
the information, sums are calculated for the netdgcamounts entered into this screen and for thgaoals
amounts entered into the detail portion of the peydocument. If these two sums are not equalyam mes-
sage is displayed and the cursor is positionederdetail portion of the payable documents scréka.docu-
ment cannot be stored until these two amountsaral e
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Print Payable Listing

The Print Payable Listing program is used to peimedit list of payable documents. Use this remodheck the
accuracy of payable documents before using theFPystble Documents option. When payable documeats a
posted, a report in the same basic report is mtirtbe Payable Listing is usually discarded andptbeting report is
kept as a permanent record of the payable docutreargaction.

Because the document numbers are assigned whdodhments are posted, the document numbers obtfabfe
documents show as unassigned on the Payable Listing
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Post Payable Documents

The Post Payable Documents program selects aliqugy un-posted invoices, credit memos, and dakeinos and
posts them to the vendor activity program and &ahpropriate ledger accounts. Tax amounts froralgaydocu-
ments post to the general ledger activity prograchta the Multilevel Tax activity program.

Payable documents can only be posted after you deteemined that all payable documents entered@rerate by
printing the Payable Listing. Once a payable doaitriseposted, it can no longer be changed. Erroposted doc-
uments must be corrected with a credit memo ortaeémo.

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

The Payables Journal report shows the debit amtit égnormation for posted payable documents .
When you first execute the Print Payables Jourreduroption, you must confirm the destination fa thport.

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

You can include the data for all transactions bgeng a starting date that you are sure precduesdrliest date of

any document, and an ending date that you areistiie same as or past the date of the most rgqergted docu-
ments.
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Print G/L Activity

General Ledger Activity reports organize accountlata by ledger account rather than by documenbeunThe
General Ledger Activity report may be printed imsnary or detail report.

For both the detail and summary reports enter dategshe Selection Criteria screen. This screedastical to the
A/P Journal Selection criteria screen.

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

department code. The total debits and credits gdstan account during the selected date rangdispiayed at the
right of each account. The total debits and tatedlits are shown at the bottom of the report.
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Update Ledger Accounts

This menu option is duplicated on the Setup Compaegu. See "Update Ledger Accounts" in Chapteodia-
ny Setup.

64 Payable Ledger Menu



Fitrix Accounts Payable User Guide

Update Account Groups

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

The Create Recurring Documents option automaticaéiptes payable documents based upon the coofehts
Recur field of the Payable Documents screen. Téld fs used in the Update Payable Documents ojtiothe
Payable Ledger menu.

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

Once recurring documents have been created, thgyeprinted and posted with the Print Payableihgsand
Post Payable Documents options of the Payable kedgeu, like non-recurring payable documents. If wosh to
keep recurring documents separate from other payfdduments, you should post one type before ngettie oth-
er type.

After selecting Create, a Selection Criteria scrdigplays allowing you to specify one or more reicigy codes.
After you enter a recurring code, the program dezgdor all documents with that character in thelRéeld. After
selecting OK the program creates new non-postesiores of the documents and prints a listing ofggable doc-

uments created. Clicking OK without entering a reag code results in the new payable documentsgogénerat-
ed for each posted recurring document stored ip#yable document table.
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Credit Card Import

These programs allow you to import data from yaedit card vendor for payment and place the agtivith the
specific vendors paid. For example, if you useramany credit card to pay for airline tickets fouysales people,
this data can be imported so that you pay the tteadd company but the expense put on the carcbwilisted un-
der the vendor code for Delta Airlines.

i Credit Card Import

@ a Update Credit Card Vendor Templates
=) b Import Credit Card Vendor Data

@ ¢ Update Credit Card Vendaor Data

E‘, d Print Credit Card Transaction Listing
=} e Post Credit Card Transactions

S Exit

Update Credit Card Vendor Templates

Use the Update Credit Card Vendor Templates progoamap the columns in your vendor’s credit carchabwn-
load to database columns in Fitrix. Entering @r€ard Vendor Templates is the first step.

£ Update Credit Card Vendor Templates [ = J

File Edit Wiew MNavigation Tools Actions Help
OB VP HRA ALIRM B0Q0EDC
A G 09 0 @ &\

Find Prev Mext Add Update Delete Browse

@0

Table Name; STPCCSTD Template Mame: TRANS_IMP
Sequence . Spreadsheet Column | Database Column -
1A posted_date
2B trans_date
FC ref_no
4D trans_desc
5E trans_amount
1of1
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When you import credit card data you create a(csmnma separated values) file. The Credit Cardddeifem-
plate determines where the data is added in thix Batabase..

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

Spreadsheet -Enter the column from the spreadsheet or text file
Database Column -Enter the column from table stpccstd that is t@recthe data

NOTE 1: All columns in the spreadsheet or test file mhestiefined on this screen. If any columns contgidiata
are not included, it is possible that incorrectdatl be loaded into the database columns.

NOTE 2: It is not necessary that the spreadsheet/text cure defined in the order by column. The progrdlin w
rearrange the columns after maintenance is conthlbieassigning a unique sequence number to edginoo

When you import credit card data you create a(csmma separated values) file. You can creatdithiby load-
ing your credit card data download into a spreagishegram. Below is an example of a credit cath dlownload.

A B E D E F
1 Description Summary Amt.
2 |Total credits -409.9
3 |Total debits 3776.89
4
5 Posting Date Trans. Date Reference D Description Amount Balance
& 5/28/20012 5/25/2012 Ref: 24445002147100176651900 OFFICE MAX 79.45 3366.99
7 5/28/2012 5/24/2012 Ref: 24610432146010183336545 THE HOME DEPOT 4706 592.77 3287.54
8 5/28/2012 5/24/2012 Ref: 74610432146010183337043 THE HOME DEPOT 4706 -409.9 2694.77
9 5/28/2012 5/24/2012 Ref: 24445002146100164216600 OFFICE MAX 59.08 3104.67
10 5/25/20012 5/24/2012 Ref: 24755422145261454568301 SPARKLE CLEAMERS 270 3045.59
11 5/25/2012 5/23/2012 Ref: 24610432145010182639973 THE HOME DEPOT 4706 409.9 2775.59
12 5/25/2012 5/23/2012 Ref: 24445002145100158620214 FRED-MEYER #0603 32.84 2365.69
13 5/25/20012 5/23/2012 Ref: 24559302145400000690043 COURTESY TIRE INC 1412.04 2332.85
14 5/24/2012 5/23/2012 Ref: 24493932144026982767928 CRAIGSLIST.ORG 25  920.81
15 5/24/20012 5/22/2012 Ref: 24498132144980007012594 CHUCK OLSOM CHEVROLET INC =~ 107.15 895.81
16 5/23/2012 5/22/2012 Ref: 24765012143206000750696 COMPASS COURSES 700 73B.66
17 5/23/20012 5/21/2012 Ref: 24445002143100145730748 OFFICE MAX 79.92  Ba.600
18 5/23/2012 5/21/2012 Ref: 24445002143100145730664 FRED-MEYER #0603 8.74 8.74
140

You must remove any heading data and any unusecdhosl (see Balance colunmn above). The modifiethpla
from above is below. The columns in the Updatport Templates window must match your .csv colamiThe
columns in the Update Import Templates window abmagch the spreadsheet below.
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3] may2012visal
A B C D E
1 5/28/2012 5/25/2012 Ref: 24445002147100176651 OFFICE MAX 79.45
2 5/28/2012 5/24/2012 Ref: 2461043214601018333¢ THE HOME DEPOT 59277
3 5/28/2012 5/24/2012 Ref: 74610432146010183337 THE HOME DEPOT -409.9
4 5/28/2012 5/24/2012 Ref: 2444500214610016421¢ OFFICE MAX 29.08
3 5/25/2012 5/24/2012 Ref: 24755422145261454568 SPARKLE CLEANEI 270
] 5/25/2012 5/23/2012 Ref: 2461043214501018263¢ THE HOME DEPOT 409.9
7 5/25/2012 5/23/2012 Ref: 2444500214510015862( FRED-MEYER #06( 32.84
8 5/25/2012 5/23/2012 Ref: 2455930214540000069 COURTESY TIRE 1IN 1412.04
9 5/24/2012 5/23/2012 Ref: 24493982144026982767 CRAIGSLIST.ORG 25
10 5/24/2012 5/22/2012 Ref: 2449813214493000701: CHUCK OLSON CH 107.15
11 5/23/2012 5/22/2012 Ref: 2476501214320600075( COMPASS COURS J00
12 5/23/2012 5/21/2012 Ref: 24445002143100145730 OFFICE MAX 79.92
13 5/23/2012 5/21/2012 Ref: 2444500214310014573( FRED-MEYER #06( 2.74
14

Update Vendor Information

For your credit card vendors, enter the Credit danshplate code into the Credit Card Template fiedou may

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

Accts APP:

200000000 =,

- oo (A cashe
Tof1

102000000 (= - 000 [

EXP-COG:

" sosoooooo [+ - 000 () Rebate: 102000000 4,

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

-
I3 Update Vendor Pay-To's

E=ETT)

A0 ©0 0 0 &

Find Prev Next Add Update Delete Browse

Vendor Code:  CAPONE
Pay-Ta: VISAL
Pay-To Mame: CAPITAL OME
Contacti  FRANK SPUNK
Address1: 1234 4TH ST
Address2:
City/State/Zip:  FARGO
Country:
Email:
Web Address:
Bill Ins.:
Bekord:
Take Disc.: Y
Buyer:
Discount:
Pay Method:
Credit Card AP Acct:

1o0f4

File Edit Wiew MNavigation Tools Actions Help

OB U o ABLEBER 96

CAPTTAL CNE VISA

Phone:
Cell:

Fam:

MD 345545

Tam:

ETA Days:

343-345-7000

NOTAX

Two fields are for credit card imports. These fietde:

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

Department Field after Credit Card AP Account: This field is optional. If you want to use a éifént AP ac-
count department than that defined in Update Veifformation, enter that department here. Youusathe

Zoom feature.

Processing Credit Card Vendor Data

When you have created Credit Card Vendor Templatgsyed Credit Card Templates for your Credit Géed-
dors, and entered any data required for the C@atitl Vendor Pay-To'’s, you are ready to processiC@zdd Ven-
dor Data. The steps to processing Credit Cardivebata are:

1. Import Credit Card Vendor Data.

2. Update Credit Card Vendor Data. You must entesla wendor and vendor pay-to for each item.

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

Import Credit Card Vendor Data

You must fill out the following selection criterfarm.

-
I3 Enter Selection Criteria | = |5 ﬁ]

File

@

Load Hat File
Enter Vender Code: ||

Enter Pay-To Code:
Entzr the name of the file to be lozded:

Choose the delimiter that is used in your data file:
@ Pipe MWDefault)

Comma
Tab
Tilde (™)

|G ok | |aq Cancel

Enter the vendor code

L

Notice the Pay-To code. You must define a sep&ayeTo code for each individual credit card andamthe
credit card data separately for each card. Thie ia separate AP and/or department can be assigmedtly.

When you import the credit card statement data, y@wdors are looked up based on the descripfiothis man-
ner, as many vendor and vendor Pay-To codes a#leaee assigned from prior imported data. Initald, credit
card entries are checked for duplication usingdfierence number. Duplicate entries are not reftego

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

Enter the name of the file to be loadedThe file containing the spreadsheet or text datatrpe placed in a specif-
ic directory on the server's system. Work with ysystem administrator to place the file in the ecrdirectory
($fg/data/load). Once you verified the proper lamatenter the name of the file, including the esfen assigned to
the

Choose the delimiter that is used in your data file Select one of the choices, based on the chanamtensed to
separate the columns in your spreadsheet or texFbr Microsoft Excel spreadsheets, the most comseparators
are: comma (save as a ‘Comma-separated’ file)m(dave as a ‘Tab-delimited’ file).

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

Date: 05/31/2012 Import Credit Card Vendor Data
Time: 18:09:59 ABC DISTRIBUTION Page: 1
e e T
Table Row 5/5 Database Column VYalue / Error

Rows Loaded 13
Rows with Errors 0

Update Credit Card Vendor Data

Access Update Credit Card Vendor Data from theFinancial Management, 3 — Accounts Payable, 1 -alflay
Ledger, | — Credit Card Import menu.

When you import credit card statement data, ipadrted into intermediate tables. You import ea@dit card
statement separately. By this | mean if you hasimgle credit card account with a separate carédch employee,
you import each employee’s credit card statemeta siparately. Each employee’s credit card musthe with a
vendor pay-to code. This is so a separate ARPoadépartment can be assigned correctly.

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

» Assign vendor and vendor pay-to codes. You musgasgndor codes and pay-to codes to each credit ca
data line before it can be posted. Posting mdaatsrivoices are created for the vendors and tbditotard
vendor.

* Add notes to lines that are posted to the respeativoices. This is useful to record those attegdireals for
meals and entertainment expenses.

» Ifthe line item is expensed to more than the defpense account for the vendor/pay-to, thencausplit
the expense out to one or more GL accounts.

» Determine which line items to post. In cases wiileeeperiod ending date does not coincide withdifite the
last statement items were imported, you can flagstto not post that are past the statement enlditey This
way the outstanding open items for the credit camdespond exactly to the statement ending balantae
Post (P) checkbox to checked. You can unchecksitihiat you do not want to post. Later on, you dzeck the
post (P) checkbox.
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I3 Update Credit Card Vendor Data

File Edit View Navigstion Tools Actions Options Help

o

Expense Detail  Motes

A G 09 O 0 &’

Find Prev MNext Add Update Delste Browse
Credit Card Vendor: |CAPONE CAPITAL ONE VISA
Credit Card Pay-To: |VISA1 CAPITAL ONE

Import Doc Mo 50 Import Date: | 05/31/2012 Import User: kittyle

Posted Diate Trans Date Ref Nao. Description
05/28/2012 05/25/2012 Ref: 24445002147100176651300 QFFICE MAX
05/28/2012 05/24/2012 Ref: 24610432146010183336545 THE HOME DEPOT 4706
05/28/2012 05/24/2012 Ref: 74610432146010183337043 THE HOME DEPOT 4706
05/28/2012 05/24/2012 Ref: 24445002146100164216600 QFFICE MAX
05/25/2012 05/24/2012 Ref: 24755423145261 454568301 SPARKLE CLEAMERS
05/25/2012 05/23/2012 Ref: 24610432145010182639573 THE HOME DEPOT 4706
05/25/2012 05/23/2012 Ref: 24445002145100158620214 FRED-MEYER 50602
05/25/2M2 05/23/2012 Ref: 24555302145400000630043 COURTESY TIRE INC
05/24/2012 05/23/2012 Ref: 24451982144026982767928 CRAIGSLISTORG
05/24/2M2 05/22/2012 Ref: 24438132144920007012584 CHUCKQLSON CHEVROLET INC
05/23/2012 05/22/3012 Ref: 24765012143206000750696 COMPASS COURSES
05/23/2012 05/21/2012 Ref: 24445002143100145730748 OFFICE MAX
05/23/2012 05/21/2012 Ref: 24445002143100145730664 FRED-MEYER 50602

1of1

[¥1 View Dotail |

Amount P | Post Date

7945
5932 77
408 50

59.08
270.00
40390

17
1412.04

2500
107.15
700.00

7992

874

Trans *

Trans Payto

The fields in the header portion of the Update @rédrd Vendor Data window are all no entry fieldwl are as

follows.

Credit Card Vendor: Vendor Code you entered when you imported the dahe field following Credit

Card Vendor displays the vendor’s business name.

Credit Card Vendor Pay-To: Vendor Pay-To code you entered when you impdtieddata. The field

following Credit Card Pay-to displays the Pay-Tonea

Import Doc No: The import Doc No is automatically assigned wigen import the credit card data.

Import Date: The Import Date is automatically assigned whem iynport the credit card data.

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

When you update credit card vendor data you aentédk the detail portion of the window. This is &iese all of the
fields in the header portion of the window are ewterable. The fields in the detail portion of thiadow are as

follows.

Posted Date: Date the transaction was posted by the credit campany. Display only field.

Transaction Date: Date of the transaction. Display only field.

Reference Number: Reference number of the transaction. Display €ield.

Description: Description from the credit card company. Dispbayy field.

Amount: Amount of the transactions. Display only field.
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Post: If the Post field is checked, the transaction Wé#lselected for printing and posting. Transastiare
imported with the post field checked. If you wishhold a transaction for posting later, uncheekPost

field.

You might want to not post a transactibyou are importing transactions after the statetuate

and you want the credit card vendor invoice to #yamatch the credit card statement.

Post Date:Post date is the date the transaction was postéddounts Payable.

field.

Transaction Vendor:

Post Date is display only

Enter the transaction vendor code. You carthess&@oom feature.

Transaction Pay-To: Enter the transaction vendor’s pay-to code to 0&su can use the Zoom feature.

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

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

To enter expense account details, click the ExpBresail button.

The Expense Account Detail windappears.
Use the Expense Account Detail to enter one oraremaxpense account and departments. The totlaé @mounts
in the Expense Account Detail window must matchtthasactions Amount field.

3 Expense Account Detail |M
File Edit MNavigation Help
OB OUEEER LT 00EDE 0O
Expense Account Depariment  Amount Description
590000000 | 000 10.00|| ADD FOR WAREHOUSE PERSOM
6IB000000 000 15.00 || ADD FOR CUSTOMER SER'u'ICE|
|Q oK | |Q;1 Cancel I
Enter in description L

L

The fields on the Expense Account Detail windowasdollows.

Expense Acount:Enter the expense account for the Amount. Tloerzfeature is available.
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Department: Enter the expense department for the Amount. Zbloen feature is available.
Amount: Enter the amount to post to the Expense AccouhiDepartment.
Description: Description is a free form description for thgpemse amount.

You may enter additional notes for the transactising the Notes Button. These notes are freefubbesattached
to the transaction line item.

r N
I3 Transaction Netes [ = |5 &J

File Edit Mawgation Help

QUNIEEFRR Q0EDE O

Office supplies for the Sezttle offize.|

@ok | [iqcamel |[Pedt ||, TmeStanp]

Print Credit Card Transaction Listing

Use Print Credit Card Transaction Listing to pafitthe credit card transactions marked for pastinUse Print
Credit Card Transactions to see any errors that teebe corrected before the credit card transastawe posted.

Possible errors that would need to be corrected are
* No Transaction Vendor Code.
» No Transaction Vendor Pay-To Code.
* GL Amounts Do Not Equal Transaction Amount.

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

When credit card transactions are posted, thevialig occurs.

1. For each credit card transaction an invoice isqubsd transaction vendor/payto for the credit cade-
ment line item. The expense account and departdegatare used for this invoice.

2. An attached debit memo is posted to the invoicegubis step 1. This attached debit memo completkly
sets the invoice posted in step 1. The reasopdsting the invoice in step 1 and the attachedtaebdimo
is so you can track the payments to these vendaddition to the regular AP invoices.

3. Aninvoice is posted to the credit card vendordibtransactions.

The result is history of the credit card transawion the vendors paid with the credit card andpan item for the
credit card vendor for the posted amount. Inthéner the correct expense accounts are recordetth@open
item is payable to the credit card vendor.

The Post Credit Card Transactions report:

Date: 0671772012 Post Credit Card Transactions
Time}: 20:11:59 ABC DISTRIBUTIOH Page:r 1
Posting Sequencei 106
CC ¥Yendor:CAPOHE CAPITAL OHE ¥YISa
CC Pay ToiVISAL CAPITAL OHE
Import Date;05/31/2012 User IDikittyk Import Doc Ho: 50
Reference Ho,/ Transaction Trans,
Posted Date Trans Date Description Amount Yendor Payto
0572872012 0572472012 Ref: Z4445002146100164216600 59,08 OFFICE HaxX SER
OFFICE HAX
Account Ho Department Description Amount
FIOO00000 000 OFFICE SUPPLIES FOR FRAHK HARDOD 99,08
05/25/2012 0572472012 Refi 24755422145261454568301 270,00 123458 PAYTO
SPARKLE CLEAHERS
Account Ho Department Description Amount
500500000 000 CLEAH DRAPES IH COHFEREHCE ROOHS 270,00
05/29/2012 05/23/2012 Refi 24610432145010182639973 409,90 HOHE DEFOT PAYTO
THE HOHE DEPOT 470&
Account Ho Department Description Amount
SO0600000 000 REPAIRS TOD COHFEREHCE ROOHS 409,90

76 Payable Ledger Menu



Fitrix Accounts Payable User Guide

Chapter 7

Check Processing Menu

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

» Printing and posting checks

» Check processing reports

» Reconciling checking accounts

» Entering and posting Void Checks
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Menu Options & Field Descriptions

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

and void checks.

The Check Processing menu:

Dot o S e v
File ‘iew Ewecute GSetings Help
sl m =R

2 ltemM g 4 Gener.
3 Sales' & 2 Accour (& 1 Payabl

4 Purch: ]

B 3 Accout &5 2 check: g a F‘nnt Payments Due Repon '
5 Produt &5 4 Payrall By 3 Vendo =] b Update To- Paylnformatlon
6 Produc & 5 Fixed/ = 4 Setup [E c Create Automatic Checks

7 Cust
Uston & 6 Multi- Cﬂ Exit [E d Update Non-AP Checks
8 Gener & 7 Multi-Level Tax

gD opPODEODODODRE

[E e Update AP Checks

4l Bt o] Exit f Print Check Listing

&= g Print Checks

&) h PostChecks

£ i Check Processing Reports

&3 ] Check Reconciliation Programs
k Void Posted Checks

@ z Update Batch Maintenance

4] Exit

Statuz - Idle

Print Payments Due Report

The first step in automatically generating cheslkgroducing a Payments Due report. This repordrigo give you
a list of invoices due by a certain date. This repses the same selection logic as the automagetkcreation
process. Running it allows you to preview the clsatlat you will create using the Create Automatie€ks op-

tions.

Note: Running this report is optional. You can skip thigl run the Create Automatic Checks program first.
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To print this report you must enter a Check Runelatd the Next Check Run Date. The Check Run Datéhe
Next Check Run Date are used to select the cdmeaices for payment and to determine whether otmeir dis-
counts are valid.

The Check Run Date is the date that actually pontthe report and on the checks. It also detersrifree discount
for early payment is valid. The Discount Date isnpared with the Check Run Date to determine ifvamgidiscount
is still valid. If the Check Run Date is on or befdhe Discount Date, the discount is considerdid aad the dis-
count will be taken when you create checks. If@heck Run Date is past the Discount Date, the disics shown
on the report as lost and the discount is not takgomatically on the check. The exception to ihisthe Take
Discount field in the vendor’s record or pay-toortis set to A for Always, take discount. If itdet to A, the dis-
count is considered valid regardless of the daérttoice is being paid.

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

The program will then select all the invoices tvauld become overdue before your next check rue. Néxt
Check Run Date is compared with the Pay On datndnvoice. If the Invoice Pay On Date falls beftire next
check run, the invoice is selected for payment.

After responding to the Next Check Run Date pronip,Select Vendors Selection Criteria screen aispl

P~ Enter Selection Criteria EI@
File
)
Select Vendors
Vendor Code: Vender Name:
[O oK l |{:‘ Cancel |

[w]
el

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

Next, the Select Cash Account Selection Criteriaest displays

P~ Enter Selection Criteria EI@
File
)
Select Cash Account
Cash Account: ||
Department:
[O oK ] |t;{ Cancel |
Use known numbers with =, 1=, <, =, <= or »>= for comparatives S

The Payments Due report is sorted by vendor colde.dbcuments for each vendor are sorted by documeniber
and the total due is totaled at the bottom of thiess. The amount that is to be paid and the distamount to take
for each payable document is shown in the two cokion the right side of the report. Discount amstinat are no
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longer valid as of the check run date are markel an asterisk (*). For an example of this repset the chapter
titled "Sample Reports.”
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Update To-Pay Information

The Update To-Pay Information option allows youhange the date to pay, amount to apply, or disdouake

for any vendor invoice (open item).

After reviewing the Payments Due report, you mantwta change invoices listed for payments. You nvant to
delay their payment, partially pay them, changediseount amount or the discount date, or incluaents for
invoices not displaying on this list. These kind€lvanges are done with the Update To-Pay Infolonatiption.
This menu option is the same as the update Vengen@ems option of the Setup Payables menu.

Note: Running this program is not needed if you didmotthe Print Payments Due program.

The Update To-Pay screen:

-

F3 Update To-Pay Information | = -|'EI:|I§E-'
OB & i QA ALERM 9O
“a G 99 O @ &
Find Prev MNext Add Update Delete Browse
Vendor Code: CAPOME CAPITAL ONE VISA
PayTo Code: VISA1
On Account: 0.00 Balance: 2446.18 Currency:
Invoice Information
Invoice: 05/31/2012 Home Currency Amt: 733.98
Document Mumber: 245 Currency Exchange Rate: 1.000000
Description:  05/31/2012
Date: 05/23/2012
Original Amount; 738.98 - : To Pay Information
Original Discount; 0.00
Invoice Balance: 738.98 Discount Date: 05/25/2012  [uig
Discount Balance: 0.00 Amount to Apply: 738.98
Due Date: 05/25/2012 Discount to Take: 0.00
AJP Account: 200000000 - 000 Date toPay: 05252012 L4
P. 0. Mumber: Cash Account: 102000000 (=, - 000
Purchase Order Date:
28 0f29
WR

After you have set up Fitrix Accounts Payable, gan change only the To- Pay Information sectiore dther
fields are for reference only and allow you to fthe invoices you want to change.
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The Vendor Open Items section shows informatioruatite vendor to whom the payment is to be made.lith
voice Information section shows details about gaigicular invoice of open item. The To-Pay Infotioa section
contains the fields that you change to delay paynpentially pay an invoice, force a discount tothken, or
change the discount.

The fields in the To-Pay Information section arsalided below. See "Update Vendor Pay-To’s" on fagdor
more information on the other fields and options.

Discount Date:

This date field records the date after which tteedlint for early payment is no longer valid. Thasedcomes
from the Disc. field on the Payable Documents strébis date may be overwritten with a later dat¢hsit the
discount is taken.

Amount to Apply:

This numeric field determines the amount that @igplon the automatic check. If you do not wantay e in-
voice balance, you may change this field to thewarhgou do want to pay.

Discount to Take:

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

Date to Pay:

This date determines when the automatic checkioreptocess creates a check for this invoice.i#f tate falls
before the Next Check Run Date that you enter wloencreate automatic checks, the automatic chemtegs
creates a check record. This field defaults taQlseount Date (if one exists in the system.) Yowimnarease
this date to the invoice’s Due Date, or even gastNext Check Run Date. This will delay paymenttanin-
voice to a subsequent check run.

Cash Account:

This field stores the default cash account numbeddor transactions involving this vendor. Whiestfield is
not required, and entry must correspond to an kstiglol cash account. It defaults to the cash adcentered
with the Update Payable Defaults program on ofSaeip Payables menu. The Zoom feature can be osed t
lect an eligible account.

Create Automatic Checks

The Create Automatic Checks option creates chenttstores them in the Check table. It also primésAutomatic
Checks report. The Automatic Checks report hasdmee information as the Payments Due report.

Prior to selecting this option you should seleetphint Payments Due report to preview the cheltiswill be cre-
ated. Enter the same selection criteria that yaudl tis print the Payments Due report; the seleddiitaria screens
are identical. After automatically creating checgk®,) can modify these checks using the Update Afécks pro-
gram.
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Update Non-A/P Checks

The Update Non-A/P Checks option allows you to reabecks for non-A/P payments (those payments wiiichot

affect any debt owed to a vendor). You may recorgexpenditure and post those expenditures topgheoariate
accounts.

The Non-A/P Checks screen:

-

l!‘-_" Update Non-A/P Checks = |r|E_| _”_E_.i
[ W e T ==
QA BALEREME00EDEQ0
@ O 90 &\
Find Prey MNext Add Update Delete Browse
Vendor
Date: 09/05/2012 2]
endor: 12346-2 A SONY OF AMERICA
Pay-To: PAYTO % SONY OF AMERICA
Print Chedk: M
Posted:
Check Information
Check Mumber: Description:
Send to Positive Pay:
Cash Account: 100000000 | = Department: 000
Tax Code: NOTAX '
Gross Amt Entry: M Tax Department: 000 [
Account Dept  Account Deseription cd Paid Credit/Dehit el
704000000 000  OFFICE SUPPLIES MOTAX 45845 452.45 DB -
Totals
Tax Amount: 0.00 Check Amount: 459,45
E View Detail

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

Date:

This field records the date on which the check arasred. It is the date used for all ledger andlwenpdate
information.
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Print Check:

The Print Check field specifies whether or not imfpthis check. If this field is set to "Y", théaneck will be
printed. If this field is set to "N", the check ilot print,but it will post. When the system automatically creates
a check (through Create Automatic Checks), it agsutimat you are going to print it, so the systets tbe Print
Check field to Y. However, many users enter chedords manually to record payment information e AP
system after the actual check has been writterin@umanual entry of an A/P or non-A/P check, tihésdf de-
faults to "N".

Vendor:

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

Pay-To:

This is the code of the pay-to address to usenfervendor. This code must previously have beensét the
Vendor screen program. The Vendor information igntained with the Update Vendor Information program
the Vendor Information menu. If left blank, thisdeowill default to the pay-to code "PAYTQO". If theeis no
"PAYTQ" pay-to code, the main vendor address isiu$ée pay-to code determines the address printeteo
check. Zoom is available.

Check Number:

This ten-digit numeric field is the number thatpiiig/s as a reference for this check. For checksayeyrinting
on check screens, you control the assignment akchembers at printing time. For an entry that rds@a
hand-written check, it you should enter the chaakiber in this field.

Description:

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

Send to Positive Pay- if this box is checked this check will be inclddie the report sent to your bank for
payment verification. For more information on thesRive Pay interface see the section of this draphere
the Print Positive Pay File report is discussed.

Cash Account:

This nine-digit field stores the number of the cashount that will be decreased when you postcitesk. The
field defaults to the cash account entered on ttepAnts Payable Defaults screen program with theatép
Payable Defaults program on the Setup Payables.iZexm is available.

Tax Code:

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

« If a vendor code is not entered, or if the vendarat valid, this field defaults to the entry iretbefault Tax
Code field of Accounts Payable Defaults.

» If a vendor code is entered, the default for the Cade field comes first from the pay-to informatifr the
vendor.

» If atax code is not found in pay-to informationetvendor information is checked.

» If atax code is not found in pay-to informationvandor information, the Multilevel Tax code is éakfrom
the Default Tax Code field of Accounts Payable D#fa
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Gross Amt Entry:

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

To enter gross amounts, enter a "Y" in this fi@ld.enter net amounts, enter an "N" in this fiefd/du enter
gross amounts, the system automatically backsheutaix and displays the net amount in the crediif@elumn
of the detail lines. Only the net amounts poshtogpecified ledger account. The tax amount podtsetledger
account entered as the Accounts Payable Accoudpdtate Multilevel Tax codes.

Once a "Y" or "N" has been entered in this fiels field may not be changed. If you need to chatdgee doc-
ument must be deleted and then re-entered.

Tax Department

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

Non-A/P Checks Screen—Detail Section

The detail section contains accounts and amourtsharrse to those accounts.

Account:

This nine-digit field is the account number of #eeount that is increased by the transaction. Theuat num-
ber must previously have been set up using the tdddadger Accounts program on the Setup Companyimen
or the Payable Ledger menu. The Zoom feature igighed.

Dept.:

This is the department code. This column defaoltsé 000 department code. Department codes mustpre-
viously been set up using the Update Company Indtion program on the Setup Company menu. The Zoom
feature is provided.

Account Description

This column displays the description of the ledgsrount that displays after you have entered aoustaum-
ber. This is a display-only field.

Cd:

This field is the multilevel tax code to use foisthne item. The tax code determines the ratetatfwthis line is
taxed.

Paid:

Enter the amount of the payment.

Credit/Debit:

This column shows the amount and kind of ledgersiation. DR stands for a debit transaction. CRne@a
credit transaction. These are automatically entbesgd on information in the Ledger Accounts progré/hen
using Fitrix, you need not know how credits andittelvork in a traditional accounting system. Alluyneed to
know is that when entering a value into the Paidrom, a positive value increases the total amoaitt pnd a
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negative amount decreases the total amount pa&lpiidgram figures whether the entry is a creddedit. This
is a display-only field.

Non-A/P Checks Screen—Totals Section

Tax Amount:

This display-only field is the total tax amount.

Check Amount:

This field is the total amount of the cash disborset. This is the amount by which the cash accailhbe
credited. It is a display only field.

Update A/P Checks

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

!" Update A/P Checks |E
File Edit View Mavigation Tools Actions Options Help
OB O WihBPREQA ALRME B0Q0EDE 00
T
Batch Optians
A0 90 0O 9 &\
Find Prey MNext Add Update Delete Browse
Veendor & Dates
Date: -081'25;'10 12 |84 Mailed Date: ]
Wendor: 123457 %, Vendor Name: CHAMPION INC
Pay-To: PAYTO .| Pay-To Name: CHAMPION INC
Print Check:
Posted: N
Check Information
Cash Account: 100000000 |=| - 000 L Currency: STD
Check Number: 126 Description: AUTOMATIC CHECK
Send to Positive Pay:
Automatic Pay; Pay On Account: .00
Take Disc.: N On Account: 0.00
!-_n'--:! Invaice Due Date Disc Dt Disc Bal Balance Disc Applied = |
108 08/10/2011  07/21/2011 214 -107.00 0.00 107.00 1)
125-1 08/24/2011  08/02/2011 0,00 -580.00 0.00 580,00 = !
Totals
Check Amount: 2240.43 Total Discount Allowed: 0.00
Total Applied: 2240,43
56 of 57
ay

Do not be misled by theterm "manual." The manual entry of accounts payable checks isafigta highly automated
process. Using this option you specify which vesdau want to pay. The system then displays a#itantling
invoices for that vendor. You can then opt to plhgae invoices automatically, creating a checkywauch like the
one created through the automatic process bufgugat single vendor. Or, in a more selectiverapph, you can
choose which invoices you want to pay and speafy much to pay and what discount to take on aniae+by-
invoice basis. For many types of businesses, ligwibie manual payment entry is preferred to tigular automatic
check creation process.

Use the Update A/P Checks option to enter and ma@d® checks and to modify and delete automatickfieUse
the Update Non-A/P Checks option to enter non-Ale€cks.

Update A/P Checks Screen—Header Section

Date:

This field stores the date the check was creatésithe date used for all ledger and vendor upudébemation.
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Mailed Date:

If you need to track the date the check was dgtuziled to the vendor you can enter that date ladier
checks have been processed.

Print Check:

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

However, many users enter check records manuatigdard payment information in the A/P system dater
actual check has been written. During manual esftgn A/P or non-A/P check, this field defaults'iy'.
Vendor:

This is the code for the vendor. When adding anteagse Zoom to select a valid vendor code. Theenainthe
vendor displays next to it. This is one of the fkay fields that make a check unique. Changingfteid will
cause the screen to display the invoices assoandtedhat vendor, pay-to, cash account, and depant.
Therefore, you should not change the vendor foreaily selected invoices.

Posted

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

Pay-To:

This is the code of the pay-to address to usenfervendor. This code must have been previouslygstith the
Update Vendor Information program on the Vendooinfation menu. If left blank, this code will defatd the
"PAYTQ" pay-to code. If there is no "PAYTO" pay-tode, the main vendor address is used. The Zodnréea
is provided.

Cash Account:

This numeric field stores the ledger account arghdenent number of the cash account. You can ugasset
account as a cash account. It defaults to the aasbunt entered with the Update Payables Defardggram on
the Setup Payables menu. The Zoom feature is grdvid

Currency:

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

Check Number:

This numeric field is the number you want to digpda a reference for this check. For checks whazhare
printing onto check screens, this number is assigé¢he time of printing. For documents that rdaicheck
that was written by hand, it is the number of tatck.

Description:

This thirty-character field stores the descriptionthis check. This description is helpful in idiéying a check
at a future time. Since a check number is goodtifieation, you need only use this field when yoamnto rec-
ord something out of the ordinary about a checkyba might not remember otherwise. Checks crebyetthe
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automatic check process are given a descriptigl AfOMATIC CHECK. Any check description may be
changed at any time before posting. This descriimes not display on the actual checks.

Send to Positive Pay- if this box is checked this check will be inclddie the report sent to your bank for
payment verification. For more information on thesiive Pay interface see the section of this draghere
the Print Positive Pay File report is discussed.

Automatic Pay:

Enter "Y" or N. Entering "Y" causes the system &y pll invoices presently due (beginning with theegt),
take all available discounts, and apply any "Ondgtt" balance to the oldest open items.

Entering nothing or an "N", indicates that you imdd¢o specify which invoices to pay and how muchpply to
each invoice. The system will not apply any "On éduct" balance to open items.

Take Discount:

This field tells the system how you want to hardikeounts for this check. If this field is set t6", the system
always takes the discount amount, whether or ristvélid (i.e., it falls on or before the discowste). When
adding a check, if you leave this field empty,efalits to "N" and the discount will not be takéthie payment
is made after the discount date. If you enter 't¥thie Automatic Pay field, the Always Take Discofield is
skipped. This field defaults to the value of thevAys Take Discount field for the vendor's pay-tdrads. If
there is no entry for the pay-to address, thisifagfaults to the value of the Always Take Discdigit in the
vendor program.

Pay On Account:

This numeric field allows you to enter an amouiat tine system can simply apply to the vendor's @aucpex.,
a prepayment). This amount is not applied to aifipepen item, though it can be applied to spedifivoices at
a later time.

On Account:

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

Update A/P Checks Screen—Detail Section

The middle section of the Check screen shows deta# of information on open items and cash diseorents.
Move between this section and header by clickintalDe

Cmd?:

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

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

4 = manually enter the amount of cash to apply&oitvoice and the amount of discount to take orone a
specific invoice from the check.

| = display detail information for a particular ioice.
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Invoice:

This column shows the number of the vendor's iretoldis is the main method by which you identifffetient
invoices. It is the number you entered into theaPés Documents screen program. This is a display{aid.

Due Date:

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

Dsc. Date:

This is the date after which discounts should motaixen. This is a display-only field.

Dsc. Bal:

This column displays the amount of the discountai@mg. When entering checks, this is the maximhben t
vendor allows you to take on this invoice. Thisidisplay-only field.

Balance:

This column displays the balance of the invoicdsTalance is the total due on the invoice afterghyment is
made. If a value displays in the Applied columre bialance of the invoice on this line has beenadsed by
this check entry. This is a display-only field.

Discount:

This column records the discount taken on thisicevduring the entry of the check.

Applied:

This column is the total amount by which the ineobmlance was decreased during check entry. THigis
amount applied to the invoice. This includes bbth¢ash applied and the discount allowed.

Update A/P Checks Screen—Totals Section

The bottom section of the A/P Checks screen shbevatals for the check. All fields in this sectiare system
maintained (display-only).
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Check Amount:

This is the total amount of the check. This isspliiy-only field. This amount equals the Total Apglless the
Total Discount Allowed.

Total Discount Allowed:

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

Total Applied:

This amount is the total applied to invoices. Tikithe total of the Applied column of the detaiten.
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Print Check Listing

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

Warning!

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

Note that the document number of the check is UNSBSEED. Document numbers are assigned during pasting
The Vendor and Pay-To fields are blank for Non-&ffecks. Generally, checks that are to be printedotidave
check numbers, since check numbers are usualigressivhen the checks are printed.

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

Print Checks

Use this option to print checks. Once the Checkigshas been printed and reviewed, you are reagyint the
actual checks.

Warning!

Contact your Fitrix Representative if assistanaedglired. The default check forms that come
with the Fitrix Accounts Payable package are desigior a continuous feed check screen, or laser
printer checks. These screens are available frorfahth The screen number for laser checks is
4GEN19. The screen number for continuous feed chisckGEN14.

The Cash Account prompt:

o

¥ Enter Selection Crit.., | = f__IE_lii.éE“i

ORVEAE=
Cash Account: 102000000 (&)
Department: 000 |§|

[' oK | |P;1 Cancel |

Enter The Checking Account Mumber
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Include GL Distribution prompt - Select Yes if yaant the GL distribution to print on the checkrgiu

I Prompt =

Indude GL Distribution?

|O Yes | |#: Mo |

The Check Number and date prompt:

-

F3 spo_checlscheck o | = |[= |53

OV ER R \ 0@k~
Chedk Numbers

Starting: 128

Ending: 129
Total Checks: 2

Check Date: 02/05/2012 ]

| ox | [nd cancel |

Enter The Starting Check MNumber

The program will get the Starting check number fithiw Update Checking Accounts program (but youateange
this starting number if you need to ) and calculateEnding number based on the number of chedkg peo-
cessed. When the checks are posted the progranmsélit a new starting check number into the chreckiccount
table and it will be retrieved for the next cheak r

If you are sending checks to a printer, you shooddke sure that the check forms are correctly loawtedthe print-
er before printing. Checks will be printed for efleck entries except those which meet the followeiitgria:

» The check entry has been marked to prevent primtinige check (the Print Check field has an "N'uegl

* The cash amount of the check is negative.

For any checks where the number of invoices bedid @xceeds the number that will fit on the chelok, words
"See Attached Remittance Advice" will print on ttfeeck stub. After all checks have printed, chahgepaper in
the printer or redirect remittances to a printext thas the appropriate paper, and print the remetadvice.

Post Checks

The Post Checks option of the Check Processing rstames the accounting information and adjustd#iances of
the paid open items.

The Post Checks option should be used only aftetyave created checks, printed a check listingpaimted

checks. When checks have been printed correctly,should be posted to store the accounting infoomand
adjust the balances of the paid open items andoreaatounts.
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Check Processing Reports

Print Check Register— this report lists by check number all postedc&kdor the cash account and date
range specified.

Print Cash Disbursements Journal- this report lists debit and credit informatiam posted checks by
document number

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

Print Positive Pay File- Positive Pay is an automated fraud detectiohdfiered by the Cash Management
Department of most banks. When a check is preseatgour bank and they do not have a “match” in the
file received from you, you must first authorizeypeent before the bank will honor the check.

For more information go tbttp://www.positivepay.net/

To create the .txt file you will send to the bardeuhe report program. Please note this importassage
on the Printer Dialog box. It's imperative that ycheck the editor radio button before creatingrépmort or
the output will not be a .txt file.

Print positiwve pay file

IMPORTANT

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

™ Screen pager
" PDF viewer

¢ Export (i.e. Excel)

& Editor |
[ HnstF'rinter| ﬁ i ﬂ

i Client Printer | |

Next you will be prompted for this information:
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=N EER )

¥~ Enter Selection Criteria
File Edit Mavigation

A

41

Help
: r'\

29 OPLDE @
Starting Date: T0Ge0e [thd] Ending Date; 09/05/2012 [tid]

Bank Ma:
Account Mo:
["’ oK ] |[:1 Cancel |

Enter the starting date

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

In the account number field enter the last Hitsliof your bank account number

Be sure to save the .txt file created on your watgtion/server so that you can then log onto yeunkis

website and import your file.

Once you have run this program any checks that degied within the starting and ending dates you en-
tered and are all numeric in value will be markedent to positive pay to avoid duplicate transioiss
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Reconcile Checking Accounts

The Checkbook Reconciliation screen:

-

F3 Reconcile Checking Accounts (s =[]
OB QURREQ BB BEQ0EDE 90
“«a @ 9o @ O @
Find Prev Mext Add Updste Delete B
Bank Code: BOA E] BAMK OF AMERICA
Branch: BRANCH #1 EJ CUMBERLAND
Account Name:  ABC DISTRIBLUTION
Account Number: 029i03éi09
GL Account Mo: 100000000 Department Code: 000
Statement Date: 08/31/2012 [uid]
GL Balance: 258778.16
Not Recondled: 153752.74
Adjustments: 50.00
Statement Balance: 105075.42 Recondled: N
Act Date 01 Chk/DepID Document Description Amount e
N 02/01/2012 CR 17 CASH DEPOSIT -100,00 |
N D02/02/2012 CR 18 CASH DEPOSIT 100.00
N 02/02/2012 CR 19 CASH DEPOSIT 1995.00
N 02/02/2012 CR 20 CASH DEPOSIT -27.05
N 02242012 CD 107 AUTOMATIC CHECK -142500.00
N D2/24/2012 CD 108 AUTOMATIC CHECK -264.00
N 0272452012 CD 109 AUTOMATIC CHECK 1000.00
LM 0272472012 €D 110 AUTOMATIC CHECK -2500,00 2
(New Document)
[@ox | [i4cance | [FRpewi |
OVR
Enter the bank code

Go into Add mode and enter bank name and branch. ddtk rest of the information will be retrievedrr the Up-

date Checking Accounts table. Next enter the béatkeiment date. Once this date is entered all tciioss that
have posted to your General Ledger through thie dat have not yet been reconciled (cleared yocowatt) will

list in the detail section of the screen.
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Warning!

Up to 10,000 items can be reconciled at any giirae.tlf more than 10,000 items are outstanding,
the checkbook cannot be reconciled. Make sureythatun this option often enough to prevent
your reconciliation program from growing larger nht0,000 items. If you have any problems try-
ing to run this option, contact your system adntiaisr, or your authorized Fitrix reseller.

GL Balance- GL balance as of the statement daereuht

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

Adjustments — enter any adjusting amounts that teéé made (ie- bank charges, etc.)
Statement Balance — GL Balance +/- Not Reconcileddjustments.

To mark the items in the detail section as cleagkck on Detail or Ctrl TAB to enter the detailcsi®n of the screen
and change the Act flag from N to Y.

Note in the example above there is an adjusting @ft$50.00 for bank charges. The reconciliatigt mot post
until an entry has been made for the Adjustmentsuantn

Store the reconciliation as is by clicking OK oegsing enter.

Entering Adjustments:

1. Enter a journal entry for bank charges using a thetefalls within your reconciliation period andgt this
entry to your General Ledger.

2. Go back to the Bank Reconciliation program, doradFo find your reconciliation, and then go intodagpe
mode. The journal entry will now display in theaiesection of the screen as an item not yet reitahc

3. To reconcile the bank charges set the Adjustmepuairto O and mark the journal entry for bank ckarg
as reconciled (change Act value from N to Y).

4. Save the reconciliation by either clicking OK oegsing enter.
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Posting Your Reconciliation:

Now that the adjustments have been reconcilednyayi post your reconciliation by running option énd then
cb) on the menu below.

] Check Reconciliation Programs

@ a Reconcile Checking Accounts

Z[b Print Reconciliation Report |

= ¢ Post Check Reconciliation

&) Exit

Here is the first prompt you will receive:

E"— Confirm

Print Posted Recondliation Report?

VI KT | [ @que |

If you want to reprint a reconciliation report fareconciliation that has already been postede¢tdé&ds. If you are
printing a reconciliation report for a reconcil@ti that has not yet been posted select No.

Next enter the bank code, branch, and statemeatfaiathe reconciliation report you want to print.

T Enter Selection .| = || = |
File Edit Help
O &y 7]
Selection Criteria
Bank Code:
Branch:
Statement Date:
[@ox | [qcanc |
Enter bank code. e

Once you have printed the reconciliation report asdfied the information is correct, you may namithe posting
program. This will mark the reconciliation as paste
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Void Posted Checks

Prior to running this option, setup must be conglaid the checks must have been created and pdbeioid

Checks program is the first step in voiding chetls you have already posted. The three stepsidtingpa check
are:

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

2. Print the Void Check Listing report to check forags, using the Print Void Check Listing program.
3. Post the Void Check information to the accountipgtem, using the Post Void Checks program.

The voiding is not final until step 3 is complet&tu may change or delete any of the entries irMibid Checks
program before they are posted.

The Void Posted Checks screen:

s Update Void Checks |- |- ”
File Edit VWiew Mavigation Tools Actions Help
OB WP EAALER @O

G @O 9 0 9 '

nd Prev Mext Add Updste Delete Browse

Check Document MNo: 83 |£|
Vioid Document Date: m
Check Information —
Check Date:  07/12/2012
Check Number: 124
Desciption:
Vendor: 123457 CHAMPION INC

Posting Mo: 30

Posting Date:  07/12/2012
Check Amount: 7500.00

|0 oK | |i_:{ Cancel l

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

The following paragraphs describe the fields or Hureen:

Check Document No.:
This numeric field is the document number assignetie check document during the check postinggs®cTo

void a check you must know its document numbeyolf do not know the check document number, you can
zoom to find it.
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Check Date:
This is the check date. It is a display-only field.

Check Number:

This is the check number. It is a display-onlydiel

Description:

This is the check description. It is a display-ofidyd.

Vendor:

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

Posting No.:

This is the posting sequence number of the Cheskirigpreport (printed when Post Checks was selgcted
which the check is printed. This is a display-ofidyd.

Posting Date:
This is the date that the check was posted. Itisglay-only field.

Check Amount:

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

Print Void Check Listing

When you first execute the Void Check Listing meption, you must confirm the destination for thpas.

Before posting void checks, you must always privoad Check Listing and examine it to make certhiat you
have entered the correct check document numbers.

For each void check document, the void Checksrgstiontains reference information for the chedisteof the
payable items that were affected by the check tla@émounts disbursed to ledger account numbethdacheck.
The reference information at the top of the scramartains the document number of the voiding docurgtbis is
unassigneduntil the document is posted), the check dateclwedk number, the vendor code and description, and

the check description.

For an example of this report, see the Void Chedtk EHst in the chapter titled "Sample Reports."
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Post Void Checks

The Post Void Checks option will run only after yloave printed a Void Check Listing. The void checkicess is
not complete until you post void checks. The Pasti\Checks option voids the check, updates the ¥ehdlance,
and places the AP invoices that were paid on tleelcback into Accounts Payable as open items.

The Post Void Checks report is in the same bagiortes the Void Check Listing report. One differeris the post-

ing sequence number. All posting reports in Fi&kocounting products feature a posting sequence ruriilne
number is incremented each time the posting prasess.
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Administration Menu

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

* Security Reports

*Purge Activity

*Update Batch Information
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Administration

The Administration Menu:

File ‘iew Esxecute Seftings Help

demEam

Dev 5.40
a8 General/Administration
LU = R el o system Administration

3 Sales g 2 Systen: & a Check Database Status

4 Purchz & 3 Datalr E| b Check Database Connections

5 Produt g 4 wWeb S & e Update Database Statistics
6 Produt 2

Ve = m Security Reports

i B p Purge Activity
3_ Ge.nera.erdr.ﬂlnistratl.( [E z update Batch Information

ET 8] Exit

Epooooooow

I Devsao Database: sample Printers: Lexmark2/NPIBCCTD (HP LaserJet P2035n)

Status Idle

The following Options are available:

Check Database Status

Note

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

resentative for further information.

Check Database Status (option a). Use this optice¢ if the database is up and running. If thesta "Online"
then the database is up and ready for conneci8ir@mwys the current status of the database such as:

¢ Database version

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

» Size of memory allocated.

Check Database Connections

Note

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

Check Database Connections (option3f)jows information about the current users conndctélte database. There
will be one line of information for each user tiaturrently connected to the database in thevatig report:

» Session ID

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

* Isolation Level

» Error info if any.

Role Based Menus Setup

Use these programs to set up custom menu strudtureach role/user. See tBetting Sarted with
Fitrix User Guide for instructions on how to do this.

Security Reports

This menu option (option m) allows you to printeport of current security settings (ie- who is af#al to do what
with the Fitrix software).

Purge Activity

Purge Activity (option p). This menu option has thlkowing submenu:
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[El h Merge Customer Activity
,'_;_-1 i Print Duplicate Customer Info
[El j Merge Ship-To Activity

&S] Exit

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

) E Merge Customer Activity |i|

File Edit VWiew Mavigation Tools Actions Help
O R EQ AEM @O
#.
WARMING: This program will transfer all activity, open items, and
reference records from the old customer code to the new customer
code and then delete the old customer code.
Enter Old Customer Code:  [B (=)

CLASSIC PARTS UNLIMITED
Enter New Customer Code: 16 =

WILD WEST MOTOR. RANCH

(@ox | [Fqcancel |

Enter Old Customer Code, S

Print Duplicate Customer Information - this report program will list any informationatcould not be merged
into the new customer code because it is a dupli¢air example, if old customer 2 has a ship-tediiland new
customer 12 also has a ship-to code 01, ship-tafi1 be merged. What you will need to do in tlaseis set up a
new ship-to code under customer 12 for this shigpiddress.

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

Merge Vendor Activity - this program is useful when a company changegesaand you want to set up a new ven-
dor code that reflects the new company name andtthasfer all payment history/activity to the neade.
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rs—' Merge Vendor Activity || ==l l
File Edit View Mavigation Tools Actions Help
OB OWhBEA ALRME 9O
o

VWARMING:
This program will transfer all activity, and reference records from the old vendor code
to the new vendor code and then delete the old vendor code.

Enter Old Vendor Code: | [EEZE (=]
CHAMPION INC
Enter Mew Vendor Code: 123475 =
AUTOTOY INDUSTRIES INC.
|0 oK | |Q:f Cancel J

Enter Old Vendor Code.

Update Batch Information

Update Batch Information (option z). See the chapiitied Batch Control Maintenance in iBetting Sarted
With Fitrix guide for information on this program.
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Payable Listing Report

I3 print Payable Listing

© ©00D &

Inv. Date: 03/05/2012

Currency: SID
Loocount 5TD
&38500000-300 SALES TZX EXPENSE
704000000-300 OFFICE SUPPLIES
Z00000000-000 ACCOUNTS BAYRBLE

Date: 03/0&8/201Z Payable Listing
Time: 13:37:4%& RBC DISTERIBUTION Page: 1
Document Number: UNASSIGNED Date: 03/05/2012Z2 Type: INVOICE
Vendor: 123457 - CHAEMPION INC
Description: Number: 55243350

Rate:

Imount

»

n
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Payable Documents Posting List

File MNavigate Help

© 00D ¢

— ]

Fayable Documents Posting List
ZRC DISTEIBUTICN
Posting Seguence: 111

| »

=

Date: 08/06/2012
Bage: 1

Time: 13:38:51

Date: 0%/05/2012 Type: INVOICE

Document Number: 270
- CHARMPION INC

Vendor: 123457
Description:
Inv. Date: 08/05/Z01Z2

Humber: 95243350

Currency: 5TD Hate:
Leoocount 5TD Lmount
§38500000-300 SRLES T2 EXPENSE .00 DB
704000000-300 OFFICE SUPPLIES 453.78 OB
455.78 CR

200000000-000 LCOOUNTS PAYABLE
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Accounts Payable Journal

File Mavigate Help

© 900D &

B

Date: 0%/06/7201Z
Time: 13:41:51

3

m

Accounts Payable Journal
ABRC DISTRIBUTICN Page: 1
Between 08/01/2012 and 0B/31/2013 —

Document Date Invoice No Vendor Code - Vendor Business Name

Zes 08/22/2012 123457 — CHAMPION INC
120000000-000 INVENTORY 100.00D8
200000000-000 ACCOUNTS PAYRRLE 100._00CR
£38500000-300° SRLES TAX EXPENSE -0oDB
e -} 08/22/2012 123457 - CHAMDPICHN INC
1z20000000-000 INVENTORY 10.00DB
Z200000000-000 ACCOUNTIS PAYRBLE 10.70CR
Z210000000-300 RCCRUED SRLES TRAX -loDe
210000000-300 ARCCRUED SRLES TRX -loDB
Z210000000-300 RCCRUED SRLES TR -40D8
210000000-300 ACCRUED SRLES TAX -10DB
263 08/22/2012 123457 - CHAMPICN INC
200000000-000 ARCCOUNTS PAYRALE 1000 .00CR
£38500000-300 SALES TAX EXPENSE -00DB
700000000-000 RENT 1000 00D
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G/L Activity Summary Report

T Print Activity Summary
File Mavigate Help
O 002 <
-
— ]
Date: 0%/08/Z012 G/L Activity Summary Zeocounts Paysble =
Time: 13:43:02 LBC DISTRIBUTICN Dage: 1
Between 08/01/2012 and 0B8/31/20132
Bect. Dpt. Description Debits Credits Net Retivity L
1z0000000-000 INVENTORY
110.00 -0o 110.00
200000000-000 ZACCOUNTS PAYRELE
sl 1.110.70 (L,110.70)
210000000-300 ACCRUED SALES TRX
- -oa -Ta
&38500000-300 SALES TR EXPEMNSE
-aa -o0a i L]
70000Q000-000 RENT
1,000.00 -0o 1,000.00
————————————————————————————————— I 2 o B T e T
Debits Credics Net Zctivity
1.110_%a p 55 L B 4 a_00
.
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G/L Activity Detail Report

¥

F= print Activity Detail (= &@]=]

»

m

Date: 09/06/2012 G/L Zctivity Detail Zoocounts Payable
Time: 13:44:18 BBRC DISTREIBUTION Page: 1
Between 08/01,/2012 =and 08/31/2012

Src Deoc ¢ Inw/Chk ¢ Date Bef Description Debits Credits
Begin Balance: -aa
120000000-000 TIHVENTORY
AP &3 08/22/2012 123457 100.00
CHEMDTION INC
LD 268 0872272012 123457 10.00

CHREMPION INC

Total Activity for Rccount: 1Z0000000-000 110_.00

End Balance: 110.00

Begin Balance: .00

200000000-000 ALCCOUNTS PAYRELE

AP 265 0872272012 123457 100.00
CHAEMEICON INC

AT Z&E 0842272012 123457 10.70
CHAMETION INC

AD 269 0842272012 123457 1,000.00

CHARMPION INC

Total Rctivity for Rccount: Z00000000-000 p 5 L 3 OO
End Balance: 330 _FE
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Recurring Invoice Report

File Mavigate Help

© 00D

— F

»

1

Date: 0870872012 Becurring Inveoice
Time: 14:08:44 ZBC DISTEIBUTION Dage: 1
Document Number: 271 Date: 09/06/2012

Vendor: 123457 - CHAMPICN INC
Description: MONTHLY PMT-LORN § RIB-233871

Account Emount
£38500000-300 SALES TAX EXPENSE -0a DB
707000000-300 LEASE DPAYMENTS 525.00 DB
200000000-000 ACCOUNTS EBAYRBLE 525.00 [ne=]

Total Debits Total Credita
525.00 52500
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Payments Due Report

= Print Payments Due Report
File MNavigate Help

© Q000 %

[F=2ESE

— < =

—

Date: 09/0&/2012

Bayments Due Report

Time: 14:12:03 BRBC DISTRIBUTICN Eage: 1
Through To-Pay Date of: 03/25/2012
To-Fay Applied
Doc Ho Date Invoice Balance Date Emount Discount
CAPONE - CRPITRL ONE VISR
VISRl - CRPITAL CNE
== 102000000-000 WELLS FARGD
245 05/23/12 05/31/2012 738.358 05/25/12 738.88 -00
233 05/35/12 05/31/2012 T5.45 05/28/12 789._45 .00
250 05723712 05/31/2012 1444_88 05/25/12 1444 .88 -00
Sub Totals: 2,283.31 2,283.31 -0a
Het Check Total: Z,263.31
Totals: 2,263.31 -0o
Totals:
CAPONE — CRPITAL ONE VISR
VISRl - CRPITAL ONE
—— 10Z2000000-000 WELLS FARGOD
238 05/24/12 0573172012 182.87 05728712 igz.87 -0a
Sub Totals: 182._87 Z2,446.18 -00
NHet Check Total: Z,448_18
Totals: z,448.18 -0a

»

m
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Create Automatic Checks Report

o = 5
E&Eﬂhmﬁbm‘aﬁcﬁhmks
File MNavigate Help
O 902D <
- -
| P
Date: 0370872012 Putematic Checks
Time: 14:13:03 BRBC DISTRIBUTICN Eage: 1 =
Through To-Pay Date of: 03/25/2012
To-Fay Applied
Doc Ho Date Invoice Balance Date Emount Discount
CAPONE - CRPITRL ONE VISR
VISRl - CRPITAL ONE
== 102000000-000 WELLS FARGD
245 05/23/12 05/31/2012 738.358 05/25/12 738.98 -00
233 05/35/12 05/31/2012 T5.45 05/28/12 789._45 .00
250 05723712 05/31/2012 1444.88 05/25/12 1444 .88 -00
Sub Totals: 2,263.31 2,263.31 -00
Het Check Total: Z,263.31
Totals: 2,263.31 -0o
Totals:
CAPONE — CRPITAL ONE VISR
VISRl - CRPITAL ONE
—— 10Z2000000-000 WELLS FARGOD
238 05/24/12 0573172012 182.87 05728712
Sub Totals: 152.87
Net Check Total:
Totalsa: 2,448.18 -09
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Check Posting Report

ronchat
File Mavigate Help

© Q00D ¢

—

Date: 0370872012 Check Posting Hegister
Time: EoT6E-ET BABC DISTRIBUTION Page: 1
Posting Sequence: 31
Check HNumber: Date: 08/05/2012 Document Number: B4

Vendoxr: 123462 - SONY OF AMERICR

Check Rmount: 453.45

Description:

Account Description Amount
704000000-000 OFFICE SUPPLIES 459.45 DB
100000000-000 BANE OF REMERICR 455 .45 CR

Check Number: 1z8 Date: 0%/08/2012 Document Number: 85
Vendor: 104588 - PRIME LINE AUTOPRRATS
Check Amount: 50.40
Description: AUTCMATIC CHECE
Account Description Amount
200000000-000 INWVOICE: 234234242 50.00 DB
100000000-000 BANE OF BMERICR 50.00 CR

m
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Check Register

T bt Check Register
File Mavigate Help

© 00D <

— 1

Date: 09%/08/72012 Check Fegister
Time: 14:17:4Z RBC DISTRIBUTICNM Eage:x 1
Between 06/01/2012 and 039/06/2012

3

m

Check HNo. Chk Date Doc.No Payee Het Zmount

Account Number: 100000000
0570572012 84 SCNY OF RMERICR 459_45 B

118 0741272012 77 EPRIME LINE AUTOERRTS 50.00

113 0771272012 78 PRIME LINE AUTOPARTS 16.09

1za 0771272012 79 CHRMPION INC 15329.00

121 a7/12/2012 20 CHAMPION INC 1230.00

1zz2 0771272012 81 CHEMPION INC 2740_43

1z3 O7/12/72012 82 SMITH-CCRONE CORE. 15.00

1z4 aT/1272012 83 CHRMPION INC 7500.00

1za 08/06/2012 85 PRIME LINE AUTOEBARTS 50._00

Total Checks Written: 2gB83._88
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Cash Dishursement Journal

-

E Print Cash Disbursements Journal

==

Date: 0%/0&/2012 Cash Disburaemsnt Journal

79 077122012 1z0 AUTCMRTIC CHECE
100000000-000 BANE OF RMERICR
200000000-000 ACCCOUNTS PAYABLE
200000000-000 ACCOUNTS PAYRARLE
200000000-000 ACCOUNTS PAYRBLE
200000000-000 ACCCUNTS PRYABLE
200000000-000 ACCCUNTS PAYARLE
200000000-000 ACCOUNTS PRYRBLE
200000000-000 ACCOUNTS PAYRBLE
200000000-000 ACCCUNTS PAYARLE

80 0771272012 121 AUTOMATIC CHECE
100000000-000 BANE OF RMERICL
200000000-000° ACCOUNTS PRYRBLE
200000000-000 ACCOUNTS PRYRABLE
200000000-000 ACCCOUNTS PAYARLE

153z5.00CR
15.00DB
1z2800.00DB
1500.00DB
100.00DB
15.00DB
150.00DB
535.00DB
Z14_00DB

1230.00CR
1z00.00DB
15_00DB
15._00DB

Time: 14:18:4%8 EBC DISTRIBUTION Dage: 1
Between 0&/01/201Z2 and 03/0&/201Z2

Document Date Check No Reference

7 077122012 118
100000000-000 BANK OF EMERICR 50.00CR
200000000-000° ACCOUNTS PARYZELE 30.00DB
200000000-000 ACCOUNTS PRAYABLE Z0_00DB

7a Q7/12/2012 115 AUTOMATIC CHECKE
100000000-000 BRENE OF AMEAICE 10.00CR
200000000-000 RACCOUNTS DRYRBLE 10.00DB

»

m
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Print Outstanding Checks

E pm‘t St Al TEe :
File Mavigate Help

© 00D

— I

Date: 0%/06/2012 Cutatanding Checks Heport
Time: 14:30:30 EBC DISTRIBUTION Dage: 1

»

Checking Rccount: 100000000-000 BANK OF AMERICA

m

Check No. Date Amount
Ref Code: 123462 — SONY OF EMERICAR
08705/2012 455 _45
Ref Code: 123470 - MOTORCRAFT INC
107 02/24/2012 142 500.00 =
Ref Code: 123476 — COSTCO WHOLESALE
108 02/24/2012 Z2e4.00
Ref Code: CANON — CANON U.5.A., INC.
108 0z/24/2012 —-1,000.00
Ref Code: S5CM - SMITH-CORONA CORE.
110 02/z24/2012 Z2,500.00
Ref Code: 123457 — CHRMPION INC
111 Q2/27/2012 -0
Ref Code: 104588 — PRIME LINE AUTOPARTS
113 07/12/2012 50.00
Ref Code: 104588 - PRIME LINE RUTCERRTS
11% 07/12/2012 10.00
Bef Ceode: 123457 - CHIMEION INC
120 07/12/2012 15,329.00
Ref Code: 123457 - CHRMPION INC
121 07/12/2012 1,230.00
Bef Code: 123457 — CHAMPION INC -
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Positive Pay File

Wiew

Courier Mew =111 ([ A AT

Paste B Z U de X 5|2 A-

Clipboard Font

c123000100000000
c123000100000000
c123000100000000
Cc1l23000100000000
c123000100000000

= G

Paragraph Insert

RA&
R
R&
E&
R&

]

il ) 4

00000001180000005000071212
0000000113%0000001000071212
00000001200001532900071212
00000001210000123000071212
00000001230000001500071212

A MR

El &4 Find

Picture Paint Date and Insert
i drawing time object

3';‘ Replace

Select all

Editing

L e 5o

100% (=)
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Cash Account Register

File Mavigate Help

© @00 &

Date: 038/26/2013 Cash Rceccunt Register
Time: 17:21:58 2ABC MANUFACTURING Page: 1
For the Period From 08/01/2013 ©o 03/26/2013
100000000 — 000 CASH ACCOUNT

m

Date Refarence Type Payee/Paid By Mems Paymsnt Amt Receipt Amt Balance L
BEGIN BALANCE 331,820.00

03/06/13 23 CENERAL JOURNAL EENIRN TEST 100.00 331, 520.00

09/08/13 31 CENERAL JOURNAL EENITRN TEST 1.00 331,515 00

08/09/13 31 CENERRL JOUSNAL CENIRN TEST 1.00 221, 520.00

09/18/13 13 CASH DISBURSEIMENT EMa-1 120.00 221,800.00

09/26/13 3245 CASE DISBURSEMENT 123457 214.00 331,586.00

09/26/13 31212321  CASH RECEIPTS is 15,895.84 347,4381.84
END BALINCE 347,481 84
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Check Reconciliation Report

File Navigate Help

o %00

Date: 08/06/2012 Check Reconciliation Report
Time: 14:41:10 2BC DISTRIBUTION Page: 1
Sank Code: BOA Branch Code: BRRNCH §1 Statement Date: 08/31/2012
Bzlance Per Bank Statement: 105,025.42
Deduct: Outstanding Checks fother credits: 0.00
Rdd: Depusits in tramsit /other debits: 335,151.6%
Date 0J Chk/Dep ID Document Description Amount o
02/01/2012 €& 17 CASE DEPOSIT -100.00 i
02/02/2012 CR 18 CASH DEBOSIT 100.00
02/02/2012 €2 19 C2SH DEROSIT 1,835.00
02/02/2012 €A 20 CASH DEPOSIT -27.08
06/25/2012 GJ CENJRN TSF EROM M4 ACCT 100,000.00
07/12/2012 €& 22 CASE DEFOSIT 223,183.74
Deduct: Qutstanding Checks /osher credits:  -171,398.95
Date ©J Chi/Dep ID Document Description Amount
02/24/2012 €D 107 AUTOMATIC CHECK -142,500.00
0z/24/2012 €D 108 AUTOMATIC CHECK -264.00
02/24/2012 €D 108 AUTOMATIC CHECK 1,000.00 L
02/24/2012 €D 110 AUTOMATIC CHECK -2,500.00
02/27/2012 €D 111 0.00
05/31/2012 GF GENJRN -138.00
06/15/2012 63 GENJRN OFFICE SUPELIES -250.00
07/12/2012 €D 118 -50.00
07/12/2012 €D 119 AUTOMATIC CHECK -10.00
07/12/2012 €D 120 AUTOMATIC CHECK -15,329.00
07/12/2012 €D 121 AUTOMATIC CHECK -1,230.00
07/12/2012 €O 122 AUTOMATIC CHECK -2,240.43
07/12/2012 €D 123 AUTOMATIC CHECK -15.00
07/12/2012 €D 124 ~7,500.00
07/31/2012 €3 GENJRN OFFICE SURELIES -322.51
Revised Bank Balance: 253,778.18
a— =T = T e=T = T — T =
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Void Checks Edit List

7 Print Void Check Listing
File Mavigate Help

© 00D

— I

»

m

Date: 0%/08/2012 Void Checks Edit List
Time: 14:57:Z24 EBC DISTRIBUTION Dage: 1
Document Number: UHASSIGHED Check: 124 Orig. Date: O7/12/2012
Vendor: 123457 — CHARMPION INC
Description: Void Date: 03/06/2012
AP:
A/P Transaction Zel 7500.00
Total Imount: F500.00
GL:
200000000-000 RACCOUNTS CAYABRLE 7500.00 CR
100000000-000 BANK OF RMERICR 7500.00 DB
Total Debita: 7500.00 Total Credits: 7500_00
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Void Checks Posting List

= Post Void Checks
File Mavigate Help

© Q000

Date: 03/087/2012

—

Void Checks Posting List

200000000-000
100000000-000

ACCOUNTS PRYABLE
BANK OF RMERICR

750000 CR
7500.00 DB

Time: 14:5B:45 BBC DISTRIBUTION Page: 1
Posting Sequence: 32
Document Number: 86 Cheek: 124 Orig. Date: 0T/ 1Z/Z01Z
Vendor: 123457 - CHRMPION INC
Deseription: Void Date: 03/708/201Z2
AD:
2/F Transaction zZel 7500.00
Total Amount: ¥500.00
GL:

Total Debits:

7500.00 Total Credits:

7500.00

m
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Vendor Information Summary

(Sorted by Vendor Name)

File MNavigate Help

© 90D -

— i

Date: 0%/08/2012 Vendor Information Summaxy
Time: 15:00:03 LBC DISTRIBUTION Dage: 1

»

i}

Code: 123471 - ALLIED SIGHMAL INC.
Contact: CHRIS THOMAS Telephone: 412 343 5533

Code: 123461 - RALPINE BADIO INC
Contact: MIEE STEELE Telephone: Z13 452 3000

Code: 123475 — AUTOTOY INDUSTRIES INC.
Contact: EITTY EELLETIGEH Telephone: 503 55& 5331

Code: 123474 — BOSCH LTD.
Contact: HARRRY LITTLE Telephone: E&17 567 4234

Code: BROWN — BROWN COMPANY
Contact: Telephone:

Code:- CRNON — CANON U_S.A_, INC.
Contact: JIM BLACE Telephone: B800-326-8789

Code: CRAPONE — CAPITAL ONE VISR
Contact: Telephone: 508-778-2211
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Vendor Information Detail Report

(Sorted by name)

=N o 5

File MNavigate Help

© 00D

»

Date: O0%/0&8/201Z Vendor Informaticon Detail
Time: 15:09:55 EBC DISTRIBUTIONM Eage: 1

Vendor Code: 123457
Business Mame: CHARMPION INC
Contact: JIM M PELIN Phone: 404 265 3364
hddresgs 1: 220 SW 180TH
Rddress 2Z: COMPLEX ZGF
City, State, Zip: ATLANTA GA 42231
Country: US
Currency Code: SID
Pay-To Instructions:

m

Credit Limit: 50000.00 1085 Required: W TIN: 53-1876534
Default A/F RAccount: 200000000-000 Default Cash Rccount: 100000000-000 =)
Terms Code: B 2% 10 NET PAYMENT 30 DAYS

Account Group:
Last Payment Date: 09/08/7Z012Z
Hold Payment (¥/N): W Cn Account: 0._0a
Llways Take Discount: W Balance: 58004 _13

Pay-To Code: EZAST
Pay-To Mame: EAST COAST OFFICE
Rlways Take Discount: W
Pay-To Code: NEWEAY
Pay-To HName: NEW YORE OFFCE
hddress 1: 100 BLVD WAY
City, State, Zip: NEW YORE NY 05271
Country:- U5
Blwaya Take Discount: N
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Vendor Labels

128

File Mavigate Help

0Qe0e2 <

ALLIED SIGHAL INC.
DESMOINES BUILDING
1312 ERST 17ZND

PITTSBURG, PR 0Z33%

ALPINE RADIO INC
7308 WEST WAY
LOS ANGELES, CA 58047 US

AUTOTOY INDUSTRIES INC.
7763 COLUMBIZ BRIDGE WAY
PORTLAND, OR $3358

BOSCH LID.
37 DOUBLE FORE ROAD
BOSTON, MA 01242 TS

Sample Reports



Fitrix Accounts Payable User Guide

Vendor Terms List

File MNavigate Help

0 Qoe0o2 <

— ;

m

Date: 0%/0&8/201Z Vendor Terms

Time: 15:37:57 ABC DISTRIBUTION Page: 1
Code Description Due days Disc days Disc percent

.S NET DPAYMENT 30 DAYS 30 0.000

B 2% 10 MET PAYMENT 30 DRYS 30 10 Z.000

C WET EAYMENWT 15 DRYS 15 a_000

D coD a.000

E 4% 15 NET 4% 45 15 4.000

w20 NET 230 DRY¥S 30 0.000
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Vendor Ledger Report

=y =
= By Document Date
File Mavigate Help

© 900D

=

-
Date: 03/26/2013 Vendor Ledger by Document Date
Time: 17:16:58 ABC MRANUFACTURING Page: 1
Between 01/01/2013 and 09/26/2013
A/P Activity for 123457 — CHAMPION INC E
Date ©J DocMe TType Tran # Deseripticn Amount Balsnce  —————--—— Zpplied Against —-———-———v
Invlo Inw. Balanece
Beginning Balance .00

08/01/2013 PU 58& In 313123231 2,000.00 2,000.00 2,000.00 LS
08/0€/2013 U 57 N 231z212 10.00 2,010.00 -00
08/07/2013 PU 53 IN ag7¢e8 100.00 2,110.00 100.00
08/08/2013 PU 58 IN 1z31z1z2 10.00 2,120.00 -8a
08/16/2013 PU &0 In 213131 80.00 2,200.00 =00
08/18/2013 PU &1 In &1 8.o00 Z,208.00 -o0
08/16/2013 PU &2 In B2 8.00 2,215.00 -00
03/16/2013 PU &3 IN B3 8.0a 2,224.00 -6a
03/17/2013 FU &5 IN 231312 80.00 2,304.00 =00
0%/18/2013 PU &8 N SRBZ 10.00 2,314.00 .00
03/18/2013 TU 85 In TP 1z0.00 2,434.00 1z0.00
08/18/2013 TU 86 N f==1=1] g0.00 2,814.00 B0.00
03/18/2013 PU 87 IN 342424234 45.59 2,559.9% 45.359
03/23/2013 FU 88 IN 113lz31iz 1,300.00 3,B855.93 1,300.00
08/23/2013 PU 23 In 4533453 900 .00 4,759._9% 900.00
08/26/2013 CD 23 co 2Z45 -10.00 4,743.588 231231z .oo
03/26/2013 CD 23 co 3245 -10.00 4,739,895 iz31z21z 00
03/26/2013 CD 23 co 3245 —80.00 4,855.93 213131 -o0 A
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Vendor Aging Summary Report

(Sorted by vendor name)

T Print Aging Summary By Name =N R
File MNavigate Help
O 002 <&
-
— ]
Date: 0%/0&8/72012Z Vendor REging Summary By Name =
Time: 15:41:5& ZBC DISTRIBUTIOH Dage: 1
2Zge by: Due Date Aging Date:- 08/31/2012
Current 31 to €0 Days B
1 to 30 Days Orexr &0 Days
5TD
CENON - CRENON U_5_A., INC.
Teotal =&l4_00 =-500.00 -0a -0o =114_00
5TD
CAPONE — CAPITAL ONE VISA
Tetal Z,448.18 -0a -0a -oa Z,448._18
123457 — CHAMPTION INC
Total 87,520.40 1,:10.%0 -165.00 B8&,352.70
-
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Vendor Aging Detail Report

(Sorted by vendor name)

T~ Print Aging Detail by Name
File Mavigate Help

© 00D <

—

Date: 093/06/2012 Vendor Aging Detzil By Name
Time: 15:45:23 EBC DISTRIBUTICN Dage: 1
Zge by: Due Date Rging Date: 0B8/31/2012

Current 31 to €0 Days
Invoice Cue Date 1 to 30 Days COwer a0 Days
5TD
CRPONE - CRPITRL ONE VISR
0573172012 05/25/12 738.98
05s21/2012 05s25/12 1,444 88
05/31/2012 05/28/12 78.45
0573172012 05/28/12 18z2.87
Total Z,446.18 -0a -ao -0o Z, 44818

m
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Vendor Cash Requirement Summary

(Sorted by vendor name)

=
Ek&quifmmn‘l ummary By Mame
File MNavigate Help
0002 <
-
| F
Date: 0%/0872012 Vendor Cash Regquirement Summary By Name
Time: 15:46:2% EBC DISTRIBUTICN Eage: 1
2Zge by: Due Date Lging Date: 08/31/2012
Current 31 to &0 Days
1 to'30 Days Over &0 Days
5ID
CRNOM — CEMCM U.S.A., INC. =
Tetal -€l4.00 -6l14.00 -00 -00 -0
5TD
CRPONE — CAPITAL ONE VISA
Total Z,446.18 Z,445.18 -00 -0o -aa
122457 — CHEMPION INC
Total 87,520.40 86,405.70 i,110.7a -00 -ao
CWI1 - NAME
Total —-1g.00 —lg.00 -0a -0o -00
104588 — PRIME LINE AUTOPARTS
Total .00 .oo -no .00 ]
Aging Totalsa:
Total Current 1 o 30 Days 31 to &0 Days Cwer &80 Days
B8%5,334.58 88, 2z23._88 1.1310_74 a8 Lali]
-
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Vendor Cash Requirement Detall

T Requirement Detai By Name
File MNavigate Help

© Q000 &

— i
Date: 0%/06872012 Vendor Cash Reguirement Detail By Wame
Time: 15:48:00 ZBC DISTRIBUTION Fage: 1
2Zge by: Due Date Lging Date: 08/31/2012 =
Current 31 to &0 Days
Invoice Due Date 1 to'30 Days Over &0 Days
5ID
CRNOM — CEMCM U.S.A., INC. T
©On Recocount
106 08/05/11
Total —-&14 .00 -00 .00 -oo
STD
CAPONE - CRPITAL ONE VISR
0573172012 05725712 738.58
05/31/2012 05/25/12 1,444 88
05/31/2012 05728712 73.45
05/31/2012 05728712 182.87
Total Z,448.18 Z,448.18 ] -0o -oo
122457 — CHRMPION INC
BRETEST 04712712 4,500.00
325771 03/20/08 100.90
328821 10/05/08 450 .00
330801 10/z20/08 170.00
05404707 550.00
52047 as5/04/07 500.00
B5T73817 05/04/07 37.00
07729710 80,000:00
109 0B8/10/11 10.70
31z131 08/18/11 15.00
113 08/24/11 Z0.00
CLEAR HOLD ACCT 07F26/12 100.00
254 07/26/1Z2 15.00 -
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Payable Defaults Report

o

E Print Payabile Defaults

© 000 =

Date: 0%/0872012 Rccounts Paysble Defaults
Time: L15:49:51 ABC DISTRIBUTION Page:

1

Accounts Payable Defaults

———————————————————————————————— i o b e
Terms Code: B Z% 10 NET PR¥YMENT 30 DRYS
————————————————————————————— e e e e
Default Tax Code: NOTAX Tax Entry on Detail Line: 4
Gross Invoice Entry: N Calculate Tax cn Cash Discounts: "
————————————————————————————— ArBciint FunbErs ————rRessEeaese e

A/P:- 200000000 Cagh: 100000000 Disecount: 5023000000

———————————————————————————— Fpug InEanEt o T T T T
&ge On:- D {D' — Due Date, I — Invoice Date)
Descriptions:
Current 1 to 30 Days 31 to &0 Days Over 80 Days
Days a 30 &ad
Is L/P Setup Complete?: ¥ Batch - Inwocices?: N Payments?: N

Bequire Zpproval to post?: W

m
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Account Groups Report

- =
P Print Account Groups
File MNavigate Help
— i
!E
Date: 0%/06872012 Zecount Groups
Time: 15:50:48 EBC DISTRIBUTION Fage: 1
Account RAccount Group Account Descripticon
Erp Cd. Description Humber
ARINVC  ACCOUNTS RECEIVABLE INVOICE 110000000-000 ACCOUNTS RECEIVABLE
400000000-000 PRRTS SALES
100000000-000 BANE OF RAMERICE
CRSHREF  A/D CRSH DISBURSEMENT 100000000-000 BRNE OF EMERICRE
200000000-000 ACCOUNTS PAYRELE
503000000-000 PURCHASE DISCOUNTS
CRSHRR 110000000-000 ACCOUNTS RECEIVRBLE
100000000-000 BANE OF AMERICR
4Z0000000-000 RETURNS AND ALLOWANCES
DEPRECIATICN EXDENSE 745000000-000 DEPRECIATION EXILENSE
181500000-000 FURNITURE & FIXTURES DEF.
182500000-000 TRANSPORTATION EQUIP. DEP.
183500000-000 MACHINERY & OTHER EQUID. DE
EXBANE BRNEINGC EXPENSES 710000000-000 BANE CHRREES
711000000-000 INTEREST EXPENSE -
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Vendor Open Items Report

(& - Vg T =5 =
E! Print Vendor Open Items
File MNavigate Help

© 00D -

:

s

Date: 0%/0872012 Vendeor Open Items
Time: 15:53:03 ABC DISTRIBUTICN Page: 1
Do Moo Invoice Date Degcription Balance

CAPONE — CAPITAL OME VISAL

233 05/81/201z2 0525712 05/3172012 78.45
238 05/31/201z 05/24/12 05/31/2012 lzz.87 L
245 05/31/2012 05/23/712 05/317201Z2 738.38
250 05/31/2012 05723712 05/317201Z 1,444 _88
Vendor Balance 2,446.18
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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 imadard method for accessing a SQL-compatible dat@akrhis
section of the manual discusses how to use SQAhtteeginformation from the database.

SQL is used primarily to generate ad hoc repoa. 8ont end tools, such as Inscreenix ISQL, allaw to enter
and run standard SQL queries with a simple sebofroands. Other productivity tools allow you to lidéta in the
SQL database to spreadsheets, word-processing éntsinsharts, and graphs. As the information irddtabase
changes, the spreadsheet changes automatically.

Before you use SQL report generators or produgtiaiols, you must know how SQL itself works. Thougpartic-
ular SQL front-end tool may differ, the basic instion sets should work in a similar manner. Theisti®n intro-
duces you to the basic use of these statementgiaeslyou examples of how they are used in a waoktvays

The examples use General Ledger tables and colBimse all accounting transactions eventually gméhithe

General Ledger, it is a common application for Sfdleries. The point of this section, however, isdoer the ba-
sics of SQL, not to teach you how to create spedifieries in individual applications.
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SELECT Command

The SELECT statement gets information from the lukda. There are only six different clauses thatrobwhich
information this SELECT retrieves. They are caltélises since they describe a part of the oveEAIEET com-
mand. Only two of these clauses are required fgrSfPL database query. These commands or clauséstaceand
described below.

SELECT: The SELECT clause is the start of all SQL quetlieis.required for all information retrieval. & used to
tell the system which information categories oldse—in SQL they are called columns—you want to asce

FROM: The FROM clause is also required for all SQL Stsleit is used to tell the system from which prograr
table to take the data.

WHERE: The WHERE clause is optional. It lists the setatiiriteria for the Select statement. It allows youle-
scribe which records you want to see.

ORDER BY: The ORDER BY clause is also optional. It allowsi Yo tell the system in what order to put retrieved
records.

GROUP BY: The GROUP BY clause is also optional. It allows yo tell the system how to group records for to-
tals and subtotals.

HAVING: The HAVING clause is also optional. It allows ytmutell the system which groups to select.

You can retrieve any type of information from a S@tabase with these six clauses. In the next sksections we
will cover these commands in more detail.

Using SELECT and FROM

The report for the most basic SQL query is:

SELECT col utm- nanes FROM t abl e- nanes
In this statement, SQL commands are printed inagital letters; however, most SQL tools are ngecgensitive.

Column-names refers to the names of the actuahu@dor information categories created in the tabédle-names
refers to the database tables that contain the data

Selecting All Columns

When you don’t want to specify specific column namgu can use the asteri¢k (o indicate that you want the
values in all columns. For example, suppose you wasee all information from a control table. BEnte

SELECT * FROM stxcntrc

“Stxcntrc is the name of the control table. Typligathere is only one record in this control tahbe, in this exam-
ple, the columns in it are company name, addresadtress #2, city, state, zip, county, countrg,fitst current
asset account, the first fixed asset account,dirgtent liability account, the first long termbBidity account, first
capital account, the first income account, firsitaaf goods account, and the first expense account.
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In response to this query, the system displayvahees associated with each of these columns. Xhet eeport in
which this information is displayed differs froms$gm to system.

Selecting Specific Columns

If you just want to see specific columns from deéaknter the names of the columns. For examplmufwant just
the name and address information from the dataleaser;

SELECT co_nane, addrl, addr2, city, state, zip, county, country
FROM st xcntrc

The names used are those that are part of thaldséitanary. In order to select specific columnsy youst know
what they are named in the database. Some SQL qustgms provide a display of these column anc: tahines.
Typically, however, you must work from printed tahlefinitions. There are SQL queries that allow imtetrieve
information about the names of the columns ancetainl the database, but they are not covered here.

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

Using Math in the SELECT Statement

You can also include mathematical operations wiloiar SELECT statement. The mathematical operaigmsg-
nized are:

+  Addition
- Subtraction
* Multiplication
/ Division
Here is an example of addition:

SELECT doc_no, ampunt, anount + 1 FROM stgactvd
The result of this query shows the document nuntheramount of the transaction, and that amount + 1

Here is an example of multiplication:

SELECT doc_no, anpunt, anount * .077 FROM stgactvd

You do not need to use literal amounts as parbaf ynath. You can use other column names.

SELECT doc_no, anpunt, anount / doc_no FROM stgactvd

You can combine multiple mathematical operations ¢kample, you can multiply, divide, add, and saddtall in
the same SELECT statement), and you may combingreohames and literals in calculations.

SELECT doc_no, amount, doc_no + amount, amount / 2

FROM st gact vd

You can also use parentheses to show the ordeeocégence of mathematical operations.

SELECT doc_no, amount / (1 + 2)
FROM st gact vd
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This expression adds 1 + 2 before dividing this swmamount.

Selecting Specific Rows: WHERE

The simplest selection statements show all thetimfdion in a program or table. However, you mayamant to
see specific rows (records) that meet a given Betecriteria. To make such a selection, use theBNH clause.

The report for the WHERE clause is:

WHERE col um- nane rel ati onal - operator val ue

This may seem a little complicated, but an examshtauld clarify how it is used. For example, FitBisiness uses a
table to store all of the accounting detail frora Beneral Ledger system. If you want to see theéesror a particu-
lar original journal, use the following statement:

SELECT * FROM stgactvd WHERE orig_journal = "AP"

The asterisk causes the system to display all asduimthis table. The table named stgactvd is thigity data table
for the General Ledger system.

In the WHERE clause, you see the name of a coluimgnjournal, followed by a relational operator =ddimished
by a value, AP. What this statement means isalighe columns in the table stgactvd where therol
orig_journal contains AP.

In composing this query, you can use any columnenamnthe table.

Relational operators consist of the following:
Symbol Meaning
= Equal To
<> Not Equal To
> Greater Than
< Less Than
>= Greater Than or Equal To

<= Less Than or Equal To

Matching Character Patterns
The keyword MATCHES can be used within the WHER&uUSsE to select rows that contain certain strintgpa.

The report is as follows:

WHERE col umm- nane MATCHES val ue

In this case, the column name must be a charagierdblumn. This means that it must contain charachot num-
bers. The value is a pattern of characters and baushclosed in quotation marks. For example, cavipus query
of the general ledger activity table could haverbstated using the MATCHES keyword like this:

SELECT * FROM stgactvd WHERE orig_j ournal MATCHES " AP"
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In this example, we require an exact match, wtsobxiactly the same as an = command. The real paiwer
MATCHES comes into play when you use wildcardsitd i meaningful character string within a londeamcter
column.

MATCH Wildcards

There are three wildcards:
* This matches any set of characters or no chagacter
? This matches any single character.

[ X-Y] This matches the range of characters indicated.

You can use these wildcards in a variety of wayselect the proper rows from a table. For examnipléhe General
Ledger detail table, there is a column that comstéie department code. Note that even though depattcodes
typically consist of digits, it is still a charactiéeld, not a numeric field. These codes can beduaracter string up
to three characters long. Use these codes to sieledtem detail in the variety of ways detailegldw:

SELECT * FROM st gactvd WHERE department MATCHES "1*"

This finds any rows where the department code I3egith the character 1.

SELECT * FROM stgactvd WHERE departnment MATCHES "*10*"

This finds any rows where the department code amnthe character string 10 anywhere within it.

SELECT * FROM st gactvd WHERE departnent MATCHES "?10"

This finds any line item where the department dostthe characters 10 preceded by any other sugleacter. It
does not find a department beginning with 10, bfihds 110, 210 and so on.

SELECT * FROM stgactvd WHERE departnent MATCHES "1[1-5]*"

This finds all rows containing department codes begyin with the digit 1, followed by the digitstirough 5, and
then followed by any other characters. This doedind rows where the digits 1 through 5 do not ietiately fol-
low the beginning digit 1.

Using AND and OR in the Where Clause

You can make your WHERE clause more complicateddiayg AND and OR as follows:

* AND: Makes the clause more restrictive. In order tedlected, the data must pass all tests joinedey th
AND clauses.

* OR: Makes the clause less restrictive. To be seletiieddata only need pass one test or the othersye
tax for the use of AND and OR is:

WHERE col um_nane rel ati onal - operator val ue
AND col um_nane rel ati onal - operator val ue

or

WHERE col um_nane rel ati onal - operator val ue
OR col um_nane rel ati onal -operator val ue

In the next example, the WHERE clause selects v in which the department code begins with tlyé d and
whose document number is greater than one hunBmgs in which the department code begins with 1vaindse
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document number is less than or equal to 100 arsatected. Rows in which the document numberestgr than
one hundred, but in which the department code doebegin with 1 are alsmt selected.

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

In the following example, even more documents atected. All documents in which the department doeigins
with 1 are selected because they pass the fitstiteasddition, all documents with numbers gre#ten one hundred
are selected because they pass the second test.

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
OR doc_no > 100

Note

Even though some documents may pass both tesygsathenly selectednce.

Using Multiple ANDs and ORs

You can use AND and OR to join any number of ptsase

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

AND orig_journal = "AR'

AND anount > 1000

Note

Remember: adding multiple AND statements makesebiemore and more restrictive; in order to
be selected, the row must mebtof these criteria.

You can also use parentheses to group ANDs and ORs.

SELECT * FROM stgactvd WHERE (departnent MATCHES "1*"
AND doc_no > 100) OR (orig_journal = "AR'
AND anount > 1000)

In this test, selected records or rows must eltlaee a department code that begins with 1* andcardent number
greater than 100 or they must have an originahjalucode of AR and an amount greater than 1000.

Improper Use of AND or OR

Remember the AND and the OR are used to join campl@umn_name relational-operator value phrastsmwi
the WHERE clause. It isot used to join separate WHERE clauses or to joinegto a single column_name.

Correct:

SELECT * FROM st gactvd WHERE department MATCHES "1*"
OR doc_no > 100
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I ncorrect:

SELECT. . .
OR WHERE doc_no > 100

Correct:

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
OR departnment MATCHES "*1"

I ncorrect:

SELECT. . .
OR MATCHES "*1"

WHERE Using LIKE

LIKE is a keyword that works almost identicallyMATCHES. The major difference is that it has diéfet wild
cards. Instead of using an asterisk to match ctems@ percent sign (%) is used. Instead of questiarks to
match a single character, an underscore is used.

SELECT * FROM stgactvd WHERE departnent LIKE "1%

This finds all departments that begin with 1 arelfatlowed by any combination of other charactef&E can only
be used for character columns (letters or digithg values used must be enclosed with quotatioksnar

WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that y@nt to select a value between two other values.

SELECT * FROM stgactvd WHERE anpunt BETWEEN 10 AND 40
This selects all rows in which the amount colums aaalue from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shovovheo indicate the second set of values.

Correct:

SELECT * FROM st gactvd WHERE anpunt BETWEEN 10 AND 40

I ncorrect:

SELECT... BETWEEN 10 40

You also must show the values in the proper ordtr tive smallest value first. The wrong examplesioet pro-
duce an error message, but no rows are selected.

Correct:

SELECT * FROM stgactvd WHERE anpunt BETWEEN 10 AND 40

I ncorrect:

SELECT. .. BETWEEN 40 AND 10

You can also use BETWEEN to specify a range ofdatelphanumeric characters.

SELECT * FROM stgactvd WHERE orig_j our nal
BETWEEN "A" AND "Z"
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This query selects all documents with an originarpal code beginning with a capital letter.

wrere USINg N

Use the keyword IN to compare the value in a colwith a list of possible values. You could do theng thing
using a series of ORs, but IN makes this somewloaé rstraight-forward.

The syntax:

WHERE col um-nanme IN (list of values)

Here is an example of selection from a list of faesvalues.

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

This select statement finds any rows which confd) 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 ="Q&"

You can see the advantage of using the IN keyword.

Matching NULL Values

SQL discriminates between a column filled with sgsaor zero and one filled with a NULL value. A aolu with a
NULL value has never had any values entered into itas had those values removed. Spaces or the xafo are
not considered NULL.

You may wish to identify the values that are NULhem selecting records. For this purpose, you h&wULL
keywords for use with the WHERE clause.

The syntax:

WHERE col um_nane 1S NULL

For example:

SELECT * FROM stgactvd WHERE departnent 1S NULL.

This finds all records in the activity table whilsave no department code associated with them.

Using NOT

With many WHERE statement keywords, you can usé&elygrord NOT to select records that aot matched by
your selection criteria. NOT can be used with thitofving keywords:

* MATCHES
* LIKE
« BETWEEN
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« IN
« NULL

For example, if you wanted to find all records watlwalue NOT NULL in the department column, usefdtiew-
ing:
SELECT * FROM stgactvd WHERE departnent 1S NOT NULL.

finds all the rows with values in the departmertiom
SELECT * FROM st gactvd WHERE ori g_j our nal
NOT IN ("AR',"AP","Q&J")
selects all rows that have orig_journal codes &hatnot equal to AR, AP, or GJ

SELECT * FROM st gactvd WHERE depart nent
NOT BETWEEN "A" AND " Z"

selects rows whose department codes do not betinavdapital letter

SELECT * FROM stgactvd WHERE departnment NOT MATCHES "1*"

selects all rows where the department code doelsegih with 1

SELECT * FROM stgactvd WHERE departnent NOT LIKE "1%

selects all rows where the department code doelsemih with 1.

Selecting From Multiple Tables

So far, we have shown only SQL queries that take filtam one table. Using the WHERE command youaiao
join two tables together and get related informafrom them.

For example, in Fitrix General Ledger, the activdple, stgactvd, contains the information aboahdane item that
is posted to the system. It does not contain tlseclhaformation about the document, such as whermad created
and a general description of the document. Thizrimétion is in a general reference table for alhsactions on the
system. This table is called stxtranr.

To see the document date as well as the informationit specific line items, select columns fromhbaitthese
tables and join them together using a WHERE claoghat only the related records are selected.

The syntax for joining multiple tables is:

SELECT [tabl e-nane] . col um-naneg, [t abl e- nane. ] col um-nane, ...
FROM t abl el, table2,...

WHERE t abl el. col um- nane=t abl e2. col utm- nane

The WHERE clause causes the SELECT statementumrenly those rows where the specified columresaich
table are identical. The table name after the SELE@tement only needs to be used when the colame rap-
pears in both tables.

In Fitrix Business, the table name must always be used because wbearotumns carry matching data used for

joins, they are named identically. You can see Wwicidumns need to be joined in the WHERE clauseydiing
which columns in the two tables have the same name.
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Here is an example of a query that returns a fishwounts for the individual lines that make upams$action, se-
lected from the general ledger activity table, glaith the corresponding document date and desamniptf the
transaction from the general transaction table.

SELECT stxtranr.doc_no, doc_date, doc_desc, anpunt
FROM st xtranr, stgactvd
WHERE st xtranr.orig_journal =stgactvd. ori g_j our nal

AND st xtranr.doc_no = stgactvd. doc_no

This selection produces one row for each line tet entered under the Update General Journal ofiaxch line
contains the document number, the document daeldbcription of the transaction, and the amoustgabfor that
line.

Notice that doc_no after the SELECT is precedethbytable name, stxtranr. This table name is reduiecause
doc_no is used as a column in both tables. Theitects are identical, but you need to specify il 8@ich table
you want to use.

Also notice that we did not have to use the tabhlmes for doc_date, doc_desc, and amount. Thicaube these
columns only appear in one table or the other.

Joining More Than Two Tables

You can use any number of tables in a SELECT statentf more tables are used, you simply extendAMiHERE
clause to equate columns within each table.

For example, in Fitrix, there is another table thalds information about a transaction. This tablstgtranr and it
contains information such as the accounting pesitdi year for the transaction. If you want to séitiformation
for each of your activity lines, extend your quéryinclude this third table.

SELECT stxtranr.doc_no, doc_date, doc_desc, acct_period, acct_year, anmpunt
FROM st xtranr, stgactvd, stgtranr

WHERE st xtranr.orig_journal =stgactvd. ori g_j our nal

AND st xtranr.orig_journal =stgtranr.orig_journal

AND st xtranr.doc_no = stgactvd. doc_no

AND st xtranr.doc_no = stgtranr.doc_no

Notice that two new columns have been added: aedbgand acct_year. No tables need to be speddicthese
columns because they occur only in the table sigt@tgtranr has been added to the FROM clauseANi2
clauses have also been duplicated to join the amduinom stxtranr to the matching ones in stgtrahe choice of
stxtranr for the join in this case was arbitramncs all tables involved contain the same keys.®¢dacould have
just as easily been used. However, this may naysvbe the case; many joins may take place on caldhat are
unique to a particular table.
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ORDER BY Command

Use the ORDER BY clause to sort the output. Ifp8amal and can be used in conjunction with anyotiptional
clauses.

The syntax:

ORDER BY col um- nane

Column-name must be an element in the SELECT fisblumns; that is, you cannot ORDER BY a columat thas
not been selected. For example, to see all ofdvs in the General Ledger activity table sortedlbgument num-
ber, use the following command:

SELECT * FROM stgactvd ORDER BY doc_no

If you want to do the same thing but select ondpacific original journal, use the following comnaan

SELECT * FROM st gactvd
WHERE orig_journal = "AR' ORDER BY doc_no

Sorting By Multiple Columns

You can create sorts within sorts. For examplgoif want to see all order lines organized by odbjaurnal, and
within each original journal, organized by depanmtneumber, use the following command:

SELECT * FROM st gactvd
ORDER BY orig_journal, doc_no

Using Aggregate Functions

There are a number of special functions that rlcutations among the rows selected. These aredcaligregate
functions because they work on a group of rows. Wthey are used, you do not see the individual rhem-
selves, but the results of the operation on allsrowgroups of rows.

The aggregate keywords and their functions are:
AVG (column-name) Calculates the average of the column specifiedhierows selected.
COUNT (*) Counts the number of rows retrieved by the WHEREs®e.
MAX (column-name) Finds the maximum value in the column specifiettii@ rows selected.
MIN (column-name) Finds the minimum value in the column specifiedtfe rows selected.

SUM (column_name)Adds the column specified and totals it for thesselected.

These aggregate functions are used like column siafer the SELECT keyword. They do not subtotdssyou
use the GROUP BY clause (explained in the next@@ct

Correct:

SELECT sun{anpunt) FROM stgactvd WHERE doc_no = 4

This query produces the total amount for documetfitdbes not, however, show the document numbelfit

150 SQL Queries



Fitrix Accounts Payable User Guide

I ncorrect:

SELECT doc_no, sum(anount) FROM stgactvd

This produces an error requesting a GROUP BY phrase

GROUP BY Command

This clause gives you subtotals for different goprows using aggregate functions. The syntax:

SELECT colum-1ist, aggregate-functions FROM tabl e-nane
GROUP BY col um-1li st

For example:

SELECT doc_no, sum(anount) FROM stgactvd
GROUP BY doc_no

This produces a list showing each document numhbettee total for that document next to it.

Note

You must have a GROUP BY clause for each columecssd.

Correct:

SELECT doc_no, acct_no, sun(anount) FROM stgactvd
GROUP BY doc_no, acct_no

This produces a line for each unique combinatioa dbcument number and an account number. In otbiets,
you get the sum for document number one, for tis¢ diccount number, then the sum for document nuie for
the second account number, and so on. Yomotiget the sum for a given document number alone.

I ncorrect:

SELECT. ..
GROUP BY doc_no

This produces a GROUP BY error because you refegbacct_no in the column selection but did not aéften
the GROUP BY column list.
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Appendix A

Forms

The standard Fitrix products have been designet& with forms manufactured by the Harland Compadrhese

forms can be ordered through the Harland Compariy880-346-5316. Sample forms are also available.

Note: Those forms that have 530 in their numberf@ré&itrix version 530 and higher.

Screen Screen Type

Number

4GEN1 Invoice Continuous

AGENI- Invoice Continuous
530

A4GEN6 Invoice Laser

AGENG- Invoice Laser
530

4GEN2 Statement Continuous

4GEN7 Statement Laser

4GEN3 Pick Ticket Continuous

465?3'(\:3_ Pick Ticket Continuous

4GENS8 Pick Ticket Laser

4%2'818_ Pick Ticket Laser

Screens

153
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154

Screens

A4GEN5 Payroll Check Continuous
4GEN10 Payroll Check Laser
4GEN14 AP Check Continuous
4GEN19 AP Check Laser
4GEN11 Purchase Order Continuous
4GEN12 Purchase Order Laser
4GEN14 | OrderAcknowl- Continuous
edgement
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 deviteepresents a category of transactions that améss
entity has decided to track. All transactions rdedrin a journal are subsequently posted to twoare
accounts. A transaction is posted as a debit @itazatry to an account. The difference betweertated of all
debit entries and the total of all credit entriested to a single account is referred to as theuatts “balance.”
Depending on the type of account, an account’'snigalés either increased or decreased by a debiedit entry
(see Debits and Credits).

Account Number—Each account in the Chart of Accounts is identifigch uniqgue number, up to nine digits long.
Accounts of a given type usually are grouped byaotnumber. For example, all asset accounts nhigin
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—T here are three basic types of accounts: assgdtjtiiaand capital. Capital is also referred to as
owners’ equity. Income and expense accounts anbsesof retained earnings, which is a capital aeto
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Accounting Periods (General Ledger Periods}-Each business transaction is time-sensitive.isystem, a new
accounting period is created every time you clagelte existing period. You are not limited to ayiyen
number of periods during the course of a yearafidaction that takes place in the current yeas fialb one of
these possible periods.

Accrual Method—A method of accounting which records revenues apeémses in the period in which they are
earned or incurred and not in the period in whieytare received or paid. Compared to the cashadeth
accounting, the accrual method of accounting isena@curate, but tends to be more complex.

Adding a Row—Adding a row means creating a new row and additgtie table. For example, when you add a
new account to the account table, you are addiogvao that table.

Adjusting Entries—Entries that adjust the balances of ledger accoludfjsisting entries are usually made for one
of two reasons. One reason is to record unrecagdedts such as revenue earned but not receivedtiibe
reason is to correct accounting errors.

Age—The number of days between the date on a partidoleument and the “aging date.” When processing an
aging report, the system prompts for the aging;da&euser determines which date to use as an dgiteg (See
Customer Aging. See also Vendor Aging.)

Alphanumeric field—An alphanumeric field is a field whose entries cansist of any combination of letters and
numbers.

Asset Account—Assets are things of value possessed by a busi@ask.in a bank account is an asset, as is
accounts receivable (the money owed a busineds lsystomers). Assets need not be paid for to beidered
assets. Asset accounts are increased by a debiteaneased by a credit.

Audit Trail— The ability to verify and track accounting transaics or ledger balances.

Automatic Reorder—The process of generating purchase orders for toweitems whose quantity falls below the
reorder point.

Average Cost—Average cost is a method of calculating the costwéntory items by averaging the per unit cost of
all items currently in stock.

Backorder—If items are out of stock, these items can be putack order. When the item comes in, it is usually
shipped. The backorder document is a modified warsf the original sales order and represents egeagent
to ship the item as soon as the item becomes alaila

Backup—In computer terms, backup refers to the proces®pying computer programs. These copies are usually
made to diskette or tape. Program backups areansaragainst system failure.

Balance—The balance of an account is equal to the sumeofiibit and credit postings to the account. Account
are in balance if the total debits are equal tadked credits.

Balance Forward Customers—Statements for “balance forward” customers show th transactions that affect
the current period. For balance forward custonmmagments are applied to the oldest invoices finstontrast,
“open item” statements show each outstanding iry@ad payments may be applied to a particulari¢evo

Balance Sheet—Fhe balance sheet shows the current financial tonddf a company. The balance sheet lists
assets, liabilities, and capital. It is usuallyatet in two main sections. The first section totalsets. The second
totals liabilities and capital. Assets must alwagsial liabilities plus capital.

Blanket Order—This is a large order that is split into more tloae shipment, possibly to different locations.

Blanket Release-A blanket release is a document that is a subsetarfyer blanket order. It represents a single
shipment for an order that comprises multiple slapts.
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Capital Accounts—(Also called owners’ equity accounts.) These actotgcord the difference between what is
owned (assets) and what is owed (liabilities). Tamyalso called proprietorship or net worth. Gatcounts
are increased by a credit and decreased by a debit.

Cash Method—A method of accounting which records revenues aperses in the period in which they are
received or paid and not in the period in whichytaee earned or incurred. Compared to the accreghoad of
accounting, the cash method is less complex armd offed by smaller businesses.

Cash Receipt—Money received as payment for goods or servicesAcash receipt is a payment that applies to
an outstanding invoice. A non-A/R cash receipt mgment that does not apply to an outstandingiceva\
non-A/R receipt may not even apply to a customactount.

Cash Receipts Journal—Fhe cash receipts journal is the journal into wrattfcash receipts activity is recorded,
thus affecting the balances of accounts in theivabke ledger.

Chart of Accounts—A “chart” is a list of accounts. A chart of accosiimcludes all the different accounts used in
summarizing the transactions and current conditifoa business.

Check Journal/Cash Disbursement JournaThis is the journal into which all cash disbursetseactivity is
recorded, thus affecting the balances of accouriise payable ledger.

Column—A column is a category slot into which you entdoimation in a table. For example, if the computer
puts “Enter Company:” on the screen, the spacewviatig the colon is the “column” into which infornia is
entered. This is the “Company” column.

Cost of Goods (COG) Accounts—Fhese are expense accounts; they track the ctis¢ same products whose
revenues are recorded in sales accounts. In othrelswthese accounts record the cost of those proethich
the company sells. This cost is recorded at the bfrsale. The balance of these accounts is inedeaih a
debit and decreased with a credit.

Count Adjustment Account—This is a balancing account that is posted to vtherinventory quantity-on-hand is
adjusted—in this case there is no correspondirg@agburchase of inventory.

Count Sheet—This is a list of items and their physical locagan a warehouse(s) to be used by personnel cguntin
inventory.

Credit—The term credit can refer to two different thinggpednding on its usage. If used in reference todedg
accounts, credit refers to an entry that increasetecreases a ledger account. Some accountscaeased by a
credit while others are decreased by a credit. Hanedit or debit affects the balance of an accdepends on
the type of account involved. If used in referet@eustomer accounts, a credit refers to an ackeugvhent of
payment. When a customer pays you, you creditdiistbomer’s account. When you pay a vendor, thatlaen
credits your account.

Credit Memo—If referring to customer accounts, a credit menferseto a document notifying a customer that his
account has been credited (reduced). When dealihgrendor accounts you enter a credit memo tceizse the
amount you owe the vendor.

Creditor— A person or company to whom you owe money. Youidees are creditors when you owe them money.

Current Accounting Period or General Ledger Peridtiis-is the accounting period for which you arerently
posting transactions.

Current Assets—Current assets are assets that are normally usedring the operating cycle of a business
(usually one year). Cash and inventory are tymeamples of current assets.

Customer Accounts—Though not an account in the general ledger sensestomer account is used to summarize
what a given customer owes or is owed at a pagiqubint in time. A customer’s account is summatibg a
statement.
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Customer Activity—Activity refers to any transaction that affects badance of a customer or ledger account. A
summary of activity shows all transactions affegtinose balances in the current period.

Customer Aging—The customer aging shows how long any open iteme haen on the books and how much of a
customer’s debt falls into various aging categorid®se aging categories reflect progressively rser®ous
levels of overdue payment.

Customer Balance—The customer balance is the amount owed by or dwadustomer. If the customer owes you
money, he is said to have a debit balance. If yoe lbim money, he is said to have a credit balaAcaistomer
balance is the total of his current open items.

Customer Terms—Customer terms are the conditions under which ymeet payment from the customer.
Customer terms typically include the period of timi¢ghin which you expect to be paid, any discoultswed
for early payment, and the time frame within whéttth discounts are allowed.

Database—A database is all the related information withicoanputer system to which you have access in one
screen or another.

Debit—The term debit can refer to two different thingpeleding on its usage. If used in reference to ledge
accounts, a debit refers to an entry that increasdecreases a ledger account. Some accountscagased by
debits while others are decreased by debits. Horedit or debit affects the balance of an accoepedds on
the type of account involved. If used in referet@ceustomer accounts, when a customer purchasels diam
you, you debit that customer’s account. When yowglpase goods from a vendor, the vendor debits your
account.

Debit Memo—f used in reference to a customer account, a adediho refers to a document notifying the customer
that his account has been debited (increased).

Debits and Credits—Each transaction entered into a journal, and eadigtposted to the subsidiary and general
ledgers, consists of debit and credit entries awmore accounts. A ledger account balance igifference
between all debit postings to that account andretfiit postings. Whether a debit or credit postmgn account
increases or decreases the account balance depettus type of account.

The basic accounting equation is: assets = ligslit capital. Accounts (assets) on the left sfdb® account-
ing equation are increased with a debit. Thosénenright side (liabilities and capital) are incregsvith a cred-
it. Retained earnings is a type of capital accorgvenue and expense accounts are a subset ofec&arnings.
Revenues increase retained earnings, and becauita eacounts are increased with a credit, reverogeunts
are increased with a credit. Similarly, expenseants decrease retained earnings and capital atscarende-
creased with a debit. Therefore, expense accommisnereased with a debit.

Deleting a Row—beleting a row is the process of removing it frdra tomputer database after it has been added or
updated.

Department Code—A three-character department code identifies whpehbfit center” an account belongs to. If
you are not using profit centers, the default depant code is “000.” Refer to the entry for Pr&inters for an
example of the use of department codes to setafft penters within a company.

Document—Transactions entered in the Fourth GeneradBiasiness system are referred to as “documents.”
Different journals (accounts receivable, accoumatgaple, for example) may be used to record diffengres of
documents. Documents consist of debit and credlitesrto two or more ledger accounts. In orderateesa
document, that document must be in balance; thdtegotal of all debit entries must equal thaltof all credit
entries.

Drop Ship Order—This is an order that is shipped directly to youstomer. The items ordered never enter your
warehouse. The items go directly from your vendoydur customer.
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Employee Code—Each employee in the Payroll system is identifigdlunique six-character code. Although an
employee’s name and social security number carsée o sort and view data on an employee, the smglo
code is the key used throughout the Payroll systeumiquely identify an employee.

Employee Type—Each employee in the Payroll system can be assdcigith an employee type which is identified
by a unique six-character code. The employee typeighes access to default setup values for the @yepl and
provides a means for grouping employees.

Expense Accounts—Expense accounts are used to track the cost of drisiness. They are a subset of retained
earnings (a capital account). At the end of a geoitime (usually a year) the difference betwdentbtal of all
income account balances and the total of all ex@ansount balances is calculated and that balance i
transferred to retained earnings. After transferthis figure to retained earnings, the balanceagh income
and expense account is set to zero. Capital accanatdecreased with a debit. Because expensesdecr
capital, expense accounts are increased with & debi

Field—A field is a data-entry or display area on a scréefield may or may not correspond to what is afi{u
stored in a table in the database.

FIFO—"First-In First-Out"—One of several methods of datining the value of inventory and calculating tioest
of goods sold. Using the FIFO method, it is assuthadthe “first inventory items in” (the oldestventory
items) are the “first inventory items out” (thestiitems to be shipped).

Finance Charges—Finance charges are charges made by a vendor againor made by you against a customer,
for non-payment of an amount due. Finance changesew charges made against the account because the
payment was not made according to the establigretst

Flat Rate—A value applied on a per-payment basis. Unlikeragretage rate, which calculates a specified
proportion of an amount, a flat rate ignores thacéxalue of the amount, treating it as a singhgrpnt to
which a single unit of the “rate” value is appliddhus the “calculated” value due to a flat ratéhis same each
time it is applied.

FOB—FOB stands for “free on board” or “freight on boartihe FOB point determines when the title to aduat
changes hands; that is, it determines at what plegnbuyer assumes ownership of a product. FOB soee—
but does not necessarily—affects who pays thehtaibarges for shipping a product. In some busewtdse
seller pays freight up to the FOB point and thedsypays from the FOB point. Similarly, in some Ingsises the
FOB point determines who pays insurance on thensdip.

Screen—A screen is the template into which informatioeigered. A screen may combine information from
several different tables, usually lines of inforiroatfrom a “header” table at the top of the scraed several
rows from a “detail” table at the bottom.

General Journal—The most basic type of journal in an accountingesysis the general journal. It may be the only
journal. Transactions which consist of a debitttteast one account and a credit to at least adifferg@ht)
account are entered in such a journal. Ultimatabhetransaction is posted from the general joumalgeneral
ledger account.

General Ledger—The general ledger includes each account listélderchart of accounts, along with debit and
credit transaction entries that add up to the agicbalance.

Income Accounts—These accounts are used to track revenues. Salesras, for example, are a type of income
account. They are a subset of retained earningagiéal account). At the end of a period of timsuaily a year)
the difference between the total of all income antdalances and the total of all expense accaalahbes is
calculated and that balance is transferred torretbearnings. After transferring this figure taameéd earnings,
the balance of each income and expense accougtttis sero. Capital accounts are increased witleditcand
decreased with a debit. Because revenue increap#alcincome accounts are increased with a credit

Income/Deduction/Obligation Codes—Each type of income, deduction, and incurred enmgrlopligation is
identified by a unigue six-character code. Whenitlkeme, deduction, or obligation is used in a pHyntry it
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is referred to by this code. The code provides sste default values and basic information requioechlculate
the income, deduction, or obligation amount.

Income Statement—The income statement (also referred to as a “paofit loss” statement) records the changes in
equity associated with business operations foreaifipd period of time. This statement lists theereues and
expenses and the difference between them for acefitime. The difference between revenues aneérmsgs is
referred to as a net profit or a net loss.

Inventory Account—This is the current assets account that represiatgalue of the goods in stock.

Inventory Adjustment Account—This is the ledger account that balances changés teathe inventory account
balance that do not result from sales, returnpuochases.

Inventory Control (I/C)— This is the system for tracking goods stored fée sgacustomers, 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 idginty a type of inventory item.

Journal—Journals are used to sequentially record businassactions. Each transaction consists of a delit t
least one account and a credit to at least onkefdift) account. Journal entries are posted tceledgcounts;
therefore, every entry made in a journal ultimatedg an effect on the balance of two or more ledgeounts.
An accounting system may include multiple journaksch used to record a specific type of transaclibe
most basic type of journal is the general jourtrabddition there may be an accounts receivablenpduan
accounts payable journal, and so on.

Ledger—A ledger consists of a group of accounts and detitcredit entries representing transactions ffiedtta
the account balance. A group of accounts is callktiger. The general ledger includes all accdisté&l in the
chart of accounts. Subsidiary ledgers compriseetalzd the chart of accounts. The accounts recksivatiger,
for example, comprises all customer accounts. dted of all customer account balances equals theba in
the accounts receivable ledger account.

Liability Accounts— Liabilities are debts or anything that is owed.Hiliay accounts are increased by a credit and
decreased by a debit.

LIFO— “Last-In First-Out” is one of several methods ofccdating the cost of inventory items. With the OF
method those inventory items “last in” (most rebeptirchased) are considered the “first out” (fbsbe sold).

Open Item Customers—Statements for open item customers show each adisthinvoice and payments are
applied to a specific invoice. In contrast, balafarevard statements show only the transactionsdfiatt the
current period. For balance forward customers, paymare applied to the oldest invoices first.

Open Iltems—Open items are posted invoices that contain outsigrbalances representing amounts owed by
customers or due to vendors. A document is coresitlan open item until that balance is zero.

Order Acknowledgment—An order acknowledgment is a hardcopy version sdlas order. Order
acknowledgments may be sent to customers so tiyahtve a record of the sales transaction.

Payable Document—Fhere are four common types of payable documentsndor invoice, a cash disbursement, a
vendor credit, and a vendor debit.

Payable Ledger—A payable ledger is the ledger that includes ald@hcounts affected by accounts payable
transactions—invoices, cash disbursements, andovemedits and debits.

Payroll Deduction—A payroll deduction is any amount withheld fromemployee’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 plytisbursement. This document includes
an employee’s gross income, deductions, net incamet employer obligations, as well as the relatedanting
data for the document.

Payroll Income—Payroll income comprises wages, reimbursementscasia outlays recorded as part of a payroll
entry. Payroll income normally is an operating exgee

Payroll Journal—The payroll journal is the journal into which aliyoll activity—paychecks, income, deductions,
and employer obligations—is recorded. When podtes activity affects the balance of accounts i playroll
ledger.

Payroll Ledger—A payroll ledger is the ledger that includes a# #tcounts affected by posted payroll
transactions—paychecks, income, withholding, awcdrired obligations.

Payroll Obligation—An employer liability resulting from a payroll treaction, such as withholding federal taxes
from an employee’s paycheck.

Posting—Posting is the process of transferring transactidnsuments) from the journal to the ledger.

Posting Sequence Numbers-All processes which “post” entered data into aesjerarea for completed documents
have reports that feature a posting sequence nuifibese numbers are used to keep track of regatshould
be permanently stored in your records. Each ofethegorts has its own sequence of posting numbers.

Prepaid Asset—This is an asset that you have paid for, but nbteeeived.

Profit Center—A “profit center” identifies a part of a company f@hich profits can be calculated separately. Sales
and expenses for that division are designated afibepartment” number.

Table 2: Simple Account Chart with Two Profit Centas

Number Dept|  Account Description Type
100000000 CASH IN BANK ASET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 100 PRODUCT SALES INCOME
400000000 200 PRODUCT SALES INCOME
450000000 100 SERVICE SALES INCOME
450000000 200 SERVICE SALES INCOME
500000000 100 COST OF GOODS EXPENSE
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500000000 200 COST OF GOODS EXPENSE
600000000 100 GENERAL EXPENSE EXPENSE
600000000 200 GENERAL EXPENSE EXPENSE

Purchase Order—A purchase order represents the purchase of matigeafiom a vendor.

Purchasing—The purchasing system is one of seveitdix modules. It provides an automated method for track
purchases, tracking receiving, and projecting caghirements.

Receivable Documents—Fhere are four common types of receivable documentastomer invoice, a customer
cash receipt, a customer credit, and a customét. deb

Receivable Journal—The receivable journal is the journal into whichaalcounts receivable transactions—
invoicing, credits, and debits—are recorded. Whestqd, these transactions affect the balance oluats in
the receivable ledger.

Receivable Ledger—A receivable ledger is the ledger that includestedlaccounts affected by accounts receivable
transactions—invoices, cash receipts, and custaneelits and debits.

Retained Earnings—Retained earnings is the increase in equity thewrésulted from profitable operations; net
income to date minus dividends to date.

Row—A row is one set of specific information withinabte. For example, an account table contains all th
information about a single account in an accoumt ¥n account table contains as many rows as iere
different accounts.

Statement—The customer statement shows the current actioity fgiven customer. The statement shows
outstanding invoices, recent payments, credits,datiits to the customer’s account.

Store or Record—Recording or storing a row is the process of saitingthe computer database after it has been
added or updated.

Table—A table is where information is stored in a compugegiven table contains only a specific type of
information. For example, an account table conttiedifferent sales and expense accounts usduklsystem.

Transaction—A transaction is an event that is recorded in ttemanting records. Typically, such an event invelve
the transfer of money, product, or services. Eeatistaction entered in tiBeisiness system is referred to as a
“document.”

Trial Balance—This is a work sheet used as a preliminary steget®rating a Balance Sheet. The trial balance is a
listing of every ledger account, along with its Wleimd credit balance. The total of all debit baksshould
equal the total of all credit balances.

Update—Updating a table is the process of changing rovisiwit. Whenever you change a description in the
account table, for example, you are updating awithvin that table.

Vendor Accounts—Though not an “account” in the general ledger seasendor account is used to summarize
what a vendor is owed at a particular point in tidieendor’s account is summarized by an agingstant.

Vendor Activity— Activity refers to any transaction involving a vemdhat affects the balance of a vendor or
ledger account. A summary of activity shows alhfactions affecting those balances over a spe@feidd of
time.
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Vendor Aging—A vendor aging report lists outstanding vendor inge categorized by number of days from the
vendor invoice date or due date.

Vendor aging reports can be setup to “age” in tiffeicent ways. In the first, an aging report can putstand-

ing vendor invoices into categories, ranging fréwsie currently due to those past due. With thidhotktthe ag-
ing categories reflect ever more serious levelveidue payment.

In the second, an aging report can arrange ouisigreéndor invoices into categories, ranging fréwose cur-
rently due to those that will be due in the futdrkis report is a projection of cash requiremelmshis case, the
aging categories reflect amounts due farther irffuhege.

Vendor Balance—The vendor balance is the amount owed to or oweal\mndor. If you owe a vendor money, the
vendor’s account has a credit balance. If the vend@s you money, the vendor’s account has a takdnce.
A vendor’s balance is the sum of all open itemsgpeing to that vendor.

Vendor Terms—Vendor “terms” are the conditions under which ¥ieador expects payment from you. Vendor
terms typically include the period of time withirhigh you expect to pay that vendor’s invoices, disgounts
allowed for early payment, and the time frame witiwhich such discounts are allowed.
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