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Restricted Rights Legend

Use, duplication, or disclosure by the Government is subject to restrictions as set forth in
subparagraph (c)(1)(ii) of the Rights in Technical Data and Computer Software clause at
DFARS252.227-7013. Fourth Generation Software Solutions, 100 Galleria Parkway, Suite
1020, Atlanta, GA 30039.

Copyright

Copyright (c) 1988-2014 Fourth Generation Software Solutions. All rights reserved. No part of this
publication may be reproduced, transmitted, transcribed, stored in a retrieval system, or translated into any
language in any form by any means without the written permission of Fourth Generation Software
Solutions.

Software License Notice

Your license agreement with Fourth Generation Software Solutions, which is included with the product,
specifies the permitted and prohibited uses of the product. Any unauthorized duplication or use of Fitrix
INFORMIX-4GL version, in whole or in part, in print, or in any other storage and retrieval system is
forbidden.

Licenses and Trademarks

Fitrix is a registered trademark of Fourth Generation Software Solutions.
Informix is a registered trademark of Informix Software, Inc.
UNIX is a registered trademark of AT&T.

FITRIX ACCOUNTING MANUALS ARE PROVIDED "AS IS" WITHOUT WARRANTY OF ANY KIND, FURTHER
EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE ENTIRE RISK AS TO THE QUALITY AND
PERFORMANCE OF THE FITRIX ACCOUNTING MANUALS IS WITH YOU. SHOULD THE FITRIX ACCOUNTING
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OR ANY AUTHORIZED REPRESENTATIVE OF FOURTH GENERATION SOFTWARE SOLUTIONS) ASSUME THE
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GENERATION SOFTWARE SOLUTIONS BE LIABLE TO YOU FOR ANY DAMAGES, INCLUDING ANY LOST
PROFITS, LOST SAVINGS, OR OTHER INCIDENTAL OR CONSEQUENTIAL DAMAGES ARISING OUT OF THE
USE OF OR INABILITY TO USE SUCH FITRIX ACCOUNTING MANUALS, EVEN IF FOURTH GENERATION
SOFTWARE SOLUTIONSOR AN AUTHORIZED REPRESENTATIVE OF FOURTH GENERATION SOFTWARE
SOLUTIONS HAS BEE ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, OR FOR ANY CLAIM BY ANY
OTHER PARTY. IN ADDITION, FOURTH GENERATION SOFTWARE SOLUTIONS SHALL NOT BE LIABLE FOR
ANY CLAIM ARISING OUT OF THE USE OF OR INABILITY TO USE SUCH FITRIX SOFTWARE OR MANUALS
BASED UPON STRICT LIABILITY OR FOURTH GENERATION SOFTWARE SOLUTIONS’ NEGLIGENCE. SOME
STATES DO NOT ALLOW THE EXCLUSION OF IMPLIED WARRANTIES, SO THE ABOVE EXCLUSION MAY NOT
APPLY TO YOU. THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS AND YOU MAY ALSO HAVE OTHER
RIGHTS, WHICH VARY FROM STATE TO STATE.
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100 Galleria Parkway, Suite 1020 Fax: (770) 432-3448
Atlanta, GA 30339 E-mail: sales@fitrix.com
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Software License Agreement

This software is licensed or sub-licensed by Fourth Generation Software Solutions, Inc. This Software License Agreement (“Agreement”) may be a legal
contract between you, the end user, and Fourth Generation Software Solutions, Inc. (“FGSS”). This Agreement is printed on the software media
envelope, and by breaking the seal on the software media envelope, you are agreeing to be bound by this Agreement and all its terms and conditions if
you have not negotiated other terms or have executed another software license agreement with FGSS or one of its distributors. If you do not agree to the
terms and conditions stated in this Agreement, please return the unopened software media envelope and all companion materials (including written
documentation and containers) to where you obtained them within thirty (30) days of purchase for a refund in full.
LICENSES

Fourth Generation Software Solutions grants you the non-exclusive and non-transferable right to use on e copy of the standard FGSS
software programs ordered (“Software”), and associa ted user and technical documentation (“Documentatio n"), on the Designated CPU (the
specific computer system identified by you in a pur chase order or otherwise.), subject to the terms an  d conditions of this Agreement and in
consideration of payment of FGSS license fees. You may access the Software lawfully licensed to you on any number of terminals connected
to the Designated CPU. You may transfer the Softwar e to a single hard disk, provided you keep the orig inal solely for backup or archival
purposes. You may modify the software lawfully lice nsed to you, and/or merge it with other programs fo r your use in machine-readable object
code format on the Designated CPU, but any portion so modified, or merged with other programs, shall ¢ ontinue to be subject to the terms
and conditions of this Agreement.
Backup Copy. You may make backup copies of the Soft ~ ware and of any portions thereof which are modified or merged with other programs in
accordance with this Agreement. All such backup cop ies shall also be subject to the terms and conditio ns of this Agreement. You must
maintain an accurate record of the location of the backup copies at all times.
Restrictions. Unless otherwise authorized by FGSS, you may not install, electronically transfer, netwo rk or otherwise use the Software on any
CPU other than the Designated CPU in a network. The  standard FGSS license fees apply only when one CPU  functions as both the client CPU
and the database server CPU. You may not make any ¢ opies of the Documentation except as specifically p rovided above, you may not make
any copies of the Software except as specifically p  rovided above, you may not make alterations to the Software or to the Documentation, or to
any part thereof, including, but not limited to, un modified sub-routines, functions, libraries, or oth er binary code segments of the Software.
You may not rent, sub-license, lease, distribute, 0 r grant other rights to the Software or the Documen tation to others. You may not reverse
engineer, disassemble , decompile, reverse translat e, or in any manner decode the Software in order to derive any source code not licensed
by Licensor.
Proprietary Rights and Confidentiality. All title a nd rights of ownership | the software and Documenta tion remain with FGSS and are protected
by copyright., patent and/or trade secret laws. You agree to take all steps necessary to protect FGSS' s proprietary rights in the Software and
Documentation including, but not limited to, the pr oper display of copyright, trademark, trade secret and other proprietary notices on any
copies of the Software. You must reproduce and incl ude any copyright ,trade secret, trademark or propr ietary data notices, and other legends
and logos on the backup copies. You will, at your o wn cost and expense, protect and defend Licensor’s and its suppliers’ ownership of the
Software and Documentation against all claims, lien s and legal processes of your creditors and keep th e Software and Documentation free
and clear of all such claims, liens and processes. You will not disclose or publish to others, and wil | keep confidential the Software.
Terms and Termination. This Agreement is effective until terminated. You may terminate this Agreement by destroying the Software and
Documentation and all copies thereof. FGSS may imme  diately terminate the Agreement if you breach anyr ~ epresentation, warranty, agreement
or obligation in the Agreement. Upon termination, y ou shall either promptly return to FGSS all copies of the Software and Documentation in
your possession or destroy all copies of the Softwa re and Documentation, and certify in writing to FGS S that all such copies have been
destroyed. Software Generation Tools. If the enclos  ed Software is a 4GL Software generation tool, then  you have a royalty-free right to
reproduce and distribute program executable files ¢ reated using the Software if you agree to indemnify , hold harmless, and defend FGSS
from any claims, lawsuits or liabilities, and to pa y all expenses and damages including without limita tion attorney’s fees, that arise from the
use, licensing or distribution of your software pro duct. This royalty-free right does not apply to FGS S Menus and FGSS User Control
Libraries. Royalties are due FGSS on each applicati  on resold, licensed or transferred to a CPU othert  han the Designated CPU that
incorporates FGSS Menus and./or FGSS User Control L ibraries.

WARRANTY AND LIMITATIONS
Limited Warranty. FGSS warrants and represents that it is the owner of the Software and/or has the rig  ht to license the Software, and that for
a period of ninety (90) days after the initial deli  very of the Software to you, the latest version of the Software released by FGSS shall
substantially perform in accordance with the standa rd FGSS Documentation. FGSS's entire liability and your exclusive remedy shall be for
FGSS, at its option, to either; replace the Softwar e that does not meet FGSS's limited warranty descri bed above and which is returned to
FGSS with its original distribution media; or attem pt to correct any errors which you find in the Soft ware during this warranty period and
which prevent the Software from substantially perfo rming as described in the standard FGSS Documentati  on. Any replacement Software will
be warranted for the remainder of the original warr ~ anty period or for thirty (30) days, whichever is|  onger. Limitations of Warranty. The above
warranty is null and void if you modify or change y our copy of the Software in any way not authorized by this Agreement, or if failure of the
Software has resulted from accident, abuse or misap  plication. FGSS does not warrant that the functions contained in the Software will meet
your requirements, or that the operation of the Sof ~ tware will be uninterrupted or error free, or that all defects will be corrected. FGSS shall not
be required to correct errors during the above desc ribed warranty period attributable to equipment mal function, products other than the
Software, use of the Software in conflict with or ¢ ontravention of the Documentation or the terms of t his Agreement; or accident, neglect,

misuse, or abuse of the Software.

DISCLAIMER OF WARRANTY FGSS MAKES NO OTHER WARRANTI ES REGARDING THE SOFTWARE OR DOCUMENTATION, INCLUDI NG WITHOUT LIMITATION, EXPRESS OR IMPLIED
WARRANTIES, AND EXPRESSLY DISCLAIMS THE WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOS E, AND ANY OTHER WARRANTY, EXPRESS OR IMPLIED,
LIMITATION OF LIABILITY, IN NO EVENT SHALL FGSS BE  LIABLE FOR ANY INCIDENTAL, SPECIAL, INDIRECT, OR CO NSEQUENTIAL DAMAGES LOSS OF BUSINESS LOSS OF PROFIT S, LOSS OF
GOODWILL, OR TORTIOUS CONDUCT RELATING TO, CAUSED B Y OR ARISING OUT OF ANY BREACH OF OBLIGATIONS OR DE LAY IN DELIVERY OF SOFTWARE OR DOCUMENTATION UNDER
THE AGREEMENT, OR FROM YOUR USE OR INABILITY TO USE THE SOFTWARE, EVEN IF FGSS HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH LOSS OR DAMAGES SOME STATES DO

NOT ALLOW THE EXCLUSION OR LIMITATION OF LIABILITY FOR CONSEQUENTIAL OR INCIDENTAL DAMAGES SO THE ABOV E LIMITATION MAY NOT APPLY TO YOU, ANY IMAGES THAT FGSS
IS REQUIRED TO PAY FOR ANY AND ALL CAUSES, WHETHER FOR NEGLIGENCE, BREACH OF CONTRACT, OR OTHERWISE, AND REGARDLESS OF THE FORM OF THE ACTION IN THE
AGGREGATE, SHALL BE LIMITED IN AMOUNT TO THE ROYALT IES PAID BY YOU TO FGSS FOR THE SPECIFIC COPY OR COPIES OF SOFTWARE.

Restricted Rights Legend
Use, duplication, or disclosure by the Government is subject to restrictions as set forth in subparagraph (c)(1)(ii) of the Rights in Technical Data and
Computer Software clause at DFARS252.227-7013. Fourth Generation Software Solutions, 100 Galleria Parkway. Suite 1020, Atlanta, GA 30339.

General This Agreement shall be governed by the law s of the State of Georgia, and shall inure to the b enefit of Licensor it's successors, administrators, heirs and
assigns. The United Nations Convention for the Inte  rnational Sale of Goods shall not apply to this Agr eement. The parties agree that Cobb County inthe S tate of
Georgia shall be the proper forum for any action, i ncluding arbitration, brought under this Agreement. No actions, regardless of form, arising from the

transactions under the Agreement may be brought by any party hereto more than 2 years after the facts creating the cause of action become known to such p arty.
If any term, provision or part of the Agreement is to any extent held invalid, void or unenforceable b y a court of competent jurisdiction the remainder o fthe

Agreement shall not be impaired or affected thereby , and each term provision and part shall continue i n full force and effect. The terms, conditions and warranties
contained in the Agreement that by their sense and context are intended to survive the termination the reof by the parties hereunder shall so survive the
termination of the Agreement. FGSS shall not be in default or liable for any failure in performance or loss or damage under this Agreement due to any cau  se

beyond its control.
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Learning Objectives

» To become familiar with the process by which Fitrix Accounting maintains and updates
General Ledger Account Balances.

» To learn the steps for setting up the General Ledger Accounting Module.
» To learn how to record General Ledger documents.
» To complete the steps of Period End transaction processing.

» To print Period End reports and financial statements.

Chapter 2 - 2 General Ledger
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General Ledger Overview

What type of Information is maintained in General L  edger?
The General Ledger will handle all the transactions made by the Fitrix accounting system and

organize the data into meaningful information. General Ledger documents can be posted for all
accounting activities that are not processed in other source journals.

What Tasks or Activities are performed in General L edger?

» General Ledger Transactions are recorded for accounting transactions that are not
recorded in other source journals.

» Posting General Ledger Activity that updates the ledger account balances.
* Period End Transactions

» Period End Reporting and Financial Statement Analysis

How does Fitrix manage changes to General Ledger en  tries?
There are 5 different processes that need to be run before an account balance is changed.
Phase 1:

1. A Transaction must be entered as a journal entry.

2. The General Journal Edit List must be printed.

3. The General Journal documents must be posted. They can occur at any time and
frequently throughout the accounting period.

Phase 2:

4. The period’s activity can now be printed (optional). This shows how each transaction line
item has affected the system.

5. Post General Ledger Activity. This posts the data from the activity files into the chart of
account balances files.
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What Relation does the General Ledger module have t o Other Fitrix
Modules?

All source journals or other modules post to the General Ledger Activity Tables. When General
Ledger Activity is posted, the ledger account balances will be changed. Once the General Ledger
Activity is posted, account balance inquiries can be made and end of period financial statements
can be printed.
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Set Up General Ledger

To view this screen, select Financial Management > General Ledger > Ledger Setup > Update
Ledger Defaults .

Primary activities for setting up General Ledger include entering G/L defaults, creating batch
controls, entering ledger accounts and their beginning balances, and updating source document
codes.

Update Ledger Defaults

This is the primary screen for setting up the General Ledger system defaults. Through this screen
all period information is specified for the accounting system. General Ledger is the only module
with defined accounting periods. During G/L setup period start and end dates are defined.
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P~ Update Ledger Defaults | L=
File Edit View Mavigation Tocls Actions Help
PREAEBLREM B00EDE 9O
L\ O @0 9 O @
Fnd Prey Next Add Updste Delete
Current Accounting Period: 10 Last Purge Date:
Current Fiscal Year: 2012
Retained Earnings Account No: @
Recalculate Balances From: ik
Direct DB_CR Entry: Y
Ledger Setup Complete Date:  10/01/2006 |24
Ledger Setup Complete?: Batch Journal?: ©
Require Approval to post?: I Approval Code:
Periods Back: 1 Periods Forward: 2
Period Control Password:
I Perjod Year | Start Eno B: -
12 002 12/01/2012 123172012 W
11 002 110172012 11/30/2012 N
10 012 10/01/2012  10/31/2012 Y
|09 2002 0940172012 03/30/2012 ¥
{08 012 08/01/2012  08/31/2012 ¥
|07 012 0740172012  07/31/2012 ¥
06 0012 06/01/2012  06/30/2012 Y
|05 0012 05/01/2012  05/31/2012 ¥
{04 2012 04/01/2012  04/30/2012 ¥
03 012 030172012 03/31/2012 ¥
02 012 02/01/2012  02/29/2012 ¥
ful 012 01/01/2012  01/31/2012 ¥ =
10f1
(@ok | |4cancel | [FDetsi |
Enter an account number for the retained earnings account. ¥R
HEADER
Field Description
Current Represents current accounting period. It is the first period
Accounting Period: coming under G/L control. Transactions can only be posted to
periods prior to and subsequent to this period. If there is no
period under G/L control that corresponds to this period, then
posting to the Ledger will post to the earliest period under G/L
control. Transactions in later periods will post only when they
become the current period.
Last Purge Date: This field is not yet functional.
Current Fiscal The current fiscal year.

Chapter2 - 6 General Ledger



Fitrix Accounting Course Workbook

Field

Description

Year:

Retained Earnings
Account Numbers:

The default retained earnings account number used by the
system to post year end retained earnings.

Recalculate
Balances From:

Every time the Post to GL program is run, the program goes
back to the GL Set Up Complete date and does a
recalculation to verify there have been no postings to prior
periods. Set this date if you want the date it goes back to to
be more current and therefore not take so long to process.

Direct DB/CR
Entry:

If you enter Y here you are allowed access to the DB/CR field
when entering journal entries and can change it as needed. If
you enter a N here you are not allowed access and have to
put a negative sign in front of the number to change a DB to
CR and vice versa.

Ledger Setup
Complete Date
Field:

Date user wants to begin having their documents posted.
Needs to be setup prior to processing. Can accept
transactions posted prior to the calendar date if the prior
period and year are setup and under G/L control.

Ledger Setup
Complete:

A "Y"implies that the G/L is in balance. The system will not
allow this field to be set to "Y" until all accounts are balanced.
Once set to "Y", it cannot be changed. Should be set after the
initial balance is correct. All transactions residing in the G/L
activity files with a document date prior to the Ledger Setup
complete date will not be posted to the Ledger Accounts.
They are marked as posted.

Batch Journal?:

A “Y” or “N” field which determines whether all GL entries are
batch processed.

Require Approval
to Post?:

A “Y” or “N” field which determines whether batches need
approval before being processed.

Approval Code:

The approval code which allows a batch to be processed.

Periods Back:

Number of periods previous to the current period that you will
allow users to enter transaction in.

Forward:

Number of periods future to the current period that you will
allow user to enter transaction in.

Control Password:

Password which allows posting outside of the current period.

Note: Once you have entered the password you will be
prompted for the existing password any time you need to
change the password to another value.

DETAIL - Period Maintenance
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Field Description

Period The period month and year.

Start Date: Date the accounting period starts on.

End Date: Is the date the accounting period ends. There should be no gaps
between the Starting and Ending Dates. Defaults to Calendar
Periods.

G/L Controlled | System maintained. Indicates whether a given period is under the
Field: control of the G/L system or not. Automatically set when the
Ledger Setup Complete is set to "Y" and the correct accounting
period becomes current.

Backdate Control

Here is an illustration of how the back date control works. The current period is April 2014
(04/01/2014-04/30/2014) and the default has been set up to allow transaction dates one period
back and two periods forward. Therefore only transactions with dates of 03/01/2014 through
06/30/2014 can be entered without a password.

In Update General Journal if a date of 02/15/2014 is entered this prompt displays:

"= Prom pt

Enter Period Password to Post with this date: ||

IQ oK | |?11 Cancel |

The following programs are affected by the back date control functionality.

Accounts Receivable:

Update Receivable Documents (ar:i_invce)
Update Non-A/R Cash Receipts (ar:i_cashe)
Update A/R Cash Receipts (ar:i_arcshe)
Create Finance Charges (ar:p_fichgr)
Create Recurring Documents (ar:p_recurr)

Accounts Payable:

Update Payable Documents (ap:i_invce)

Create Automatic Checks ( ap:p_paydue check run date)
Update Non-A/P Checks (ap:i_cashe)

Update AP Checks (ap:i_apcshe)

Update Void Checks (ap:l_voidck

Create Recurring Documents (ar:p_recurr)
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Order Entry:

Update Invoices (oe:i_invce)

Inventory Control:
Update Inventory Received (ic:i_purche)
Update Inventory Shipped (ic:i_selle)
Update Inventory Transfers (ic:i_trane)
Adjust Inventory (ic:i_adjust)
Purchasing:

Update Receipts (pu:i_recver)
Update AP Invoices (pu:i_cost)

General Ledger:

Update General Journal
Copy recurring journal entries

Production Management
Component Issue
Production Receipt
SC 211? Emailed RJ

Labor Processing

Enter Labor Transactions

Batch Control Setup

Batch control is an optional feature which allows different users to independently enter separate
batches in the same application at the same time. For example, before entering transactions in
General Ledger, user #1 will create a journal entry and a batch ID# will be generated. All data
entry, edit list, and posting for user # | will be done within this batch. When user #2 enters journal
entries in General Ledger, all of these transactions will be entered in a batch created by user # 2.
These transactions will post separately from those entered by user # 1.

Activate GL Batch Control

Step Action

1 Select Update Ledger Defaults from the Ledger Setup menu.

2 In the Batch Journal?: field entera .
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Step Action

3 In the Require Approval to Post?: field, enter a Y (optional).

Note: Require Approval To Post - If flag is set to Y, user will be allowed to
enter documents and perform any other procedures but will not be allowed to
post until batch has been approved for posting. Once a batch has been
approved for posting, the user can make no further changes to the batch. If
approval is not necessary, the flag should be set to N.

4 In the Approval Code: field, enter an alphanumeric approval code. (used only if
Required Approval to Post is set to “Y”").

Note: Approval Code - Enter approval code needed to approve batches for
posting. Code entered will not be visible on screen. This code will be unique
to the GL application. If at a later date this code needs to be changed,
original code will be needed to access this field. This same code is used in
other batch operations such as accessing someone else’s batch or selecting
all batches.

Update Account Balances
To view this screen, select GL, Ledger Setup, Update Account Balances.

Allows user to set up and maintain the Ledger Accounts Table. Balances can be added to or
changed ONLY before the SETUP complete is set to "Y". Accounts may be added and the
description changed AFTER the Setup Complete is "Y". Budget humbers can be entered at any
time.
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F~ Update Account Balances |E| =
File Edit View Navigation Tools Actions Help

OB GUNHEERA ALBEE BO0EDHE 00
4 e 0 6 9 =W
Find Prev Mext Add Update Delete Browse

Account Mumber: 704000000 Type: EXPEMSES
Description: OFFICE SUPPLIES
Subtotal Code (optional):
Increase with Credit?: N
Allow Use in Manual Journal Entries?: Y
Ledger Account Balances

300 10 2012 458,78 - - 100.00
000 10 2012 121997 200.00
300 03 2012 458.78 458,78 150,00
000 09 2012 459.45 121997 200,00
300 08 2012 0.00 250.00
000 08 2012 100.00 760.52 250.00
300 07 2012 0.00 100.00
000 07 2012 222,52 660.52 100.00
300 06 2012 0.00 200,00
oo 06 2012 250.00 438.00 300.00
300 05 2012 0.00 150.00

93 of 106
HEADER

Field Description

Account Number Nine-digit field that must be unique.

Type Type of account from Account Number Ranges file,
previously set up.

Description Thirty character alphanumeric field.

Subtotal Code Is an optional alphanumeric field that identifies the ledger
account for postings to be subtotaled and displayed together
on Income Statement and Balance Sheet reports.

Increase with Entry indicates what effect this account has during the posting

Credit process. A "Y" indicates this account is increased with a
credit, i.e. A/P. An "N" indicates that this account is increased
with a debit, i.e. A/R.

Allow Use in If this value is set to “N” the user will not be allowed to use

Manual Journal this account number in the Update Journal Entries program.

Entries? i
Note: There are some account numbers that have their GL
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Field Description
balance maintained by the system (Example- Trade Accounts
Receivable and Trade Accounts Payable) and therefore
manual journal entries to these accounts should not be
allowed.
DETAIL

Field Description

Department Optional three digit alphanumeric code. The Default is 000. Must
have previously been entered on Company Information File in Set
Up Company.

Period Displays the accounting period corresponding to the Activity and
Balance in the same row. Sorted in descending order.

Year Displays the accounting year.

Activity Total Debit or Credit amount posted to the account during a
specified period. After setup is complete this field is system
maintained.

Balance Accepts balance for given period. System maintained after setup is
completed.

This Period Represents the amount posted thus far in the current period. This

Postings amount is maintained by the system. When period is closed out
this amount transfers to activity column.

Amount Represents the amount budgeted for this period. Budgeted

Budgeted numbers can be entered at any time.

Click the Quit button to return to sub menu.
Update Source Document Types (Optional)

To view the Update Source Document Types screen, select (e) for Update Source Document
Types.
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F Update Scurce Document Types | =0 |EE

File Edit View Mavigation Tools Actions Options Help

@ B ¢ 4 ik @ B I Bs [ @ 7]

Quit  Print K Cancel  Cut Zoom  Motes Attachments UFields ToDo  Technical status  Help

e

A G 09 0 9 KW

Find Prev MNext Add Update Delete Browse

Source Code: OEIMP
Description: IMPORT SALES ORDERS

7of9

This file stores source document type codes and their descriptions. These codes are only used
when entering journal entries and are informational only. All Fitrix modules will automatically print
a source code on GL activity reports (i.e., AP for Accounts Payable Transactions) so codes could

be set up for transactions processed outside the Fitrix modules that are being recorded in the
Fitrix GL.

Press Quit to return to sub-menu.
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Update Account Groups (Optional)

To view this screen, select (g) for Update Account Groups . This screen allows users to maintain
groups of related accounts under a central group code. This simplifies data entry allowing you to
simply enter the code rather than entering the same set of multiple account numbers for
transactions when entering journal entries.

T~ Updste Account Groups (=B
File Edit View MNavigation Tools Actions Help

QB & i a B o B B =B V] A & E

Quit Print | OK Cancel C Zoom DNotes Attachments UFields ToDo | ViewDetal NMextPage PreviousPage InsertRow Delete Row  Append Rav Technical status  Help

A6 900 0 @ &

Find Prev MNext Add Update Delete Browse

Group Code: DEPREC
Description: DEPRECIATION EXPENSE

T45000000 000 DEPRECIATION EXPENSE

181500000 000 FURNITURE & FIXTURES DEP.
182500000 000 TRAMSPORTATIOM EQUIP. DEP,
183500000 000 MACHINERY & OTHER EQUIP. DEP.

HEADER
Field Description
Group Code Stores unique six character code identifying the account
group.
Description Describes above code.
DETAIL
Field Description
Account Stores previously setup ledger account numbers that will be
associated with the account group.
Dept. Stores previously setup Department Code. Zoom is available.
Description Displays the description of the ledger account.

L]
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Replace GL Account Number

To view this screen,, select (i) for Replace GL Account Number. This screen allows users to
replace an existing account number with a new account number. The new account number must
have been previously set up.

Every table that has the old account number will be updated to the new one and then user is
prompted as to whether the old account number should be deleted.

# Replace GL Account Number
File Edit Wiew Mavigation Tools Actions Help

OB G UEhEER BRE @0
ZZ@
GoAdd

Ewisting Account Mo.: _

Mew Sccount No.:

(New Documeht)(De!ered}

YR

Replace Department Code

To view this screen,, select (j) for Replace Department Codes. This screen allows users to
replace an existing department code with a new department code. The new department code
have been previously set up.

Every table that has the old department code will be updated to the new one and then user is
prompted as to whether the old department code should be deleted.
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I Replace Department Code EI@
File Edit View Mavigation Tools Actions Help

oOm & ABALEMH O

@

Add

Existing Department Code:
Mew Department Code:

(No Documents Selected)

[w]
A
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Transaction Processing

In General Ledger a General Ledger Document goes through the following primary steps:

1. Creation of a Document by either

» adding new document, or
* copying a recurring document.

2. Print the Edit List to check for errors.
3. Post the General Journal to the G/L Activity.

A General Ledger document begins as an entry made through the Update General Journal or by
Copying Recurring documents. If an entry is to be made every month, it may be added through
the Updating Recurring Documents menu option and then copied into the Update General Journal

input screen automatically. Loading recurring documents is usually done at the end of the period
with the Copy Selected Documents option.
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Update General Journal

To view this screen, select General Ledger, Ledger Journal, Update General Journal.

General Ledger transactions begin as entries made through the Update General Journal or by
Copying Recurring documents.

P~ Update General Journal
File Edit View MNavigation Tools Actions Options Help
Q=B ¢ ? HE (i B
Quit Print OK Ca Zoom  MNotes Attachments UFields ToDo
]
e
Ba nz  Reverse JE Chart
A6 90 O 9 &
Find Prev MNext Add Update Delete Browse
Date: 10/31/2012 414 Posted:
Description: DEPRECIATION
ECQP Reverse{Y/N): N
Source: GEMIRM GEMERAL JOURMAL
Account Group: DEPREC DEPRECIATION EXPENSE
Uiser:
745000000 000 DEPRECIATION EXPEMNSE 123500 DB
181500000 000 FURNITURE & FIXTURES DEP. 250,00 CR
182500000 000 TRAMSPORTATION EQUIF. DEF, 500.00 CR
183500000 000 MACHIMERY & OTHER EQUIR. ... 485.00 CR
Totals-Debits 1235.00 Credits 1235.00 Difference 0.00
{New Document)
t View Detzil |

HEADER

Field Description

Date Defaults to system date. Warning given if date is outside of current
period. You can enter prior or future dates.

Posted Displays "Y" or "N". Indicates whether the document has been
posted. DISPLAY only.

Description This is the description of document.

EOP Reverse "Y" will cause this document to be reversed when a New Period is

(YIN): created. "N" means no reversing entry will be created.
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Field Description

Source: Source document code. From Source document file. Defaults to
GENJRN. (Zoom available). Source document codes are defined
in General Ledger Setup.

Source Display only when Source is entered.

Description:

Account When used, this calls a set of accounts to be used by the system.
Group: These must have been previously setup.

Account Displays only when Account Group is entered.

Group

Description:

User User ID of person that entered journal entry will print on General

Journal Listing.

DETAIL
Field Description
Account Stores Ledger accounts affected by the transaction. ZOOM is
available.
Dept. Department code which is associated with this entry. System
defaults to "000".
Description Displays the description upon entering a valid account number.
Amount Stores the amount of the transaction to be posted.
Credit/Debit Stores the amount of the transaction being credited or debited.
Also stores whether the line item is DB or CR. If your default flag in
GL defaults for Direct DB/CR entry is set to “N”, you will have to
precede the amount with a “-“ sign if you want to credit an account
that is usually debited and vice versa.
TOTALS
Field Description
Debits Total amount of Debit posting for document.
Credits Total amount of Credit posting for document.
Difference Displays difference between credit and debit amounts. Difference
must be 0 for documents to post.

Click Exit or press (Q) and then the ESC key until you are returned to the main menu.
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Updating Recurring Documents

To view this screen, select General Ledger > Recurring Documents > Update Recurring
Documents .

General Ledger Documents can also be created by copying all recurring documents or selected
recurring documents. Creating recurring documents allows for the easy maintenance of
documents that remain virtually unchanged from period to period.

!‘ Update Recurring Documents E“ [=]

File Edit View Mavigation Tools Actions Options Help

OB &l A BRMHM E0Q0ES =900

A0 00 O 9 =\

Find Prev Mext Add Update OCelete Browse

Select for Copying: M (M=Mo, ¥=yes, A=always)
Description: MOMTHLY BAMK CHARGES

ECP Reverse(Y/M): M

Source: GEMIRN |& GENERAL JOURMAL
Account Group:

Account Dept an Amount Debit/Credit
710000000 000 BANK CHARGES 14985 DB
711000000 000 INTEREST EXPENSE 1287800 DB
100000000 000 BANK OF AMERICA 1302795 CR

Totals Debits 13027.95 Credits 13027.95 Difference 0.00

20f2

4 View Detal |
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HEADER
Field Description
Select for Flag with 3 possibilities (user can change this flag as needed).
copying - . . .
« A"Y"indicates that this document will be copied to the
general journal during the next recurring document copy.
The "Y" will then be changed back to an "N" once the
copy is complete.
« An "N" means that this document will not be copied on the
next recurring document copy.
¢« An "A" means that this document will be copied every
time the "Copy Recurring Document" is run. This means
copying can happen more than once.
Description Stores description of the document.

EOP Reverse Flag type field. "Y" or "N". Setting this flag to "Y" means that this
(YIN) document will be REVERSED automatically in the next period's
first posting.

Source Stores the code representing the originating journal of a document,
i.e. GenJrn, AccPay, Payroll, etc. This field is optional.

Source Description of the source. Display only.

Description

Account Group of G/L nhumbers that are used for a particular type of

Group transaction.

Account Description of the account group. Display only.

Group

Description

DETAIL

Field Description

Account Stores numbers corresponding to the ledger accounts

Department Number of department if used. Defaults to "000".

Description Display only.

Amount Amount of the transaction to be copied to the account on the
current line.

Credit/Debit Numeric field stores the amount to be Debited or Credited.
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TOTALS
Field Description
Debits Total amount of Debits for posting.
Credits Total amount of Credits for posting.
Difference Displays difference between credit and debit amounts. Difference
must be 0 for documents to post.

Click Exit or press (Q) and then the ESC key until you are returned to the main menu.

OTHER OPTIONS on SUBMENU:

There are other options on the General Ledger transactions sub-menu worth noting.

Print all recurring documents -  Prints a listing of all recurring documents.

Copy all recurring documents - Creates a journal entry for all documents regardless of
what copy flag is set to. Once copied a GL edit and posting list must be run for these to
post to GL activity.

Print selected documents -  prints only those documents selected for copying.

Copy selected documents - creates a journal for all documents marked for copying.

Print all document detail - prints document detail including GL distribution for all
recurring documents.

Print selected documents detail — print for selected documents

Press Quit to return to main menu.

Posting General Ledger Documents

Not all documents entered during the current accounting period have to be posted during the
same period.

You can enter documents with future dates. A warning displays indicating that the date is outside
the current period, but the document can still be entered. Such a document will not post in the
current period, but will remain in the system until the appropriate period. When the General
Ledger reaches that future period, the document will post.

Before posting documents to the General Ledger Activity, an Edit List must be run. Data Entry

mistakes found on the listing must be corrected through the Update General Journal Documents.
L]
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Finally, General Journal documents are posted to the General Ledger Activity tables. A report is
printed at the time documents are posted. This report looks exactly like the edit listing, except that
General Journal document numbers have been assigned to each posted document.

Reversing Entries

The Begin New Period program runs a sub program that finds all journal entries that are
designated EOP =Y and reverses them. However this can create a timing issue. For example,
let's say you've opened up the period 01 but you have not yet closed out period 12 and you need
to enter accrual journal entries in period 12 that should automatically reverse in period 01.
Because you have already opened period 01 these entries will not reverse until you open period
02. By having the Create Reversing Journal Entries programs as a separate menu option, you can
reverse entries without opening yet another period. The program looks at all EOP =Y journal
entries that have not yet been reversed and reverses them if the current period is after the period
the original journal entry was posted to. Using our example above it would reverse all period 12
reversing journal entries into period 01 when run.
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End of Period Activities

To view this menu, select Financial Management > General Ledger > Ledger End of Period

Dev 5.40
[=MMEEUELN 1 Financial Management

& 4 Purch: &5 3 Accour g5 2 Recun =) a Post General Journal
& 5 Produ & 4 Payroll & 3 Ledge [ b Post GIL Activity to Ledger
& 6 Produ &5 5 Fixed/ &5 4 Ledge @& c Print GIL Activity
& 7 Custor g5 6 Multi-C &1 Exit =l d Print Trial Balance
& 8 Gener: &5 7 Multi-Level Tax = e PrintIncome Statement
ﬂ Exit ﬂ Exit =1 f Print Balance Sheet
[ g Print Budget and Comparison
= h Begin a New Period
E i Transaction Drill Down
& Exit

The End of Period Activities includes the following steps:

Step Action

1 Post the General Journals and all other Journals with activity to be accounted for
in the current period.

2 Post General Journal posts, and General Journal Documents to the activity
tables.

3 Print the G/L Activity Report. (optional)

Note: The G/L activity report will report all activity in the Fitrix Accounting
system. This activity includes all documents posted from other Fitrix
accounting modules installed. The report can be printed in summary or detail.

4 Post the G/L Activity.

Note: This posting program posts all documents in the activity table for the
current period and updates the ledger account balances so you can then run
your financial statements.
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Period End Reports

Once the General Ledger Activity is posted and the account balances are updated the following
Financial Reports and Financial Statements can be printed:

e Trial Balance Sheet

¢ Income Statement

e Balance Sheet

e Budget and Balance Comparison

Beginning a New Period

To close out the existing period and begin a new period the following steps must be completed:

Step Action

1 Select Begin a New Period.

Note: If the next period is already defined, it is created automatically. If it has
not been defined, then you will be prompted for a period number and period
end date before the new period is created.

Note: If the next period is a new year, the new year is begun by creating the
year end journal for zeroing out revenue and expense accounts. The
difference is posted to retained earnings.

2 Reversing documents are created for the new period.

Transaction Drill Down:

This program enables the user to drill down from an account number to the source documents
that make up the account number’s balance.

Do a (F)ind and enter your selection criteria and press ENTER.
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= Transaction Drill Down

File

Edit

View  Mawvigation

Tools

Actions

Help

Al

24

MNext

o=
@

Find Prev

wd

Criginal Journal:
Document Number:
Description:

Fost Date:

GL Date:

IE]

Browse

55
DEPRECIATION
12j04f2012
10/31/2012

A BOEBEM EO®ED

E=B[EcE )

@0

Account

Dept

F45000000
181500000
182500000
183500000

000
000
000
000

Descripton

DEPRECIATIOMN EXPEMNSE
FURMITURE & FIXTURES DEP.
TRAMNSPORTATION EQUIP. DEP.

MACHIMNERY & OTHER EQUIP. DEP.

Amount CR,/DB

123500 D
25000 C
500,00 <

485.00 C

4 of4

To drill down to the source document, simply press Ctrl Z or click on the magnifying glass icon on

the standard toolbar.

’_.:—’ Transaction Drll Down
File Edit View Mavigation Tools Actions Options Help
O B O 1 ik } B [y B [
Quit Print | OK Cancel Zoom Motes Attachments UFields ToDo
© o
Reverse JE Chart
Date: 10/31/2012 |24 Posted: ¥
Description: DEPRECIATION
EQP Reverse{Y/M): N
Source: GEMNIRM GEMERAL JOURMAL
Account Group:
lUser: bettyb
Account Dept Description Amournt
745000000 000 DEPRECIATION EXPEMNSE 123500 DB '
1581500000 000 FURMITURE & FIXTURES DEP. 250.00 CR
182500000 000 TRAMSPORTATION EQUIP. DEP. 500.00 CR
183500000 000 MACHINERY 8 OTHER EQUIR. ... 485.00 CR
TotalsDebits 1235.00 Credits 123500 Difference Q.00
T1of1
R
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General Ledger Review

® All activity in the Fitrix Accounting system is posted to the General Ledger Activity tables. To
update ledger account balances, General Ledger Activity is posted to the General Ledger
under the Ledger End of Period menu.

® To update a general ledger account balance you must complete the following steps:
1. A Transaction must be entered in the General Journal.
2. The General Journal must be printed. (Edit List).
3. The General Journal documents must be posted.
4. The period’s activity should then be printed. (Optional).

5. Post General Ledger Activity.

® The steps to entering a General Ledger Document are:
1. Create Document
2. Print Edit List

3. Post Edit List

® General Ledger Documents can be added through the Update General Ledger Document or
by Copying Recurring Documents.

® End of Period Processing includes the following three activities:
1. Posting General Ledger Activity to update ledger account balances.
2. Printing the Period End Reports and Financial Statements.

3. Beginning the New Period.
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Lab Exercise a: Setup General Ledger

Update Ledger Defaults

The General Ledger Module Defaults have already been defined for the ABC Company and set to
complete.

1. Define two more consecutive accounting periods.

Update Account Balances (GL - Ledger Setup - Update Account Balances)

Beginning Account Balances were entered from this screen at the time the General Ledger
Module was implemented and prior to the General Ledger Setup Complete Flag being set to "Y".
You will not be able to update any field on the detail portion of the screen except Amount
Budgeted once the Ledger Setup is complete.

1. Enter budgeted amounts for the following accounts:

EXPENSES - for whatever the most current accounting period and year is.

700100000-000 Administrative Wages 120,000.00
702000000-000 Utilities 14,000.00
702500000-000 Telephone 8,000.00

2. Add the following General Ledger Accounts:
406000000 Finish Sales Increase with Credit =Y
507000000 Finish COGS Increase with Credit = N
Update Source Document Types (GL - Ledger Setup - Update Source Document Types)
1. Add PURCHS as a Source Document Type for the Purchasing Journal.
Update Account Groups (GL - Ledger Setup - Update Account Groups)

1. Update EXINV to include the Accounts Payable account as one of the accounts in this
account grouping.

2. Update the INPROD account group to include Parts, Electrical, Phone, and Accessory Sales.
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Lab Exercise b: G/L Transactions

General Ledger Document Transaction Processing

1.

Make the following General Journal entries using today’s date: (GL - Ledger Journal - Update
General Journal)

Received $100.00 for Employee and Other Receivables to be deposited into the Cash
Account. Source is the Cash Receipts Journal. Both accounts are asset accounts and
increase with a debit. When entering the credit to the Other Receivable account change
Debit/Credit flag from DB to CR.

Purchased $5,000.00 worth of inventory on account. Select ACTPAY for the source journal for
this document. Debit inventory and credit Accounts Payable.

Paid $500.00 cash for Accounts Payable Invoice 386. Select ACTPAY for the source journal
and use CASHAP as the account group. Debit accounts payable and credit cash.

Purchased office furnishings in the amount of $2,000.00 on account. Debit furniture and

fixtures asset account and credit accounts payable.

Enter a transaction from the Cash Sales Journal for the month's cash sales: Debit cash
$61,126.13 and credit sales accounts listed below:

Parts 24,531.34
Stereos 13,856.99
Engines 8,567.80
Electrical 7,600.00
Phones 4,230.00

Accessories 2,340.00

Print the General Journal Edit List. (GL - Ledger Journal - Print General Journal Listing)
Redirect to screen.

Post Documents to the General Journal. (GL - Ledger Journal - Post General Journal)
Redirect to screen
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Lab Exercise c: Recurring Ledger Transactions

Selected Recurring Documents (General Ledger Recurr  ing Documents)
1. Create Recurring Documents. (Option a)

» Add a recurring document for a bank interest payment that is incurred on a quarterly basis
in the amount of $1,200.00. Debit interest expense and credit cash.

2. Update copy flag using Update Recurring Documents program.

* Flag the quarterly bank interest payment for copying by entering a “Y” in Select for
Copying field in header of document just entered.

3. Print Selected Documents. (Redirect to screen.)
4. Copy the Selected Recurring Document. (Option e).

» Once the selected documents have been copied into the General Ledger the Select for
Copying flag returns to N.

5. Find the copied document in update General Journal. (GL- Ledger Journal - Update General
Journal.

6. Update Document.

e Update the interest payment amount to include a $25.00 late charge and code this to
bank charges. This update should be made only to the document that will post for this
month. The recurring document should not include the $25.00 late charge in the amount.

7. Print Edit List. (Redirect to screen.)
8. Post Documents. (Redirect to screen.)

All Recurring Documents

1. Print ALL Recurring Documents. (Redirect to screen.)
2. Copy ALL Recurring Documents.
3. Print General Journal Listing. (Redirect to screen.)

4. Post General Journal. (Redirect to screen.)
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Lab Exercise d: End of Period Processing

End of Period (General Ledger - Ledger End of Period)
NOTE: REDIRECT ALL PRINT ROUTINES TO THE SCREEN.

1. Post GL Activity to Ledger.

2. Print G/L Activity detail for most recent GL period.

3. Print Trial Balance for all departments for most recent period

4. Print Income Statement detail for all departments for most recent period

5. Print Balance Sheet consolidated for all departments for most recent period.

6. Print Budget and Comparison detail for accounting period 01 through for most recent

period.

We will not do this as part of this exercise but once you have entered all transactions and are
ready to open a new period you will run option (h) on the Ledger End of Period menu, Begin New
Period.
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General Ledger Learning Activity

The following points of training were covered in this Chapter. If you feel that you have not
mastered all objectives, go back and review those sections.

>

>

>

How to maintain and balance General Ledger Account Balances.
Setting up the General Ledger Accounting Modules.

Record General Ledger documents.

Period End transaction processing.

Print Period End reports and financial statements.
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Learning Objectives

» To become familiar with the type of information maintained in Accounts Receivable.

» To learn about the tasks performed in the Accounts Receivable Module.

» To learn how to setup the Accounts Receivable Module.

» To learn how to add and update Customer Information.

» To learn how to process Accounts Receivable Invoices not related to inventory purchases.
» To learn how to process A/R and Non A/R receipts.

» To learn about the various reports available in this module.
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Overview of Accounts Receivable

What Type of Information is maintained in Accounts Receivable?
The Accounts Receivable system tracks two types of information:
» Ledger Information (sales, payments, etc.)

»  Customer Information (A/R Aging, etc.)

Ledger Information refers to information relating to the company profit and loss. Customer Information
pertains to the specific condition of a customer’s account. Entering documents into the system generates
both types of information.

What Tasks or Activities are performed in Accounts Receivable?
The major tasks involved with Accounts Receivable document processing include:

e Setting up the Accounts Receivable Module

* Adding and Updating Customer Information Records

» Entering Customers Invoices, Credits, and Debits

» Entering Customer Payments, Non A/R Cash Receipts, and Bank Deposits

» Performing the End of Period Processing and Transactions
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What Relation does Accounts Receivable have to othe r Fitrix Modules?

The two modules Accounts Receivable is related to in the overall system are General Ledger and Order
Entry. Information flows between these three modules and several programs and data files are shared.

Ledger Information posts to the General Ledger to update general ledger account balances for
cash, accounts receivable, sales, etc.

Customer Information and programs are shared with Order Entry. Order Entry posts customer
orders to update customer accounts receivable balances.

Accounts Receivable 4



Fitrix Accounting Course Workbook

Accounts Receivable Setup

To view this menu, select Financial Management > Accounts Receivable > Setup Receivables (option

3).

[n[=AVE ]

2 1 Financ

&S] Exit

1 Financial Management
B 2 ItemM =
I 3 Sales =
= 4 Purch: =
B 5 Produt g5
= 6 Produt g5
= 7 Custor g5
B2 8 Gener 5 7 Multi-Level Tax

&) Exit

(Rt:-ulld 2 Accounts Receivable

SN = RIGEET 3 Setup Receivables

3 Accolt &5 2 Custor [E] a Update Receivable Defaults
4 Payroll B 3 Setup
5 Fixed /5] Exit

6 Multi-Currency

]

b Print Receivable Defaults

¢ Update Account Groups

d Print Account Groups

e Update Customer Information
f Update Customer Ship-To's

g Print Customer Information

h Update Customer Open ltems

1w 2

i Print Customer Open ltems

[m [

j Update Payment Methods

&) Exit

The following menu items are used to help you setup Accounts Receivable for your company:

Field Description

Update Define the Accounts Receivable module defaults.
Receivables

Defaults

Update Account Predefine A/R related general ledger account groups to
Groups speed data entry (optional).

Update Customer
Information

Add customer information.

Update Customer
Ship-To

Adds ship-to information.

Update Customer
Open Items

Set up outstanding account balances prior to going live on the
Accounts Receivable module.

Update Payment
Methods

Set up payment methods such as open account, cash, credit
or debit card.

Accounts Receivable
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Update Receivables Defaults

To view this screen select Setup Receivables, Update Receivable Defaults (option a).

This entry screen contains the Accounts Receivable Module Default definitions and these are the values
used for transactions unless overridden at either the customer or transaction level.

F~ Update Receivable Defaults

File Edit View MNavigation
OB &y

@

Find Prev Mext Add Update

Tools Actions Options  Help

QA ROERN S0

Q@ &

Delete  Browse

Terms Code: A A NET 30
Take Discount on Misc: Credit Manager:  bettyb
Freight: Over Credit Limit Allowed: 10,00
Tax: Hold Code:  HOLD
Credit Checking Rules Apply:
Multilevel Tax
Miscellaneous Tax Group: MOTAX Invoice Default Tax Group: MOTAX
Freight Tax Group: NOTAX Enter Goods Amounts as Gross:
Finance Charge Tax Group: NOTAX Calculate Tax on Cash Discounts:
Account Numbers
AR 110000000 |%| Sales: 400000000 &) Misc.: 400000000 & Tax: 200
{7 s 480000000 | %) Freight: 400000000 || Cash: 100000000 | = Disct: 420000000 | @, | Write Off:
Aging Information
Age On: (Check - Due Date, Uncheck - Invoice Date)
Miscellaneous
Is AR Setup Complete?: Batch - Invoices?:
Receipts?: Fimance Charges:
Require Approval to post?:; Approval Code: Bank Deposit ID; =
Auto Assign Customer; Mext Customer Mumber:
Auto-Assign ShipTo: Mext ShipTo Number: 1

m

600000000
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Invoicing and Credit Management Section

Field

Description

Terms Code

Defines the default payment terms code.

Take Discount on

Enter “Y” or “N” here if discount applies to freight charges,
sales tax, and miscellaneous charges.

Credit Checking
Rules Apply

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

Credit Manager

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

Over Credit Limit
Allowed

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

Hold Code

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

Multilevel Tax Section

Field

Description

Tax Groups

These fields contain the default multilevel tax code used if no
multilevel tax code defined at customer or transaction level.

* Miscellaneous Tax Group:

*  Freight Tax Group:

* Finance Charge Tax Group:
* Invoice Default Tax Group:

Enter Goods
Amounts as Gross

An entry of “Y” means the price entered on A/R documents includes
tax and the program will calculate a net amount and post tax to

appropriate ledger account. An entry of “N” means price entered on
A/R documents excludes tax and program will calculate tax for you.

Calculate Tax on
Cash Discounts

If an entry of “Y” is entered when paying an invoice, the program will
automatically create an entry in the multilevel tax file to adjust the
original tax amount down to the actual tax paid by customer. If a “N”
is entered, no adjustment is generated when cash discounts are
taken.

Accounts Receivable
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Account Numbers Section

Specific General Ledger account numbers to be posted to as a transaction progresses through the
system.

Aging Information Section

Defines how the system reports on customer aging.

Field Description

Age On Due Date or Invoice Date. This determines if the customer invoices
will be aged based on the invoice date or the due date of the invoice.

The set up required to establish aging periods for AR Aging Reports is as follows:

1 From Update Receivable Defaults screen place the screen in Update mode.
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Step Action

From the Age On field, click on the @ icon. The Setup Aging Periods screen

displays.

E Enter Aging Periods
File Edit View Tools Help

Aaing Period Six: Over 120
Aging Period Seven;

* More than four periods wil require 132 columns or compressed print *

Q8 @ i i QR B b & B
Bt Print  OK Cancel Cu = Zoom | Notes Attachments UFeds ToDo
Setup Aging Periods
Number of Aging Periods: 3
Description Days
Aging Period One: Current 0
Aging Period Two: 10 30 Days 30
Aging Period Three: 31 to 60 Days &
Aging Period Four: &1 to 90 Days a0
Aging Period Five:  91-120 Days 120

=8 R

@ 0

Status  Help

|G oK | i#:* Cancel |
Enter number of aging periods.
3 Enter the number of aging periods in the Number of Aging Periods field.
4 Define the duration of each aging period in the Description and Days fields for
each Period.
5 Click the OK button or press ENTER when complete.

Miscellaneous

Field Description
Is AR Set Up Before setting this flag to yes, all customer open items should be
Complete?: entered and balanced to General Ledger. Once this is set to yes,

« "Y"indicates open items are balanced.

can occur.

customer open items will not be accessible to update.

* "N"indicates open items are not balanced and no transactions

Batch — Invoices?:

processed.

A “Y” or “N” field which determines whether all AR invoices are batch

Accounts Receivable
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Field

Description

Receipts?:

A “Y” or “N” field which determines whether all AR cash receipts are
batch processed.

Require Approval
to Post?:

A “Y” or “N” field which determines whether batches need approval
before being processed.

Approval Code:

The approval code which allows a batch to be processed.

Bank Deposit ID

System maintained value. Incremented each time a bank deposit is
created in the Cash Receipts process.

Finance Charge

If this box is checked the Finance Charge flag in the customer master
will be set to Y when setting up new customers.

Auto Assign
Customer

Check this box if you want the Update Customer Information program
to automatically assign the next sequential customer code when
adding a new customer.

Next Customer
Number

Enter your next sequential customer code when setting up your AR
Default values.

Auto Assign Ship
To

Check this box if you want the Update Ship To Information program to
automatically assign the next sequential ship to code when adding a
new ship to.

Next Ship-To
Number

Enter your next sequential ship to code when setting up your AR
Default values.

Update Account Groups (Optional)

To view this screen press Quit and select (¢) Update Account Groups
Allows user to define and maintain 'groups' of G/L numbers.
* Anaccount group is a particular set of ledger accounts used together for a particular type of

transaction.
» Each account group can reference up to 100 different account numbers.

Accounts Receivable
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'~ Update Account Groups ['= |@
File Edit View Navigation Tools Actions Help
OB & Q A 5] Es o
Quit Print 0K Zoom  MNotes Attachments U Fields
A e 00 O =
Find Prev MNext Add Update Delete Browse
Group Code: ARINVC
Description: ACCOUNTS RECEIVABLE INVOICE
Account Dept Diescription -
110000000 000 ACCOUNTS RECEIVABLE
400000000 000 PARTS SALES
100000000 000 BAMNEK OF AMERICA

Notes 1of14

NOTE: The Account Groups shown here are similar to the ones covered in Chapter 2 (General Ledger).
Account Groups are carried over into all relevant modules in the Fitrix System therefore, they only need to

be set up once.

Accounts Receivable
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Update Customer Information

To view this screen, press Quit and select Update Customer Information (option e).

This data entry screen allows you to add new Customer Information or maintain existing Customer
Information. This data entry screen is located and accessible from the Accounts Receivable Customer
Information Menu and in Order Entry from Setup Order Entry Menu.

E Update Customer Information =

File Edit View Mavigation Tools Actions Options Help
VB OHEPREABORBE OO
? S @ @ @ @ @ @ @ @

ShipTo Activity AddlInfo BilloInfo OEInfo ShipMotes CreditMotes Upd Aging Creditltr CreditCard On

.G O 0 O © @

Find Prey MNext Add

@ @ 3

s Document Delivery  Comm Calc

Customer Information

Code: ROX Contact: 5AM WHITE Phone:
Company: ROX DISTRIBUTION Cell: FAX:
Address: 100 SPRING WAY Email: samw@roxdist.com ‘@ ENai||

Web Address:

City: ATLANTA Salesperson: JC |§ JIM CARSON
State: GA Zip: 3033 AccountType: [DISTRIBUTOR. | Source: [REFERRAL |
Country: US EJ UNITED STATES Resale Mot Resale Expiry: [z
Additional Information Account Balances
Active: [7] Date Established: 01/30/2014 |88 Inactive Date: ] Credit Limit: 2500.00 Current: 1043.93
Terms: A @ MNET 30 Balance: 1049.99 Over 30: 0.00
PayMethod: [ ~ [A] ACCOUNTS RECETVABLE Open Orders: 2048.37 Over 60: 0.00
Avg Days to Pay: [i] Avail Credit: -598.36 Cwver 90; 0.00
Last Pmt Amount: 250,01 LastPmtDate: 013172014 ae] ¥TD Sales: 8,045 Lifetime Sales: 8,045
Credit Information
Credit Chack: [¥] Send Letters: [J] Credit Hold: ] Credit Hold Date:
Credit Manager: maryj |E] Credit Limit: 2500.00 Limit Approved: bettyb Approved Date: 02/12/2014
% Over Limit Allowed: 0.00 Hold Code:  HOLD @
Collection Contact: SAM WHITE Contact Telephone: 404-567-9237 DUNS Mo; 092375123
Tof1

@ox | [Fdcance |

Enter the payment method for this customer.

Press Find and click the OK button (or press ENTER). Click the Next and Prev buttons to navigate to the
desired customer record (or press P or N).
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Using the Other Tool bar Icons to Access Additional Programs

Additional information is accessed and stored by using the toolbar icons.

Credit Notes

These notes display in the Update Customer Orders program once the customer code is entered.

Credit notes are accessible from the Update Customer Information program. When in update mode, click
on the Credit Notes icon to bring up the picker menu.

¥~ Choose an ltem = .

File Edit Help

@ B © 4 @

Quit Print Screen Accept  Cancel  Help

iDE|E‘tE Credit Mote
| Edit Credit Note

|Q OK | |l‘1‘ Cancel |

I

View Credit Notes - allows you to view all credit notes.

New Credit Note - allows you to add a new credit note and this note will be stored with your user id and
date entered.

Delete Credit Note — brings up a list of note information (number, user id, and date) and you can delete a
specific note by double clicking on the item.

Edit Credit Note - brings up a list of note information (number, user id, and date) and you can edit a
specific note by double clicking on the item.

Upd Aging
@

Clicking on the Urd Agina  jcon updates the current, over 30, over 60 and over 90 day values to current
values.
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Acct/Tax Information

To view, click on the Addinfo icon.

7~ Enter Additional Information ’E”E‘
File Edit WView Tools Help
OB WP ER ALREM OO
Acct{Tax Information
Acct. Group: [GIQIE [  ACCOUNTS RECETVABLE MNVOICE
AR Account: 110000000 (%) - 000 (%)
Currency Code: |g
Credit Manager: toms Send Credit Letters: ¥
DAL, Tax; NOTAX El Frt. Tax: NOTAX [ Misc, Tax:  NOTAX (&)
|QOK ||r1§CanceI l

Enter the ledger account group for this customer.

This screen allows you to define customer specific default general ledger account numbers for A/R

posting and Tax reporting.

Field

Description

Account Group :

A default account group can be setup per customer. Optional.

A/R Account :

An Accounts Receivable account number can be defined for an
individual customer. The customer default A/R account number is
used if this account number differs from the A/R Module default. This
entry is optional. If nothing is entered, the A/R default account number
will be used.

Currency Code :

This code is the default currency code for the current customer record
and only applies if the Multi currency module is activated.

Default :

This field provides the default tax setting when adding customer
documents. This default can be overridden at the time of document
entry.

Credit Manager

The value entered here is the credit manager responsible for this
customer and must be a valid login ID. This user id must also be set
up in the security table for users (table name is stxsecur) so that the
program can find the name associated with the id ( See chapter on
Security in the Getting Started With Fitrix manual).lt is this name that
prints on the collection letters sent to the customer.

Send Credit Letters

This value defaults to Y which means a credit letter will be printed for

Accounts Receivable
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Field Description

this customer. If you do not wish to create credit letters for a specific
customer you must change this value to N.

Press ENTER key to return to Customer Information screen.

Billing Information

To view, click on the Billing icon.

7= Enter Billing Information ||| == l

File Edit View Tools Help
OB OB ERA BOBE ~

Billing Information
Statement Date:  12/04/2012 [

Statement Amount: 532546.61
LastPay Date:  10/29/2012 [uid]

Balance: 63284711
On Account: 0.00
Deposits: 0.00

Credit Limit: 50000.00)
Statement Cyde: 1
Open Item/Bal Fwd: O
Finance Charges: Y

Fin. Chrg. Tax Code: |E

gx ) o |

=]
bl

Enter this customer's credit limit.

When setting up the customer billing information before setup is complete, previous account activity can
be carried forward and entered in these fields. Once the A/R defaults are set to complete and transactions
have been posted, the following fields are system maintained.

e Statement Date

e Statement Amount

* Last Pay Date

e Balance

¢ On Account

» Deposits for Sales Orders

The following fields are maintained by the end user:
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Field Description
Credit Limit: This is the dollar amount of outstanding debt allowed on this account.
Statement Cycle: This optional field stores a number that is referred to as the

“statement cycle number”. When you generate customer statements,
the program prompts for one or more cycle numbers thereby allowing
you to generate statements for a particular class of customers or
different time cycles.

Open Item / Bal This field accepts an entry of O (open item) or B (balance forward).

Forward: This code determines the type of statement to be generated for the
customer. If left blank, it defaults to O.

Finance Charges: Determines whether customer is charged a finance charge. If left
blank, the field defaults to “Y”.

Finance Charge Enter tax code to be used when finance charge is created.

Tax Code:

Press the ENTER key to return to Customer Information screen.
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O/E Information

To view, click on the Oeinfo icon.

This screen maintains customer default information that is referenced in the Order Entry Module. This

information can be overridden in Order Entry at the time an individual order is placed.

P Enter Order Entry Information
File Edit

Or O

View Toels Help

Discount/Customer Class: |
Salesperson: 1C
Pay.Method:

PREPAID

306090 [

Ship Terms:

Split Payment Terms:

UPS Account:

Route Code: SE1000
Residential: ™
Ship Complete: ™M

Discount Level: 1

Warehouse Code:

| e

&4 oK

Enter the discount code for this customer.

A ALEM 96

QOrder Entry Information

= EOR 5

&

(®] M carsON

Y

[®] FREIGHT PREPAID- DO NOT INVOIC
30-60-50

ATLANTA DISTRIBUTION CENTER

Note #1: The Discount/Customer Class and Discount Level fields are used for customer pricing in Order

Entry and is discussed in the Distribution training class.

Press the ENTER key to return to the Customer Information screen.

Accounts Receivable
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Ship-To Information

To view, click on the Ship-To icon.

Notes

Contach:
Address 1
Address 2:

City, State, Zip:

Country:

Salesperson:

Discount:

Ship Terms:
Cell:

Fax:

Email:

Web Address:

Warehouse Code:

= Ship-To == B!
File Edit View Mavigation Tools Actions
Q=B e B i B @ @
Quit Print Cu } Zoom  Motes Attachments UFields ToDo  Technical status  Help
Q@ ® @ &
Find Prev Mext Add Update Delete Browse
Customer Code: 1 ACTION ALUTOPARTS
ShipTo: CALIF
ShipTo Mame; ACTION AUTOPARTS WEST Route Code: WEST
Residential: M Tax Code: NOTAX
Freight Tax Code: MOTAX Misc Tax Code:  MNOTAX

STAM WAVERLY

4339 APPLE WAY WEST
AFT 104
VENTURA
us . UNITED STATES

JC A JIM CARSON

PREPAID

Tof3

FREIGHT PREPAID-DO NOT INVOICE

Phone: 805885 5487

CA 93003

o
-

This screen maintains customer ship-to information. If you assign a ship-to during invoice processing, the

bill-to and ship-to will print on shipping documents and invoice forms.

Press the ENTER key to return to Customer Information screen.

Accounts Receivable
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Activity Detalil

To view, click on the Activity icon.

= View Activity =
File Edit Help
oBe G490
Type DocMo Doc Date InwfChk Mo Due Date Balance =
M 2133 0.00 [
M 2124 12/04/2012 23 -100.00 0,00
Ch 2134 12/04,/2012 C2133 100.00 0,00
CM 2129 12/04,/2012 C2128 100,00 0,00
M 2128 12/0472012 2128 -100.00 000
N 2137 12/04/2012 2133-3 03,/04/2013 -33.34 -33.34
N 2130 12/04,2012 2128-1 01,/03/2013 -33.33 -33.33
I 2136 12/04,/2012 2133-2 02,/02/2013 -33.33 -3333
™ 2123 12/04/2012 2123 01,/03/2013 100.00 200,00
N 2135 12/04/2012 21331 01,/03/2013 -33.33 -3333 -
[Q Ok | [r}ﬁ Cancel ] |M New 5eard"|‘ ’Q Detail |
ovR

This screen allows you to view customer activity sorted by most current dates first. You can also change
the sort order by clicking on the column heading.

You can zoom further into the activity by placing cursor on item you wish to research and clicking on the

detail button. If the type of document is IN (Invoice) and you click on detail, the first screen to display is the
invoice header information. When you click on activity to zoom further, the screen displays any payments

that have been applied to the invoice. If the type of document is CR (Cash Receipt) and you click on detail
the screen displays the invoice the payment was applied to.

If you would like to look for a specific document, click on New Search and press the TAB key until the

cursor is located in the Inv/Chk No. field, enter document reference number, and press ENTER.

Accounts Receivable
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Shipping Notes

To view, click on the shipping notes icon.

. r3 SEIpping Motes EI@ .

File Edit Mavigation Help

Q@ 8

Exit OK Cancel Cut

a 0 @ & = ¢

Zoom  NextPage PreviousPage InsertRow Delete Row #Append Row @ Help

User: bettyb on Dec 04, 2012 at 04:50 PM
Call Beb Jehnsen at B00-324-5867 when shipments L
leave the DC

m

([@ox | [igcance | [ZEdt | L, Time Stmp

OVR

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

These notes will display when entering sales orders. When these notes display you have the option of
changing the notes and will then be prompted “Store These Shipping Notes (Y/N). The default is Y and
these notes will then print on the picking ticket and packing list. Any changes made to the notes in order
entry will not change the default notes stored with the customer record.

Credit Letters

To view, click on the Credit letter icon.

3 View Dunning Letter History E@
File Edit Mavigation Help
B oA 2500 90
Letter Date Letter Code =
10/04,/2012 LD60
10/04,2012 COLL
10/04,/2012 LDS0
10/04,2012 LD30
12/06/2011 LD30 =
12/05/2011 LD30
12/05/2011 LD30
12/05/2011 LD30
11/18/2011 LD30
11/18/2011 LD30
10/31/2011 LDa0
08/31/2011 COLL
10/13/2010 LD30 -
[G oK ] [Q:f Cancel
OVR
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This option lets the user view the code of the credit letters sent to the customer and the date they were

created.

Credit Card

To view, click Credit Card icon.

This option lets you view any credit card information that is on file with the customer. This information is
set up in the Accounts Receivable module. Credit card is a method of payment used in Accounts

¥~ Update Customer Credit Card

File  Edit
o= &

4
a

View MNavigation

Tools

Actions  Help

A EBLEM @O

A e 00 0 9 &

Find Prev

Customer Code

Payment Method:
Card Name:

Card No:

Next Add

Update

: 8
CCARD
VISA
6781

Trans Ref No:

Account No:

Route No:

Sodal Security;

Drriver License:

Exp. Month:
First Name:

Address:

City:
Country:

Telephone:

10
BROWN
3320 SPRING RD

ATLANTA
us
770 123 4555

Fax:

Email

¢ johnb@agmail.com

1of1

Delete Browse

LAKE CITY AUTO PARTS
CREDIT CARD
Primary Card: Y
Security Code:

License State:
Exp. Year: 2012

&4 LastMame: JOHM

State: GA Zip:

UMITED STATES

[o]-E-es)

3033%

Receivable and Order Entry.

Click the OK button (or press ENTER) until you are returned to Customer Information screen, then Quit to
return to Setup Receivables screen.

Accounts Receivable
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Update Customer Commission Rates

4

Clicking on the Comm Calc

icon displays this screen. Use this screen to enter variable commission rates
that your salesperson will be paid that are based on the customer code and the item’s price rather than

the global commission rates stored with the the item master record.

-

Enter in item code

I3l Update Customer Commission Rates | = _||__IE_I:|I__EX§_I
OB @il 90
I Item Code Begin Price End Price Commission 2
|12104 2.0000 3.0000 200 L
i12104 3.0001 5.0000 3.00 | b5
[@ox | [i4canca |

Add Contacts

24

Clicking on the 1LiITEEE

icon displays this screen used to store additonal contact information.

Help

= Enter Additional Contacts
File Edit View Tools
PLIX
Contact Telephone Number
DouG 404-545-0389
|G oK | |P:d Cancel ‘
Enter label two

==
QA B0RE 9O

Accounts Receivable

22



Fitrix Accounting Course Workbook

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

e 0 e 8 @O &

Order Price Sales Aging Terms Document Delivery

Order — launches the Update Customer Orders program.
Price — launches the Update Special Price Defaults program.
Aging - launches the AR Aging report program.

Terms — launches the Update Payment Terms program.

Document Delivery — used to set up how documents are to be delivered to your customer. See the
section on Flexible Document Delivery in the Getting Started with Fitrix User Guide.

Update Customer Ship To

To view this screen, select option (f) from Setup Receivable menu, choose “Find”, and click the OK button
(or press ENTER key) to Find All.
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F= Ship-Te
File Edit

Q=

Quit Print

a4 Q@

Find Prey

View Mavigation

4
ad |

Ok Cancel Cut

© 9

=8 el =5
Tools  Actions  Help
Q@ B 5 By @ 9
Zoom  Motes Attachments UFields ToDo — Technical status  Help

Q &

Mext Add Update Delete Browse

Customer Code: 1 ACTION AUTOPARTS

Ship-To: CALIF

Address 1! 4389 APPLE WAY WEST
Address 2: AFT 10A
City, State, Zip: VENTURA CA 33003
Country: US L UNITED STATES
Salesperson: 1C JIM CARSON
Discount:
Ship Terms: PREPAID FREIGHT PREPAID- DO NOT INVOICE
Cell:
Fax:
Emiail:
Web Address:
Warehouse Code:

Notes 1of3

ShipTo Mame: ACTION AUTOPARTS WEST Route Code: WEST

Residential: N Tax Code: MNOTAX

Freight Tax Code: MOTAX Misc Tax Code: MNOTAX
Contact: STAM WAVERLY Phone: 805885 5487

(5]
x

This screen allows you to maintain and add multiple customer ship to locations. When entering invoices
and you define a ship-to code, this is the ship-to address that prints on the invoice. If you do not define a

ship-to, the ship-to address defaults to bill-to address.

Press (Quit) to return to Setup Receivable menu.

Accounts Receivable
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Update Customer Open Items

To view this screen, select option (h) from Setup Receivable menu, choose “Find”, and click the OK button

(or press ENTER key) to Find All.

File  Edit
(ORL =RV X B

Find Prev

Custoner Code: 1

On Account:
Invoice Information

Invoice:

Description:

Date:

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

Discount Date:

AR Account Number:
Customer P. O.:
Currency Exch. Rate:

Home Currency Amount:

1 of 880

View MNavigation

0.00

F Update Customer Open lems

Tools  Actions  Help

ABEREE 90

A e P00 O @O & @

MNext Add Update Delete Browse

Options

ACTION AUTOPARTS

Balance: 632847.11
AR-12 Doc No.:
VARIETY NOVELTY PACKS
07josf2006 i
1243.00
24,86
0.00
0.00
08/05/2008 [y
07/15/2005 R4
110000000 (= - 000
937-322 P. O, Date:

[E= EOR

Currency:

1

07/10/2006 14|

Before the Accounts Receivable Default set up flag is set to complete, all unpaid customer invoices must

be entered into the system as "open items". Customer Open Items are entered one time only during the

Accounts Receivable module setup.

An open item is entered for each outstanding invoice for a customer.

The customer code, ship-to code, invoice number, invoice date, and invoice amount information is
required for each open item. Once the A/R setup is complete these items cannot be updated.

Press Quit and then ESC to return to main menu.

Accounts Receivable
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Update Payment Methods

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

Cash

Credit Card

Debit Card

On Account (ie- open terms)

P~ Update Payment Methods =] =[]
File Edit View Mavigation Tools Actiens Options Help

OB U ULEEA ALY @0

A e ©0 0 9O W

Find Prev Mext Add Update Delete Browse

Payment Code: AR
Payment Description: ACCOUNTS RECEIVABLE

Payment Type: A

20f7

]
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Customer Information

To view this menu, select Financial Management > Accounts Receivable > Customer
Information (option 2).

The Customer Information Menu contains options for maintaining, inquiring, and reporting
customer information.

2 Customer Information

3 Accour B3 2 Custor

=l & Print Customer Terms

[E| f Update Custamer Ship-To's

B o Print Custamer Statements

= h Print Custamer Aging

=] i Print Customer Ledger

j Print Customer Open ltems

k Print Custamer Activity Detail
£ | Credit Letters

m Customer Deposits Report

= n Credit Card Information

&) Exit

Field Description

Update Customer
Information

Is the same data entry screen that is located on the Setup
Receivables Menu.

Print Customer
Information

Prints customer summary or detail information sorted by name
or code.

Print Customer Labels

Prints labels with customer's name and address. Can print by
name or zip code.

Update Customer Terms

A data entry screen for entering customer payment terms.

Print Customer Terms

Prints the customer terms.

Update Customer Ship-
To

Is the same data entry screen that is located on the Setup
Receivables menu. Allows for the maintenance and addition of
multiple customer ship-to locations.

Print Customer

Generates customer statements. Statements summarize

Chapter 3 - 27
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Field

Description

Statements

activity on a customer account and reflect all activity.

Print Customer Aging

Prints summary or detail format showing the total amount owed
by the customer broken down into the aging periods setup in
the Receivables Defaults record.

Print Customer Ledger

Prints a report of all customer activity, both invoices and
payments in chronological order.

Print Customer Open
Iltems

Prints a report that lists all outstanding invoice balances by
customer in chronological order.

Print Customer Activity
Detail

Prints a report of all transactions for the date range specified. It
lists all invoices that still have a balance and any payments that
have been applied to them.

Customer Credit
Management

This submenu contains the programs used to manage sales
orders on hold and to enter, update, and send credit letters (aka
dunning letters) to your customers.

Customer Deposit
Report

This report lists deposits your customers have paid you for
pending sales orders entered through Order Entry.

Credit Card Information

Used to enter and print customer credit card information.

Update Credit Hold Codes

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

There are two hold code delivered with the product. These can be revised as needed and new
codes can be set up if needed.
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- Update Credit Hold Codes
File Edit View Mavigation Tools Actions Help

OB &
QA @G © 9 O® QO W

Find Preyv MNext Add Update Delete Browse

Hald Code HOLD
Description HOLD ORDER. MO PROCESSING ALLOWED,

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

Print Invoice | Mo

1of1

==
QAPRORE OO

- Update Credit Hold Codes
File Edit View Mavigation Tools Actions Help

CLARE Q
A6 90 0 O &

Find Preyv MNext Add Update Delete Browse

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

Functions Allowed
Hold Production Work Order | No
Hold Vendor PO for DIR. Orders [Lines Mo
Print Pick Ticket | No
Update Picked Quantities | Na
Update Shipped Quantities | Mo
Print Packing Slip | Mo
Create Invoice No

Print Invoice | Mo

1of1

LM @O

o
il
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Print Orders on Credit Hold

Run this report to see what customers have sales orders on hold. Contact the customer for

payment if needed and release the orders so product can be shipped to them. See Chapter 9 for

a sample of the report.

File Edit

- Enter Selection Criteria

Customer Code:
Customer Mame:
Order Date:
Hold Code:

P

Enter customer code.

Release Orders on Hold

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

"~ Release Orders on Hold |-
File Edit View Navigation Tools Actions
2B QUL EQ BB BOOEDE 9O
o
Customer Code: AGGER Mame: AGGER DISTRIBUTION
Credit Allowed: 1100.00 Credit Exposure: 2000,00 COwer Limit: 900,00
Contact: GEORGE Contact Phone:
Release Order Number Order Date Hold Code
il 915-1 01/31/2014 2000.00 HOLD

|Q oK | |i:1 Cancel ] |E Header |

Chedk this box to release the order,

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

order has been released.
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r' Update E-Mail Templates Elﬂl

File Edit View Mavigation Tools Actions Options Help
OB U ABROEBMEOOED.
EH @

@0

8
ReplyTo Reporis  Redpients B

G © @ O 9 &\

Find Prev MNext Add Update Delete Browse

Event Code: CREDIT_APPROVED
Description:  SALES ORDER RELEASED FROM CREDIT HOLD
Active: Y
Type: EMAIL Priority Fil=

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

Seq Text

1 Sales Order &torder_no for Bbus_name has been released from credit hold,

20f 16

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

r' Update E-Mail Templates Elﬂl

File Edit View Mavigation Tools Actions Options Help
OF ¥ ABORME E00ED
B & EH

ReplyTo R 5

@0

ients B

G O @ 0O 9O &\
Find Prev MNext Add Update Delete Browse
Event Code: PO_RELEASED
Description: PO RELEASED FROM CREDIT HOLD
Active: Y
Type: EMAIL Priority Fil=
Message Subject: PO# &po_no created by &user for S0# &order_no has been released from credit hald

Seq Text

1 The sales crder that requires this product has been released from credit hold.
2 Please send this PO to the vendor so that the product can be shipped.

14 of 16

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

F" Update E-Mail Templates L= |£|

File Edit View Mavigation Tools Actions Options Help
OB @ik ABOREME00EDE 00
8 EE|

A 0 9 Q@ 0 9 &\

Find Prev MNext Add Update Delete Browse

Event Code: WOQ_RELEASED
Description: WORK CRDER RELEASED FROM CREDIT HOLD
Active: Y
Type: EMAIL Priority Fil=
Message Subject: WO# &order_ws created by &user for SO# &order_no has been released from credit hold

1 The sales crder that requires this product has been released from credit hold.
2 Please process this work order and build the product/job.

16 of 16

Credit Letters

Update Letter

This is where the you define the letter code and the text of the letter. This feature is delivered with
standard text for each letter but you can change the wording as needed to fit your business needs.
You can also use the F1 and F2 function keys to delete and insert lines to fit the address
information to your mailing envelope if a window envelope is being used.
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} F= Update Letter =N
File Edit View MNavigation Tools Actions Help
O B & b i Es .

Qut Print | OK Cancel Cut

Q4 @0 @ 0 0O 9 &

Find Prev Mext Add Update Delete Browse

Zoom MNotes Attachments UFelds To Do

Letter Code: LD30 Desciption: 30-53 days past due
Due Days: 30 CreditHold: M
Minimum Due;
Acct®: §T1 Date: §iletter_date
1§72
1§73
87
275, 8§76 577
| 578
Dear 579
We show the following invoices are now thirty days past due:

1of1

1 vew Detai |

Due Days -determines what invoice detail will print on the letter. In the example above this
letter will print for any customer that has invoices that are 121 days or more past the due date.

Credit Hold - this should be set to N for all letters except the letter that is sent when the
customer is placed on credit hold.

Minimum Due - If the amount due from the customer is less thatalmount, the letter will
not print.
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Update Special Characters

This is where you create the definition for the special characters used within the letters defined in
Update Letter.

'~ Update Special Characters =
File Edit View Mavigation Tools Actions Help
QB ¢ ] Q B ] Es »
Quit Print  OK Zoom MNotes Attachments UFields ToDo
Q4 &

Find Prey Mext Update Browse

Letter Code: ©CRHLD Customer placed on credit hold

| Spe. . (D urce

£ select cust_code from stroustr where cust_code = 87cust_code

g2 select bus_name from stroustr where cust_code = §%cust_code

573 select addressl from strcustr where cust_code = $7cust_code

1574 select address2 from strcustr where cust_code = $fcust_code

575 select city from strcustr where cust_code = $7cust_code

576 select state from strcustr where cust_code = $7cust_code

7 select zip from strcustr where cust_code = §?cust_code

| 578 select country from strcustr where cust_code = $?cust_code

£ select contact from strcustr where cust_code = §7cust_code

8710  select data from stxcntrd where record_key = ‘telephone’

§711  select fname from stesecur, strcustr where user_id = credit_manager and cust_code = $7cust_code
18712 select Iname from stxsecur, streustr where user_id = credit_manager and cust_code = $fcust_code

20f5

=]
]

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

$71 Customer Code

$?2 Business name

$73-$78 Address information

$?9 Contact name found in customer record

$107? Your company'’s telephone number as found in the Update Company

Information program
$117? First name of credit manager

$127? Last name of credit manager

It will also print a list of all invoices that have a balance.
Here is a sample of the invoices over 30 days past due letter:
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A B G 1110 Sample Street
Seantle, WA 98133

DISTRIBUTION (800) 555-1212

!ﬂu:l:'t#: 1 Drate: 121042012
ACTION AUTOPARTS

14307 15T STREET

ATLAMTA, A 30399

s

Dear BILL WALKER

We showthe following inwoices are nowthity days past due:

Invoice Mo: Invoice Date: Due Date: Amoount Due:
1842 a2 2 10M1/2012 237
18421 oass2m 2 100172012 5.00
1832 a2 2 10M1/2012 .58
18371 oo 2 1o0M4/2012 .00
18321 a2 2 10M1/2012 1816
1837 a2 2 10M1/2012 237
1847-1 0asar2mz2 10032012 229
1847 oo a2 2 10M 32012 10.83
18851 09:245201 2 1002452012 2083250
MEI-1 09r255201 2 1002552012 1991 .00

I payment has not yet been sent please send payment in full or
ifthizinformation is incorred please call us at: 573-376-5350

Sincerely,

TOM SMITH
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Print Letters

When you run this program you will be prompted for the following information:

P Enter Selection Criteria EI@
File
©
Letter Code: @
Customer Code: |E|

Letter Date:  12/04/2012 [Lid
Print All Past Due Invoice?: M

Note: If (Y) is selected all invoices even those with due date
greater than next past due letter due days will print.

[Q oK l |r;1 Cancel |

L)
]

Enter letter code.

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

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

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

The letters delivered with Fitrix include:

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

Past Due 30 (letter code LD30) - customer has invoices that are 30-59 days past due.

Past Due 60 (letter code LD60) - customer has invoices that are 60-89 days past due.

Past Due 90 (letter code LD90) - customer has invoices that are 90-120 days past due.

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

To view this submenu select option n from the customer information menu.

2 temM &5 1 Gener;
3 Sales: &5 2 Accour B 1 Recei\u
4 Purchz &5 3 Accout & 2 Custar E a Updat:

5 Prod
. 3 Sep &5 p PrintC [E]| a Update Customer Credit Card
6 Produt i ” :
& s Fixed /S Exit [ c PrintC [= b Print Credit Card Information
s e E d updat: !=! ¢ Expired Credit Card Report
= 8 Gener 5 7 Multi-Level Tax e PrintC 5] Ext

PCEPREORD

ol Ext o] Exit [El f Update Customer Ship-To's
£ g Print Customer Statements
[E5 h Print Customer Aging
=1 i Print Customer Ledger
,,E_‘. j Print Customer Open ltems
= k Print Customer Activity Detail
[ | Credit Letters
g m Customer Deposits Report

£ n Credit Card Information

& Exit

The Accounts Receivable module interfaces with a payment transaction network for automated
credit card processing. Credit card information is stored at the customer level. When invoices are
entered the invoice information is automatically sent for real time authorization or you can send in
batch mode if processing many invoices. The following day you then run the settlement program
to settle the transactions.

The documentation herein is for the Fitrix credit card processing functionality through an interface
with Skipjack Financial Services. Other interfaces may be supported in the future. Please check
with your Fourth Generation sales representative.

Enter Credit Card Information For Customer:

This program is used to store credit card information for the customer. Each customer can have
multiple credit cards.

Please note that this program can also be accessed from within the Update Customer Information
program.

Chapter 3 - 37 Accounts Receivable



Fitrix Accounting Course Workbook

A Update Customer Credit Card

File  Edit
o= &

Q@ G @

Mext

Find Prev

Customer Code

Payment Method:
Card Name:

Card No:

View

MNavigation

q :

@

Add  Update

: 8
CCARD
VISA
6781

A EBLEM @O

Tools  Actions  Help

@ &
Delete Browse
LAKE CITY AUTO PARTS
CREDIT CARD
Primary Card: Y

Security Code:

Trans Ref No:
Account No:
Route No:
Sodal Security;

Drriver License: License State:

Exp. Month: 10 Exp. Year: 2012

First Name: BROWMN &4 LastMame: JOHMN

Address: 8320 SPRING RD

City: ATLANTA State:  GA

Country:

Zip: 30339

us UNITED STATES
Telephone: 770 123 4555
Fax:

Email: johnb@gmail. com

1of1

W

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

Customer code
Card Name
Card Number
Security Code
Exp Month
Exp Year
First_Name
Last Name
Addressl
City

State

Zip

Phone

Email

The following information is required for debit cards and therefore must be filled in:
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Customer code
Account No.
Route No.
Either Social Security Number OR Drivers License and License State
Exp Month

Exp Year

First. Name
Last Name
Addressl

City

State

Zip

Phone

Email

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

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

‘Walidate credit card with Skip Jack?

Selecting ez will tempaorarily authorize $1.00 on pour account

R

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

Print Credit Card Information (option b):

This report will list in either summary or detail the credit cards you have on file for your customers.
Here is a sample of the detail report:
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9 Print Credit Card Information
File Mavigate Heln

O 002 <

Date: 09/28/2008 Credit Card Information

Time: 14:24:36 ABC DISTRIBUTION Page: 1

Customer Code First/Last Name Card Name Munber

1 TOM VIsh 2228
ACTION SUPPLY SMITE

Exp. Month: 08
Exp. Year: 2009
Address: 8320 TEST UAY

City: ATLANTA State: GA  Zip: 85284
Country: US

Telephone: 678 123 4567

Email: test@hotmail.com

bl
PR 1261 credit card in AR oo - Miorosaft Word b =

Expired Credit Card Report (option c) -

This report will list all credit cards that are about to expire so that the user can contact

the customer and get updated information. User is prompted to enter a date and all credit
cards with an expiration date prior to this will print.

Update Customer Terms

To view this screen, select Update Customer Terms (option d).

Update Customer Terms is the data entry screen that allows you to add and maintain customer
terms. These are reference files used by both Accounts Receivable and Order Entry.

Chapter 3 - 40 Accounts Receivable



Fitrix Accounting Course Workbook

F Update Custormer Terms EI@
File Edit View Mavigation Tools Actions Help
OB O @ [ B @ 7]

Quit Print OK Cancel Cut Copy Paste Zoom  MNotes Attachments UFields ToDo  Technical status  Help

a0 009 0 90 @\
Find Prev MNext Add Update Delete Browse
AR Terms Code: MET30

Description: MET 30 DAYS

Due Days: 30

Discount Days: 0

Discount Percent: 0.000
9 of 11

Field Description

A/R Terms Code Six-digit alpha/numeric code identifying the type of terms.

Description Thirty character field for describing the terms.

Due Days Numeric field that records the number of days that are added to the
invoice due date to determine when an invoice should be paid in full.

Discount Days Numeric field storing the number of days that are added to the invoice
date to determine if a discount from the total payment is valid.

Discount Percent Numeric field stores the percentage that is used in calculating the
discount. Entered as whole numbers, (i.e. - 2% entered as 2.0).

Press Quit and ESC key to return to the main menu.
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Receivables Transactions

The major tasks involved with Accounts Receivables document processing include:
* Receivable Document: Customer Invoices, Credits and Debits
* Receipts Document: Customer Payments, Non A/R Cash Receipts, Bank Deposits

* Receivables Journal Processing: End of period Processing and Transactions

Receivable Document Transaction Processing Flow
1. Enter Transactions as A/R documents
2. Process credit card transactions.
3. Print Edit Lists and Check for Errors
4. Print Customer Invoices

5. Post A/R Documents

Receipts Document Transaction Processing Flow
1. Update A/R Receipts or Non A/R Receipts. Create Bank Deposits
2. Print Cash Receipts Edit List and Check for Errors

3. Post Cash Receipts

Receivables End of Period Processing
1. Print the Receivables Journal (GL Distribution of all A/R documents.)
2. Print Cash Receipts Journal (GL Distribution of all A/R receipts.)
3. Print G/L Activity (All GL activity generated by A/R transactions.)
4. Create Finance Charge Invoices
5. Create Recurring Documents
6. Print Customer Statements

7. Print Customer Aging

Chapter 3 - 42 Accounts Receivable



Fitrix Accounting Course Workbook

The Receivable Ledger

To view this menu, select Financial Management, Accounts Receivable and then select
Receivable Ledger (Option 1).
This menu contains the options related to the processing of Receivable Transactions.

DEV54O
_Flnanc 1 Financial Manlgement
_”9"”“‘1 [SRECELEE 2 Accounts Receivable

f ﬁ 1 Receiy

t_n-l:-:w Py

Sales

Purchc

Produt &5 F|xedﬂﬂ Ewit
Custor ﬁ 6 Multi-Currency

Gener Ej T Multi-Level Tax

§l Exit

ﬁl 3 ACCD“' EH 2 CUStU' |_| a Update Recewable Documents !
Produc Ea 4 Pavroll & 3 Setup

1 Recewahle Ledger

g b Frint Receivahle L|St|ng
&} ¢ PrintInvoices

& d PostReceivable Documents

£ e Process Cash ReceiptsiBank Deposits
f Print Receivables Journal

g Print Cash Receipts Journal

B h Print GiL Activity

g i Create Finance Charge Invoices

g j Create Recurring Documents

&= k Credit Card Processing

& 7 Batch Maintenance

of Exit

Document Transactions Processing Flow

Field Description

Update The data entry screen for Customer Receivable documents. Used for
Receivables non-inventory invoice transactions like a monthly service fee.
Documents

Print Receivables
Listing

Prints an edit list of all receivables documents which are not posted.

Print Invoices

Prints A/R invoices.

Credit Card
Processing

Authorize in batch and Settle credit card transactions.

Post Receivable
Documents

Selects all un-posted documents and posts ledger information to the

G/L Activity Files and Accounts Receivable information to the
customer activity files.

Chapter 3 - 43

Accounts Receivable



Fitrix Accounting Course Workbook

Field Description

Process Cash The data entry screens for Cash Receipts and bank deposits.
Receipts/Deposits

Print Cash Prints an edit list of receipts prior to posting.

Receipts Listing

Post Cash Posts A/R and Non A/R Cash Receipts to the Accounts Receivable
Receipts and General Ledger activity files.

Accounts Receivable Ledger Processing Activities

Field

Description

Print Receivables
Journal

Prints the Accounts Receivable Journal for selected dates.

Print Cash
Receipts Journal

Prints the Cash Receipts Journal for selected dates.

Print G/L Activity

Prints a summary or detail report of the G/L Transactions originating
from A/R unlike the GL activity report that prints from the GL module.
This report includes transactions from all Fitrix modules.

Create Finance
Charge Invoices

Selects past due invoices to apply finance charges to and creates
finance charge documents in the receivable documents file.

Create Recurring
Documents

Creates recurring accounts receivable documents.

Batch Maintenance

Used for approving batches if batch control is turned on and batches
require approval.
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Update Receivables Documents

To view this screen select Update Receivable Documents (Option a).

The Update Receivables Documents is the data entry screen for Customer Receivables
documents and is used to enter, modify or delete receivable documents. This screen has three
sections.

Header Portion of the Data Entry Screen contains the following document information:

v Update Receivable Documents
File Edit View Mavigation Tools Actions Options Help

QB O Q@ B oL B

Quit Print | OK Cancel Cu Zoom  Motes Attachments UFelde ToDo

Batch Options  C

A6 ©0 0 9 K

Find Prev MNext Add Update Delete Browse

Doc Date: 12/07/2012 [tE4| InvDate: 12/07/2012 (] DeptMo: 000 1 Gross Amt Entry: N
Cust.: 12 R, CLASSIC PARTS UNLIMITED ShipTo: SHIFTO RefNo.:
Type.: I Invoice 2143 Recur: Tax: MOTAX
Desc.: Acct, Group: L Pay Method: AR
Terms: NET30 L NET 30 DAYS Pk Posted: M

Taw Cd Price

| 0 Qty i 0 A
| DECEMBER 10 EA MOMNTHLY MAINTENANCE  NOTAX 1000,0000 1000.00

|
Total Amounts
Currency: Sub-Total: 1000.00
Misc.: 0.00 Freight: 0.00 &
Net: 1000.00 Tax: 0.00 Total: 1000.00 =
Account Information

(New Document) Barch ID: 89

Field Description

Doc Date Defaults to system date format mm/dd/yyyy. This is the General
Ledger posting date

Inv Date Defaults to system date format mm/dd/yyyy. This is the customer
invoice date and is the date used to age the invoice on the AR Aging
report.

Dept. No. Three character alpha/numeric.

Gross Amount Default is value set up in Setup Receivable Defaults. If gross amounts

are entered, the tax is automatically backed out and the net amount
displays in the accounting window at the bottom of the screen.

Chapter 3 - 45 Accounts Receivable



Fitrix Accounting Course Workbook

Field Description
Posted "Y*" or "N" system maintained.
Customer Customer code (up to twenty characters).

Customer Name

Display only, name is looked up from the customer code.

Ship-To

Customer default shipping destination, if more than one ship-to, Zoom
to select.

Doc Type

(Dnvoice, (C)redit Memo, (D)ebit Memo, (F)inance Charge Invoice.

Invoice

You can assign an invoice number by entering it here. If you do not
assign an invoice number it will be assigned by the system when the
transaction is saved.

Description

After selecting a document type, the word Invoice, Credit, or Debit
displays here. Next to this is a field to enter a document number. If left
blank, it will be assigned a number when you print the document.

Recur

If there is a code entered in this field (user-defined code such as M for
monthly or Q for quarterly, the program treats this document as a
recurring document. Recurring documents are explained in greater
detail in Create Recurring Documents section.

Ref. No.

If document type is (C) or (D) enter original invoice document number
it applies to and the program will automatically apply the debit or credit
to this invoice. If left blank this will create an open item on the
customer’s account. The invoice document number may be different
than the invoice number if you manually entered the invoice number.
To find the invoice document number go to the Update Customer
Information program and view the activity screen that can be
accessed from the toolbar.

Tax

Stores a 6 char field for multilevel tax as defined in customer record
or AR defaults.

Description

Description of document.

Acct. Group

Default Account Group entry is optional.

Pay Method

Displays pay method retrieved from the customer master record.

Terms

Stores payment terms code as defined in the customer record, or AR
defaults.

Terms Description

Description of Terms Code.

P.O. Nine character user defined entry which stores an optional P.O.
number for tracking the order.

Misc For any applicable miscellaneous charges to be added to invoice.

Freight For any applicable freight charges to be added to invoice.

All Other Fields

Maintained by system.
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Field Description
Addl Info icon on You can click on this icon to enter invoice notes, a PO date, and to
toolbar change the discount given if any

Detail Portion of Data Entry Screen:

Field Description

Item No Eight-character alpha-numeric. Since A/R documents don't relate to
inventory, anything can be entered here.

Qty Quantity of item sold.

Unit Unit of measure.

Description User defined entry.

Tax Cd Multilevel tax code defined in header.

Price Unit price.

Amount System maintained (Price x quantity).

Account Number Section:

The account number and department code will automatically default to the values set up in AR
defaults. If you need to change:

1 Place cursor in the Item Code field, and then Click the Zoom button (or press
CTRL-Z) or click on the Acctg Info icon on the toolbar. The picker window
displays.

2 Place the cursor on the item you wish to change, and then click the OK button (or

press ENTER).

3 Enter the new value.

4 Press the ENTER key to save the change.

After documents are entered, run the edit list, print the invoices, and post. Printing of the invoices
is optional as it is not needed for the post to run.

Press Quit to return to the Receivable Ledger menu.
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Update Non A/R Cash Receipts

To view this screen, select update Non-A/R cash receipts (option a) on the Process Cash
Receipts/Bank Deposits submenu.

'~ Update Nan-A/R Cach Receipts ||| -3 |
File Edit WView Mavigation Tools Actions Options Help
OB VO PEHABLULBMN B00EDH L
&

Batch Options

A0 0O 0 9 .\

Find Prev Mext Add Update Delete Browse

@0

Chedk Information Cash Account
Date: 12/07/2012 |ii Posted:
Check Mumber: 23442343 Cash Account: 100000000 | = - 000
Description: FREIGHT REFLIND
Receipt Amount: 567,50

Account Dept Account Description Received Amount Credit/Debit

[
|
| 502000000 000 FREIGHT OUT 567.50 567.50 CR

Totals

Total Paid: 567,50

Balance Remaining: 0.00

(New Document) Baich ID: 152

Update Non A/R Cash Receipts is the data entry screen which maintains cash receipts that are
not related to a customer account (i.e. - don't affect the balance a customer owes you).

Field Description

Date This date field records the date that your company received payment
from the customer. It defaults to the data entry date.

Check Number The check number received.

Description The purpose or amount of payment described.

Posted A “Y” or “N” field indicating if the cash receipt was posted to the

General Ledger.

Receipt Amount The amount of the check received.
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Field Description

Cash Account This numeric field stores the ledger account number for your cash
account that will be increased by this transaction. It defaults to the
account set up for Cash in the Accounts Receivable Defaults
program. Refer to “Update Receivable Defaults” under “Setup
Receivables Menu” in this manual.

Account This column stores the ledger account numbers that are affected by a
cash receipt (other than the Cash Account listed in the header; the
Cash account specified in the header is automatically debited by the
account entered for each line in the detail section). The Zoom feature
is provided.

Dept. This three character field stores a department code that identifies a
profit center, or a division of the company, etc. Throughout the Fitrix
Business modules, you have the option of posting sales and
expenses to specific departments. The use of department codes is
optional. If left blank, the field defaults to 000. The Zoom feature is

provided.
Account This system-maintained field displays the name of the ledger account
Description once a valid ledger account number is entered in the Account field.
Received This numeric field stores the amount that is posted to an account.
Credit/Debit The amount that is either debited or credited to the account.
Total Received This field displays the amount of the figure in the Receipt Amount field

that has been accounted for in the detail section.

Balance Remaining This field displays the difference between the Receipt Amount and the
Total Amount..

Update A/R Cash Receipts

To view this screen, select Update A/R Cash Receipts (option b) on the Process Cash
Receipts/Bank Deposits submenu.

This is the data entry screen that maintains and updates receipts from customers for payments on

their accounts. When updating a customer receipt once the Customer Code is entered, all
customer open items appear in the detail portion of the screen.
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P~ Update A/R Cash Receipts | = |@
File Edit View Mavigation Tools Actions Options Help
)B OWREBREA BB M BE00EDE 90
L& © 0 O
Customer
Date: 12072012 @ Currency Code:
Customer: 18 =] Mame: GIDECN ALL AROUND ALTO SUPPLY
Check Number: 31212231 Description:
Receipt Amount Account
Receipt Amount: 270,56 Posted:
On Account: -510.00 Cash Account: 100000000 (&) - 000 (&)
Deposits: 0.00 Non-Attached:
Automatic Pay: E
T66 02/14/2012 26525 03/30/2012  02/14/2012 0.00 265.25 0.00 000 |
1777 07/10/2012 531 07/10/2012  07/10/2012 0.00 531 0.00 0.00
7 08/30/2012 5.00 09/30/2012  09/30/2012 0.00 5.00 0.00 0.00
24 09/30/2012 4.06 093072012  09/30/2012 0.00 4.06 0.00 0.00
Totals
Available: 780.56 Total Discount Allowed: 0.00
Total Applied: 0.00 Total Charge Backs/Write-offs; 0.00
[@ox | [ifconcel | [EEpetal |
Enter [¥] to automatically pay the oldest invoices. 5

Header Portion

Field

Description

Date

This date field records the date that your company received payment
from the customer. It defaults to the data entry date.

Currency Code

The type of currency accepted on this account, normally US dollars.

Customer

The first field is the customer code, the second is the Accounts
Receivable name.

Check Number

The check number received.

Description

The purpose or amount of payment described. This description will
print on the GL activity report.

Receipt Amount

The amount of the check received.

On Account

System maintained field for payments received from customer but not
applied (ie- prepayments).If this amount is positive (customer owes
you money) and user selects Automatic Pay they will be prompted
“Apply Payment to OA Y/N?”
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Field Description

Deposit System maintained field for payments received from a customer for
an OE sales order that have not been applied. See section below on
entering customer deposits.

Automatic Pay If a “Y” is entered in this field, payment will be applied to oldest
invoices first until total receipt amount is applied. If you want to apply
payment to specific invoices manually, press Ctrl TAB to enter detalil
section of screen.

Cash Account This numeric field stores the ledger account number for your cash
account that will be increased by this transaction. It defaults to the
account set up for Cash in the Accounts Receivable Defaults file.
Refer to “Update Receivable Defaults” under “Setup Receivables
Menu” in this manual.

Non-Attached System defaults to “N” but if you receive a payment you do not want to
apply, (i.e., payment in advance and therefore not invoiced), change
to a “Y”. Once transaction is posted, this amount will be included in
the On Account total.

Detail Portion (Ctrl TAB to access) of the screen allows you to update receipts based on line detalil
information by entering one of the following six characters under the Cmd? column.

Option | Field Description
(1) Auto payment Is credited to current invoice allowing for any discounts if
applicable.
2) Disc payment Is credited to current invoice with discounts allowed
regardless of date.
?3) No Disc. Is credited to current invoice with no discounts allowed.
Payment
4) Man. payment Amount to pay on the invoice is manually entered and
applied.
0] Invoice Detall Pulls up the details of the line item selected.
©) Customer Pulls up a screen with detailed customer information.
Information
P) Paid Invoice Allows you to search for a paid invoice to apply the payment

to (duplicate payment). Using this option will reopen the
invoice on the customer account with a negative balance.

CtrlZ | Zoom to If the customer has many open invoices, you can use Ctrl Z
browse to find a specific invoice instead of scrolling through the
entire list
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Press Quit to return to the submenu.

After Cash Receipts transactions are entered, the next step is to print cash receipts listing (option
¢) to verify information is correct and then run Post Cash Receipts (option d).

Creating Charge backs and write-offs in cash receip  ts.

This feature allows you to create customer charge backs and write offs while in the cash receipts
program.

For example, a customer pays $300 of a $500 invoice, taking a $200 deduction. You have three
options:
1. Create a chargeback debit memo- instead of short paying the invoice and leaving a
balance due on it, pay off the entire $500 invoice and create a new open item for $200

until the research can be done to determine whether a credit is due to the customer.

2. Create a write off credit memo to clear the balance.

3. Short pay the invoice leaving a balance due.

If customer short pays an invoice, you are prompted as follows:

= Answer

Create a Memo Y N?

dves | [dNe |

If N is entered, a balance will be left on the invoice. If a Y is entered a memo screen displays:
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¥~ Enter Memo Information = [=]

File Edit Mavigation Help
OB OURPEHRA LGOQEDIE OO

Mema Entry
Invoice Balance: 11.99 Memeo Amount: 11.99
i Ln Typ Date Memao Ma. Description Amaunt
C 09,/21/2011 CB5001 FRT CHARGE DISPUTE ;’?r&g

[@ox | [i4cance |

Enter the amount for the memo.,

Memo Type - defaults to C for chargeback and this type will leave a balance on the customer’s
account. The other valid entry is W for write off. If W is used when the receipt is posted a credit
memo will automatically be created to clear the balance not paid on the invoice.

Memo Number — you must enter and it must be a unique value.

Memo Date - this will default to the date of the invoice the memo is being generated from so that
it will age the same as the invoice on the AR Aging report. You do have the option though of
changing this to another date.

Description — free form text entered by you.

Memo Amount - the difference between the invoice amount and the amount applied to it.

You can change this amount though and enter another memo or store the transaction and leave a
balance due on the invoice.

When the cash receipt is posted the post program automatically creates the chargeback debit
memo or the write off credit memo. At the end of the report will be a listing of any memos created.

Applying Cash to Multiple Customer Codes:

On occasion you may need to apply a single cash receipt to multiple customer codes. An example
of this is when a corporate office is paying for multiple divisions and you have each division set up
as an individual customer code. If this is the case you will want to carry over unapplied cash to
another customer code.

In Update A/R Cash Receipts program if the amount received is greater than the amount applied
you will receive the following prompt when you try to store the transaction:
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¥~ Confirm EI@

Amount Received exceeds amount Applied. Do you

want to apply this remaining cash to another

customer?

e

[w]
A

If you enter N, the excess amount will be applied On Account. If you enter Y, a new cash
application screen displays with the carry over information (cash amount remaining, check
number, etc.) Enter Add mode to enter the new customer code and apply the cash. This process
continues until all cash received is applied.

Press Quit to return to Receivable Ledger menu.

Entering and Applying Customer Deposits:

This all assumes there is a sales order in the system prior to the deposit being entered in Update
AR Cash Receipts program and only one deposit per order can be entered at a time unless it is a
contract. If it is a contract then the deposit entered will be split amongst all orders on the contract.

Entering a Customer Deposit (option f on the Receiv  able Ledger menu):

Note: If you receive a deposit from a customer prior to entering the order it will need to be
handled as follows:

1. Enter the deposit as a Non Attached payment using the Update AR Cash Receipts
program and post the transaction. This will post the deposit amount to the customer’s On
Account balance (unapplied cash).

2.  When you do have the order in the system, reverse the On Account amount by entering a
negative Non Attached payment and post the transaction. This will clear the existing On

Account.
3. Enter deposit, select the order(s) it is to be applied to, and post the transaction.

To apply a deposit to an order or several orders on a contract, the orders must first be entered in
the system. Once entered, go to the Update Cash Receipts program and enter the payment
amount as a Non Attached payment.

Once you enter a Y in the Non Attached field, the following screen will display:
L]
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¥ Select Item EI@

File Edit Help

O =YVEX"” ]

Create Deposit

[G oK l [Q:{ Cancel l

Select Create Deposit and this screen will display:

I~ Select Method = =[]

File Edit Help

O =YVEX"” ]

Customer Order Mumber

Custormer Contract Mumber

[G oK l [Q:{ Cancel l

If you are applying the deposit to a single order, select Customer Order Number and this screen
will display so you can enter the customer order number:

T Aol Wformation =

File Edit Help
O= G WRhEER 90
Qrder No: =8l (=)

[Gox | |[fqcancel |

Enter The Crder Number For This Deposit
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When you press Enter or click on OK this screen displays:

= additional Infermation E=n = -

File Edit Mavigation Help

OF OUBRHALTOQEDE 0O
Deposit Entry

Deposit Amount: 4000.00 Deposit Balance: 0.00

l Crder Mo, Order Amount  Deposit Amount

3631 12000.00 l4000.00]

Qo | [4canca |

Enter the amount for the deposit. i

Click on OK and then click on OK from the main cash receipts screen to save the transaction.
If you want to apply the deposit to multiple orders on a contract, select Customer Contract

Number on the Select Method screen above rather than Customer Order Number. When
selected, this screen will display:
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& Deposit Input

File Edit' Mavigation Help
QE GtipEd
Deposit Entry

Deposit &maurt: | 10000.00|  Deposit Balance: ' EIDD
[ Order Ho: Order Amount Deposit Amaunt |

1316 3750.00 [2500.00} [

1317 3750.00 2500.00

1318 3750.00 2500.00

1319 3750.00 2500.00

[' ] 4 ] [Q:fﬁancel ]

DR

Enter the amount for the deposit.

The amount of the deposit will be evenly distributed amongst all orders on the contract but the
amounts can be changed if needed. Any changes made must equal the amount of the total

deposit.

When the transaction is posted it creates this General Ledger entry:

Debit Cash
Credit AR

Display of Deposit Information:

The deposits entered display in several programs:

Update Customer Information- a field has been added to the Billing Information screen for

Deposits:
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File Edit Help

O N VEX HEPES

Billing Information

Statement D ate

Statement Annaumnt

Balance

On Account

1/04/2008

|0 26 ]

:
Laszt Pay Date: |02/26/2008 (I3

p -49550.05

: - 00|

S0000.0

Deposzits

Credit Linnit:
Statement Cycle;
Open ltem/B al Fiad:
Finance Charges:
Fin. Chrg. Tax Code:

[ ok ] [Q:{ Cancel ]

ONE,

Enter this customer's credit lin

Customer Deposits Report — this report program is Option (m) on the Customer Information
menu.

E= R

- _!':F (fu&tomerhlj‘eposifs.keporé
File MNavigate Help

O Q00D <

Customer Deposita Heport
ZBC DISTRIBUIION

L

Date: 12/07/2012

Time: 14:08:3Z2 Fage: 1

m

Customer Code Customer Name

Order No Order BEmount Deposit Check No

14 — COMPETETION SPECIALTIES

2807 28,451 .30 10,000.00 4234224 =
Customer Total: 23,451 _30 140,000.00

CWI1 - CWI TEST WEITE OFF

3722 500.00 100.00 z3121
Customer Total: 500.00 100,00
Report Total: 28,5951_30 140,100.00

The following reports combine the deposit amount and the on account amount:
L]
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Customer AR Aging reports
Print Customer Open Items
Print Customer Statements

Invoicing the Order:

When you invoice an order that has a deposit applied to it, the deposit amount will print on the
invoice and the invoice total that prints will be net of the deposit amount. The amount of the

deposit applied to the invoice also displays on the Update Invoices screen:

rau pdate Invoices/Memos

Auto Approve?
PR
1

¥ 1 PST GMS504100

0.000

B Tax:

4,000

3000.0000

12000.00

Sub-Total: 12000.00
Discountable?: Discount: 0.00
Taxable?: Freight Amount: 0.00

Line Tax Code: Freight Tax Code: NOTAX
Ship Weight: Total Tax: 0.00
Pic Ticket No.: Restock Fee: 0.00
Spedial Handling Fee: 0.00
Total Invoice: 12000.00

1of1

File Edit View Mavigation Tools Actions Options Help
/T i % I " 1 5T T FE ST
OB U ULPHANOIRN BEOOEDE 0O
Batch Options L
Te 00 0 0O &
Find Prev MNext Add Update Delete Browse
Sales Order: 3631 CLASSIC PARTS UMNLIMITED ShipTo: EAST
Pay Method: AR .| ACCOUNTS RECEIVABLE Terms: MET30
Bill-To: 12 Deposit Applied:
Invoice Date:  10,/02/2012 JLEd Order Type: REG Inv.5tage: PST Invoice: 1905
Ship Terms: PREPAID FREIGHT PREPAID- DO NOT INVOICE BUYE Inv.Frght®: N
Discount : MNOTAX Currency:

[E=H ol ™)

.| Split Terms:
4000.00

Partial shipments:

If you are unable to ship and invoice the entire shipment due to the merchandise not being
available, it could happen that the deposit amount exceeds the invoice amount of the first
shipment. For example, the order amount is $100,000, you have applied a deposit of $50,000 to it,
and the first shipment is for $30,000. When this happens $30,000 of the $50,000 deposit will be
applied to the invoice (net invoice amount that prints will be zero), and the remaining deposit
amount of $20,000 will be applied to future shipments for this order.
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Applying Deposits When Applying Cash Receipts:

Go into the Update AR Cash Receipts program. Select the invoice that your customer is paying.

'~ Update A/R Cash Receipts |E”E .

File Edit View Mavigation Tools Actions Options Help

ORIV AXE

-3

A A0REMEM BO0Q0EDIE 00O

S <
Fnd. Brei
Customer
Date: 10/02/2012 [t14| Currency Code:
Customer: 12 3 Mame: CL.-;-\SSIC PARTS UNLIMITED
Check Number: Description:
Receipt Amount Account
Receipt Amount: 8,000.00 Posted:
On Account: -53,735.37 Cash Account: 100000000 |= - 000
Deposits: -4000.00 Non-Attached:

Automatic Pay: N

|Cmd?  Invoice No. Inv. Date Orig, Amount Due Date Dsc. Date Dsc. Bal Balance Due Discount Applied - |
1898 10/01/2012 4046 10/31/2012  10/01/2012 0.00 40.46 0.00 0.00
1899 10/02/2012 50.00 11/01/2012 | 10/02/2012 0.00 50.00 0.00 0.00
1902 10/02/2012 500 11/01/2012  10/02/2012 0.00 -5.00 0.00 0.00
|1 1905 10/02/2012 1200000 11/01/2012  10/02/2012 0.00 12,000.00 0.00 0.00
Totals
Available: 65,736.37 Total Discount Allowed: 0.00
Total Applied: 0.00 Total Charge Backs/\Write-offs; 0.00
Batch ID: 141

|G oK | |t:1 Cancel ] |E Header |

Enter [1] Auto [Z] Disc [3] Mo Disc [4] Man [[Inv Detail [Clust Info [Plaid Inv

When you press TAB the following prompt displays the amount of the deposit applied to the order
when the order was invoiced. Click on OK or press Enter to apply the deposit.

= Answer

Apply Deposit Amount of 4,000.00 to invoice 1905 ?

tg Yes ’| |lr1 Mo |

When the transaction is posted the invoice will be paid in full and the deposit amount will be set to
0.
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I Post Cash Receipts o)
File Mavigate Help

O Q002 <
— i
Date: 10/02/201Z Cash Heceipts Posting List |
Time: 17:4Z:50 LBC DISTRIBUTICOH Page: 1

Batch: 141 Owner: bettyk Posting Seguence: 37

Document MNumber: 153 Date: 10/02/2012 Check Number:
Customer: 12 - CLASSIC PARTS UNLIMITED
Degcription: Check Zmount: 2000.00
Locount Zmount
110000000 -000 INWVOICE: 1305 DOC: 1305 1z,000.00 CR
110000000 -200 DEPDSITS 4,000.00 0B
100000000 -000 BANE OF AMERICR g8,000.00 OB
Total Debkits Total Credits
1z,000.00 1z,000.00

wkkd End of Report.

Refunding Deposits

In the event that you received a deposit from your customer and then they cancel their order with
you, follow these steps to clear the deposit from their account.

Go into Add mode in the Update AR Cash Receipts program.

For the receipt amount enter a negative dollar amount equal to the deposit amount.
Enter a Y in the Non Attached field.

When you press TAB this screen displays:

AN
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Select Item E@

File Edit Help

OBRUe @

Flace on Account

Create Deposit

[G Ok, ] [Q:f Cancel

OB

5. Press Enter or click on Tab this screen displays:

Select Method
File Edit Help

ORGY @

uztamer Order Number
Customer Contract Mumber

[ 1] ] [Q:* Cancel

% OWR

6. Selecting Customer order will display this screen:
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& Deposit Order Input EIIEI@

File Edit' Help
OF QWRE
DlderNo:g-

’ (1].4 ] [t:![fancel ]

VR
Enter The Order Mumber For This Deposit

When you press Enter or click on OK you will receive this prompt:

& Answer

Clear Deposit For Thiz Record?

@ Yes J ’P\:ﬂ Mo ]

Press Enter or click on Yes to accept and then enter a Y on this screen:

¢ Delete Deposits Q@@

File Edit' Mavigation Helo

‘OF GUPREX 2500ED 0O

Clear Deposits

Depasit Amount; | 50000.00)  Depasit Balance: I
Order Mo Order Amount Deposit Amaunt Clear?
1321 | 10000000 B0000.00Y

[G 0K ] ’r;* Cancel J

R

Reverse (Clear) This Deposit Record?
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7. Save the transaction and run the edit and posting reports. The GL entry created is:

Debit AR
Credit Cash

When you write a check to your customer to refund the deposit, the GL account you
debit should be the same Cash account credited by the posting report.

Create Bank Deposits

You can group cash receipts by deposit ID so that a single entry is made into the check
reconciliation table for multiple cash receipts.

To create a bank deposit, select option (e) from the menu below:

File ‘iew Ewecuts Sefings Help

el =2

Dev 5.40

[=REMILEN 1 Financial Management
2 2 temM g5 1 Gener PN T

& 3 Sales &g 2 Accour & 1 Recen TN Ledger
= 4 Purch:

5 3 Accoul & 2 Custor [ a Updati P R L e
5 5 Produt & 4 Payroll & 3 Setup &, b PintR e

6 Produg ; i == =
U & 5 Fuedfo] BXit [ ¢ Prntin [& b Update AR Cash Receipts

=

a Update Mon-A/R Cash Receipts

7 Custor g i
- Sl i d PostR ¢ Print Cash Receipts Listing

= 8 Genen i
ond 68 1 Musd evel Tax 5 e Proces [E o PostCash Receipts

o Bat ¢l ext f PrntRt [E e Update Bank Deposits
{5 g PrintC (& f print Bank Deposits
= h PrintG = g PostBank Deposits
{2} 1 Create 5] Exit
[=| | Create Recurring Documents
53 k Credit Card Processing

&2 z Batch Maintenance

4] Ext

m

Status Idle

Go into Add mode and enter:
|
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Deposit Date
Bank Code

Branch- if there is just one branch the branch code will auto fill this field. If there are multiple
branches, you will need to enter a branch code.

Once the bank name and branch are filled in, the rest of the information associated with them will
display.

A list of all cash receipts posted that have not been assigned a deposit ID will display in the detail
section of the screen. To add receipts to a deposit go to this detail section and change the Include
flag from N to Y. The deposit total in the header section of the screen will display a cumulative
total as receipts are selected.

!" Update Bank Depaosits =2 @

File Edit View MNavigation Tools Actions Help

OB OUWihBELHA BLEBH BO0Q0ED I 00

160 © 0 9 &
Find Prev MNext Add Update Delete
Deposit Date: 10/02/2012 iy Deposit ID:
Bank Code: BOA 1 Description: BANK OF AMERICA
Branch: BRAMCH #1 § Description: CUMBERLAMND

Account Name: ABC DISTRIBUTION
Account Number: 0291038109

GL Account No: 100000000  Department Code: 000
Dieposit Amount: S0287.88 Posted: M
Indude Post Mo, Amount i
¥ 73 200.00
ki 74 10.00
|'¥ 75 T75000.00 E
Y 76 2.00
¥ 77 867
¥ 78 394B8.86
b 79 499.06
M 80 2495
[N 81 5.00
|Y 82 700.00
b 83 0.00 =

|0 0K | |t1f Cancel | |E Header |

Pl

Enter [Y] if you want to indude this line. oy
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Once you are done selecting your receipts, click OK or press enter to store the record. A deposit
ID will be assigned automatically.

Run the edit and post program next to record the deposit in the check reconciliation table. The
customer checks that make up the deposit will list on these reports.

T Print Bank Deposits == E=R
File Mavigate Help
-
0002 <
| R
Date: 10/02/201Z Print Bank Deposits
Time: 17:50:43 ABC DISTRIBUTION Dage: 1 5
=
Bank Ceode:- BOA Branch Code: BRRENCH #1
Account Name: RERC DISTRIBUTION Zccount Number: 0231038103
Deposit ID: 23 Deposit Date: 10/0Z/2012 Deposit Amount: 20z87.88
————————————— Post No. ——-— Check No. --— Cust Code Amount
T 1 46 100139.2%
- SERGIC 1 =X00.00
73 x 47 200.00
73 F3 46 o.ao
T 1z i1 lo0.00
75 1z 75000.00
76 CHECE 1 11 2.00
T = 8.87
78 iz Z0.00
78 123456 1z 2934 .1Z
78 78% 12 758 _4%
78 7830 E 236.25
5 113 100.00
73 3131 9 395 .06
8z 3 &00.00 -

Processing Credit Card Transactions:

REAL TIME INVOICE AUTHORIZATION:

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

Autharize Credit/D ebit Card Maw?

L@ Tes | [!;1 No ]

If an N is entered the invoice will be stored without credit card authorization. Each time an invoice
that is paid via credit card is updated and stored and no authorization code is found, the user will
receive this prompt.
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A list of valid credit cards for the customer will display when the user stores the invoice. From this

list, select the credit card the customer is using based on the type of credit card and the last four

digits of the card the customer is using.

Zoom ccardz

Filz Edit Help

OB} Ot 00

=lES

CardMame  Card/écct Mumber

Exp Year

2009

Exp Manth

l (0] ] l!:{ Cancel

] [M Mew Search

4R

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

¢ Add on header ccard

File Edit Help

‘OB OURE

Customer Code: |1

Card Mame;

Card Ne: (2225 |

Trans Ref Mo EBDDDDDDE 62157107

Account Mo

Route Ne:

I
!
Social Security; |
i

Driver License:

I License State: | |

e

vl

106 |

Primary Card:
Exp. Month;

Exp. Year

Firzt Marne: i-T-EIM

Last Marme:

Address; 8320 TEST Wy

Address: |

City: ATLANTA

I State:

Country; [LI5

Telephone: |B75 123 4567

Email: itest@hotmail.com

Far: |

@ ok

X

Enter credit card name.

2R
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1. If the credit card is approved the invoice will be stored with the following
information (to view this information click on the Credit/Debit card icon on the toolbar):

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

Auth Date — authorization date returned by Skipjack

Auth Amt- amount authorized

¢ Extension ccarde
Filz Edit Help

OB QUi

e 90
Credit/Debit Card Infarmation
Pyrnent Method: I:E.&F!D _
Card Name: 1@ i ]
Credit/Diebit Number. 2225 '
Autharization Arnount: 1@0
Authorization Code: W|
Authonization Date: _DS.I’ESQDD_S EE_
Auth. Decline Code: |
Luth, Decline Message: [
Settle Decline Code: 7|
Seftle Decline Mezzage: N
Trans Rlef No:[20000003205177.106
Settled: | |
BatchiD: |

[@ (] J [!_:1 Cancel J

YR
Enter Card Mame,

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

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

2. If the credit card is declined the following screen displays and user has the following
options:

Retry —check this box if you would like to try to authorize again using the same
information.
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3.

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

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

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

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

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

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

& Select ccst E@E

File
: @
Decline Code: |-20
Meszage: |Declined
Fiatry:
Enter Mew Credit Card:
Hald:
Enter Mew Pmt Method:

Cancel Invoice:

[O ok, ] [{:‘ Cancel ]

O8R

Check with (X} to retry credit card

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

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

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

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

BATCH INVOICE AUTHORIZATION:

This program is used when you want authorize a batch of invoices rather than each individual
invoice. An example of this would be if you import a batch of invoices into the Fitrix database and
want to authorize them all at once in batch mode.

From the Receivable Ledger menu select option K, Credit Card Processing. Then select option A,
Authorize Credit Card Invoices. This program will find all invoices that have a pay method of either
CCARD or DDEBIT that have not yet been authorized and sends the invoice information to Skip
Jack.

Once you have run the authorization program you must now run Option B, Receive Authorization

Status. This program returns the authorization code, date, and amount and stores them with the
invoice.

SETTLEMENT PROCESS

Send for settlement:

Once you have run the edit listing and printed your invoices, the next step is to run the Settle
Credit Card Invoices program. This program sends the batch of invoices to Skipjack for
settlement and marks the invoice settlement flag to S for “sent”. This is option E on the Credit
Card Processing submenu.
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9 Settle Credit Card Invoices
File Mavigate Heln

O 002 <

5|

(Date: 08/Z372008 Credit Card Settlement Process

|Time: 14:01:52 AEC DISTRIEUTION Page: 1
Sectlement Batch ID:

Inwoice No. Doc No. Invoice Amount Settlement Amount Sratus

|ag0 282 z0.00 0.00 Zent to SkiplJack

|o83 385 10_0a 0.00 Sent to SkipJack

| 984 386 500 0.00 Sent to SkipJack

986 388 5000 0.00 Sent to SkipJack

| 287 389 S0_00 0.00 Sent to SkipJack
Grand Totals: 135.00 0.00

Receive Settlement Invoices:

Due to the time it takes to settle invoices with the credit card processor, you post invoices after the
send process is run and then run this receive program the following morning after adequate time
has lapsed. This is option F on the Credit Card Processing submenu. This program sets the
invoice settle flag to Y for those that settled successfully, to D for those that were declined, and
prints out the settlement report.

Any invoices that did not settle will have a null settlement amount. This report can be used to
reconcile to the amount wired from your bank and to also apply cash receipts.
If email is turned on with Skipjack, the customer will receive an email confirming that their

payment was settled.

Any invoice that does not settle will print on the invoices not settled report (option G on the Credit
Card Processing submenu). The customer should be contacted to make alternative payment
arrangements.

If email is turned on with Skipjack, the customer will also receive an email notification that
payment was declined.
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Update Declined Invoices:

As previously mentioned, invoices declined will have their settlement flag set to D and because of
this they will print on the Invoices Not Settled report indefinitely. Use the Update Declined Invoices
program (Option H on the Credit Card Processing menu) to reset this flag as follows:

Null- set to null if you wish to resend to Skipjack.

C — set to C if you wish to cancel and arrange alternate payment terms with the
customer.

Invoices Pending Authorization- option (¢) on menu below.

File ‘iew Ewecuts Sefings Help

el =2 @

Dev 5.40

[=REMELEN 1 Financial Management
SR RUE L 5 Accounts Receivable

& 3 Sales &g 2 Accout g5 1 Recen T Ledger

5 4 Purdh 8 3 Accour g 2 Custor (=8 WLET |« credit Card Processing
5 2 Prodit & 4 Payoll & 3 Setup ) b PR (3 a Aunorgze Credt Card Invoices |
= & Produ B 5Fixed£i§_|_ Exrl 5

c Prntin I= b Receive Authorization Status

3 7 Custor &= § mutiCurrency =
. A d PostR & ¢ Invoices Pending Authorization

hj B. e Ta'TuIti—LeuelTaJ( 5 e Proces d Invoices Authorization Declined
9 Bt <) et fPrintRt =) e Settle Credit Card Invoices
=) g PrintC [Z) T Receive Setilement Invoices
= h PAntG = g invoices Settlement Declined

(=) i Create [E h Update Declined Invoices

J Create 5] Exit
53 k Credit Card Processing

&5 z Batch Maintenance

9] Exit

m

Statug Idle

This report lists all open invoices that have not yet been authorized through Skipjack.
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9 Invoices Pending Authorization
File Mavigate Heln

Qo023 <
&

\ A

Date: 09/2%/2008 Invoices Pending Authorization

Time: 14:26:E3 AEC DISTRIEUTION Page: 1

Invoice No Customer Code Inv Date Inv Anount Credit Card Ho.

380 1 0872342008 200,00 VISA 2228

ACTION SUPPLY

(Irbor - Microsoft Outlook k 3
{Inboy - Microsoft Outlook

Credit Card Orders Declined- option (d) on menu ab  ove.

This report lists all invoices where authorization has been declined and alternative payment
arrangements should therefore be made with the customer.

Chapter 3 - 73 Accounts Receivable



Fitrix Accounting Course Workbook

9 Invoices Authorization Declined
File Mavigate Heln

O 002 <

Date: 09/28/2008 Inwoices Authorization Declined

Time: 14:28:20 ABC DISTRIBUTION Page: 1
Invoice No Customer Code Inv Date Inv imount Credit Card HNo.
ag3 1 0S/23/2008 155.00 VISAa ZZ2ZE

ACTION SUIPLYT

Declined

Create Finance Charges

To view this screen, select Create Finance Charge invoices (option i) and redirect to the screen.

Finance Charges are created prior to running customer statements and will be created for all
customers that have Finance Charges flag set to “Y” in their Customer Information file.

L p_fichgr.screenl EI @

File
</

Finance Charge Date: | (]S ibE
Charge on: D D = Due Date I = Invoice Date
Number of Days Due: 15
Finance Charge Percent: 1,500 %
Minimum Charge: 5.00
Take FC.onFRC.: N

[' oK J [!:1 Cancel ]
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Field Description

Date Date you want assigned to the finance charge, typically same date as
the statement date.

Charge On Due date or invoice date.
Number of Days Number of days beyond due date or invoice date allowed before
Due finance charge will be calculated (i.e., - if 30 is entered, finance

charge will only be calculated on those invoices 30 days past either
invoice date or due date.).

Finance Charge If 18% per annum, enter 1.5.

Percent Minimum Charge - Any calculated finance charge that falls below
this minimum charge will be converted to this minimum charge.

Minimum Charge Any finance charge calculated that is less than the minimum charge
amount entered here will be converted to this minimum amount.

Take FC on FC Enter “Y” if you want finance charges to calculate on previously
charged finance charges.

This program creates open documents that must then be posted just like AR invoices.
Press ESC key to return to the Receivable Ledger Menu.
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Create Recurring Documents

This option is Option J on Receivable Ledger Menu.

Recurring documents are documents that occur frequently or periodically (i.e., monthly
maintenance fee). These documents are initially entered in Update Receivable Documents (option
a on Receivable Ledger Menu) and assigned a recur code.

When this copy program is run, the post flag is set back to “N” thereby creating new documents to
be posted. You will now be prompted for the following in Create Recurring Documents:

a) Invoice date — you select a date for recurring documents instead of the date defaulting to
the date that this program is run.

b) Line Item Description — you enter a line item description that will globally apply to all
documents for the recur code selected. For instance if you created recurring documents
for monthly dues and the description used was “June Dues “, the next month you create
these documents you will type in a Line Item Description of “July Dues”. All recurring
documents generated will have the description “ July Dues” so that you do not have to go
into each document and manually update from “June Dues” to “ July Dues”.

The program will automatically assign the next sequential invoice number. To continue processing
these invoices through to the applicable AR and GL tables, run the print receivable listing, print
invoices (optional), and post receivable documents programs.
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Customer and Ship-To Code Maintenance

Transfer of Customer Codes and Activity/History

To view this program from the main menu, select General/Administration, System Administration,
and then select P (Purge Activity) and then H (Merge Customer Activity).

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

P/ Merge Customer Activity |E| (=} |

File Edit Wiew MNavigation Tools Actions Help
OB OWhBPEA A0EBM @0
&

WARNING: Thiz 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 E|

CLASSIC PARTS UMNLIMITED
Enter New Customer Code: 18 |E|
WILD WEST MOTOR RAMCH

@ ok | ¥4 Cancel |

Enter Old Customer Code,

To return to the previous menu, press Quit.

Print Duplicate Customer Information

After running the merge program above , the next step is to run this report program. This report
program will list any information that could not be merged into the new customer code because it
is a duplicate. For example, if old customer 2 has a ship-to code 01 and new customer 12 also
has a ship-to code 01, ship-to 01 can not be merged. What you will need to do in this case is

set up a new ship-to code under customer B for this shipping address.
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Merge Ship-To Activity

To view this screen select option J form the Purge Activity menu.

This program transfers all sales history/activity to the new code and then deletes the old code.

T Merge Ship-To Acthvity E=2(EcE

File Edit Wiew Mavigation Tools Actiocns Help
OB QWP EAALEN 9O
&

VWarning: This program transfers all activity and reference
records from the old ship-to code to the new ship-to
code and then deletes the ald ship-to code.

Enter Customer Code: 1 IE ACTION ALTOPARTS
Enter Old Ship-to Code:  CALIF E| ACTION AUTOPARTS WEST
Enter New Ship-to Code: [

|a (84 | |t:1 Cancel l

Enter the target ship-to code merge with,

Press Quit, and then ESC key until you are retutadlde main menu.
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End of Month Reports

» Print Receivable Journal (optional) - Lists AR documents by document number and
details GL Distribution.

»  Print Cash Receipts Journal (optional) - Lists cash receipts by document number
and details GL Distribution.

»  Print GL Activity (optional) - Lists all AR activity by ledger account number.
»  Print Customer Aging (optional)
»  Print Customer Statements (optional) - if you enter a value in the days past due

field on the print selection screen a statement will print only for those customers that
have invoices this number of days past due or greater.

= Enter Selection Criteria EI@
File
®
Statement Cyde: |
Statement Date: 11/30/2012 3]
Print Details®: Y

Days Past Due: 30

[Q oK l |r;1 Cancel |

L)
]

Enter Statement Cycle (Blank for ALL)
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Accounts Receivable Review

m  Accounts Receivable stores Ledger Information and Customer Information.
m  Accounts Receivable tasks include:

e Setting up the Accounts Receivable Module

* Adding and Updating Customer Information Records

» Entering Customer Invoices, Credits and Debits

» Entering Customer Payments and Non A/R Cash Receipts
e Processing Credit Card Transactions

» Performing the End of Period Processing and Transactions

m  Setting up Accounts Receivable includes defining reference files or codes, defining the
Accounts Receivable defaults, adding customer information and multiple ship-to’s, adding
Customer Open Items or beginning balances and changing the Setup Complete to Y.

m  Adding Customer Information includes entering data for the customer record. In addition to
the main data entry screen there are several screen programs launched from the toolbar that
store customer data including billing information, multiple ship-to addresses, accounting and
multilevel tax defaults.

m  Accounts Receivable Documents go through the following three steps to become Customer
Open Items:

 Adocument is entered in Update Accounts Receivable Documents.
e An Edit List is printed prior to posting to check for data entry errors.
» Documents are posted and become A/R open items.

m  Two types of receipts are processed through the system A/R and Non A/R receipts. A/R
receipts are cash receipts on customer accounts. Non A/R receipts are any cash receipts that
are not applied towards customer accounts.

m  Accounts Receivable Ledger end of period processing includes the following steps:

*  Print the Receivables Journal

e Print Cash Receipts Journal

e Print G/L Activity

» Create Finance Charge Invoices
» Create Recurring Documents

*  Print Customer Statements

»  Print Customer Aging
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Lab Exercise a: A/R Setup Activities

Update Account Groups (AR-3-c)

1. Add an Account Group for Rental Income:
Group Code = RENTIN  Description = Rental Income
110000000 000 Accounts Receivable
450000000 000 Rental Income

Press Enter or click on OK to store.

Update Customer Information (AR-2-a)

1. Add a new customer

Customer Code: 22

Billing info:
Disposal Control Service, Inc. Credit Limit: $5,000.00
888 W. lllini Street, Austin, TX 899997561 Finance Chg: Y
Contact: Bobbi Good Tax Code: SEATX

P: 512-268-1356 F: 512-268-9954
Salesperson: Bill Johnson (CTRL-Z to find code)
Credit Terms: Net 30 (CTRL-Z to find code)
Press Enter or click on OK to store.
Update Customer Ship-To (AR-2-f)
1. Add a ship-to address for this customer.
Customer Code: 22
Ship-to: SEA
Disposal Control Service, Inc.
Tax = SEATX
Ralph Grath 206-545-8892

3467 Industrial Way
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Tukwila, WA 98008

Sales Person: Tom Mack (CTRL-Z to find code)
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Lab Exercise b: A/R Documents Processing

Enter Transactions as A/R documents
(NOTE: Press Enter to store after each transaction is entered or click OK.)

1. Create a monthly recurring A/R invoice for rent for office space using the RENTIN Group.
(AR-1-a)

Customer 18
Recurring code "M"
Monthly amount $2,500.00 with Net due 30

2. Create areceivables invoice for services rendered. (AR-1-a)

Customer 14

Amount $180.00

Credit the Non-classified Sales Account for services rendered using department
code 000.

3. Create areceivables invoice. (AR-1-a)

Sale to Classic Parts Unltd. for car stereo parts (Zoom to look up the Cust Code)
Sony Car Stereo $677.00 (Zoom on Acct. No. to look up the Stereo Sales Acct.#)
Stereo Accessories $23.00(Zoom on Acct. No. to look up the Accessories Sales
Acct.#) Tax = SEATX

Sale to Customer #21 (Discount 10% Auto) for engine parts (Zoom on Acct. No. to
look up the Engine Sales Account)

2 Ford engines

Tax = SEATX

$1,200 each

Sale to Action AutoParts for auto parts (Zoom on Acct. No. to look up the Parts Sales
Account)

100 ft. radiator hose

$1.23 per foot

Sale to Mecca New and Used Auto Parts for phone sales (Zoom on Acct. No. to
look up the Phone Sales Account).
Cellular Phone and battery $325.00

4, Add a receivables document for a debit memo. (AR-1-a)

DM-1 for Ravenna Motors for correction of doc number 26 for engine sales in the
amount of $53.56 (Zoom for correct account number)

5. Add a receivables document for a credit memo. (AR-1-a)
CM-| for Sherry Auto Supply for return of merchandise for doc number 24 in the

amount of $113.86 (Zoom for Returns and Allowances account number)
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Print Edit List (AR-1-b) (Redirect to screen)

1. Print the Posting Edit List. (redirect to the screen).

2. Review the Accounts Receivable Documents for errors. If there are any errors, a message will
print at the end of the report. Any transactions containing errors will not post until corrected
and a new edit list printed.

Print Customer Invoices (AR-1-c). Redirect to scree  n.

1. Print all customer invoices.

Post A/R Documents (AR-1-d). Redirect to screen.

1. Post the Accounts Receivable documents.
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Lab Exercise c: Receipts Processing

Update Non A/R Receipts (AR-1-e-a)

NOTE: Press Enter after each transaction is entered to store.

1.

Add a Non A/R Receipt Document for $500 received from Frank Aldorf for Employees
Receivable. (Zoom to find account number for Employee Receivables).

Add a Non A/R Receipt Document for the following weekly cash sales:

The total receipt amount is $30,300.00. You will need to Zoom to find each sales
account number.

Parts Sales $5,800.00
Stereo Sales $3,500.00
Engine Sales $5,500.00
Electrical Sales $9,500.00
Phone Sales $2,500.00
Accessory Sales $3,500.00

Update A/R Receipts (AR-1-e-b)

NOTE: Click OK after each transaction is entered to store.

1. Receive a customer payment and automatically apply it towards the open invoice from the

header portion of the screen.

» Action Autoparts received $104.00 for Invoice 1

Receive a payment that is not attached to specific invoices.

»  Fisher Supply received $10,000.00 on account

Receive a payment for invoices.

e Wild West Motor Ranch Invoice 9 payment amount $1995.00
Receive a partial payment and create a chargeback.

» Classic Parts Limited — pay $ 1750.00 on invoice number 84 and the $50.00 short
payment is for a freight dispute.

Run the edit and post programs
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5. Carry Over Cash.

* Run a detail aging report, find two different customers and write down an invoice number
and the amount for each one. Receive a payment for the total of the two invoices using
one of the customer codes and do an auto apply to the invoice number you selected.
Then apply the remaining payment to the other customer code/invoice number.

6. Apply a Duplicate Payment.

* Go to the Update Customer information screen and find customer code 10. Look in the
activity screen and write down the invoice number and amount of any invoice that shows
a zero balance. Receive a payment for amount of this invoice and reopen the invoice with
a negative amount.

7. Print Cash Receipts Edit List and check for errors (AR-1-e-c). Redirect to screen.
8. Post Cash Receipts. (AR-1-e-d). Redirect to screen.
9. Credit Hold Letter.

» Customer code 8 has exceeded their credit limit. Place them on credit hold and send
them a letter to notify them that they are on credit hold.
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Lab Exercise d: Finance Charge Invoices

Create Finance Charge Invoices (AR-1-i)
1. Create finance charge invoices with:

Date = today’s date

Charged on invoice due date plus 20 days

Finance Charge 1.5% with a minimum charge of $2.00
Do not take finance charge on finance charges

2. Review the Finance Charge Invoices in Update Receivables Documents. Go to Update
Receivable Documents, select Find, enter today’s date, and press Enter to view all
documents.

3. Print the Receivables Documents Edit List. (AR-1-b) Redirect to screen.

4. Post the Receivable Documents. (AR-1-d). Redirect to screen.
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Lab Exercise e: A/R End of Period

Accounts Receivable End of Period

NOTE: Redirect all reports to screen.

Complete the Accounts Receivable End of Period activities.

1. Print the Receivables Journal from the beginning of the year through today (AR-1-f).

2. Print Cash Receipts Journal from the beginning of the year through today (AR-1-g).

3. Print G/L Activity from the beginning of the year through the most current GL period (AR-1-h).

4. Print Customer Statements. (AR-2-g) Press enter when prompted for cycle number, enter
today for the statement date, and press Enter to select all customers.

5. Print Customer Aging Summary (AR-2-h-a) Use today for aging date, base it on due date, and
press Enter to select all customers.
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Accounts Receivable Summary

The following points of training were covered in this Chapter. If you feel that you have not
mastered all objectives, go back and review those sections.

» Accounts Receivable maintenance and overview.

» Accounts Receivable Module tasks and processes.

» Setup the Accounts Receivable Module.

» Add and update Customer Information.

» Process Accounts Receivable Documents.

» Process A/R and Non A/R receipts.
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CHAPTER 3 - Accounts Payable

Fitrix Accounting Course
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Learning Objectives

To learn the major tasks performed in Accounts Payable
To learn the steps to setup the Accounts Payable Module
To learn how to process Accounts Payable Documents

To learn the steps in Processing Checks

YV V V V V

To learn the procedures for completing Accounts Payable Month End
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Overview of Accounts Payable

What type of Information is maintained in A/P?

The Accounts Payable module tracks two kinds of information:

1. Ledger - refers to information relating to company's P/L Statement and Balance Sheet.
2. Vendor - pertains to the specific conditions of a vendor account.

Both types of information are maintained by entering documents into the system. There are four
types of documents:

* Vendor Invoice

e Vendor Credit

e Vendor Debit

e Checks to Vendors

Another type of document that affects only the ledger account information is the "Non A/P check"
or cash disbursement. This document records the payment of money, but the payment has no
effect on any vendor.

What Tasks or Activities are performed in Accounts Payable?

The major tasks in Accounts Payable include:

Entering Vendor Invoices, Credit memos and Debit memos
Processing Automatic Checks for Vendor Payments
Maintaining Vendor Information

Performing the End of Period Accounting Activities

What Relation does Accounts Payable have to Other F itrix Modules?

The two modules that Accounts Payable is most closely related to in the Fitrix accounting system
are General Ledger and Purchasing. Ledger information posts to the General Ledger activity to
update ledger account balances for cash, accounts, payable, inventory purchases, etc. Vendor
Information and programs are shared with Purchasing. Purchasing processes vendor invoices for
purchase orders to create accounts payable open items.
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Accounts Payable Setup

To view this menu, select Financial Management > Accounts Payable > Setup Payables
(option 4).

The Accounts Payable Setup Menu contains the options for setting up the Accounts Payable
System.

ﬁ1FlnanC 1 Financial Management

Dev 5.40 E

(SRR SRR 3 Accounts Payable

& 3 Sales & 2 Accour & 1 Payab T

B 4 Purche & 3 Accour @& 7 Chetk! [&] q pdate Payable Defaults i

&Copyri
Fourth G
Software !

(= ) PdeUfi.u“—_','J. 4 F_'avm_”? & 3 vendo g .ta..ﬁ.riﬁ.t.ﬁég.:ét.al.é Defaults B

= 6.Pr°-d”['__§_j___5_ Ij'.i.x.et!f & 4 Setup & ¢ Update Account Groups
L 3 = =

Ej . U? U'_ EI 5 MU”lCﬂ Exit [E) d PrintAccount Groups

5 8 Gener B 7 Multi-Level Tax

% E! e Update Vendor Information
& Ext 9] Exit & f Update Vendor Pay-To's

B o PrintVendor Information
@ h Update Vendar Open ltems
&) i Printvendor Open ltems
[E | Update 1099 Cash Accounts
[E k Update Payment Methods

o] Exit

Basic setup for Accounts Payable includes entries of A/P default, vendors and pay-to address and
entry and verification of existing open items. Default tax rates, the ledger account number for cash
and discounts for A/P are Setup through the Company Setup programs.

Before entering payable defaults, all ledger accounts and vendor terms codes that will be payable
defaults must be defined. The Update Ledger Accounts and Update Vendor Terms options are
available for entering ledger accounts and term codes.

Vendor Information and vendor pay-to addresses are usually entered during setup. Existing open
items for these vendors may also be entered at this time. Existing open items can be added only
during the setup phase or prior to setting the Accounts Payable default setup to complete. Once
the system is set to complete, open items can no longer be entered through the Update Vendor
Items. Open Items must be created by posting an accounts payable document. Setup is also an
appropriate time to designate certain cash ledger accounts and1099 reporting. This is an optional
setup activity that can be done either before or after setup is complete.

The final step to completing the Accounts Payable setup is to set the Setup Complete flag, in
Accounts Payable defaults to “Y”. Completion of the setup is accomplished through a field at the
very bottom of the Update Payable Defaults screen. This Y/N field, when set to Y, automatically

totals existing items, displays this amount and prompts the user to verify that no additional A/P
L]
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setup entries will be needed. Entering Y tells the system to proceed with posting of all A/P open

items.

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

If transaction processing has been started and the setup complete field is reset to N, all posted
transactions are deleted from the A/P posting tables. It is generally not a good idea to change the
setup complete flag back to “N” once you have started using the system.

Update Payable Defaults

To view this screen, select option (a).This entry screen contains the Accounts Payable Module

Defaults definitions.

Days: o

Tax Reporting

Miscellaneous
Is AJP Setup Complete?:
Reguire Approval to post?: T

1o 1

¥ Update Payable Defaults = ||_IEI |
File Edit View MNavigation Toecls Actions Help
OB & i E QA BLEEM S
A @ © 0 0O @ =
Find Prev MNext Add Update Delete Browse
Invoicing Terms Code: B 2% 10 MET PAYMENT 30 DAYS
Multilevel Tax
Default Tax Code: MOTAX Tax: Entry on Detail Line:
Gross Invoice Entry: W Calculate Tax on Cash Discounits: M
Account Mumbers
AfE: 200000000 |&,| Cash: 100000000 | %, | Discount: 503000000
Aging Information
Age On: D {D - Due Date, I - Invoice Date)
Desc: Current 1to 30 Days 31 to 60 Days Cwer 60 Days

Federal Tax ID Mumber:  21-1303556

30 a0

Viendor Default for 1099 Reporting? M

Batch - Invoices?: M Payments?: N

Approval Code:
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Invoicing Section

Field Description

Terms Code The system default payment terms code which must be set up in the
Terms Code reference files. This will be used unless a terms code is
found at the vendor level.

Description Description of the Terms Code.

Multilevel Tax Section

Field Description

Default Tax Code This is the default tax code used for the Update Payable Documents if
a tax code cannot be found in the Vendor Pay-To file or the Vendor
Information file.

Gross Invoice This field determines the default mode for entering amounts for the
Entry Update Payable Documents and Update Non-A/P Checks options. It
is the default for the Gross Amt Entry field found on the Payable
Documents and Non-A/P Checks screen programs.

If set to “Y”, amounts entered include the tax. The net amount is
computed and this is the amount posted to the GL activity for the line
item.

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

Tax Entry on Detall Entering a “Y” in this field allows you to assign a Multilevel Tax code
to each detail line of the documents entered through Update Payable
Documents.

Calculate Tax on This field determines the behavior of the Update A/P Checks option. If

Cash Discounts a“Y”is entered, a Multilevel Tax transaction is generated to

automatically back out the tax discounted when discounts are taken
on A/P invoice.

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

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

The ledger account that these adjustments are posted to is the ledger
account entered as the A/P Discount Account in Update Multilevel
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Field Description

Tax Codes. If this field contains an “N”, no such adjustment is
generated when cash discounts are taken.

Account Numbers Section

Field Description

AP The default general ledger account A/P documents and checks will
post to. This can be overridden at the vendor level.

Cash The default general ledger account A/P check processing will post to.
This can be overridden at the vendor level.

Discount The default general ledger account A/P documents and checks will
post to.

Aging Information (Determines how outstanding invoices are aged)

Field Description

Age On Determines how outstanding invoices are aged. The only two valid
entries are; “D” for Due Date and “I” for Invoice Date.

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

Days The actual number of days the aging will break on and be distributed
within.

Tax Reporting Section

Field Description
Federal Tax ID The tax ID number required by the Federal Government for your
Number company.

Vendor Default for (Y)es or (N)o. A “Y” in this field means the 1099 Required field on the
1099 Reporting? Vendor Information form will default to “Y” if not filled in.
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Miscellaneous

Field Description

Is A/P Setup When setup is complete and the open items have been entered and

Complete? balanced. After changing to "Y" the system will prompt you for
responses to messages.

Batch — Invoices? This field is asking, “Should A/P invoices be grouped into batches, “Y”
or “N"?"

Payments? This field is asking, “Should A/P payments be grouped into batches,
“Y or “N?"

Require Approval If Batch — Invoices? or Payments?: is set to “Y”, then the options

to Post? here are “Y” or “N” if you wish to require approval to post.

Approval Code Enter an approval code for Accounts Payable batches. The Require

Approval to Post?: field must be set to “Y”.

Click on Quit to return to Setup Payables Menu
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Update Vendor Open ltems

To view this screen, select Update Vendor Open Items (option h).

Enter all invoices with outstanding invoice balances that will be loaded on the system at the time
of setup. Prior to setting the Control Table to "Y" you will be able to enter all information on the
screen. After setting the control table to "Y" you will only be able to enter "To Pay Information”.

FL Update Vendor Open ltems |£| = |

File Edit View Mavigation Tools Actions Help
OB U phBRER ALBM 9O
A e 09 O 9 =

Find Prev MNext Add Update Delete Browse

Vendor Code: 104588 PRIME LINE ALTOPARTS
PayTo Code: 10473

On Account: 0.00 Balance: 963.70 Currency: EUR
Invoice Information
Invoice: 283 Home Currency Amt:
Document Mumber: 283 Currency Exchange Rate:

Description: DESC
Date: 11j07/2012

Original Amount; 1000.00 To Pay Information
Original Discount; 0.00
Invoice Balance: 1000.00 Discount Date:  11f07/2012  [uig
Discount Balance: 0.00 Amount to Apply: 1000.00
Due Date: 12/07/2012 Discount to Take: 0.00
AJF Account; 200000000 - 000 Date to Pay:  12/07/2012  jiid
P. O. Mumber: 819 Cash Account: 100000000 (=, - 000

Purchase Order Date:  11,07/2012

7 or42

Field Description

Vendor Code Twenty-character alphanumeric field. This code must have been
previously set up using the Update Vendor Information option.

Pay-To-Code Six-character alphanumeric field. This code must have been
previously set up using the Update Vendor Pay-To’s option. This pay-
to code is used if the vendor address that prints on the check (pay-to
code) is different than the vendor code’s address.

On Account This is the amount that you owe a vendor that is not associated with a
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Field Description
particular invoice (i.e.; you’ve made a payment on account). During
setup, you can enter the amount here or in the on account field in the
Vendor Information form.

Balance Amount due vendor. System updates this field as open items are
entered.

Invoice Twenty-character alphanumeric field stores vendor invoice number.

Description Optional

Date Date vendor issued invoice.

Original Amount

Original amount of vendor’s invoice before any payments are made.

Original Discount

Amount of discount available if paid by due date.

Invoice Balance

Amount currently due on the invoice.

Discount Balance

Amount of discount still available.

Due Date

Calculated by system based on invoice date and vendor payment
terms.

Discount Date

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

To Pay Information

System fills these fields in based on information previously entered.

Click on Quit to return to the Accounts Payable menu.

Update 1099 Cash Accounts

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

F~ Update 1099 Cash Accounts

o5

File Edit View MNavigation Tools Actions Help

(ORI VEXE A A0EH 90
a ¢ 9oV @ =

Find Prev MNext Add Update Delete Browse

Account Number: 100000000 BAMEK COF AMERICA

Department Code: 000 ADMIN. OFFICE

1of1
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Account Number:

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

Department Code:

Contains the department code associated with the ledger account. Zoom is available.
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Vendor Information

To view this menu, select Financial Management > Accounts Payable > Vendor Information.

File “iew Ewxecute Settings Help

ddemiEz@

____Flnanc 1 Financial Management
_”9"”“‘1 (=B 3 Accounts Payahle
B & 2 ACCU“_' ﬁ“ﬂ"1 Pavabl 3 Vendnr Information

Purc z
= ﬁl 2 ChECk l_ a Update Vendorlnformatlon

DB Wt

F'deU[ .............
HE E:‘J 3 Vendo Eﬂ b Print Vendar Information

.PdeU[ E"’ 5 Fixen £ ﬁ 4 Setup B ¢ PrintVendor Labels

7 Cust
Lo ar. ﬁ B MUltl C§_|_ Exit [El d Update Vendor Terms
g8 Gener ﬁ 7 Multi-Level Tax

[Z) e Printvendor Terms

& '@'5 @ fﬂ?}ﬁ g ji E?} @ i'E'i‘ o

B T PrintVendor Ledger

£ o PrintVendor Aging

& h PrintVendor Cash Reguire
Z} i Printvendor Open ltems

= Wendor1099's

9] Euit

| Status [dle

There are menu options for:

* Maintaining Vendor Information and printing Vendor Information and Vendor Labels.

e Maintaining Vendor Payment Terms.

«  Printing Ledger Information including Vendor Ledger, Vendor Aging and Cash

Requirements.

*  Other vendor reports including Open Items and Vendor 1099's.
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Update Vendor Information

To view this screen, select Update Vendor Information (option €) .

P~ Update Vendor Information

A0 9 9

Vendor; 123457
AccountNo.: CHMP1033
Cell: 404-234-9173
Address: 320 5W 160TH
COMPLEX 2GF
C/SfZ: ATLANTA

Email: jpelin@abedist.com
Web: www.abcdist.com

Frght Tax:
Hold:

Buyer; CATHY
AP Terms:

@

Acct.Grp:
Pay Mthd: AP
FedTax ID: 53-1876534

Accts A/P: 200000000

File Edit View Navigation Tocls
OB GUibEEA ROEM @6
E © @ 8 @

Pa)}m Activity Aging Terms OnPO Docu

Country: US | UNITED STATES

OnPO: 135132.93

Notes 1of1

Actions  Options  Help

< e
Find Prev Mext Add Update Delete Browse

Name: CHAMPION INC
Contact: JIM M PELIN
Phone: 404 265 8364
Fax: 404 265 8300

GA 42231

Currency:  STD

Tax Code:  DEKALE
Misc Tax Code:
LastPay:  09/08/2012

Balance: 132455.99
CATHY SELIN On Account: 0.00
2% 10 NET PAYMENT 30 DAYS Limit: 50000.00
ETA Days: 30
ACCOUNTS PAYABLE Take Disc: No
1099 Required:
¥TD Purchases: 67,166 Lifetime Purchases: 220,362
Cash: 100000000 |= - 000 |@ EXP-COG: 704000000 |% - 300 Rebate: 120000000 Credit Card Template:

The Update Vendor Information option is used to add and maintain information about vendors.

The fields on the Vendor Information screen are described below:

Field Description

Vendor: This field holds the code that identifies the vendor. Once a vendor has
transactions in the system, you cannot change that vendor’s code, nor delete the
vendor record. This field holds up to twenty alphanumeric characters, and utilizes
the Zoom function.

Business This field stores the business name of the vendor. If you do not enter a Pay-To

Name: address for the vendor, the information in this field appears on checks, and also
on many reports and forms. This field holds up to 30 alphanumeric characters.

Account No This is your account number with the vendor (entry optional). This account prints
on both the Vendor PO and the Vendor AP Check.

Contact: This field stores the name of the person that you most frequently telephone
concerning payments to this vendor. This field holds up to 20 alphanumeric
characters.

Phone/Cell/ This field stores the telephone, cellular, and facsimile numbers of the contact

Fax person. This field holds up to 20 alphanumeric characters.
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Field

Description

Currency:

If you are using multicurrency, the Currency Code defaults to the home currency
as defined in Update Multicurrency Defaults. If you are not using Multicurrency,
the Currency Code field defaults to null. You cannot change the currency code of
a vendor that has posted any activity. This is to ensure that the balance and
activity for the vendor remain in a single currency. This is a required field.

Address:

This field stores the first line of the main address for the vendor. If you do not
enter Pay-To Addresses, the main vendor address appears on checks. Up to 30
characters.

C/s/zIC

This row stores the vendor City (up to 20 alphanumeric characters), State (2
characters), Zip Code (Up to 10 alphanumeric), and Country (up to 20
alphanumeric).

Email/Web:

These fields contain the email address for the contact person, and the web
address for the company.

Tax Code:

This field is the multilevel tax group code for the vendor. It is the default multilevel
tax group code for the Update Payable Documents and Update Non-AP Checks
options. This field holds up to six alphanumeric characters, and utilizes the Zoom
function.

Bill Ins.:

The Billing Instructions field can be used to record any special payment
instructions from this vendor. This field holds up to 50 alphanumeric characters.

Last Pay:

This is a system-maintained, Last Payment Date field (mm/dd/yyyy). It displays
the date on which a payment was most recently made to this vendor. The field is
updated when a check is posted to the vendor’s account via Accounts Payable.

Hold:

The Hold Payment field accepts an entry of Y or N or it can be left blank. When
setto Y, it prevents the creation of automatic checks for a vendor.

Take Disc.:

This single-character Take Discount field accepts an entry of A, Y, or N to control
how discounts are taken when Automatic Checks are created. If this field
contains an A, discounts are taken even if the payment is after the discount date.
If this field contains a Y, discounts are taken only if the payment is made on or
before the discount date. If this field contains an N, discounts are not taken. The
discount taken may be changed manually before checks are printed.

Discount:

This field is currently not functional.

Balance:

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

On Account:

This numeric field shows you the amount that you have paid the vendor on
account; in other words, the amount that you have paid the vendor that is not
associated with a particular invoice.

A/P Terms:

This field stores the Accounts Payable Terms code for the vendor. The vendor’s
terms are used to calculate when invoices are due, what discounts are allowed,
and when those discounts are lost. The terms code must previously have been
set up in the Terms file using the Update Vendor Terms option of the Vendor
Information Menu in A/P. This field utilizes the Zoom function.

Limit:

This numeric field contains the maximum amount, if there is one, which this
vendor allows you to owe.

Acct. Grp.:

This field stores the default Account Group to use for this vendor. Account
Groups, the groups of related ledger accounts that can be used automatically in
invoice entry, are generally used to specify different categories of purchase.
Account Groups entered must have previously been set up in the Account Groups
file in G/L.

FedTax ID:

This nine-digit numeric field stores the Federal Tax Identification Number used for
1099 reporting purposes. The proper format for this field is xx-xxxxxxx and Xxx-
XX-XXXX .

1099 Required: | This Y/N field determines if you want to report 1099 information for this vendor. If
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Field

Description

this field is set to Y then transactions with this vendor will be printed on the 1099
report.

On PO

Display only field of total $ amount of open purchase orders for this vendor.

YTD Purchases

System maintained field that stores YTD $ purchases. It is reset every fiscal year.

Lifetime
Purchases

System maintained field that stores Lifetime $ purchases

A/P:

The first section of the A/P Account field is a numeric field that stores the default
account payable vendor code. This is the account that appears in the Update A/P
Checks, Update Non-A/P Checks, and the Payable Documents. If you do not
make an entry in this field, the A/P account number from the Accounts Payable
Defaults table is used. The number that you enter must be a valid account number
in the Ledger Accounts field. The Ledger Accounts are maintained with the
Update Ledger Accounts option on the Setup Company Menu.

The second part of the A/P Account field is the default department code for this
vendor. If you are using department codes, this field allows you to link the activity
of a vendor with a department. This column defaults to the 000 department code.
In order to use the department code feature, department codes must have
previously been set up using the Update Company Information option of the Setup
Company Menu.

This field utilizes the Zoom function.

Cash:

This field stores the ledger Cash account used to pay this vendor. Any entry must
correspond to an established cash account. If you do not enter an account
number in this field, the default Cash account from the Accounts Payable Defaults
table will be used for this vendor. A department code can be entered in the
unlabeled field to the right of the Cash account field. This field holds up to nine
alphanumeric characters, and utilizes the Zoom function.

EXP-COG:

This field stores the Expense Account/Cost of Goods Account used for purchases
from this vendor. An unlabeled field next to the Expense field stores a department
code associated with this Expense/Cost of Goods Account. This field holds up to
nine alphanumeric characters, and utilizes the Zoom function.

Rebate

This is the account debited when Month End Rebate processing is run. If left blank
the default Rebate Recv account number will be used. See the section of this
training guide that discusses manufacturer’s rebates.

Credit Card
Template

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

To determine how purchase orders are to be sent to your vendors, click on the

(42

Document Delivery |

Icon on the toolbar and this screen displays:
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¢ Add on detail fdd

File Edit Mavigation Help

AN IR
Document Title Frint | Subject E-Mail Address Fas Mumber
puro_order Purchase Order Furchase Order E )

(= | %

[ 0K ] [Q;{Eancel ]

Check document delivery method B
When setting up new vendors the delivery method will default to Print and the PO will be mailed.
To view what makes up the detail of the On PO dollar amount click on the OnPO " icon on the
toolbar and this screen will display:
15 Vicw Qpen Pliichasc Ordes ==
File Edit Mavigation Help
BOHA 2500 @0
PO Mumber Date ° Item Code Description Stg  Open Quantity UM Cost Total *
| CHAMPION (R) CJ-14 SPARK PLUG E
1131 08/31/2010  GM3970699 GM L-88 SHORT BLOCK POG 1.00 EA 132000 1320.00
147 09/29/2010  ALP6203 ALPINE 6X9 THREE WAY SPEAKER POG 100 EA 62.00 62.00
148 09/30/2010  ALP7292 ALPIME 7292 REM. AM/FM/CAS POG -1.00 EA 285.00 -285.00
|149 10/05/2010  ALPG203 ALPIME 6X2 THREE WAY SPEAKER POG 1.00 EA 62.00 62.00
149 10/05/2010  ALP7292 ALPINE 7292 REM. AM/FM/CAS POG 100 EA 295,00 295.00
151 10/05/2010  C-MON 24" MONITOR POG 1000 EA 75.00 750.00
153 10/12/2010  C-USB USE FLASH DRIVE POG 100,00 EA 20.00 200000 -

VR

Update Pay — To Information

To view this screen, select Update Pay-To Information (option f) .

In addition to the information on the Vendor Information screen, you may enter one or more
separate Pay-To Addresses for a vendor. This feature is often used when you want to keep one
vendor account for a number of different vendor locations. The Pay-To address is where you will
send the purchase orders and payments.
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A Payto
File Edit
o®m &

Wiew

A @ ©
Find Prey Mext
Vendor Code:
Pay-To:
Pay-To Mame:
Contact:
Address1:
Address2;
City/State/Zip:
Country:
Email:

Web Address:
Bill Ins.:
Bickord:

Take Disc.:
Buyer:
Discount:

Pay Method:

[B=N HER=3

Mavigation Tools  Actions

ARBPEABOERE OO
@ 0 90 =\

Add Update Delete Browse

Help

123457 CHAMPION INC
EAST

EAST COAST OFFICE

BOB JOMES

Phone:  800-453-7800

100 SPRIMG WAY Cell:
MEW YORK MY

us UNITED STATES

Tax: MOTAX
M ETA Days:

CATHY CATHY SELIN

AP
1o0f2

ACCOUNTS PAYABLE

Field

Description

Vendor Code

This field holds the code that identifies the vendor. Once a vendor has
transactions in the system, you cannot change that vendor’s code, nor delete the
vendor record. This field utilizes the Zoom function.

Pay-To Code This field stores the unique code that identifies this Pay-To Address for this
vendor.

Contact This field stores the name of the person that yostritequently telephone concerning
payments to this vendor. This field holds up teaBlthanumeric characters.

Phone This field stores the telephone number of the admiarson. This field holds up to 20

alphanumeric characters.

Address Fields

This field stores the first street address line of the Pay-To address. This is the first
line of the address that will appear on checks for this Pay-To location. The entire
address consists of the fields Address 1, Address 2, City, State, Zip, and Country.

Email and Web | The email address of the Vendor contact and the Web Address of the company.

Bill Ins. This Bill Instructions field stores any special payment instructions that this vendor
may have.

Bckord. In this Backorder field, enter a Y if you will allow backorders from this vendor.

Tax This tax field accepts the multilevel tax group code for this vendor pay to location.
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Field Description

This field holds up to 7 alphanumeric characters.

Take Disc. This single-character Take Discount field accepts an entry of A, Y, or N to control
how discounts are taken when Automatic Checks are created. If this field
contains an A, discounts are taken even if the payment is after the discount date.
If this field contains a Y, discounts are taken only if the payment is made on or
before the discount date. If this field contains an N, discounts are not taken. The
discount taken may be changed manually before checks are printed.

ETA Days This field holds the Time of Arrival in days in terms of how long it takes you to
receive items from this vendor.

Buyer Enter the Buyer code for the person who ordered from this vendor.

Discount This field is currently not functional.

Pay Method This field holds the Payment Method code for this vendor.

Press Quit to return to the Accounts Payable submenu.

Print Vendor Information (option b on submenu)

Prints Vendor Information.
e Summary by Name
e Summary by Code
* Detail by Name
* Detail by Code

Summary information is different in that it lists consolidated Vendor information without details.
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Update Vendor Terms

To view this screen, select Update Vendor Terms (option d).

Used to (A)dd or (M)odify payment terms.

F Update Vendor Terms
File Edit

Q=

View Mavigation Tools Actions Help

Qe B B B M

Quit  Print

Q@

Find Prey

Ik

©

P
wit i
Ca

@

® Q9

Zoom

Motes Attachments UFields ToDo

[E=N[HCH ==

@
Technical status

MNext Add Update Delete Browse

AP Terms Code:
Description:

Due Days:
Discount Days:

Discount Percent:

6 of 6

M30
NET 30 DAYS
30
a
0.000

Field

Description

A/P Terms Code:

This is a 6 character field, identifying types of Terms.

Description:

The description of terms defined by the A/P Terms Code.

Due Days

The number of days added to the invoice date to determine the date
payment is due.

Discount Days

Identifies the number of days added to the invoice date to determine
the discount date.

Discount
Percentage

Numeric field that is the percentage of the discount. Two percent
should be entered as 2.00 not .02.

Press Quit to return to submenu.
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Print Vendor Terms (option e).

Allows you to print out entered information n Vendor Terms. Sorts by Terms Code.

Print Vendor Ledger (option f).

Prints Vendor Activity (all posted transactions). Sorts by Date, Transaction Number within Date.
Begins with the Beginning Balance. Adds or Subtracts each transaction. Ends with ending
balance.

Print Vendor Aging (option g).

Produces an aging report of vendor open items. Lists current and past due invoices and memos.
The report can age on either (D)ue or (I)nvoice date. If the default (control record) is set up as "D"
for due date aging, this will be the default for the report. This can be overridden with a "Y" for
Invoice Date aging. Next, the system prompts user for the aging date. This field is the cutoff date,
beyond which no invoices will be on the report. (If the aging date is greater than either the Due
Date or Invoice Date, whichever is chosen, then any invoice that is dated after this date will not be
on the report.)

Print Vendor Cash Requirements (option h).

Prints a report showing when Vendor Open Items are due to be paid. Can be printed in a
SUMMARY or DETAIL format by VENDOR NAME or VENDOR CODE. Because it shows future
aging, the selection criteria is same as for the aging report.

Print Vendor Open Items (option i).

Prints a list of open items for selected vendors.

Create Vendor 1099's (option j).

This option totals the cash amount paid to selected Vendors who require 1099 reporting. The
report prints a summary of the amounts. Cash accounts affected must first be setup through the
Update 1099 Cash Accounts option on Setup Payables menu.

» Update Vendor 1099's.

» Allows user to modify the 1099 report that was created with the create program.

»  Print Vendor 1099 Report.

» Allows user to print all information relating to the Vendor and the 1099 accounts.

e Print 1099 Forms - continuous or sheet (laser print  er).
L]
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Click on Exit twice until back to the main menu.
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Accounts Payable Transactions

Accounts Payable Document processing is broken into three categories, Vendor Ledger, Check
Processing, and End of Period Processing.

Payable Ledger
Accounts Payable Documents

1. Enter Accounts Payable Documents

2. Print Payable Edit List

3. Post Payable Documents (Creates Vendor Open Items)
4. Credit Card Import and post

Check Processing
Creating Automatic Checks

. Print Payments Due Report (optional)
. Update To-Pay Information (optional)
. Create Automatic Checks

. Update Non A/P Checks

. Update A/P Checks

. Print Check Listing

. Print Checks

. Post Checks

O~NO U WNPE

Reconciling Bank Statements

1. Update Reconciled Checks against Bank Statements
2. Print and Post Check Reconciliation
3. Print Check Register

Voiding Checks

1. Void Posted Checks
2. Print Void Check Edit List
3. Post Voided Checks

End of Period Processing

1. Print the Payables Journal (GL Distribution of all A/P documents by document
number).

2. Print G/L Activity (GL Distribution of all A/P documents by account number).

3. Create Recurring documents.

4. Print Vendor aging.
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Update Payable Documents

To view this screen, select Financial Management, Accounts Payable, Payable Ledger, Update

Payable Documents.

This is the data entry screen used to enter vendor invoices, debit memos, and credit memos.

¥~ Update Payable Documents | =]
File Edit View MNavigation Tools Actions Options Help
OB U ABEREM BE0Q0EDEQO
A6 © 0 0 &
Find Prey Mext Add Update ODelete Browse
Date: 02/15/2013 1134 Gross AmtEntry: N Dept.: 000
Vendor: 123457 CHAMPION INC Posted: Y
Pay-To: PAYTO Recurrent Code: Recurrent Times:
Doc, Type: 1 4531 RefiMo: % Fix Date:
Descript: Invoice Date;  02/15/2013 ]
Terms: B . 2% 10 NET PAYMENT 30 DAYS Default Tax: NOTAX
Pay Onm: 02252013 |[ii4 Due: -031'1?;'2013 t,!,_l Disc.:  02425/2013 [ | Disc%e: 2.000
F.O. No.: P.O. Date: ]
Acct.Grp: Cash: 100000000 = - 000
! Account Dpt D on Code Crgder Bel  Element
‘ 121000000 000 WORKIN PROCESS NOTAX 50.00 5000 DB 220 000 PACKAGING
|
1 . ¥
Currency: Multilevel Tax: 0.00 0.00 DB
Tk 200000000 | =, —.UUU | ACCOUNTS PAYABLE 50,00 50,00 CR
1of1

HEADER
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Field Description
Date: Defaults to the system date format mm/dd/yyyy.
Gross Amt Entry: Defaults to the value set up in Setup Payable Defaults. Y means the

gross amount is entered and the tax is backed out by program. “N”
means the net amount is entered and the program calculates tax for

you.

Dept: Three character alphanumeric. Defaults to department set up in Set
Up Payable Defaults.

Posted: System maintained. “Y” if posted, “N” if not posted.

Vendor: The Vendor Number is an alphanumeric code, and the Company

Name is the proper name to which remittance is made.

Pay — To: (optional) | If left blank Pay-To field defaults to PAYTO and the associated
address information. This is normally the Vendor code address. If the
remittance address that prints on check is different than the Vendor
code address, the Pay To code associated with this address would be

entered.
Doc. Type: One character field. When you enter the code, its description displays
beside it. Note the list of valid codes at the bottom of the screen.
Invoice: Vendor Invoice Number.
F. Date: Used for recurring documents. If a Y is entered, the date will be fixed

when the recurring document is copied. For example, if a bill is always
due on the 15" of the month, set this field to Y, enter a code in the
Recur field, and set the due date to the 15". When this recurring
document is copied next month, due date will be the 15" regardless of
the processing date.

Recurrent Code: See section on Create Recurring Documents.

Recurrent Times: If this a recurring document (i.e.-monthly lease payment) and it is only
to automatically recur a set number of times (i.e.- 36 months), enter
that value here. Each time the recurring document is created this
value will be decremented by one. When this value equals zero the
document will no longer be created by the Create Recurring
Documents program.

Ref No.: Only used for debit memos and credit memos. If the document
number of the invoice the memo is related to is entered here, it will
automatically be applied to this invoice. If left blank, an open credit or
debit memo will be created on the vendor’s account.

Description: Thi_rty character alphanumeric. This description will print on the GL
(optional) activity report.

Invoice Date: Date of vendor’s invoice.

Terms: Defaults to terms code set up for this vendor but can be changed.
Default Tax; Defaults to tax code set up for this vendor or if none found, defaults to
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Field Description

tax code in Setup Payable Defaults.
Pay — On: System calculates based on invoice date and terms.
Due: System calculates based on invoice date and terms.
Disc; . System calculates based on invoice date and terms.

PO No.: (optional)

Your PO number if applicable.

Acct Grp:

Defaults to code set up for this vendor.

Cash:

Defaults to cash account number set up for this vendor.

DETAIL (press Ctrl TAB key to access Detail Section )

Field Description

Account: This is the ledger account number this transaction should affect.

Dept: Defaults to department code set up in Set Up Payable Defaults.

Description: System displays ledger account number description.

Code: Multilevel tax code. Defaults to tax code in Header Section.

Amount: _Enter amount to be distributed to ledger account number for this line
item.

Order If this invoice is a miscellaneous cost to be added to a production
work order, enter or search for the production work order number.

Rel Enter the release number of the production work order.

Element ][Enter or search for the miscellaneous cost element that this cost is
or.

Press Quit to return to submenu.

Print Payable Listing (option b)

Prints an edit list of all the Payable Documents to check the accuracy of the documents. Must be
printed prior to posting. Document humbers are unassigned.

Post Payables Documents (option c)

Selects all un-posted invoices, debit and credit memos and posts them to the vendor’s account
and the GL activity file. Requires edit list to be printed first. Once posted, the document can no
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longer be changed. After posting is completed a report is printed. This report is similar to the edit
list with two major exceptions:

e Has documents assigned
e Has posting sequence assigned

Create Recurring Documents

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

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

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

After selecting Create, a Selection Criteria screen displays allowing you to specify one or more
recurring codes.

After you enter a recurring code, the program searches for all documents with that character in
the Recur field. After selecting OK the program creates new non-posted versions of the
documents and prints a listing of the payable documents created. Clicking OK without entering a
recurring code results in the new payable documents being generated for each posted recurring
document stored in the payable document table.
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Credit Card Import

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

IZ=} 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 program to map the columns in your vendor’s
credit card data download to database columns in Fitrix. Entering Credit Card Vendor Templates
is the first step.

s Update Credit Card Vendor Templates [ = |
File Edit View MNavigation Tools Actiocns Help
OB & A BB B0Q0EDE Q0

A e OO0 0 9 &\

Find Prev Mext Add Update Delete Browse

Tahle Name; STPCCSTD Template Name: TRANS_IMP

|
| 5equence Spreadsheet Column  Database Column

m

posted_date
trans_date
ref_no

trans_desc

L R
m o M @ p

trans_amount

Tof1

Table Name — enter STPCCSTD for credit card statement detail.
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Template Name — enter a value unique to this template.
Spreadsheet — Enter the column from the spreadsheet or text file

Database Column — Enter the column from table stpccstd that is to receive the data

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

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

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

A B E D E
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 unused columns (see Balance colunmn above). The

modified example from above is below.

The columns in the Update Import Templates window

must match your .csv columns. The columns in the Update Import Templates window above
match the spreadsheet below.
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3] may2012visal
A
1 5/28/2012
2 5/28/2012
3 5/28/2012
4 5/28/2012
3 5/25/2012
] 5/25/2012
7 5/25/2012
8 5/25/2012
9 5/24/2012
10 5/24/2012
11 5/23/2012
12 5/23/2012
13 5/23/2012
14

B

5/25/2012 Ref:
5/24/2012 Ref:
5/24/2012 Ref:
5/24/2012 Ref:
5/24/2012 Ref:
5/23/2012 Ref:
5/23/2012 Ref:
5/23/2012 Ref:
5/23/2012 Ref:
5/22/2012 Ref:
5/22/2012 Ref:
5/21/2012 Ref:
5/21/2012 Ref:

Update Vendor Information
For your credit card vendors, enter the Credit card Template code into the Credit Card Template

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

Accts AfP: 200000000 &, - 000 (& Cash:

1of1
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102000000 (%) - 000 |&

EXP-COG:

C D
24445002147100176651 OFFICE MAX
2461043214601018333¢ THE HOME DEPOT
7461043214601018333° THE HOME DEPOT
2444500214610016421¢ OFFICE MAX
24755422145261454568 SPARKLE CLEANEI
2461043214501018263° THE HOME DEPOT
2444500214510015862( FRED-MEYER #06C
24559302145400000690 COURTESY TIRE Ih
24493982144026982767 CRAIGSLIST.ORG
2449313214498000701: CHUCK OLSOM CH
2476501214320000075( COMPASS COURS
2444500214310014573( OFFICE MAX
2444500214310014573( FRED-MEYER #06C

503000000 %/ - 000 |@ Rebate: 102000000 =,

79.45
592.77
-409.9
39.08
270
409.9
32.84
1412.04

107.15
700
79.92
8.74

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

G Update Vendor Pay-To's | = | B |
File Edit Wiew MNavigation Tools Actions Help
[OXL=RLVEX ABLEBEN @6

A ¢ 99 0 @ |\

Find Prev Next Add Update Delete Browse

Vendor Code: CAPONE .| CAPITAL OME VISA
Pay-To: VISAL

Fay<To Name: CAFITAL ONE

Contact:  FRAME SPUNK Phone:  343-345-7000
Address1: 1234 4TH ST Cell:
Address2: Fax:

City/State/Zip:  FARGO ND 345545

Country:

Emnail:
Web Address:
Bill Ins.:

Bakord: Tax: NOTAX

Take Disc.: ¥ ETA Days:
Buyer:
Discount:
Pay Method:
Credit Card AP Acct:
1ofd

Bl

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

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

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

Processing Credit Card Vendor Data

When you have created Credit Card Vendor Templates, entered a Credit Card Template code for
your Credit Card Vendors, and entered any data required for the Credit Card Vendor Pay-To's,
you are ready to process Credit Card Vendor Data. The steps to processing Credit Card Vendor
Data are:

1. Import Credit Card Vendor Data.

2. Update Credit Card Vendor Data. You must enter a valid vendor and vendor pay-to for
each item.
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3. Print Credit Card Transaction Listing. When you do this step, you see any items you
missed in step 2.

4, Post Credit Card Transactions.

Import Credit Card Vendor Data
You must fill out the following selection criteria form.

Il Enter Selection Criteria | =RiC X

File

®

Load Flat File
Enter Vender Code: ||
Enter Pay-Ta Code:
Entzr the name of the file to be lozded:

Choose the delimiter -hat is used in your data file:
@ Pipe J{Delaull)

Comma
Tab
Tilde {~}

|Gox | pgcancel |

Enter the vendor code
\

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

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

The fields on the selection criteria form are as follows.

Enter vendor code: Vendor Code to be used. The Credit Card Vendor Template used is
determined by the vendor.

Enter Pay-To code: Vendor Pay-To Code to be used.

Enter the name of the file to be loaded:  The file containing the spreadsheet or text data must
be placed in a specific directory on the server’s system. Work with your system administrator to
place the file in the correct directory ($fg/data/load). Once you verified the proper location, enter
the name of the file, including the extension assigned to the
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Choose the delimiter that isused in your datafile: Select one of the choices, based on the chanamter
used to separate the columns in your spreadsheet or text file. For Microsoft Excel spreadsheets,
the most common separators are: comma (save as a ‘Comma-separated’ file) or tab (save as a
‘Tab-delimited’ file).

Click OK to process the file.
Update Credit Card Vendor Data

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

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

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

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

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

» Determine which line items to post. In cases where the period ending date does not coincide
with the date the last statement items were imported, you can flag items to not post that are
past the statement ending date. This way the outstanding open items for the credit card
correspond exactly to the statement ending balance. The Post (P) checkbox to checked.
You can uncheck items that you do not want to post. Later on, you can check the post (P)
checkbox.
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Evu pdate Credit Card Vendor Data
File Edit View Mavigation Tools Actions Options Help
OB AH-BHEOOESR |06
) \
Y
Find Prev Nedt Add Update Delete Browse
Credit Cand Vendor: | CAPONE ICAPITAL ONE VISA
Credit Cand Pay-To: | VISAT CAPITAL ONE
Import Doc No: 50 Import Date: | 05/31/2012 Import User: | kithyk
FPosted Date Trans Date Ref No Description Amourt P st Date Trans Wendo
05/28/2012 05/25/2012 Ref: 24445002747100776651900 OFFICE MAX. 75.45
05/28/2012 05242012 Ref: 2461043274607107183336545 THE HOME DEPQT 4706 532.77
05/28/2012 05/245201% Ref: 74610432146010183337043 THE HOME DEFQT 4706 -409.50
05/28/2012 05/24/2012 Ref: 24445002146100164216600 OFFICE MAX 59.08
05/25/2012 0572472012 Ref: 24755422745261434 568301 SPARKLE CLEANERS 270.00
05/25/2012 05/23/2012 Ref: 24610432145010182639973 THE HOME DEPQT 4706 409.50
05/25/2012 057232012 Ref: 24445002145100158620214 FRED-MEYER #0608 3234
05/25/2012 05/23/2012 Ref: 24559302745400000650043 COURTESY TIRE INC 1412.04
05/24/2012 0523201z Ref. 24433962744026382767928 CRAIGSLIST.ORG 25.00
05/24/2012 05/22/201% Ref: 24438132144380007012594 CHUCK OLSON CHEVROLET INC 10715 [¥]
05/23/2012 05/22/2012 Ref: 24765012143206000750696 COMPASS COURSES 700.00
05/23/2012 052172012 Ref: 24445002743700745730748 OFFICE MAX 79.92
05/23/2012 05/21/2012 Ref: 24445002143100145730664 FRED-MEYER #0608 874
1of 1

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

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

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

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

Import Date: The Import Date is automatically assigned when you import the credit card
data.

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

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

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

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

Reference Number: Reference number of the transaction. Display only field.
L]
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Description: Description from the credit card company. Display only field.
Amount: Amount of the transactions. Display only field.

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

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

Transaction Vendor: Enter the transaction vendor code. You can use the Zoom
feature.

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

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

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

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

F= Expense Account Detail |:.|4|§||&
File Edit Mavigation Help
-
OB @
Expense Account Department Amount Desaiption
590000000 000 10,00 || ADD FOR WAREHOUSE PERSOM
638000000 000 15.00|| ADD FOR CUSTOMER. SERVICE|
O oK | |Q11 Cancel
Enter in description R

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

Expense Acount:
available.

Enter the expense account for the Amount. The zoom feature is

Department: Enter the expense department for the Amount. The zoom feature is

available.

Amount: Enter the amount to post to the Expense Account and Department.

Description:

Description is a free form description for the expense amount.

You may enter additional notes for the transaction using the Notes Button. These notes are

freeform notes attached to the transaction line item.

F= Transaction Mctes

= [ [ eS|

File Edit Mawgation Help

DU DR ODEDE

o

Office supplies for the Sezatte offize.|

(G o | [Edcancel | &2 Eat

] [-l, Tme Smnp]
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Print Credit Card Transaction Listing

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

* 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 Card Transactions that follows.

Post Credit Card Transactions

When credit card transactions are posted, the following occurs.

1. For each credit card transaction an invoice is posted to transaction vendor/payto for the
credit card statement line item. The expense account and department data are used for
this invoice.

2. An attached debit memo is posted to the invoice posted in step 1. This attached debit
memo completely offsets the invoice posted in step 1. The reason for posting the invoice
in step 1 and the attached debit memo is so you can track the payments to these vendors
in addition to the regular AP invoices.

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

The result is history of the credit card transactions on the vendors paid with the credit card and an
open item for the credit card vendor for the posted amount. In this manner the correct expense
accounts are recorded and the open item is payable to the credit card vendor.

The Post Credit Card Transactions report:

Date: 0671772012 Post Credit Card Transactions
Timei 203113159 ABC DISTRIBUTIOH Pagei 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
05/2872012 0572472012 Refi 24445002146100164216600 59,08 OFFICE HaxX SER
OFFICE HAX
ficcount Ho Department Description Amount
70000000 000 OFFICE SUPPLIES FOR FRAHK HARDOD 59,08
05/25/2012 0572472012 Ref: Z4755422145261454568301 270,00 123458 PAYTO
SPARKLE CLEAHERS
Account Ho Department Description Amount
500500000 000 CLEAH DRAPES IH COHFEREHCE ROOHS 270,00
05/725/72012 0572372012 Ref: Z4610432145010182639973 409,90 HOHE DEFOT PAYTO
THE HOHE DEFPOT 4706
Account Ho Department Description Amount
BO0E00000 000 REPAIRS TO COHFEREHCE ROOHS 409,90
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Check Processing

To view this menu, select Check Processing (option 2)

__Financ 1 Financial Management
__”9"”“‘1 & 1 Gener 3 Accounts Payable

L T

Produt :

. Ei’ 4 Payro ﬁi 3 Vendo b Update To Paylnformanon
F' d

o ue Ej 5 Fixed £ @31 4 Setup E{, ¢ Create Automatic Checks

Custor ﬁ 5 Multl Cﬂ Exit B d Update Non-AF Checks
Gener ﬁ] 1 Muln LeveITax

@@

B e Update AP Checks
Bt ﬂ Ext  Print Check Listing
B o Print Checks

)
&
&
_a:j
&
B
=
&
s

Z) h PostChecks

& i Check Processing Reports

[ | Check Reconciliation Programs
&= k Void Posted Checks

@! z Update Batch Maintenance

§] Bt

Follow these steps to process checks:

*  Print Payments Due Report (optional)
e Update To-Pay Information (optional)
* Create Automatic Checks

¢ Update Non A/P Checks

e Update A/P Checks

e Print Check Listing (Edit List)

¢ Print Checks

«  Print Remittance Advices if applicable
* Post Checks
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Other items that relate to Check Processing are:

» Reconcile Checking Accounts

* Print and Post Reconciliation reports
» Print Check Register

* Void Posted Checks

Print Payments Due Report (option a)
This report is run to give you a list of invoices due by a certain date.

To print this report you must enter a Check Run Date and the Next Check Run Date. These dates
are used to select the current invoices for payment and to determine whether or not discounts are
valid. If the Check Run Date is past the Discount Date, the discount is shown on the report as lost
and the discount is only taken if vendor record is set to Take Discount “A” for Always.

The next prompt is for Vendor Code. You can Click the OK Button (or press ENTER) to select all
vendors or use wildcards to select certain vendors.

The last prompt is for Cash Account. You can Click the OK Button (or press ENTER) to select all
Cash Accounts or enter a specific cash account. The cash account is the cash account the

documents were previously posted to which is the same account set up in each Vendor's
information file.

Update to Pay Information (option b)

To view this screen, select option b, choose “Find” and Click the OK button (or press ENTER) to
find all records.

This option allows you to change only the following fields using the Update command:
1. Amount to Apply
2. Discount To Take

3. Date To Pay

Press Quit to return to menu.

Create Automatic Checks (option e)

This option creates checks and stores them in the check file for printing. It also prints the
Automatic Checks Report that has the same format as the Payments Due Report and will reflect
any changes you made in the Update To-Pay Information program.

It is important to use the same parameters for this report (i.e.; check date, etc.) as you did when
you printed the Payments Due Report.

After automatically creating checks, you can still modify these checks using the Update A/P
Checks option.
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Update Non-A/P checks (option d)

To view this screen, select option d.

'~ Update Non-A/P Checks =R <=

File Edit View Mavigation Tools Actions Options Help

O U QA BIRYN E00ED G 9O

4O e 90 0 9 W\

Find Prev MNext Add Update Delete Browse

Vendor
Date: 09/05/2012 %]
vendor: 123462 %) SONY OF AMERICA
Pay-To: PAYTO
Print Check: N
Posted: ¥

Check Information
Check Number: Description:
Send to Positive Pay:
Cash Account: 100000000 | = Department: 000
Tax Code: NOTAX

Gross Amt Entry: N Tax Department: 000

! Account Dept AccountL

L LredityLienit

704000000 000  OFFICE SUPPLIES MNOTAX 45345 45945 DB

= Totals
Tax Amournt: 0,00 Check Amount: 459,45
1o0f3
Fot View Detail :

This program allows you to enter checks for items not entered into the AP System through Update
Payable Documents.
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HEADER:

Field Description

Date Date of Check

Print Check This field defaults to “N” because many users enter payment
information here to record payments for checks already written. If a
check needs to be printed, change the default to Y.

Vendor Vendor Code, and Vendor Name

Posted Indicates whether the payment has been posted to the General
Ledger.

Pay-To Code This code determines the address that will print on the check and is

therefore used if this address is different than the Vendor Code
Address.

Check Number

Enter check number for handwritten checks or leave blank if this
check will be printed because check number will be assigned at time
of printing.

Send to Positive
Pay

Check this box is the check should be included on the file that is sent
to your bank if you are using Positive Pay.

Description

Optional reference field. Information entered here will print on the GL
activity report.

Cash Account

Enter the G/L account number you wish to decrease when check is
posted.

Tax Code

Defaults to the value set up in the Vendor Information file.

Gross Amt Entry

Defaults to the value set up in the Setup Payable Defaults. Y means
the gross amount is entered and the tax is backed out by program.
“N” means the net amount is entered and the program calculates tax
for you.

Tax Department

Defaults to 000. This is the department code used when posting the
Multilevel Tax amounts.

DETAIL (press Ctrl TAB key to access):

Field Description

Account Ledger account number that is increased by this transaction.
Dept. Defaults to 000. Zoom feature is available if you need to change.
Account Displays ledger account description.

Description

Cd Tax code. Defaults to the value in the header section of screen.
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Field Description

Paid Amount to be disbursed to this ledger account number.

Credit / Debit Display only based on ledger account number. Can be modified by
user.

Press Quit to return to menu.
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Update A/P Checks (option e)

To view this screen, select option e.

= Update A/P Checks [l =
File Edit View Mavigation Tools Actions Options Help
@F &4l QA AIBRN H00ED G OO
S
Ba 5
A0 909 0 @ |\
Find Prev MNext Add Update Delete Browse
Vendor & Dates
Date: 10/09/2012 14| Mailed Date: e
Yendor: CAPONE %/ Mendor Mame: CAPITAL OME VISA
Pay-To: VISAL % Pay-To Name:
Print Check: ¥
Posted:
Check Information
Cash Account: 102000000 |=, - 000 : Currency:
Check Number: Description: ALTOMATIC CHECK
Send to Positive Pay:
Automatic Pay: Pay On Account: 0.00
Take Disc.: ¥ On Account: 0.00
Cmd  Invoice Due Date Diizc Ot Dizc Bal Balance Disc Applied f
05/31,/2012 05/25/2012  05/25/2012 0.00 0.00 0.00 1444 88
05/31,/2012 05/28/2012  05/28/2012 0.00 0.00 0.00 7945
05/31,/2012 05/28/2012  05/28/2012 0.00 0.00 0.00 182.87
Totals
Chedk Amount; 1707.20 Total Discount Allowed: 0.00
Total Applied: 1707.20
20f3

This option allows you to change and delete automatic checks (select Find to find and revise or
delete) or manually enter AP checks (select (A)dd to add).

Chapter 4-43 Accounts Payable



Fitrix Accounting Course Workbook

HEADER:

Field Description

Date Date of Check

Mailed Date This will default to the check date but can be changed if you want to track
the fact that you mailed the check to the vendor at a later date (check was
held for some reason).

Print Check Enter Y if check will be printed, or “N” if check has already been written.

Vendor This is a twenty character code associated with the vendor record, followed
by a description field for the vendor name.

Pay-To Code Code for remittance address that will print on check. If this address is

same as vendor code address, no Pay-To code needed and system
defaults to “PAYTO”

Cash Account

Enter G/L account number you wish to decrease when check is posted.

Currency Defaults to currency code set up in Vendor Information file if Multicurrency
module is installed or defaults to STD.

Check Enter check number for handwritten checks or leave blank if this check will

Number be printed because check number will be assigned at time of printing.

Send to Positive
Pay

Check this box is the check should be included on the file that is sent
to your bank if you are using Positive Pay.

Description

Optional reference field.

Automatic Pay

When vendor code and Pay-To code are entered, all open A/P items
display in detail section of the screen. If a Y is entered here, the system will
pay all invoices (beginning with oldest) and take all available discounts. An
entry of N, or no entry means you intend to specify specific invoices.

Take Discount

Display only field that defaults to the value set up in Vendor Information file.

Pay On Enter amount in this field if you do not want to apply payment to any

Account invoices. The amount will be placed On Account and can be applied at a
later date. An example would be a deposit.

On Account This display only field shows how much the vendor owes you or you owe

the vendor in addition to outstanding open items.

DETAIL (press Ctrl TAB to access):

Cmd? - The command entered here determines how to pay the invoice. 1,2,3,4 and | are the only
valid entries for this field.

1 = Pay the invoice, taking the discount if the date of the check is on or before the
discount date.

2 = Pay the invoice, taking the discount even if the check date is after the discount date.
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3 = Pay the invoice and do not take the discount.

4 = Manually enter the amount of cash to apply to the invoice and manually enter the
amount of discount to take (can also un-apply payments made in error by selecting 4
and entering O for the payment amount.)

| = Displays information about this invoice.

Press Quit to return to the menu.

Print Check Listing (option f):
This listing is an edit list of all current check entries and must be printed before you print or post

checks. This is a required edit list. If you change any documents after this listing is run, you must
rerun this listing or the modified documents will not post.

Print Checks (option g and then (a) for continuous forms or (b) for laser forms):

This option is used to print checks. You will be prompted for the following information:

"~ Enter Selection Criteria = EE==
File Edit Mavigation Help
QO U EBRER QOELDE »
Cash Account: [100000000] EI
Department: 000 |E|
|G oK | |t;1 Cancel |

Enter The Checking Account Number

3 Prompt @

Indude GL Distribution?

|Q Yes i |¢: No |

3 Template... -

Print glignment template?

|Q Yes | |¢1‘ No |
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F ap.o_checls.check_no |E|| [=] @

File Edit Mavigation Help

QU ULEEER OQ&E~>
Check Numbers

Starting: Eﬁ

Ending: 131
Total Checks: 1

Check Date:  12/10/2012 i3]

|Q K, | |t_:1 Cancel |

Enter The Starting Check MNumber

There is a remittance advice created if the number of invoices being paid is greater than the
number of lines that will fit on the remittance portion of the checks. The words “See Attached
Remittance Advice “ prints on the remittance portion of the check. When checks are done
printing, you will be prompted if there are any remittance advices pending. If there are, you can
change paper in the printer and press enter to continue.

Print Remittance Advice (option g and the (c)):

The remittance advice prints immediately after the checks are printed. However if for some
reason you need to reprint them before the checks are posted, use this program to do so.

Post Checks (option h):

The post checks option stores the accounting information, adjusts the balances of the paid open
items, and updates the Last Payment Date and Balance fields in the Vendor Information file.

Check Processing Reports (option i):
The following menu options are available when requesting reconciliation reports.

Print Check Register (option a):

This report lists all posted checks and the amount by check number. You define cash ledger
account and date range.

Print Cash Disbursement Journal (option b):

This report lists all posted checks for a user defined date range and the GL distributions
associated with them.
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Print Outstanding Checks(option c):

This report lists all checks that have not cleared your bank and have therefore not been reconciled
using the reconciliation program discussed below.

Print Positive Pay File(option d):

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

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

The use of Positive Pay in Fitrix is optional and works as follows.

1. If you use the automated check creation program all checks created will be checked that
they will be sent to Positive Pay (if you don't use Positive Pay no harm is done).

2. If you select what you are paying manually these checks to will be checked that they will
be sent to Positive Pay but can be unchecked as needed (An example of a transaction
that may be unchecked would be an automated debit from your account (ie- a payroll
service, etc.) as those would not need to be sent to your bank for validation prior to
payment.

To create the .txt file that you will send to your bank select option (d) on the Check Processing
Reports submenu.
Please note this important message on the Printer Dialog box. It's imperative that you check the

editor radio button before creating the report or the output will not be a .txt file.
Print positiwve pay file

IMPORTANT

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

Srreen pager
POF viewer

Export {i.e. Excel)

Editar |
Host F'rinter| ﬂ 1 ﬂ

Client Printer | |

C S T

i

Next you will be prompted for this information:
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' Erter Selection Critena
File Edit Mavigation Help
QO UhRER OQEDE O
Starting Date: [£4] Ending Date: 12/10/2012 [a¥d]

Bank No:

Account No:

[ ox | [ cancal |

Enter the starting date

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

Once you have run this program any checks that were dated within the starting and ending dates
you entered will be marked as sent to positive pay to avoid duplicate transmissions.

Reconcile Checking Accounts (option j):

To reconcile the checking accounts select option (a) from the menu below:

3 Accounts Payable
(SRBGEEN 2 Check Processing

SERRE | Check Reconci

Fourth
Softwar:

6 Multi-C

B3 7 Multi-Level Tax
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Reconcile Checking Accounts

The Checkbook Reconciliation screen:

-

F3 Reconcile Checking Accounts = -||_I§I|I-§E-I
OB OWREERA ALEBEN BE00ED & 90
“ v @ ] .
Find Prev MNext Add Update Delete
Bank Code: BOA EI BAME OF AMERICA
Branch: BRANCH #1 (% CUMBERLAND
Account Name: ABC DISTRiBUTION
Account Mumber: 0291038109
GL Account Mo: 100000000 Department Code: 000
Statement Date: 08/31/2012 [uid]
GL Balance: 258778.16
Mot Recondled: 153752.74
Adjustments: 50.00
Statement Balance: 105075.42 Recondled: N
Act Date (65 ] epID Document Description Amount o
N 02/01/2012 CR 17 CASH DEPOSIT -100.00 L |
N 02/02/2012 CR 18 CASH DEPOSIT 100.00
N 02/02/2012 CR 19 CASH DEPOSIT 1995.00
N 02/02/2012 CR 20 CASH DEPOSIT -27.05
N 02/24/2012 CD 107 AUTOMATIC CHECK -142500.00
N 02/24/2012 CD 108 AUTOMATIC CHECK -264.00
N 02/24/2012 CD 109 AUTOMATIC CHECK 1000.00
LN 027242002 D 110 AUTOMATIC CHECK -2500.00 2
(New Document)
(@oxk | [i4cancel | [Edpewmi |
Enter the bank code Bl

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

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

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

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

Adjustments — enter any adjusting amounts that need to be made (ie- bank charges, etc.)
Statement Balance — GL Balance +/- Not Reconciled +/- Adjustments.

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

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

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

Entering Adjustments:

1. Enter ajournal entry for bank charges and post this entry to your General Ledger.

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

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

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

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

j Check Reconciliation Programs

[E] a Reconcile Checking Accounts

E}[ b Print Reconciliation Repaort |

=) ¢ Post Check Reconciliation

&) Exit

Here is the first prompt you will receive:

= Confirm @

Print Posted Reconciliation Report?

ves | [Ndno | @qut |

If you want to reprint a reconciliation report for a reconciliation that has already been posted,

select Yes. If you are printing a reconciliation report for a reconciliation that has not yet been
posted select No.

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

F=' Enter Selection | || = .

File Edit Help

© &l
Selection Criteria
Bark Cod=:
Branch:
Statement Date:
Qox | [ifcancel |

Enter bank code.

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

Submenu contains following options:
a. Update Void Checks
b. Print Void Check Listing
c. Post Void Checks

Update Void Checks - To View this screen select Update Void Checks (option a).

¥~ Update Void Checks =N BN

File Edit View Nawigation Tools Actiens Help
OB WP LHA ALEREE 96
o 9w 0 © :

Add Update Delete Browse

Check Document Mo: 83 (=)
Void Document Date: | TEIARER (]
Check Information

Check Date:  07/12/2012

Check Mumber: 124
Description:
Vendor: 123457 CHAMPIOM INC
Posting Mo: 30

Posting Date:  07f12/2012
Chedk Amount: 7500.00

@ o |

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

Step  Action ‘

1 Click Zoom (or Ctrl-Z), and then select the document number of the check to be
voided.

2 Once a transaction has been selected, the screen populates with detailed
information about that check.

3 In the Void Document Date field, enter the date on which the check is to be
voided.

Note: This date is the date this transaction will post to GL activity.

4 Click the OK button or press enter to store the transaction.

Press Quit to return to menu.
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When all checks to be voided have been entered, the next step is to print the Void Check Listing

(option b) and then Post Void Checks (option ¢). The post program adds the AP invoices paid by
the check back as an open item.

Press Quit and then the ESC key to return to the main menu.
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End of Period Processing

End of Month Reports
» Print GL Activity (option E on the Payable Ledger m  enu. Optional) - Lists all AP
activity by ledger account number.
»  Print Payables Journal (option D on the Payable Led  ger menu. Optional) - Lists
AP documents by document number and details GL distribution.
»  Print Cash Disbursements Journal (option B on the Check Processing Reports
menu. Optional). —Lists AP and Non AR checks by document number and details

distribution.

e Print Vendor Aging (option G on the Vendor Informat ion menu. Optional)
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Accounts Payable Review:

m  The Accounts Payable Module maintains and processes two types of data: Vendor
Information and Ledger Activity Information.

m  The major tasks performed in Accounts Payable are:

» Setting up the A/P system.

*  Maintaining Vendor Information.

* Processing Vendor Invoices or Accounts Payable Documents.
» Processing checks for Vendor or Non Vendor Payments.

e Completing month end procedures.

m  Setting up Accounts Payable Module includes:

« Defining A/P related reference files like Vendor Payment Terms and Account
Groups.

e Entering Vendor Information and Vendor Pay-To Addresses.

e Entering Vendor Open Items.

e Setting the A/P setup to complete.

m  Processing Accounts Payable Documents includes:

» Receiving vendor invoices and entering them as Accounts Payable
Documents.

»  Printing the Edit List to review documents for accuracy.

» Posting A/P documents to create Vendor Open Items

» Importing credit card payment information.

»  Creating recurring invoices.

m  Processing Accounts Payable Checks includes the following steps:

» Print a list of payments due for a specified period of time.

* Update the payment due information per invoice prior to creating checks
through the Update Pay-To Information menu option.

» Create automatic checks.

» Review all invoices to be paid by this check run and update or delete any
checks prior to printing.

e Print check listing

*  Print checks

» Post checks to update Vendor Balance and General Ledger Activity

m  End of Period Processing includes the following steps:

e Print GL Activity (optional).

*  Print Payable Journal (optional).
* Print Vendor Aging (optional).

* Reconcile Checking Accounts
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Lab Exercise a: Setup Accounts Payable

Update Account Groups

Objective: The purpose is to teach the end-user what information needs to be setup prior to
processing transactions through Accounts Payables. Add an account group called PHONE that
credits Accounts Payable and debits two Telephone expense accounts.

Chose #3 (Accounts Payable) from main accounting menu.
Choose #4 (Setup Payable).

Choose #c (Update Account Groups).

(A)dd and Account Group called PHONE for Phone Expenses

Account # = "702500000" Department # = "000"

Account # = "702500000" Department # = "300"

Note: You do not have to setup AP account in this account group. When used in
Updating AP Documents, the default AP account will automatically be used to
offset the above accounts.

Press ENTER to store

PbdPE

5. Press Quit to go back to menu.
6. If desired Choose 'd' to print out the Account Groups listing. (Redirect to screen).

Setup Vendor Information

The ABC Distribution database has several vendors already setup. From the Update Vendor
Information find all existing vendors.

Objective: the Purpose of Exercise Il is to acquaint the user with what vendor information needs
are necessary for transactions to be processed.

1. Add a new vendor: (option e on the Set Up Payables menu):

Vendor Code: 123477
MEGUIAR'S INC.

2465 ARLINGTON WAY
IRVINE, CA 92714 USA
COLLIN ROBERTS
Phone: 813-567-8989
Tax Code: NOTAX
Limit: 5000.00

Pay Method: AP ACCOUNTS PAYABLE
A/P: 200000000-000
Cash: 100000000-000
COG: 500000000-000

Press ENTER to store

2. Setup a Vendor for AT &T Telephone for monthly phone bills, using the account group
PHONE as the vendor default.

Press ENTER to store, and Q key to return to Accounts Payable menu.
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L]
Update Accounts Payable Defaults
Select Accounts Payable - Setup Payables.

Obijective: To setup the defaults that will be used by the A/P system as transactions are
processed.

1. Select option 4 and then option 'a’ to Update Payables Defaults. Make any changes to
categories that you would like.

2. Press ENTER to store and then click Quit and Exit to return to the main menu.
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Lab Exercise b: Processing A/P Transactions

Update Payable Document

Obijective: The purpose of the following exercise is to show how documents entered in the A/P
system are processed through the posting phase.

1. From the main menu select Financial Management, 3,1,a.
2. Choose (A)dd to add a new document and enter the following:
Add an invoice for Vendor AT &T

Invoice 100 for Phone Services for April
Invoice Date: today’s date

Acct Grp: PHONE
Press Ctrl TAB or click on detail to move to the section for detail lines
Enter: $100.00 for each line item.

5. Press "ENTER" to save document.
6. Add the following Accounts Payable Transactions:

Invoice #101 - Purchased from Alpine Radio 2000.00 in car stereo parts...
Invoice #102 - Purchased 200.00 worth of furniture from Cobra Corp.

7. Print the Edit List. (Option b. Redirect to screen).

8. Post the transactions. (Option c. Redirect to screen).
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Creating Recurring Documents

Objective: To create and store a recurring type document for later use by the system.

1.

Choose “a” for Update Payable Documents

Create a “Recurring Document” by entering a document with the following:

For current month setup an invoice for “ALLIED SIGNAL” in the amount of 150.00
Fill in the “Recur” field when entering the document. Use “M” for the code.

Code to GL account # 704000000.

Save the document as you would when entering a non-recurring document, edit, and post.

Go back to Update Payables Document and search on the Recur field for a code of “M”
Notice that the item is posted.

Choose “h” for Create Recurring Documents
This step creates a new document. Use recur code = M and today’s date.

Repeat step 4 above.
Notice that the newly created recurring document has new dates and is not posted.
Changes can be made to this new document.

Run the edit and post.

Click Exit to return to the main menu.
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Lab Exercise c: Processing Checks

Obijective: To create checks from posted invoice documents and process checks through the
posting process.

Print Payment Due

1. Choose (3) Accounts Payable, (2) Check Processing, (a) to 'Print Payments Due Report'.

2. Redirect output to the screen. This report is optional; it allows the user to batch all checks with
certain criteria.

3. There are two dates that this report needs.

Check Run Date - This date prints out on the Payments Due report and determines
whether or not the discounts are taken.
INPUT date of today

Next Check Run Date - This date is used to select invoices for payment. This is used as
the upper, range of invoice dates to be used for the printing of checks.
INPUT date of 30 days from today.

5. The "Select Vendor" screen allows the user to print out this report for select vendors or for all
Vendors. Press "ENTER" to select all Vendors.

7. Press "ENTER" to select all cash accounts/departments. This allows a selection for specific
cash accounts/department(s) if a selection is desired.

Update Payment Information

1. Choose "b" to 'Update To Pay Information'. This is optional and is chosen only if the user
wants to change the 'to pay' information at the bottom right of the screen. No other information
on this screen can be changed.

2. Press Quit to return to the menu.

Create Automatic Checks

1. Choose "c" to 'Create Automatic Checks'. This option creates the check record and stores
them in the check file. It also prints the Automatic Check Report. The 'Create Automatic
Checks' option will ask for the same two dates you entered on the 'Payments Due Report'.

2. Redirect to screen.

3. Enter the same two dates.

Enter the Vendor selection criteria and press ENTER to select all Vendors and then
ENTER for all cash departments.

Update Checks
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Choose "e" to 'Update A/P checks'. This will allow the user to modify a check that was not
created with the automatic option.

Do a find on vendor code 123457. Change the amount to pay on invoice # 7572361 to $900
because the remaining balance is under dispute by your company.
Press "ENTER" to save document.

Press "(Q)uit" to Quit menu.

Print Check Edit List

1. Choose "f" to print the check edit listing.

2. Redirect to the screen. The Check Number will be unassigned at this point. Based on this
report you can update the Checks if needed and reprint this report. NOTE: If a change is
made to the checks through 'Update A/P Checks' this report MUST be reprinted.

Print Checks

1. Choose 'g' and then b to print the checks and redirect to screen.

2. Press "ENTER" for all cash accounts.

3. Press "n" to 'Print alignment template'.

NOTE: Printing the alignment template may cause the check numbering to be off.

4. Enter 'starting check nhumber' of 10.

5. Enter date of today for the 'Check Date' .

Post Checks

1. Choose "h" to 'Post Checks'.

2. Redirect to screen. There are no selection criteria on this option.
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Lab Exercise d: Voiding Checks

Void Posted Checks (option K)

1. Void the following check:
Note: Use the Add Mode

* Void a check you did today

Print Void Check Listing (Redirect to screen)
1. Print the Void Check Edit List.

Post Void Checks (Redirect to screen)

1. Post the Voided Checks.
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Exercise e: Period End Activities

NOTE: Redirect all output to Screen

1. Print Payable Journal. (option d on Payable Ledger menu) Use date range of 01/01/2012

through today.
2. Print G/L Activity. (option e on Payable Ledger menu) Use date range of 01/01/2012 through

today.
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Accounts Payable Summary

The following points of training were covered in this Chapter. If you feel that you have not
mastered all objectives, go back and review those sections.

Accounts Payable Modules overview.

Operational tasks performed in Accounts Payable
Setup the Accounts Payable Module

Process Accounts Payable Documents

Procedure for Processing Checks

YV V V V V V

Procedures for completing Accounts Payable Month End
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