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Chapter 1

Introduction

*General description of Accounts Payable

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

Effect of transactions on ledger and vendor infdroma

*Reference programs

A/P Accounting Cycle

1
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Accounts Payable Introduction

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

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

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

2 A/P Accounting Cycle
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Accounts Payable - Features/Functions Highlights

Features:

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

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

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

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

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

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

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

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

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

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

Reports

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

* Vendor Labels
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* Vendor 1099s

Information Tracked by Accounts Payable

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

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

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

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

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

Basic Transaction Steps, Posting, and Audit Trails

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

1. Enter the transaction into the system.

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

2. Print an edit list.

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

3. Post accounts payable documents.

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

Activity Program/Audit Trall

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

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

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

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

A/P Reports

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

1. Reports about ledger information.

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

2. Reports about vendor information.

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

End-of-Period Processing in A/P

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

Reference Programs

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

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

Account Groups:

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

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

Checks:

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

Checking Accounts:

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

Company Information:

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

Ledger Accounts:

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

Multilevel Tax Codes:

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

Open Items:

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

Payable Defaults:

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

Payables:

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

Terms:

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

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

Void Checks:

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

Different Databases & Data Sets

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

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

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

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

A/P Accounting Cycle

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

*Menus and menu options involved in A/P Setup

*Menus and menu options involved in processing AdRsactions

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

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

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

A/P
Setup

A/P
Transaction

Processing

A/P
End of Period
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Accounts Payable Setup

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

Vendor Information

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

File Yiew Execute Settings Help
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& o Producgg 4,Pa\,5rollﬁ 3 ¥endo = b Print vendor Infarmation
& 6 Produrgy 5 Fixed? &2 4 Setup &= ¢ PrintVendor Labels
u@ﬁ ?Generm 'E"M"'n"'c-i‘_-l.fﬁiﬂt d Update Vendaor Terms
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Setup Payables

#Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser [_ |[0][X]

File VYiew Execute Settings Help
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: = Softwars Solutions, Inc.
S & Produtim 4 Peyollgy 3 vendo @ p print Payable Defaults
5 6 Produrgy 5 Fied &5 4 Setup [E c Update Account Groups
ﬁ' ? ,G_E,H?r.:ﬁ E'M"'Iﬁ'c-ﬂ.':ﬁﬂf iZ) d PrintAccount Groups
ﬂ Eht e @ e Update Yendor Information
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B o Print¥endor Information
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E j Update 1038 Cash Accounts
El k Update Paymant Methods
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I Status Idle

Payable Defaults

¢ Update Payable Defaults (required)

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

¢ Print Payable Defaults (optional)

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

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

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

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

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

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

» Print Vendor Open Items (optional)

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

1099 Cash Accounts
* Update 1099 Cash Accounts (optional)

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

Update Payment Methods

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

Setup Complete

Telling the system that setup is complete is teedtep before transaction processing can begmpritcedure is as
follows:

Find the Accounts Payable Setup Complete fielth@tbiottom of the Update Payable Defaults screeis. YN
field, when set to "Y", automatically totals exiggiopen item A/P transactions, displays this amaumd prompts
you to verify that no additional A/P setup entrig be needed. Enter "Y" to proceed with postirfgth A/P open
items.
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If A/P setup is complete and additional pre-setpproitems are found and need to be entered, youesay this
field to "N". This warns you that all A/P transaxis will be deleted and that the open items witham. It then
prompts you to continue. If you enter "Y" to cont@ all transactions are backed out from the A/&ipg tables. If
transaction processing has not been started, mo isatone since only pre-setup open items have pested. Now
you need to enter only the additional open itentsssat Accounts Payable Setup Complete? to "Y" addia addi-
tional open items plus the original open items ikt at this time.

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

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

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

Payable Ledger

# Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser E]@[E
File View Execute Settings Help

dymEzga

(aLEuld 1 Financial Managementiis

PR B el 3 Accounts Payable
Ee =l e 1 Payable Ledger S A—
pyrig

Furchz y i ]
1 3 Accoll B 3 Check & a Update Payable Documents il Ui
5 Produtigs 4 Payoll gy 3 vendo @ 1 print Payable Listing

6 Froduigs 5 Fied/igg 4 setup &) ¢ PostPayable Documents
7 Gener & E'Mult‘l-C_ﬂfE{it

CroooDoDm

d Print Payables Journal

©

B 7 Multi-Level Tax

o] Exit

e Print GIL Activity

f Update Ledger Accounts

g Update Account Groups

h Create Recurring Documents

Z Batch Maintenance

20 nEEE T

Exit

I Status Idle

¢ Update Payable Documents

Documents are initiated through the Update PayBbleuments menu option, including entry of vender in
voices, credit memos, and debit memos, and loadfigny recurring-type A/P documents set up on {fse s
tem. Accounting groups can also be used with ttvieen for data entry.

¢ Print Payable Listing

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

¢ Post Payable Documents
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Once the edit list is approved, the Post Payableubents option can be selected. All documents estefd
to the A/P posting tables, the G/L posting tabley] a posting report is printed listing all docuisethat
posted and assigning a unique document numbecto ea

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

Check Processing

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser Mi=1E3
File Wiew Execute Settings Help

dym=EgE
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=
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& S Produgy 4 Fayoligs 3 vendo E b Update To-Pay Infarmation
B 6 Froduigs 5 Fied/ gy 4 setup & ¢ Create Automatic Checks
S 7 cerergy 6 MUt-COl Exit B o Upgate Non-AP Ghecks
O BXt  f 7 Mult-Level Tax El e Update AP Checks
9] Bt = 1 Print Check Listing
B o Print Checks
=] h Postchacks
B | CheckProcessing Reports
B | Check Reconciliation Programs
= k Yoid Posted Checks
4] Bt
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I Status Idle

» Print Payments Due Report (optional)

This option prints a list showing the invoices &ach vendor and the amounts and to-pay dates ¢ the
voices. This report can also be printed for a gingindor or cash account. This option will promgt yo
enter the current and next check run dates, vendndscash ledger account numbers.

¢ Update To-Pay Information (optional)

To make payments that differ from those listedtmreport, the Update To-Pay Information menu opiso
used. It allows you to pull up all open items aodhange the amount to pay, date to pay, discauntat,
or discount date.
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Create Automatic Checks

When all information is satisfactory, check protegsan begin. The "Create Automatic Checks" option
will automatically generate checks based on thengeys due that display on the Payments Due Repdrt a
on updates to those payments made by the usemthtbe Update To-Pay Information option. Checks-gen
erated with Create Automatic Checks can be accdbsaagh the "Update A/P Checks" option.

Checks are not actually printed out at this pdint; are loaded into the Update A/P Checks inputestr
where the user can make any necessary changedetione A report prints out a listing of the check
loaded into this screen.

Update Non-A/P Checks

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

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

Update A/P Checks

This option is used to change and delete autornh#cks created by the Create Automatic Checks anogr
Print Check Listing

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

Print Checks

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

Post Checks

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

Void Posted Checks

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

Print Void Check Listing

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

Post Void Checks

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

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

Print G/L Activity

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

Print Payables Journal

This report prints a listing of debit and creditanmation for posted payable documents and chéldks.re-
port is sorted by system-assigned document nunyleerare required to input the period starting andileg
dates.

Check Processing

Print Check Journal

This report prints debit and credit information foysted checks only. You are required to enteptreod
starting and ending dates.

Check Processing and Reconciliation Reports

10

Reconcile Checking Accounts

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

This report lists the bank balance, all outstandiegosits and checks, and your general ledger éalan
Post Reconciliation

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

Print Check Register

This report lists by check number all posted chdéokshe cash account and date range specified.
Print Cash Disbursements Journal

This report lists debit and credit information farsted checks.

A/P Accounting Cycle



Fitrix Accounts Payable User Guide

End of Current Period

Create Recurring Documents

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

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

Vendor Information

Print Vendor Ledger

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

Print Vendor Aging

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

Print Vendor Cash Requirement

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

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

Create Vendor 1099’s
Update Vendor 1099’'s
Print Vendor 1099's
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Accessing Fitrix

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

Load the Accounting System Menu

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

#& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser
File “iew Execute Settings Help
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1 Financial Management
2 Iterm Management

3 Sales Qrder Management

@ Copyright 2007
Fourth Generation
Softwara Solutions, |ne.

4 Purchase Management
5 Production Management

6 Production Planning

PP DEDEDD

7 General/administration

&
%

K| i

I Status Idle

What the System Menu May Contain

Depending on the modules that you have installedr fitrix Accounting System menu may contain angloof
the following modules as menu options:

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

» Accounts ReceivableAutomates your company's billing procedures. AatsiReceivable produces stan-
dard customer invoices, statements, ledgers, aingd agports. It also provides online access toitifisrma-
tion.

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

« Order Entry: Automates the complete ordering process, whicluites standard orders, credit/debit me-
mos, and back orders. Order Entry provides immediatline access to order information.

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

* Production Management:Used for entering and processing Production Wade®.
* Production Planning: Used for Materials Resource Planning.
» Purchasing: Automates the purchasing of inventory.

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

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

e Multilevel Tax: Used for tracking sales tax.
» Fixed Assets:Tracks fixed asset, and related depreciation apdettiation schedules.

* Replenishment:Used to automatically create vendor purchase ofulegsd on item usage and/or sales.

The Accounts Payable Main Menu

Fitrix Accounts Payable handles the processing/Bfthansactions, including invoices, credit mentahit memos,
and payments. Accounts Payable also producesetyafireports. Select Accounts Payable from ttiexAc-
counting System menu to display the Accounts Payalfain menu.

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

The A/P main menu contains the following options:

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

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

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

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

4 Menus Overview
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Accounts Payable Task Menu Options

In this section we will present a brief look at theioustask menuscalled from the A/P main menu, and examine
briefly the various menu items and the functioreytiun.

We use the term "task menu" for the submenus disglafter you select an option from the A/P maimme

Payable Ledger Menu

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

The Payable Ledger menu:

File View BExecute Settings Help

dymEZE

Ll 1 Financial Managemen ¥

2SS B0 3 Accounts Payable |

3 Bales 5 E il =Tl | payable Ledger @ Copyright 2007
PYTIES

Furchs | A e
5 3 Accolli5 3 Check [E| & Update Payable Documents el R LT
3 Produtiss 4 Payioll gy 3 venda ) b print Payable Listing

B Froduigs 5 Fhed/gy 4 setp &} ¢ PostPayable Documents
7 Gener g B'Mulﬂ-C_ﬂfEﬂt:

0O OODDD

d Print Payvahles Journal

Exit 7 Multi-Lavel Tax

e

e Print G/L Activity
f Update Ledger Accounts
o Update Account Groups

h Create Recurring Documents

O mE@E o m

Z Batch Maintenance

&
E_E-:I‘

< -

I Status Idle
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This menu contains the following options:

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

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

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

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

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

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

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

Check Processing Menu

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

The Check Processing menu:

6 Menus Overview
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File Wiew Execute Settings Help

demEz@E

a1 Financial Managemen
Sl et 3 Accounts Payable
3 Bdles = E-Accnurﬁ,_-1 icleldl 2 Check Processing

4 Purehe i 3 Accour B 2 Check = & PrintPayments Due Report Bl z Update Batch Maintenance
Produt = 4 Payrollf 3 venda E b Update To-Pay Infarmation

8 Frodut@s 5 Fixed/py 4 Setup & ¢ Create Automatic Checks

7 Genergy B Mult-C O Exit Bl d Update Mon-AiP Checks

Bt & 7 mMult-Level Tax

] Exit

o000 0DO

e Update AP Checks

f Print Check Listing

o Print Checks

h Paost Checks

i Check Processing Reparts

j Check Reconciliation Programs

(= A R

k %oid Posted Checks

&
m
2

o : o

I Status Idle

This menu contains the following options:

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

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

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

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

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

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

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

Post Checks:Post checks to the Open Item and Ledger Activibgmams. This option prints a Check Post-
ing report.

Check Processing ReportsContains the following options: Print Check ReégiisPrint Cash Disburse-
ments Journal

Menus Overview 7
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¢ Check Reconciliation Programs:Use this option to reconcile your checking accsunt

* Void Posted ChecksUse these options to void checks.

Vendor Information Menu

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

The Vendor Information menu:

#& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser |ZE
File “iew Execute Settings Help

demEzmE

il3Eu 1 Financial Managemen 5
i8S il 3 Accounts Payable |
S = LR 3 Vendor Information 'E

3 3 i © Copyright 2007

4 Purchz t e araki
‘B3 3 Accollpy 2 check E a Update vendar Information SArhbanertion o
5

Prod : 1

MOCUCES 4 Payrollesy 3 Yendo B b PrintVendor Information
B Produigs 5 Fiedf 2 4 Sefup &5 ¢ PrintVendor Labels
7 Gener B-Mult‘l—C_ﬂ_iE;ﬂt:

Exit 7 Multi-Level Tax

PCoOODDD

]

d Update Yendaor Terms

&

e Print¥endaor Terms
f Print Vendor Ledger
o PrintWendor Aging
h Print%endor Cash Require

i Print Vendor Qpen ltems

0mEED Wil

j Wendor 1099's

4] Exit

i i

I Status Idle

This menu provides the following options:

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

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

8 Menus Overview
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» Print Vendor Labels: Displays a submenu providing options for printigndor labels. The labels may be
sorted by vendor name, vendor code, or zip code.

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

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

« Print Vendor Aging: Prints an accounts payable aging report. Prin¥/gredor Aging report in summary or
detail report.

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

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

¢ Vendor 1099's:Use this option to create, update, or print veridi99's.

Setup Payables Menu

Through the Setup Payables menu, enter basic iatasmrequired by the Fitrix Accounts Payable syste

The Setup Payables menu:

File ‘“iew Execute Settings Help

demEZ@E

@l 1 Financial Managerﬂen

&=
B 4 Purchz /= 3 Acc'ﬂurﬁ 2 Check = a Updats Payable Defaults | 05:...?:%::3.23;
: = Softwars Solutions, |no.
ﬁ]. g Pdeutﬁ 4 Payrollzs 3 venda IE b Print Payable Defaults
B 6 Produrgs 5 Fixed# B 4 Setup: E ¢ Update Account Groups
ﬁ ? .G.e_ngr:@ : 'MU|t]'C-§,|..':Eﬁ-if E| d PrintAccount Groups
ﬂ = £ 7 Multilevel Tax E e Update Yendor Information
ﬂEKI’t E f Update vendor Pay-To's
B o Printvendar Infarmation
h Update Yendaor Open terms
&) i PrintVendor Open ltems
E | Update 1083 Cash Accounts
E k Update Payment Methods
4] Exit
K 3
I Status Idle |
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This menu provides the following options:

10

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

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

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

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

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

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

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

Menus Overview



Chapter 4

Company Setup Menu

The Setup Company Menu contains the following tepic
e Setting up Company Information
e Account Number Ranges
e Ledger Account Numbers and Descriptions

» Designating Checking Accounts

Company Setup Menu 11
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Order of Setup Steps

When you set up reference programs, the ordeeptss designed so that earlier steps add infoomatiat can
then be accessed automatically in the course @f $&&ps. For instance, once you have set up acnaorber
ranges, any time an account number is enteredytiters can automatically tell you what type of agaatis (for
example, whether it is an asset or liability acapu@onversely, if you try to run setup steps dubraer (for exam-
ple, setting up account numbers before definingactranges) you may defeat the system’s capazipydvide
useful data-entry information through automatiddags.

The setup steps that apply to all Fitrix modules firom the Company Setup menu that is accesseddpiion 7,
General/Administrative ) are covered in detaiGeting Started with Fitrix. They are discussed here because the
information they include screens the basis forrlagtup steps.

Reference Information Options

The Setup Company Menu:

& Dey 5.30 Database: sample Printers: Lexmark2/Dell Laser

File: Wiew Bxecute Settings Help

sl @ =2 @

Dev 5.30

F Ul 7 General/Administration
Gl el 1 company Setup

3 Bales iy 2 Systen B a Update Company Information

(=]
(=]
5]
& 4 Purchefy 3 Datalr @& b print campany Informatian °f;’u"n",,'§:fnf,f,’§fn
3
(5]
=

; Softwara Solutions, nc.
5 Producg] Exit ¢ Update Accaunt Number Ranges

8 Production Planning &= pyint account Mumber Ranges
T GensraliAdministratic =
=

9 Bxt

e Update Ledger Accounts

f Print Ledger Accounts

g Update Checking Accounts
h Document Messages

i Country Codes

| City Codes

o ([ (m (E(EE

K Update E-Mail Ternplates

&

z e

Status Idle:

12 Company Setup Menu



Fitrix Accounts Payable User Guide

Menu options include:

» Update Account Number Ranges (1-allows you to define the number of digits that Ve the standard
for your ledger accounts, and to define the liroftthe numeric ranges that correspond to diffeaggbunt

types.

» Update Ledger Accounts (1-ejs used to create or modify your Chart of Accouhtss also used to specify
contra accounts and to set up optional subtotalgg@f accounts for reporting purposes.

» Update Checking Accounts (1-gfoptional) is used to designate certain cash ade@aschecking ac-
counts. This allows you to use the check recorigilisfeature in Accounts Payable.

Information Checklist for Reference Program Setup

» Decide on company divisions that will be assignepaitment codes for reporting purposes (or usdé¢he
fault of a single department “000”).

» If using departments, create department codes & three characters.
» Decide number of digits to be used in account nusbe

* Modify Account Number Ranges to correspond to antaumbering.

» Create a list of account numbers and account gtgors to be added.

» Define subtotal groups (if any) to be assigned iwiitcount ranges.

Company Information

Use this program to store basic company informatigaur business name and address, department couks,
whether or not you will use the Multilevel Tax faed.

Multilevel Tax features are used in conjunctionhaiitrix Accounts Payable and Accounts Receivalbeuhes to

track costs and prices that are subject to momre dha type of tax. For information about the us#laftilevel Tax
features, se6etting Started with Fitrix.

Update Company Information

This option is used to set up and maintain the Gomprogram. This program stores data regardingainee and
address of your company, which is used on rephlrtaddition, department codes—used if you intendssign in-
come and expenses to departments—are stored hefez.tRthe definitions for departments and proditters in
Appendix B: Glossary for further information.

The Company Information screen:

Company Setup Menu 13
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#& Update Company Information
File Edit Wiew Mavigation Tools Actions Options Help

4 (% 4 P

it Addl It CradivGaid.  Femit

A0 © 90 0 W =\

Find Prew HMNest Add Update Delete Browse

OB OB NRE BOOILD ©0

Business Mame: [4BC DISTRIEUTION |

Address1: (100 SPRING RD i

Address2: |- _|
City. State, Zip: [ATLANTA ] s [6A] {30333
County: | o . |
Count:[US 8] [UNITED STATES _
Multilewel Tax: |_Y _| Use Multlevel Tax Groups: |__|

| Dept | Descnphion

|ooo ADMIM. OFFICE

100 EAST DIST. CEMTER
200 CEMTRAL DIST. CEMTER
300 WEST DIST. CEMTER
ABC  ABC DEPT

1 of 1

2R

When you first use the system, the company infaondtelds have default data provided in both tample and
standard company data sets. This data is includ=dlynas a sample, and should be modified to reptegur
company.

The data in the Company table is unique to eachbdak (i.e. company). The table contains one alychae
record; therefore, the commands on the commandpiromith the exception of Update, have been deshblhe
name and address entered in the Company Informsgictiion appear on all reports generated by thersys
The Company Information screen contains the folimafields:

1. Business Name:

This alphanumeric field may be up to 30 charadtetength, and contains your company’s name. Tigyem
this field will be displayed on reports generatgdhe system.

2. Addressl

This is the contact address of the company. UtalBhanumeric characters may be entered.

3. Address2:

This field provides an additional 30-character addrline for suite number or other address infaonat
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4. City, State, Zip

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

5. County:

Up to 30 alphanumeric characters may be entered.

6. Country:

This field may contain up to 30 alphanumeric chmac

7. Multilevel Tax:

Setto Y only if using Fitrix modules that have tialel tax capabilities (AP, AR, OE, PU). See thapter on
multilevel tax for more information.

8. Use Multilevel Tax Groups:

Unless you enter a “Y” in the Multilevel Tax fielthis field is skipped. See Chapter 3 - MultileVelx for more
information.

The Department section of the screen stores opdécundred department codes. The departmentdielgphanu-
meric, allowing you to establish numeric or alphabgr a combination) codes. The use of departroedes for
tracking income and expenses is completely optional

1. Department Codes:

In this column, you enter a department code thattifles a profit center, a division of the compaetg.
Throughout the FitribBusiness modules, you have the option of posting sales apdreses to specific depart-
ments. This is a three-character field.

2. Description:

In this column, you specify the department namedciated with the department code in the same rovurél-
phanumeric department name may be up to 30 chesasteength. This Company Information Screen isdut®
specify the name and address to put on your repadghe “profit centers” or “company divisions”d@ssociate
with various department codes.

Additional Company Information

Additional Company Information

Click on the Add| Info

phone number, fax number, etc.

Company Setup Menu 15
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#& Add on detail addinfo

File Edit Mavigation Help
A ONL =WV EX HEfES

Additional Camparny Infarmation Screen

D ezcription Data
telephone Frl-432-761 2
web address vy abodiztibution. com
fam Frl-432-3448
[ k. ] [[:1 Cancel ]

4R
Enter the description of the data, ie telephone, fax, email.

Credit Card Processing Information

g

Click on the EVEIEE .icon to display this screen. If you are usingddreard processing in Order Entry, it is in

this screen that you enter the interface infornmatio
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# Extension ccard B@

et S
‘OB QURHEX 0O

Credit Card Proceszing Infarmation

Credit Card ON: [fj|

HTML Serial Mo [000152021124

ADVANCE Serial Mo: |93953307457 |

Server Time Ot i'IEI |

Server URL: |https:/ fw skipjackic. comdsoripts!
Trans. Authorize: |evolec di7authanized Pl

Tranz. Statuz Request: !_é:f-u:ulvcc.dII?SJ.-’-‘-.F'I_TransactiDnStatusHequest

Tranz. Change Request: i@fgly;&tﬂ?_ﬁq.ﬁ.Pl_Trap_gqg!igplihange@_t_._a_t_usH equest
Batch Upload: EEatchUpIDad._diﬁ!atchUpﬁlj'l
Batch Status Request: {evolyCCdIl?SJAR_BATCHFILESTATUSREQUEST
Batch Change Request: EEVDIVEE.dII?SJ.ﬁ.F‘I_B.ﬁ.TEHFILEGETHESF'EIN_SEFILE

[@ O, ] [I::{ Cancel ]

CWE
Is credit card OME 07D

Remittance Address

g

Click on the ™™, icon to display this screen. The address infaoimmagntered here will print on OE
and AR invoices.
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18

# Extension r_addr

File Edit Help

QOB gnPiE @0

= R I 700 GALLERIS PARKY/AY
Address2:  |STE # 480

City:  |ATLANTA

State:

Zip:  |30339 |
Country: |US [&] |UNITED STATES

& ok

) (o]

Ermter the first line of the remit address.

R,
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Print Company Information

This program prints a hardcopy of information eateunder the Update Company Information option.
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Account Number Ranges

The way that all these different types of accoanésidentified to the computer system is by accoumbers. After
deciding upon a list of accounts, you need to asaignique account number or “account code” to @acbunt. In
the Fitrix system, this “code” is a number thatsists of up to nine digits. You assign these numberthat the
numbers of similar accounts all fall within the samumeric range. Fitrix lets you assign these rainge

The Account Number Ranges screen:

# Update Account Number Ranges
File Edit “iew Mavigation Tools Actions Help

QB &yt R MER 90
4 0 09V 0O 9 W
i Find Prew Mext Add Update Delete Browse
First Current Asset:| 100000000 | [CURRENT ASSETS |
First Fived Asset;| 180000000 [FIXED ASSETS
First Current Liabiliy: | 200000000| [CUR LIABILITIES
First Long Temn Lisbiity: | 270000000 ] LT LIABILITIES
Fist Equiy or Capitak | 300000000 |CAPITAL
First Income or Sales: 4EIEIEIEIEIEIEIEI : INEEIME
First Cost of Goods:| 500000000) [COST OF GOODS.
Fist Dperstion Expense: | 600000000 [EXPENSES.
1of1

IR

These ranges can be changed by the user, butdf/jpesounts always fall in this order. For examplieed Assets
accounts always start on the number after thedastent Assets account. You do not, of course, haeetually
use this number, but the posting program recogriizesthat type. Fitrix comes with a default ChafrAccounts,
which you can use as a guide for assigning your asaount numbers. Once you have chosen the acoomiters
you want to use, you can change that default {istHanging, adding, or deleting the accounts used.

Warning!

There is a direct connection between account numapgres and individual account numbers. The
account number ranges should be set up prior timgetp individual accounts. When an account
is set up, the program accesses the Account Rangeam to determine the type of account
(more specifically, whether the account balanceikhbe increased with a credit or debit). If you
change the account ranges, you must update oedbktffected accounts in your Chart of Ac-
counts, because the account type is determined thieesiccount is created or updated.
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Types of Ledger Accounts

The Fitrix Business system recognizes eight different types of le@ggeounts. Five of these account types appear on
the company’s balance sheet and describe its n#hwo

Current Assetsare liquid assets such as cash or Accounts Payable
Fixed Assetsare property such as furniture and real estate.
Current Liabilities are debts that must be paid in the short term asgiayroll or accounts payable.

Long Term Liabilities are debts that must be paid over a long peridiingf, such as mortgages or business
loans.

Capital accountsare those accounts that contain the value of pasiness, such as stock and retained earn-
ings.

The next three types of accounts are those thaasgm the income statement (or profit and logsstant) and
describe how your company runed for a given period.

Income accountsshow the sources of your income.

Cost of Goods accountsre expense accounts that show what you paidofar perchandise. They are also
called “selling expenses” because they are diréiettlyto making sales.

Expense accountsategorize all of your other expenses such as satdries, utilities, etc.

Company Setup Menu 21



Fitrix Accounts Payable User Guide

Print Account Number Ranges

This program prints a hardcopy of information eeteunder the Update Account Number Ranges menaropti
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Ledger Accounts

The previous step created the ranges of accounbensnthat correspond to account types. At thistgbmindivid-
ual ledger accounts comprising the Chart of Accoummtist be entered into thedger Accountstable, using num-
bers defined by these ranges.

To view examples of ledger accounts, see the sa@ldet of Accounts provided with the sample datal{ésample
company”).

The Ledger Accounts screen:

# Update Ledger Accounts |ZHE]@

File Edit “iew Mavigation Tools Actions Help

A O ML= I VIOCE: QA HEeMH @0
A Q0 0V 0 9 K
i Find Prev Mext Add Update Delete Browse
Account Humber: | 'IEIEIIjEIEIEIIjEII
Type: [CURRENT ASSETS |
Descrption: [CASH ACCOUNT |
Subtotal Group [optional]; i ~ |

|ncreaze with Credit

Allow Uge i Manual Journal Entries?: |

2 0f 155

OE

1. Account Number:

Enter an account number of up to nine digits. TigeTand Increase with Credit field are filled inthg system
according to your predefined account number ranges.

2. Description:

Enter up to 30 characters.

3. Subtotal Group (optional):

Subtotal groups (optional) are assigned for a wertange of contiguous accounts for the purposgedting a
subtotal on reports. The description prints onréport along with the subtotal for the accounts.

4. Increase with Credit:

ThelIncrease with Credit?field displays a default of “Y” or “N” according tihe standard method for increas-
ing the balance of this type of account. For examipthe account number range for Income is 400000
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499999999, and the account number you type inG9@2000, when you press [ENTER] the default of f¥t’
Income accounts—balance increases with a creditpladis in the Increase with Credit? field.

If you are adding an account whose purpose isfsebbther entries that fall within the same Tygleange the
default here to indicate that this account’s batanil be increased with the opposite of the noraraty. For
example, an account with a number of 42000000®R&turns and Allowances falls within the Income ®&pf
account numbers. However, the Increase with Crdait? for this account is set to “N” to define lalance as
increasing with a debit.

Allow Use in Manual Journal Entries:

If this value is set to N the user will not be alkxd to use this account number in the Update Jo&mtaes
program. There are some account numbers that haireGL balance maintained by the system (Exampéeld
Accounts Receivable and Trade Accounts Payablejrerdfore manual journal entries to these accahusid
not be allowed.

Printing Ledger Accounts

This program prints a hardcopy of information eeteunder the Update Ledger Accounts menu optiois. rEport
should be checked to verify data-entry accuracy.

24
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Checking Accounts

If Fitrix Accounts Payable is installed on your ®yms, cash accounts from which you issue checkdeaet up as
checking accounts. This will allow you to use th® Aheck reconciliation feature. See Chapter GéMtcounts

Payable User Guide.

The Checking Accounts screen:

#& Update Checking Accounts

File Edit “iew Mavigation Tools Actions Help
O B ¢ o BE B A H B @ O
SO Quit Pont | OF Cancel Cot Copy Pazte Zoom Motez U Fieldz ToDo  Technical statuz Help
4 0 9OV 0O 9 &\
& Find  Prew Mest Add Update Delete  Browse
Biank Code: BOA |
Bank Mame: [BAMK OF AMERICA, |
Branch: |[BR100 |
Branich Marne: CUMBERLAND |
Aecount Mame: [ABC SUPPLY |
Bark Address: 100 CUMBERLAND BLVD
Bank Account Mo: IEE_438_§549_?!§ |
GL Account Mo: | 100000000 =, | |CASH ACCOUNT |
Department Code; 000 & | \ADMIN. DFFICE |
20f6
O,
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Document Messages

This program enables you to enter messages thatvgold like to have printed on various screens.

¢ Document Messages E|®

File Edit “iew MNavigation Tools Actions Help
OB ViR ERR ABRME E00EDH @0
4 0 909 0 @ =

© Find Prev Mest Add Update Delete Browse

Effective [ate: IEI_'I.-"T:IL'TEIjDB_IiA_El

I = 1 BT I 2
Frogram Mame: | oeio_invioe .|| Description: |Invoice [order entry)

Text
| WE APPREACIATE YOUR BUSINESS
i

Jofé

R

Go into Add mode.

Enter the effective beginning date for the message.

Enter the program name. Zoom is available andahewing programs have been modified
so that the message entered here will print:

wnh e

Name Description

oe:o_order Order Acknowledgement
oe:o_picker Picking Ticket
oe:o_shipr Packing Slip

0e.0_invce Invoice (order entry)
oe:o_prfinv Proforma Invoice (export)
oe:o_shper Packing List (export)
oe:o_hilldg Bill Of Lading (export)
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0e:0_cminv Commercial Invoice (export)
0e:0_proinv Provisional Invoice (export)
oe:o_incf Final Invoice (export)
pu:o_order Purchase Order

ar.o_invce Invoice(accounts receivable)
ar:o_stmt Statement of account

4. Enter the detail section of the screen to enter yuessage.
5. Click OK or press Enter to store.

City Codes

The Fitrix database comes preloaded with all citteddwide. The data stored in the city code table
is used to validate the shipment destination edterethe Order Entry summary screen

# City Codes

File Edit “iew Mavigation Tools Actions Help

OB QYR ER Bl 90
A Q@ P Y 0 9 =

© Find Prev Mext Add Update Delete Erowse

City: |[AARONSEURG |
1 of 17.054

OWE

Country Codes

The Fitrix database comes preloaded with all Cqu@trdes. The data stored in the country codes tahised to
validate the country code entered when entering gostomer and vendor addresses.
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# Country Codes E|@E|

File Edit “iew Mavigation Tools Actions Help

‘OB O WERER BLH 00
4 0 9 0 0O 9O =
Find Prev Mest Add Update Delete Browse
Country Code: IE
Description: |LUNITED STATES |
1o0f1

CR
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Chapter 5

Setup Payalles Menu

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

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

*Setting up Account Groups

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

*Entering your outstanding vendor invoices (opemgg
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The Setup Payables menu contains options for mingareference programs that are used only byAtmunts
Payable module.

The Setup Payables menu:

File Wiew Exerute Settings Help

dymEZE

Y 1 Financial Manaemen _

&=
L BTSRRI s setup Payables | _
= 4 Purchepsy 3 Acwm@ j@h’éck@ a Update Payable Defaulis I 05.?.4?;'5:';3.33;
: Softwara Solutions, |nz.
i 5 Produtsy 4,F'3Y.I‘-Dllﬁ 3 Vendo IE b Print Payable Defaults
& oPodug 5 Fired /B 4 getup El ¢ Update Account Groups
;ﬁ ? Generm : 'MU|ﬂ'C-§l.':Eﬂt: {Z} d PrintAccount Groups
ﬂ = W b el @ g Update Yendor Information
ﬂE‘M E f Update vendor Pay-To's
B o Printvendar Infarmation
h Update Vendor Open tems
=] i PrintVendor Open tams
[El | Update 1098 Cash Accounts
El Kk Update Payment Mathods
4] A |
I Status Ide \

Update Payable Defaults

The Update Payable Defaults menu is used to addnantain defaults, such as the default ledgeratsoand the
default vendor terms, and other values used thrmuighe Accounts Payable system.

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

- BIX]

E Update Payable Defaults

Fil= Edit “iew Mavigation Tools Actions Help
‘@O B @ 9 B Q [ B M @ o
© Quit Print OF Cancel Cut Copy Paste Zoom  Maotes U Fields ToDo | Technical status  Help
4 0 99 0 9 .
“ Find Prev Mest Add Update Delete  Browse
Inveicing Tems Cade: (B 5] [2%T0MET PAYMENT 30 DAYS ]
Multilewel Tax
Default Tax Code: i__D_.f-‘«K___ Tax Entry on Detal Line: IYl
Gross Invoice Entry; El Calculate Tax on Cazh Discounts: :P_Jj
account Humbers
A/F; [ 200000000 & Costi [ 100000000 4| Discount [ 503000000 4|
Aging Information
Age On |E| [D - Due Date, | - Irvoice Date)
Desc. | Cunert | [ Tto30Daps |  [#FteeoDays | [ OverG0Das
by [ 0] = [ =
Tax Reporting
Federal Tax 1D Mumber: :_91_1503_‘55_8 | “endor Default for 1099 Reporting? G
Mizcellaneous
|3 &P Setup Cormplete?: |i| Batch - Invaices?: Pavments?: |N|
Require Approval to post?; !ﬁl Approval Code: I
1of1
OWR

This screen is divided into six sections.

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

Multilevel Tax—defaults for multiple-level taxes.

Account Numbers—default account numbers used by Fitrix AccountsaBbey

Aging Information— default values for aging periods
Tax Reporting—default information for vendor 1099 reporting

Miscellaneous—set up complete programd and batch control fields.
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Warning!

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

Invoice Section—Field Description

Terms Code:

This six-character field stores the default termdecto use during invoice entry. If you do not sfyeg default
terms code for the vendor, this is the code thsldis during invoice entry. The terms code musetseen pre-
viously set up using the Update Vendor Terms optititihe Vendor Information menu. The Zoom featwsrerio-
vided.

Multilevel Tax Section—Field Descriptions

32

Default Tax Code:

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

Gross Invoice Entry:

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

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

Entering a "Y" in this field allows you to assigiMaltiievel Tax code to each detail line of docurtseentered
through Update Payable Documents and Update NorzA#eks. If set to N then the tax code in the bBead
section will populate all detail lines.

Calculate Tax on Cash Discounts:

This field determines the behavior of the Update &hecks option. If a "Y" is entered into this digh Multile-
vel Tax transaction is generated to automaticadlgklout the tax discounted when discounts are takei/P
invoice.

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

When a discount is taken on an invoice, the fulbam of tax for the invoice is posted and a sepagatry to
the Multilevel Tax activity program is requiredgbow the effect of the discount. If the Calculagx®n Cash
Discounts field is set to "Y" a transaction is andatically generated to adjust the Multilevel Taformation.
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The ledger account that these adjustments aredotste the ledger account entered as the A/P DisdcAc-
count in Update Multilevel Tax Codes. If this fietdntains an "N", no such adjustment is generateehveash
discounts are taken.

Account Numbers Section—Field Descriptions

A/P:

This field stores the default Accounts Payable antoaumber. If you do not specify a default AccauRayable
account for the vendor, this is the account thspldiys on the Payable Documents screen. The acoauriter
used must have been previously set up as a liabititount using the Update Ledger Accounts optfdhe Se-
tup Payables menu or the Payable Ledger menu. dbmZeature is available.

Cash:

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

Discount:

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

Aging Information Section—Field Descriptions

Age On:

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

Descriptions:

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

Days:

Defines the number of days in each aging period.

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

The age of an invoice is determined using the gateenter, when prompted, while printing the Vendgmng
report. The start of the current aging period &s\hlue in the days field for the previous agingqukplus one.
The end of an aging period is the number of daykerdays field under the period description.

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

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

Tax Reporting Section—Field Descriptions

Federal Tax ldentification Number:

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

Vendor Default for 1099 Reporting?:

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

Miscellaneous Section—Field Description

34

Accounts Payable Setup Complete?:

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

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

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

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

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

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

Batch Invoices

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

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

Require Approval to Post

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

Approval Code

Batch approval code. S&etting Sarted with Fitrix for more information on Batch Control.

Print Payable Defaults

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

Update Account Groups

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

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

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

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

# Update Account Groups Q@@

File Edit' “iew MNavigation Tools Actions Help
OR Geind
A @O0 0 0 K

& Find Prew Mewt Add Update Delete Browse

Group Code: AF’\:"EI:IH_

Account Dept Description
120000000 | innu iINVENTDHY
503000000, | 000 | |PURCHASE DISCOUNTS

[ | |

[ | |

[ | |

[ | |
1of15

¥4 view Detall |

Descriptior: [ACCOUNTS PAYABLE YOUCHER

QA BBl E00sEL @0

OWE

Account Group Screen—Header Section

Group Code:

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

Description:

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

Account Group Screen—Detail Section

There may be up to 100 detail lines in this sectimaccess the detail lines, click the detail drutt

Account:

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

Dept.:

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

of the Setup Company menu. The Zoom feature isigeov
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Description:

The description that displays in this column is description of the Ledger Account. This is a digpbnly field.

Print Account Groups

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

Ledger menu.

Update Vendor Pay-Tos

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

The vendor's primary address is entered in the ¥ietadble by using the Update Vendor Informationgoaon. That

screen provides an option to enter pay-to addrdes@ssingle vendor.

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

The Pay-To Address screen:

#& Update Vendor Pay-To's

File Edit “iew RNavigation Tools Actions Help

AL EXE QA B2 @
A @ © 0 O 9 &\

© Find Prew Mest Add Update Delete Browse

“endor Code: |CANON | [CAMOM LS. INC.
Pap-To: [CANONT |
Pay-To Name: [CANON SOUTHEAST
Contact: EI 08
Adeess1: (480 TRICKUM Wiy
Address2:
City/State Zip: [ATLANTA
Eothin |15 [UNITED STATES

Ermail: |bobs@canonusa com

] [6a] [mo33e

Web Address: ':c:anonusa.c:om
Bill Ins.: |
Bckord: Y
Take Disc.: Y |
Buyer. [KEVIN 5| [KEVWIN KENWER
Discount: = |
Pay Mathact [4P 5| [ACEOUNTS PAYABLE

Jof18

Phorne:
Cel: [
. |770-456-7893

[s00-2239768

Tax:

[MOTEx
ETA Days:

45|

R

Pay-To Address Screen- Field Descriptions

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

Pay-To:

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

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

Pay-To Name:

This 30-character alphanumeric field stores thenass name of the vendor at the pay-to locatiomddfby the
pay-to code. This name prints on checks for thistpaaddress.

Contact:

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

Address 1:

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

Address 2:

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

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

State:

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

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

Country:

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

Tax:

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

The cellular number of the Principle accepting pagm

Fax:

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

Email:

The email address of the Principle accepting paymen

Web Address:

The website address of the company.

Take Disc.:

This one-character field controls how discountstaken when automatic checks are created for #ys@ ad-
dress.

A = discounts are taken even if the payment is nadide the discount date.
Y = discounts are taken only if the payment is maelfiere the discount date.
N = a discount is not taken.

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

Bckord:

This field is not currently functional.

ETA Days:

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

Buyer:

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

Discount:

This field is not currently functional.

Pay Method:

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

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

Update Vendor Open Items

This option allows you to enter the vendor begigrtialances. An Open Item is a vendor invoice witloatstand-
ing balance. After you have set up Fitrix Accoungg/able, you can change only the fields in the &piRforma-
tion section. Use this option to enter vendor be¢grbefore changing the Accounts Payable Setup (@terield
on the Accounts Payable Defaults screento Y.

The Vendor Open Item screen:

#& Update Yendor Open Items E]@
File Edit “iew Mavigation Tools Actions Help
QOB U uf = X B B @ @

£ Quit Print | Ok Cancel Cul If.opy Paste Zoom | Motes UFields ToDo | Techrical status Help

4 600 ©®© O &

© Find Prev Mest Add Update Delste Browse

d
Wendor Code: 123457 | [CHAMPION |
Pay-Tao Code: |ATL2 | - - ~ |

On Account: | 000  Belance: | 378771284] Curercy  [USD_|

Irwvaice Informnatian

|nvaice: 54?4!_355[3 | Home Currency Amt: _

Docurnent Mumber: L iD4| Currency Exchange Rate;
Description: N ]
Date: [02A1/2000

Original Amount; A SD_DDUD| To Pay Information

Original Discount: _DDD_|

Iwoice Balance: _'IBDEID_DDI Dizcount Date: _0'2311;251 o _Itl_=1‘|
Digcount Balance: UDD] Armount bo Apply: 'IEEEIDDD

Due Date: [02/26/2010 Discount to Taks: |
AP docount: EDD_EIEDEID_D: - iEID_D_ | Date to Pay: I

P. 0. Number: [1551 ] Cashcoowrt | 100000000 & ] - [000 (&
Purchase Order Date: El2a’11a"2l2|_10

1o0f118

R

Vendor Code:

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

This field is the six-character alphanumeric fithdt is the pay-to code for the document. This feagede de-
termines what pay-to address to print on the ch&gis may be a pay-to address coded "PAYTO" dhefe is
no special pay-to address in the Vendor prograeitain vendor address is printed on the check aye@
code must have been previously set up using thetdpdendor Information option (Setup Payables methe)
Update Vendor Information (Vendor Information memr)the Update Vendor Pay-To's option (Vendor info
mation menu). Zoom is available.

On Account:

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

Balance:

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

Currency:

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

Invoice:

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

Description:

This 30-character alphanumeric field is the desiotipfor the open item document. This descriptnsed as
an audit trail to help you identify the source ofity. This is the same as the Description fiefdthe Update
Payable Documents screen.

Date:

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

Original Amount:

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

Original Discount:

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

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

Discount Balance:

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

Due Date:

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

Discount Date:

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

Cash Account:

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

P.O. Number:

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

Purchase Order Date:

This date field is the date of the purchase order.

Document Number:

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

Currency Exchange Rate:

This 16-digit field is the current rate of excharigethis currency if multicurrency is being usdtds used to
calculate the home currency amount of foreign ewarydransactions. The Current Rate of Exchangd feel
maintained in the Update Currency Codes optiomef3etup Multicurrency menu.

Home Currency Amount:

This 12-digit field is used in foreign currencyreactions. The foreign currency is calculated theohome cur-
rency using the Current Rate of Exchange field.
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Amount to Apply:

This numeric field determines the amount that @igplon the automatic check. This field default§invoice
balance. If you do not want to pay the invoice beég you may change this field to the amount yowenot to

pay.
Discount to Take:

The value in this field is the discount that is laggxbto the invoice when the check is created. Tibigl defaults
to the discount balance. You may change this viadake more or less of a discount on the invoice.

Date to Pay:

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

A/P Account:

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

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

Print Vendor Open Items

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

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

The Vendor Open Item report lists open items faheselected vendor and prints the total balandbeoitems. For
each open item, the report lists the automatiebigned document number (Doc No.), the Invoice benmin-
voice Date, the Description, and the Invoice Baganc

Update 1099 Cash Accounts

This option allows you to identify any cash acceunhose cash disbursements must be reported tR&e
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The 1099 Cash Accounts screen:

# Update 1099 Cash Accounts M=1E3

File Edit Wiew Mavigation Tools Actions Help

LI e MEM 90
A 0 P W 0 9 =

© Find Prev Mewt Add Update Delete Browse

Accaunt Number: | 100000000 %, | [CASH ACCOUNT |
Department Code: 000 = |ADMIN. OFFICE |
1of1

OVR

The fields are on this screen are:

Account Number:
Contains the number of the ledger account affeloyetl099 reporting. Zoom is available.

Department Code:

Contains the department code associated with tgeteaccount. Zoom is available.
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Multilevel Tax

This menu contains options that are used only witiftilevel tax. Multilevel taxes are
used to assign up to four tax codes to a singéeitam.
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The Multilevel Tax Menu

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser [= [T]X]
File Yiew Exerute Seftings Help

g Ez2@

il 1 Financial Management g
B S e 7 Multi-Level Tax

3 8ales 5 2 Accout [ & Update Multilevel Tax Codes |
b © Copyright 2007
T TUIENRES 3 Accout & b Update Multilevel Tax Periods Fourth Ganeration

i ; Softwars Solutions, Ine.
5 ProditEs 4 Payrol E ¢ Update Multilevel Tax Groups
B Produtes 5 Fixed/ =) 4 print Multilevel Tax Codes

7 GENerE5 6 MUli-C ) e PrintMultilevel Tax Groups

proODODOD

B3 7 Multi-L @& f Print Multilevel Tax Analysis

sen o e

' Status Idle
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Update Multilevel Tax Codes

The tax codes entered here are used with the pudtitaxes feature. The multilevel tax featuresisdiin the
Accounts Payable, Accounts Receivable, and OrdeyBmodules.

When you plan to switch to multilevel taxes, yoedéo set up your multilevel tax codes. You shoul
this stepafter you set up your ledger accounts, &efibre you set up your default programs.

Note:

Update Multilevel Tax Codes has an “intelligent’lete function that does not allow you to
delete multilevel tax codes that have activity pddb the Multilevel Tax activity program.
This is similar to the intelligent delete functiohUpdate Ledger Accounts.

The Multilevel Tax Code screen:

& Update Multilevel Tax Codes B@@

Eile Edit Wiew Mavigation Tools Actions Help
O GUiEEER BABM @O
A Q0 90 9 0 9 =

i Find Prew Mext Add Update Delete Browse

Multileyvel Tax Code: '.-’-'-.'-I'LT-.-’-'-.‘;<- -|

Multlevel Tax Rate: | 7.654
Desciption: [CITY OF ATLANTA TAX |
Country : (US4 il

Province / State ; .

Department; |
Include Tax Wwith Asset/Expense: :N_|
A/ Tawhccount | 210000000 = |  |ACCRUED SALES TAX |
AJR Discount TaxAccount | 210000000 = |  ACCRLED SALES TAX |
A/P Tawhccount | 638500000 & | [SALES TAX EXPENSE |
A/F Discount Tax Account | 638500000 & |  [SALES TAX EXPENSE |

1of7

O4E
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1.

48

Multilevel Tax Code:

This six-character field is required. It stores tloele assigned to a particular tax category ared rat

Multilevel Tax Rate:

Enter the tax rate for this multilevel tax codetdfrthe tax rate in whole numbers. Example: 15%5s
(not .15). This field is required.

Description:

Enter the description for this tax code. This diggion appears when you use the Zoom feature.

Country:

Enter the Country for this tax code. This fielch required, nor is it used by any other options.

Province / State:

Enter the province or state for this tax code. Tielsl is not required, nor is it used by any otbptions.

Department:

This field affects the behavior of the Order Erdnd Purchasing modules. You may leave it blank. Any
entry must be a valid department code. If left kjahe system uses the Department Code specifred fo
the document.

For example, if you have a department code of Eiheld for an Order Entry invoice and you leave the
Department field blank here, the tax posts to depamt 100. If you always want to use the same depar
ment when posting tax, enter that department sfthid.

Include Tax with Asset/Expense:

Y/N field-entry optional. This field affects the wé&ransaction amounts from the Purchasing modus¢ po
to asset or expense accounts in the General L€@dgr Entering "Y" causes tax to be included in the
amount posted to the expense or asset accourg i@lth

This allows you to post the fully landed cost oféntory or assets, which is useful for US (not ezdald-
ed tax) and Canadian (partial value added taxatsdos.

For example, suppose your company purchases angxjiem and is obligated to pay state sales tax on
it. How do you want your accounting system to hantls situation? Do you want the full amount ¢ th
purchase (item plus tax) to post to the GL expemseunt, or just the amount of the item (purchase
amount less tax)? Entering "Y" in this field caud®samount (item+tax) to post to the expense atdcou

in the GL.

A/R Tax Account:

Entry Required-Zoom available. This field goverhe posting of tax amounts when you are processing
receivable documents (A/R invoices, credit memts) er cash receipts. Enter the ledger account to
which you want to post tax amounts for these tygf@sansactions in A/R.
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9. A/R Discount Tax Account:

Entry Required-Zoom available. This is the ledgaroaint where you want to post any tax amount in-
cluded in discounts allowed on customer invoicest &l businesses track tax in this way. The sgtth
or N) of the "Calculate Tax on Cash Discounts"dig\/R Defaults screen) governs the use, during the
posting process, of the account number you spétcifyis field. If set to "N", the system calculates tax
on cash discounts. In this case, the account nugoeenter here doesn't matter.

However, you must enter an account here even ifGla¢culate Tax on Cash Discounts" field is sellto
In this case, you should probably enter the samhgeleaccount you used in #8 above. (Use Zoom.)

If you set the "Calculate Tax on Cash DiscountsldfiA/R Defaults screen) to "Y", then any discoalt
lowed on an A/R invoice contains some tax. Keemind that you are defining the characteristics of a
Multilevel Tax code. Suppose that, when you use ¢bide in the future, you want to calculate taAdR
cash discounts and account for that tax in a ledgeount. In that case, you should have definef/Bn
Discount Tax Account when you set up your Chaofounts, and you should set up the A/R Default as
just described. You now enter the ledger accounthbar for the A/R Discount Tax Account in this field

10.A/P Tax Account:

Entry Required-Zoom available. This field goverhe posting of tax amounts when you are processing
payable documents (A/P invoices, credit memos) etdNon-A/P Checks. Enter the ledger account
where you want to post tax amounts for these tghémnsactions in A/P.

11.A/P Discount Tax Account:

Entry Required-Zoom available. This is the ledgeroaint where you want to post any tax amount in-
cluded in discounts taken on vendor invoices. Nldiwsinesses track tax in this way.

The setting (Y or N) of the "Calculate Tax on C&scounts" field (A/P Defaults screen) governs the
use, during the posting process, of the accountieuryou specify in this field. If set to "N", thgstem
calculates no tax on cash discounts. In this ¢aseaccount number you enter here doesn't matter.

However, you must enter an account here even ifGadculate Tax on Cash Discounts" field is selto
In this case, you should probably enter the sashgeleaccount you used in the A/P Tax Account field.

If you set the "Calculate Tax on Cash DiscountsltfiA/P Defaults screen) to "Y", then any discoalat
lowed on an A/P invoice contains some tax. Keemiimd that you are defining the characteristics of a
Multilevel Tax code. Suppose that, when you use ¢bide in the future, you want to calculate taxddh
cash discounts and account for that tax in a ledgeount. In that case, you should have defineé/Bn
discount tax account when you set up your Chaftazbunts, and you should set up the A/P Default as
described above. You now enter the ledger accaumber for the A/P discount tax account in thisdiel
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Update Multilevel Tax Periods

The periods entered with this option are used foryultilevel Tax reports. The periods are usedha se-
lection criteria screen displayed before the rejgomin. All ring menu commands have been disablexpt
the Update command.

Note: If you use monthly and not quarterly periogs) need to enter only the first period and thst default
correctly. If you use quarterly periods, do notegtchese defaults.

The Multilevel Tax Periods screen

# Update Multilevel Tax Periods A=
Eile Edit Wiew Mavigation Tools Actions Help
A AaMu00ED 00
4 GO0 0 O W
i Find Prev Hest Add Update Delete  Broivee
Compary M ame: '.-'f-.BI:_DI_EﬁH-IBET-I-EIr-\I_ |
Period Feriod 'ear Start Date End Date
il 2009 mazons | oiaczone |
nz | 2008 | 0240 /2009 02/28/2009
K] 2008 | |03/07/2003 034312009
04 : 2008 . : 04401 /2009 04./30/2009
1] . 2009 || 05401 /2009 054312009
0e | 2008 | 06401 /2009 0643042009
oz . 2003 . 074 /2003 074342009
] | 2009 | 0340 /2003 084312003
] 2009 [ 109/01/2009 0343042009
10 : 2008 : 1040142009 104312009
.11 i} 2008 1| 114012009 | _1 143042009 [
10f1
[ ok ] [Q:ﬁ Carcel ]
Enter the two digit period number. i

1. Company Name:

This is a system-maintained field. It is the busgheame of the company as entered via Update Cgmpan
Defaults.

2. Period:
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This is the period number for this reporting periddis field is required. Once you enter a perioe next
period is increased to the last period plus one.

3. Period Year:

This is the year of the reporting period. The difauthe last period year entered.

4. Start Date:

Enter the start date of this reporting period effadilts to the day after the last end date entered.

5. End Date:

Enter the end date of this reporting period. ladéE to the end of the month entered for the siztet.

Update Multilevel Tax Groups

This menu option is used to enter multilevel taougs. Tax groups handle the special cases whee dhe
two or more taxes for a single line item. You cae up to four different tax codes and the ratescisted
with them in a given tax group.

Multilevel tax groups are only valid when the Useltevel Tax Groups field on the Company Infornoati
screenis setto Y.

Note:

If there is a "Y" in the Use Multilevel Tax Groufisld om the Company Information
screen, you must enter a multilevel tax group aatteer than a multilevel tax code for the
following options:

Accounts Receivable:
e Update Receivable Documents
¢ Update Receivable Defaults

e Update Customer Information

Accounts Payable:
« Update Payable Documents
« Update Non-A/P Checks
« Update Payable Defaults

« Update Vendor Information
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The Multilevel Tax Groups screen:

52

# Update Multilevel Tax Groups

Eile Edit Yiew MNavigation Tools Actions Help

OB ¢ UEEER NEBEN B00ED @0
‘4 @ O 0 0O 9 &

© Find Prev Mest Add Update Delete Browse

b ultilevel T ax Group Code: |_S 0 |
Descriptior: | SEATTLE SALES TAX |

TaxCd Drescription Rate Cumulative
KINGCO | |COUNTY OF KING TaX | 13000 |N
SEACTY | |CITY OF SEATTLE Tax | | 8100, [N
| || | | | |
E ~¥ E

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

R

Multilevel Tax Group Code:

This is a six-character field and is required.

Description:

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

Tax Code:

Enter a six-character multilevel tax code. The itayel tax code must already be set up throughure
date Multilevel Tax Codes program. The Zoom featsii@vailable. When you enter the tax code, the de-
scription and rate appear for this multilevel taxde. NOTE: up to four different tax codes and tites
associated with them can be implemented withinvargtax group.

Description:

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

Rate:

This display only field contains the rate for thaltitevel tax code. The rate was entered in theatipd
Multilevel Tax Codes option.

Cumulative:
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Enter "N" if the tax should be calculated on thearmaount (without tax) only. Enter "Y" if the takauld
be calculated on the total of the goods amount ghlesamount of tax on those goods for a tax thpears
on a previous line.

For example, PST, Canada’s Provincial Sales Taoftén calculated on the price of the goods ples th
amount of the federal GST (Goods and Services Tid§.tax groups are used in the following way:

Table 1: Multilevel Tax Group Code: A

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

The G and P tax codes must be set up in Updatdldldt Tax Codes with the appropriate rates and ac-
count numbers. For a net goods amount of $300ptieving tax is calculated in invoice entry wheret
A tax group is used.

In this example, GST is 7% and PST is 6%:

300.00 = Net goods amount (without tax)
300.00 X .07 = 21.00 = GST
321.00 X .06 = 19.26 = PST
340.26 = Gross goods amount (with tax)
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Print Multilevel Tax Codes

This program prints the information entered throllgdate Multilevel Tax Codes.
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Print Multilevel Tax Groups

This program prints the information entered througldate Multilevel Tax Groups.
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Print Multilevel Tax Analysis

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

The following Selection screen appears:

& Select dat_range
Eile
: @

Period. r'ear From D ate TaoDate Ledger
12/M/2009 (EX3| 12/ /2009 B |R

IG ak. l [[:1 Cancel ]

R
Enter 'R’ for receivables, 'P' for payables, nothing for all

Print Analysis Summary

This report prints a summary of the multilevel taformation posted to the Multilevel Tax activityggram.
It prints the total debits and credits for eachdasge within the ledger account, a descriptiorheftax code,
and a total of debits and credits for each account.

Print Analysis Detail

This option prints a detail report of the multilétex information posted to the Multilevel Tax agty pro-
gram. It prints the ledger account number and dasam, invoice number, date, tax code, goods arhcand
tax amount by account number and tax code.

The goods amount is the amount of goods sold sitali rate. This does not include the tax. Thefalhg
screenula may be helpful for remembering the teotoiyy:

Gross amount = Net amount (goods amount) + Tax amati
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Chapter 7

Vendor Information

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

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

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

*Tracking & maintaining vendor 1099’s
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Vendor Information Menu

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

The Vendor Information menu:

File View BExecute Settings Help

dymEZE

il 1 Financial Managemen g

S S B el 3 Accounts Payable

G LT PN 3 vendor Information ;
' ; : © Copyright 2007

Furchs | A e
55 3 ACOUNES 2 Check B & Update Vendor Information el R LT

Prad : :
¢ Plodutigs 4 Payiollgy 3 Y¥enda B b PrintVendor Information
8 Produrigy 5 Fixed/ iy 4 setup B ¢ Printvendor Labels

7 Generig /& Multi- Ewit =
FE B MUt-CO] Bt d Update Yendor Terms

Exit 7 Multi-Lavel Tax

0O OODDD

e

2 Print¥endor Terms
f Print Wendor Ledger
o PrintYendar Aging
h PrintWendaor Cash Reguire

i PrintVendar Open ltems

0BT DDm

j Wendor 1099's

4] Exit

< -

I Status Idle

Update Vendor Information

The Update Vendor Information option is used to add maintain information about vendors. The Vertdble
contains many of the defaults associated with vendidere are three screens accessible from thate/yendor
Information program. These screen are the Vendorrimation screen, the Pay-To Information screed,tae Ven-
dor Activity screen. Each one of these screenssisudsed in this section.
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The Vendor Information screen:

# Update Vendor Information Ej@@
File Edit Yiew MNavigation Tools Actions Options Help
O® | G iy Wl = N 7 )

A 0 99 0 9 w

© Find Prev Mext Add Update Delete Biowse

% ¢ © ¢ ©

© Payto  Activity Aging Tems  Document Deliven

Vendar: [123457 Mame: |[CHAMPION |

|
Cantact: [JIM M PELIN | Phone: 404 255 5364 |
Cell: | | Fax: | | Currency: |
Address: [320 5w/ 160TH | |COMPLEX 26F
C/S/Z/C: [ATLANTA, | el [42231 | [us & [UNITED STATES
Ermall: | | Backard: |__|
W'eb:| | Tax Code: [—"i
Frght Taw: 7*\_| Mizc Tax Code:; |_7__I Last Pay: !W

Hold: [N Ship: | |
Take Disc: [N] Bil | |
Discount: | all | | Balance: | 3787712.64
Buger [CATHY | |CATHY SELIN | OnAccount: | 0.00]
AP Terms: |C % [MET PAYMENT 15 DaAYS | Lirit: | 5000000.00]
Ak G| a]| | | ET4 Days: |—§D_
Pay Mthd: [4P “| |ACCOUNTS PaYABLE |
FedTa:|D:[56-1234567 | 1099 Rrequied: M|
Accts AsP: | [ooo = EXPCOG: | 500300000 = | - (000 &

O%R

Note

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

Vendor:

This twenty-character alphanumeric field is theectitht identifies the vendor. Once a vendor hasséetions in

the system, you cannot change that vendor's cadelabete the vendor record. This is a requireld fie

Business Name:

This 30-character alphanumeric field stores théness name of the vendor. If you do not enter atpaddress

for the vendor, this Business Name displays onkahethis field also displays on many reports anmeest.

Contact:

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

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

Currency:

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

Address:

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

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

C/siziC:
This row stores four separate fields:

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

e /C —country (20-character alphanumeric)

Email:

This field stores the contact’s email address.

Bckord: *

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

Web:

This field stores the company URL for the contact.

Tax Code:

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

Freight Tax Misc Tax Code:

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

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

Last Pay:

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

Hold:

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

Ship: *

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

Take Disc.:

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

Discount: *

This field is not currently functional.

Buyer: *

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

Balance:

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

On Account:

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

A/P Terms:

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

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

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

Acct. Grp:

This field stores the default account group tofosehis vendor. Account groups, the groups ofteeldedger
accounts that can be used automatically in inveitey, are generally used to specify different gatees of
purchase. This default account group displays erPdayable Documents screen. The account grouppresst
viously have been set up in the Account Groupsetabing the Update Account Groups option of the et
Payables menu or the Payable Ledger menu. The Zeatore is available.

FedTax ID:

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

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

ETA Days: *

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

Pay Mthd:

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

1099 Required:

This Y/N field determines if you want to report BO@formation for this vendor. If this field is s&t"Y" then
transactions with this vendor will be printed oe 1099 report. If this field is left blank, the daft value that
you entered in the Select Vendor Default for 10@9#tting field on the Accounts Payable Defaultesnris
used.
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Accts A/P:

The first section of the A/P account field is a rauin field that stores the default accounts payabt®unt you
want to use for the vendor. This is the accourttdisplays in the A/P Check screen of Update A/lR¢BB or
Update Non-A/P Checks and the Payable Documerggs@af Update Payable Documents.

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

Note

The Ledger Accounts table is maintained with thelatp Ledger Accounts option on the Setup
Company menu.

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

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

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

EXP-COG:

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

Bckord:

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

Ship:

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

Buyer:

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

ETA Days:

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

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

Vendor Pay-To Option

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

B(=1ES

File Edit Wiew Mavigation Tools Actions Help
OB U HiEEER B 0
4 G OV 0 O K

© Find Prev Mest Add Update Delete Browse

“endar Code: | 123457 . .| [CHAMPION

Pay-Ta: |ATLI
Pay-To Nare: [CHAMPION INC |

Contact: [MARY BROWH Phone: [S00-4B63248 |
Address1: [200 CIRLELE AVE ! Cell: [770-436-9785 |
Address?: | [ Fax: |'.:’?EI_2_3_3_?_9_9?3—|
City/State/Zip: [ATLANTA | [Ga] faoime ]
Countw:US 4| [UNTEDSTeTES |
Email: |_ |
‘web .ﬁddress:l |
BillInz.: | |
Bikord: |:| Tax |—_—|

TakeDisc: [N | ETA Days: | 30|

Buyer: | a |

Dizcount: | al
Pay Method: ! -'\__|

1of2

R

Vendor Activity Option

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

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

# Zoom apactvz - [EX]
File Edit Help
OE] Ot 90
i. Type _Doc Mo _Doc Date = Inw/Chk Mo Due Date il Arnount _Balance _“E
| {8 404 02 2010 G4R4BR5R [t} oo 1B0000no 2 00
IM 402 0z2/02/2010 12331312 nz2Avw200 1500 1500
Cibd 396 M /21./2010 DEBITZ30 02/20/2010 B25 525
Db 395 M /2152010 DE2Nz2312 02/20:2010 1200 -12.00
1M 394 M /2052010 123123130 027200 1225.00 1225.00
IM |7 mAs20m0 N2z 028200 AFR0O0 a75.00
IM 396 M A1852010 g1 0282010 1200 12.00
IM 3|0 M A1.2010 BE454444 01/25/2010 400.00 400.00
IM I3 mAa1s200 2NN 01/26/2010 Fa0.00 Fa0.00
Cibd 3781242152009 Ridal 01/05/2010 -200.00 -200.00 % !
[@ 0K ] [r;{ Cancel ] [ﬁ Mew Search ] ’Q Detail ]
VR

The following is a description of the columns oistécreen:

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

IN = invoice.

CD = cash disbursement.
CM = credit memo.

DM = debit memao.

Doc.No.:

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

Doc.Date:

This column displays the date that the documenteméered.

Inv/Chk No.:

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

Due Date:

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

This is the original amount of the invoice, paymemnédit memo, or debit memo.

Balance:

This is the balance still due on an invoice.

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

#5 Zoom apinvcz l:l@l‘gl
il il SO
ome 9 90

Invoice:

.:- @

Descirtior

Original Amaunt: a0 Original Discount: m

Ihvoice Balance: m Dizcount Balance: m
Due Date: (1 Discournt Date: [ 2

AHPAccountNumber:W H m
PO Nunber

[ oK, ] [P:1 Caricel ] [QAclivity ]

Purchase Order Drate: |1

OhER

To view payment information, click Activity.

% Joom apactvz
Fil= Edit Help

OE® Ol 9O

Type Doc Mo

Inw/Chk Mo Due D ate Arnourt Balance
a7 01y 003 -1500.00

0172842003 1500.00 0.00

[

123123123

[@ ok ] [Q:i Cancel

YR

Print Vendor Information

The Print Vendor Information option allows you trp vendor data in several different ways. You pant vendor
information in summary or detail, sorted by vendame or by code. After you execute the Print Verdfarma-
tion option, the Print Vendor Information submernspthys.
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b Print Vendor Information

=l a Print Summary by Mame

= b Print Summary by Code

=l ¢ Print Detail by Mame

=l d Print Detail by Code

o Exit

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

Print Summary by Name

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

Print Summary by Code

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

Print Detail by Name

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

Print Detail by Code

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

Print Vendor Labels

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

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

The Print Vendor Labels submenu:

Vendor Information 67



Fitrix Accounts Payable User Guide

c Print Vendor Labels

[Tl

=

a By“endor Mame

[Tl

=

h By“endor Code

= ¢ By Zip Code

o Exit

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

Update Vendor Terms

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

The Vendor Terms screen:

# Update Vendor Terms
File Edit Wiew Mavigation Tools Actions Help
‘@ B @ 94 B Q

SO Quik Print | 0K Cancel Cof, Copy  Faste Zoom

A 000 0 O &

© Find Prev Memt Add Update Delste Browse

=S

A/P Tems Code: N30 |
D escription: P]ETSEIE)AYS
Diue Days: : SD
Discount Crays: | :J_:

Dizcount Percent: _

1of1

N

B Es kel
otez U Fieldz ToDo

L BX

R,

A/P Terms Code:

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

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

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

Due Days:

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

Discount Days:

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

Discount Percent:

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

Print Vendor Terms

This report prints a list of vendor terms entereath\wthe Update Vendor program on the Vendor Infdramamenu.
The information printed on the Terms List is infa@tion from the Vendor Terms table.

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

Print Vendor Ledger

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

The columns of the Vendor Ledger report are:

Date:

The date of the original document.

Tran Type:

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

Tran #:

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

Description:

The description entered into the original document.

Vendor Information 69



Fitrix Accounts Payable User Guide

Amount:

The original amount (not current balance) of thewtoent.

Balance:

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

Print Vendor Aging

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

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

The Print Vendor Aging submenu:

g Print Vendor Aging

=3 Print Aging Summary By Code

=B Print Aging Summary By Mame

= ¢ Print Aging Detail By Code

=l d Print Aging Detail by Mame

o] Exit

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

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

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

The Vendors Selection Criteria screen:
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#iSelect ap_aged Q@

File
)

Enter Aging [ ate: '

IQ ok, l [ﬂf Canhcel ]

Enter the date to use for calculating aging.

Use this screen to designate which vendors wilit@rn the report. You can select vendors by verdde or ven-
dor name.

Print Aging Summary

The Aging Summary report contains the total actifor each vendor (with a non-zero balance) in esgihg pe-
riod.

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

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

Print Aging Detall

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

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

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

Print Vendor Cash Requirement

The Vendor Cash Requirement report prints a fuligiag of vendor open items. The report is a praeadf future
payments due. The four aging periods displayechendport are defined using the Update Payableuhsfaro-
gram on the Setup Payables menu.

The Vendor Cash Requirement report can be primeither a summary or detailed report as well ateddy ven-
dor code or name. After you select the Print Ver@ash Requirement menu option, the Print VendohGas
quirement submenu displays. Select the reportythatvant to print, aging by due date or invoicesg#tie aging
date, and the vendors.
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Print Vendor Open Items

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

Vendor 1099's

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

] Vendor 1099's

= a Create Vendor 1099's

b Update Vendor 1098's

¢ Print Yendor 1099's

d Print 1099 Forms - continuous

e Print 10949 Forms - sheet

& [E e E E

Exit

Create Vendor 1099’'s

The Create Vendor 1099's program totals the casbuats paid vendors requiring 1099 reporting andtpra
summary of the amounts. You must first have sdhegash amounts with the Update Vendor 1099'srprod Se-
tup Payables menu).

When you select this option, you see the followsgdection Criteria screen:

#& Select dat_sel

File
Feport ear: | 2009
[0 Ok, l lt;‘ Cancel ]
; OVE
Enter the year for which to-process 1099s,

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

Update Vendor 1099's

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

72 Vendor Information



Fitrix Accounts Payable User Guide

Note

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

Selecting this option displays the following screen

# Update Vendor 1099's

File Edit' Y“iew MNavigation Tools Actions Help

A O L =JVEX A HEE 00
A 0 PV 0O 9O = 3

i Find Prev MNest Add Update Delete Browse Oplions

=it

Wendor [123857  A|  [CHEMPION
Cazh Disbursed: [ 15000.00
1099 Categories

Category 1; |_ | Category 2 . ) | Category 3 |_ 15gDU_DEI|

Categom 4: I | Category & | | Categom & I

Categomy 7 [ Category & ] Categom 10 [
Categony 13 I I Category 14: | | CategonyBa: I
Category16b: |- | Categony18a; [ | Category18b: |-

T1of2
YR

|
]
|

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

Vendor:

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

Vendor Name (unlabeled):

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

Cash Disbursed:

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

The lower half of the screen contains 1099 Categori

Print Vendor 1099's

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

accounts.
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Print Federal 1099 Forms

This option permits printing of Vendor 1099 infortioa on preprinted Federal 1099 screens. You caaimbhese
from many office or computer supply vendors.
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Chapter 8

Payable Ledger Menu

» General purpose of the Payable Ledger menu

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

» Posting payable documents

» The Payables Journal—General information andipgn

*  G/L Activity—Information and printing reports

» Updating ledger accounts and account groups

» Recurring documents—Creating
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Payable Ledger

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

The Payable Ledger menu:

File “iew Execute Settings Help

ddQedmEzm@

{1 Financial Managemen e

i8S il 3 Accounts Payable |

3 Bales g5 2 Accour iy 1 Payabif] Payable Ledger o ——
pyrig

4 Purche gy 3 Accoutgy 2 Check [E a Update Payable Documents Al e T
S Produtigs 4 Payoll gy 3 vendo [ 1 print Payable Listing

B ProdUtgs 5 Fivedf ey 4 Setup [ ¢ PostPayable Documents
’ Gener (=1 "Mun"'c-ﬂ.ﬁﬂt: = d Print Payables Joumal

it B 7 Mult-Level Tax B s PilEEOH At

=

SErocoopoR

ﬂﬁm B 1 Update Ledger Accounts
@ 0 Update Account Groups
=} h Create Recuring Documents

B z Batch Maintenance

i i

I Status Tdle
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Update Payable Documents

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

The Payable Documents screen:

O]

E)

E Update Payable Documents

File Edit “iew MNavigation Tools Actions Options Help
0 B O o B o /4 B B E i V] A & D
“ Quit Print | OK  Cancel Cof Copy Paste Zoom | Motes UFields TeDo | ViewDetal MestPage Previous Page  Inserf Row  Delete Fow
=X (LS R X
= o oo L LTy
“ Batch Options Yendor Papto Charl
A 090 0 @ W\
< Find Prew Mest Add Update Delete Browse
Date: | 12/04/2003 ] Gross dmt Entry [N Dept: (000 & Posted: 1|
Wendor: 123457 A [CHAMPION |
F'a_l,l-TD:[E'AYTD a Recurent Code; D Recurent Times;;___]
Doc:.T_l,lpe:g_! ': i@»’;‘-.l_%_‘l@ﬂ_ | Ref Mo | L Fix Drate: :_|
Descript:i_ | Invaice Date'12£04?200_9 _l«i-ﬂ
Terms: | | [NET PAYMENT 15 DAYS | Default Tax: [NOTAX |
PayOrc[12/49/2009 |t Due: [12418/2009 14|  Disc: [12/04/2009  [oid] Discz:|  0.000]
P.0. No: | | PO Diate: | IJ_;.‘,_-_lh
Aok G| ] | | Coshi | 100000000 & - [o00 & |
| Account [rpt Dezcription Code Amount
| 703000000 A00 | POSTAGE MOT A 50,00 50.00 CR
| |
Currency: |U-S-D | Multilerrel-Tax: | U._U-EI-H
TTL [ 200000000 & | - [000 & |[ACCOUNTS PAYABLE | [ 50.00] |
104 of 104
R

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

Date:

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

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

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

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

Dept.:

This is a three-character alphanumeric field thates the department code for this document. Téig fells Fi-
trix Account Payable into which department—if yae asing departmental accounting—to put this docume
ledger accounting information. If left blank, thepdrtment will default to the department code lfiig vendor.

If a vendor has no department code, the 000 depattim used. The department code must have begiopsty
set up with the Update Company Information progoanthe Setup Company menu. The Zoom feature i$-avai
able for this field.

Posted:

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

Vendor:

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

Pay-To:

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

This one character code identifies the documeatrasurring one (for example, "M" for month). Thecdment
is entered and posted once, and then the CreateridgcDocuments program is used to recreate ietfeer.

Recurrent Times:

If this recurring document should be recreatedexidip number of times, enter that value here. &ample, if
the document is for a 36 month automobile leaser&6 here. Each time the Create Recurring Doctsy@n-
gram is run, this value will decrease by 1. Whenwhlue reaches 0, the document will be deletetiveitl not
be created again by the Create Recurring Docunpeoggam.
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Doc.Type:

The Doc.Type field stores a code representing éleree document types.
Table 1:

| Vendor invoice

C Credit memo
D Debit memo
defaults to "I"

Invoice/Credit/Debit:

This field label changes to match your entry in Eree. Type field. This twenty-character alphanumégtd
stores the number of the vendor's invoice. It mayged to help you identify the invoice if questi@mise about
it or its payment.

Ref.No:

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

Date:

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

Description:

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

Invoice Date:

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

Terms:

This field identifies the payment terms for thisdice. The terms determine a number of things aboui-
voice: when it becomes due, if there is a discéomearly payment, the amount of the discount, &hdn the
invoice must be paid for that discount to be talkddhentries in this field must have been previgusét up in the
Terms program. The Terms program is maintained thithUpdate Vendor Terms option (Vendor Information
menu). The description for the type of terms regmésd by this code is taken from the Terms progaachdis-
played to the right of the code. The informationtia Terms program is also used to calculate tfeutte for
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the Pay On date, the Due date, the Disc. (discalat, and the Disc% (discount percentage). Ust idate
Vendor Terms option of the Vendor Information meémadd, delete or modify the terms program. ThernZoo
feature is provided.

Default Tax:

This field determines the default Multilevel Taxdeoused in the detail lines. The default for tieddfcomes
first from the pay-to information for the venddiraltax code is not found there, the vendor re®ahecked. If
a tax code is not found in the vendor record, thdtiMvel Tax code is taken from the Default Taxdeédield of
the Accounts Payable Defaults table.

Pay On:

The Pay On date is the date that you would likeagpthis bill. This date is calculated from the dioe Date and
the Terms field. This default can be overwritteramy time.

Due:

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

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

Disc%:

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

P.O. No.:

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

P.O. Date:

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

Acct. Group:

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

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

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

A/P Department:

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

Payable Documents Screen—Detail Section

In the detail section of the screen (the lower bathe screen), you see the accounting informatdating to the
purchase. The data appears in columns. A singlég@novided for each account affected by thisdemtion. This
part of the screen scrolls to display up to 100si.ow

Account:

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

Dpt:

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

Description:

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

Code:

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

Amount:

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

Disbursed Amount:
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This unlabeled column stores the amount disbuiséaket ledger account. This is a display-only field.

Debit or Credit:

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

Payable Documents Screen—Totals Section

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

82

Currency:

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

Multilevel Tax:

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

A/P Account:

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

A/P Department:

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

A/P Amount:

This unlabeled field records the total of the Amiocwiumn of the detail section. This is a displayydfield.
You can use this field to verify the accuracy ofiyentries in the detail section.

Total Disbursed Amount:

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

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

Acct:

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

Net Amt:

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

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

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

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

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

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

The Payables Journal report shows the debit armtit égnéormation for posted Payable Documents .
When you first execute the Print Payables Jourreduroption, you must confirm the destination fa thport.

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

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

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

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

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

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

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

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

88 Check Processing Menu



Fitrix Accounts Payable User Guide

Update Account Groups

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

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

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

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

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

uments created. Clicking OK without entering a reag code results in the new payable documentsgogénerat-
ed for each posted recurring document stored ip#yable document table.
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Chapter 9

Check Processing Menu

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

» Printing an edit list for checks

» Printing and posting checks

* Check processing reports

» Reconciling checking accounts

» Entering, listing, and posting Void Checks
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Menu Options & Field Descriptions

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

The Check Processing menu:

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

demE2ZE

3] 1 Financial Management E Z
el s el 3 Accounts Payable i

3 Sales g5 2 aillfs T Il 2 Check Processing

4 Purche - .

WIENEES 3 AccoliEy 2 Check =] a Print Payments Due Report
5 Produt g5 4
5]
7

E| z Update Batch Maintenance §

FPayrollgs 3 wendo E b Update To-Pay Information
Produt g 5 Fixed/ == 4 Setup &} ¢ Create Automatic Checks
Gener B 6 Multi-C S Exit

B 7 Multi-Level Tax

& Exit

epEOODRE

@

d Update Mon-AFP Checks

g

e Update AP Checks

T Print Check Listing

g Print Checks

h Post Checks

i Check Processing Reports

| CTheck Reconciliation Programs

PO EME

k %oid Posted Checks

&

I Status Idle

Print Payments Due Report

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

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

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

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

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

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

File:
Select Vendors
Wendor Code: | Wendor Mame:
[O 0K ] [’;{ Cancel ]
CWR
Use known charackers with [7] or [*] for one o many unknowns

Next, the Select Cash Account Selection Criteriaest displays

4 Select sel_cash
File

@

Select Cash Account

Cash Account:

Department: | 000

[O Ok ] [’;‘ Cancel ]

OWR

Use known numbers with =, 1=, <, =, <= or »=Ffor comparatives

The Payments Due report is sorted by vendor colde.dbcuments for each vendor are sorted by docunueniber
and the total due is totaled at the bottom of thiess. The amount that is to be paid and the distamount to take
for each payable document is shown in the two cakion the right side of the report. Discount amstinat are no
longer valid as of the check run date are markel an asterisk (*). For an example of this repseg Report num-
ber "7: Payments Due Report" in the chapter titleample Reports."
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Update To-Pay Information

The Update To-Pay Information option allows youhange the date to pay, amount to apply, or disdouake
for any vendor invoice (open item).

After reviewing the Payments Due report, you mantwta change invoices listed for payments. You nvant to
delay their payment, partially pay them, changediseount amount or the discount date, or incluaents for

invoices not displaying on this list. These kind€lvanges are done with the Update To-Pay Infolonatiption.
This menu option is the same as the update Vengen@ems option of the Setup Payables menu.

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

The Update To-Pay screen:

# Update To-Pay Information
File Edit “iew Mavigation Tools Actions Help

‘@O B U 4 Bl B oA | B B 2 @

it Pint | DK Cancel Cul If.-opy Paste Zoom | Motes UFields ToDo | Technical status Help

A O 9 9 0 9 .
“ Find Prev Mest Add Update Delete Browse
Wendor Code;
Pay-To Code: [ 3 | ) ) )

On Account; ) D.Dﬂ-i Balance: | 5530.2?-1 Currency: USD |

- " Jnwoice Information — -

|nwiice; 45@455 | Home Currency Amt:
Docurnent Mumber: L 405 Currency Exchange Rate;

Description: L
Date: 0271172010

Original Amount; EDDDUD| To Pay Information
Origirial Discount: | DDDI
Invoice Balance: 2DEID_DDI Discount D ate: _ﬁznwzﬁm—m
Digcount B alance: U..I.JD] Armount bo Apply: 2D_DDDD
Due Diate: [03/13/2010 Discount to Take: |- 0.0
AP decount | 200000000) - [oo0 | DatetoPay  [D343/2010  jp]
P. 0. Number: [1551 - ] Cashcoowrt | 100000000 & ] - [000 (&

Purchase Order Date: D2£11H2D1D
1of1

R

After you have set up Fitrix Accounts Payable, gan change only the To- Pay Information sectiore dther
fields are for reference only and allow you to fthe invoices you want to change.

The Vendor Open Items section shows informatioruatite vendor to whom the payment is to be made.lith
voice Information section shows details about gfaigicular invoice of open item. The To-Pay Infotioa section
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contains the fields that you change to delay paynpaatially pay an invoice, force a discount totalken, or
change the discount.

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

Discount Date:

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

Amount to Apply:

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

Discount to Take:

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

Date to Pay:

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

Cash Account:

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

Create Automatic Checks

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

Prior to selecting this option you should seleetphint Payments Due report to preview the cheltiswill be
created. Enter the same selection criteria thatugaal to print the Payments Due report; the selectiiteria
screens are identical. After automatically creatihgcks, you can modify these checks using the tdpaiée
Checks program.

Update Non-A/P Checks

The Update Non-A/P Checks option allows you to reabecks for non-A/P payments (those payments wihichot
affect any debt owed to a vendor). You may recorgexpenditure and post those expenditures topgheariate
accounts.
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The Non-A/P Checks screen:

# Update Non-A/P Checks =T
File Edit Wiew Mavigation Tools Actions Options Help

QB Gyl IR ERMEEB00ED 90O

P o

i Batch Dptionz

A G 00 0 9 &,

Find Prev Mest Add Update Delete Browse

Mon-4/F Checks
Date; [03/05/2010 kK| Prnt Check:  [N]
Wendor, (123457 ~a| [CHAMPIDN i
Pastedt || Paylo:  [PBTO 6] [CHAMPION. |
Check Mumber:| |
Description: {COD CHARGE | '_i
Cashhccount| 100000000 = | - (000 &

Tax Code: r[\J_DT.&X 0 _I Grogs Amt Entry: N| Tax Department; IDUD__ __I
[Account Diept ”.t’-‘n.ccount Descnption TaxCd "_F';ml Iln;lita’Debit i |
730000000 000 (FREIGHT [MOT IM C.0.G) MNOTAX | 250.00 260.00 DB

Tax Amaunt; | ﬁ_ﬂﬁ_l Check Amaunt; | ESD_DU_

(New Document)

Non-A/P Checks Screen—Header Section

The following paragraphs describe the fields onNbe-A/P Checks screen.

Date:

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

Print Check:

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

Vendor:

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

96 Check Processing Menu



Fitrix Accounts Payable User Guide

Pay-To:

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

Check Number:

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

Description:

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

Cash Account:

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

Tax Code:

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

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

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

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

« If atax code is not found in pay-to informationvandor information, the Multilevel Tax code is ¢akfrom
the Default Tax Code field of Accounts Payable D#fa

Gross Amt Entry:

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

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

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

Tax Department

This is the department code used when posting thiél&vel Tax amounts. This field is required arefalilts to
000. Zoom is available.
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Non-A/P Checks Screen—Detall Section
The detail section contains accounts and amourtshairrse to those accounts.

Account:

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

Dept.:

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

Account Description

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

Cd:

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

Paid:

Enter the amount of the payment.

Credit/Debit:

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

Non-A/P Checks Screen—Totals Section

Tax Amount:

This display-only field is the total tax amount.

Check Amount:

This field is the total amount of the cash disborset. This is the amount by which the cash accailhbe
credited. It is a display only field.
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Update A/P Checks

The Update A/P Checks option allows you to chanmgkdelete automatic checks. It also allows you émually

enter accounts payable checks.

The A/P Checks screen:

& Update AP Checks L EX

File Edit “iew MNawvigation Tools Actions Options Help
T 13X B2 Qa B B B B QO @
SO Quit Print | 0K Cancel Cuf Copy Faste Zoom | MHotes: U Fields ToDo | Yiew Detal Nest Page Prewious Page
N
T w
ii Batch Options
A 00O 0 9 |
“ Find Prew Mest Add Update Delete Browse
Date: |01/27/2003 Lk Mailed Date; | | Print Check: [/
3457 ) “|  [CHAMPION |
7] PaTo:  [PAYTO (&|  [CHAMPION ]
Cashcoount| 100000000 « | - [000 < | Curency:  [USD |
Check Number: i_éﬁgﬁ? ' Description: iﬂU_fDM.&TI'I_EEHE_Ek |
Automatic F'a_l,l|| Take Disc.: lN|
Pay On Account: [ EI_EI_: On Account: EI_EID_|
iCmd Irvoice Due Diate Dz Dt Dizc Bal Balarce Dizc Ay |
; 142 02/23/2008 02/08/2008 n.oo B30.72 0.00
i 147 02/23/2008 02/08/2008 0.oo 400.00 0.00
| s003 04/03/2008 03/14,/2008 0.0o 37R.00 0.00
| 2244333244 05/07/2008 04/22/2008 noo 150.00 0.00
i 234234234 05/07/2008 04/22/2008 oo 150.00 0.00
i 100 0E,/05/2008 05/21/2008 n.oo 100.00 0.00
i 20 0E,/05/2008 05/21 /2008 0.oo 200.00 0.00
3 0E/05/2008 05/21/2008 (IR ] 301,00 0.00
I e —— . e I
Check Amount: |_ 12485.72 | Total Discount Allowsd: | D.DD!
Total Applied: |_ _124_5_5?2_:
8 of 55
OWER

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

check creation process.

Use the Update A/P Checks option to enter and m@d® checks and to modify and delete automatickfieUse
the Update Non-A/P Checks option to enter non-Al€cks.
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Update A/P Checks Screen—Header Section

Date:

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

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

Print Check:

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

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

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

Posted

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

Pay-To:

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

Cash Account:

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

Currency:

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

Check Number:

This numeric field is the number you want to digpda a reference for this check. For checks whizhare
printing onto check screens, this number is assigiéhe time of printing. For documents that rdaicheck
that was written by hand, it is the number of tadck.
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Description:

This thirty-character field stores the descriptionthis check. This description is helpful in idiéying a check
at a future time. Since a check number is goodtifieation, you need only use this field when yoant/to
record something out of the ordinary about a clibakyou might not remember otherwise. Checks ecthy
the automatic check process are given a descripfiégd TOMATIC CHECK. Any check description may be
changed at any time before posting. This descrgimes not display on the actual checks.

Automatic Pay:

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

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

Always Take Discount:

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

Pay On Account:

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

On Account:

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

Update A/P Checks Screen—Detail Section

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

Cmd?:

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

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

4 = manually enter the amount of cash to apply&oitvoice and the amount of discount to take orone a
specific invoice from the check.
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| = display detail information for a particular ioice.

Invoice:

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

Due Date:

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

Dsc. Date:

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

Dsc. Bal:

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

Balance:

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

Discount:

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

Applied:

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

Update A/P Checks Screen—Totals Section

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

Check Amount:

This is the total amount of the check. This isspliy-only field. This amount equals the Total Apeglless the
Total Discount Allowed.

Total Discount Allowed:

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

Total Applied:

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

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

Warning!

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

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

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

Print Checks

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

Warning!

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

The Starting Check Number prompt:

Enter Starting Check Mo.: |

[O ak ] [’;‘ Cancel ]

The number you enter in response to the systemgirshould be the preprinted number on the firstkhie the
printer. Subsequent checks are automatically nueabi@rincreasing numeric order.

After specifying the check number, another windoiV aisplay prompting for the check date.

The Check Date prompt:
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Enter Check Date: 033107

[O 0K ] [r;{ Cancel ]

If you are sending checks to a printer, you shoudtke sure that the check screens are correctlygtbeuto the prin-
ter before entering the check date. Checks wiptigted for all check entries except those whiclentiee following
criteria:

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

» The cash amount of the check is negative. For ample of a check, refer to the Default Check Rejport
the chapter titled "Sample Reports."

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

Post Checks

The Post Checks option of the Check Processing rsiames the accounting information and adjustd#iances of
the paid open items. This process updates theRashent Date field in the Vendor program. The Vemtogram

is maintained with the Update Vendor Informatiotiap on the Vendor Information menu. The Post Ckamition
then prints the Cash Disbursements Journal Pokt#tg

If, in the Update Payable Defaults, the Calculdated on Cash Discounts field is set to "Y", the Nlaltel Tax lines
generated by Update Checks and Update Non-A/P Grarekprinted and posted to the general ledgeritgqgpiro-
gram and the multilevel tax activity program.

The Post Checks option should be used only aftetyave created checks, printed a check listingpaimted
checks. When checks have been printed correctly,should be posted to store the accounting infoomand
adjust the balances of the paid open items andoreamtounts.

When you first execute the Post Checks menu opgimnmust confirm the destination for the repoit.psting
reports in Fitrix products feature a posting segeemumber. The number is incremented each timpdktng
process is run.

Check Processing Reports

» Print Check Register— this report lists by check number all postedckkdor the cash account and date
range specified.

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

The Checkbook Reconciliation screen:

Go into Add mode and enter bank name and branch. @dtk rest of the information will be retrievedrr the Up-
date Checking Accounts table. Next enter the béatkeiment date. Once this date is entered all tciioss that
have posted to your General Ledger through thie dat have not yet been reconciled (cleared yocowatt) will

list in the detail section of the screen:

# Reconcile Checking Accounts
File Edit Wiew Mawigation Tools Actions Help

OB QURPEQ BRN BO0ED 00

it Q@ 9 o @ = -
i Find Prev Mest Add Update Delete Browse

Bank Code: | 4 (=] [E

Branch: |[BER100 [%)| [CUMBERLAND )
Account Name: |ABC SUPPLY - |
Account Mumber: 02438_9549?9 |

GL Account No: | 100000000 Department Cods: (000 |
Statement Date: |02/28/2010

GL Balance: |
Mot Reconciled: | 487834.56 |

Adjustrments: _-EIJ.DD@

Enter the bank code

StatementEalance:| 8233?9.83| Reconciled: .

At Diate 0 | Chk/Dep 0 Document Descnption Arnount

I[N 03/31/2007 D G005 |AUTOMATIC CHECK. -500.00
N 03/31/2007 LD | G005 'Vaid Chk. Dos. Mo 16 500.00
I[N 040402007 DE B4 106.25
[N D4/04/2007 DE |B6 15.00
N D406/2007  DE 58 e 2175
N D4/25/2007 |CD | 2000 |AUTOMATIC CHECK 578,99
[N /2502007 D | 2003 |AUTOMATIC CHECK 78.00
[N 47502007 CD | 2004 |AUTOMATIC CHECK -95203.00
I[N nd/Een07 oo 007 |AUTOMATIC CHECK 1134 45
N D4/25/2007 |CD | 2008 |AUTOMATIC CHECK 23000010
N D4/25/2007 LD | 2008 |AUTOMATIC CHECK -4000.00
(@ ok | [ifcancel | [EaDetsl |

Warning!

Up to 1000 items can be reconciled at any give tifhmore than 1000 items are outstanding, the
checkbook cannot be reconciled. Make sure thatyouhis option often enough to prevent your
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reconciliation program from growing larger than Qd@&ms. If you have any problems trying to
run this option, contact your system administraboryour authorized Fitrix reseller.

GL Balance- GL balance as of the statement daereuht

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

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

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

#& Reconcile Checking Accounts
File Edit “iew Mavigation Tools Actions Help

o1 W RXE QA MEMEOQ0ED 90
e @ © QD 0O 9 9=
: Find Frev HMest Add Update Delete Browse

Bank Code: I_B 04

[BANK OF AMERICA, |
Branct: [BR100 C

Account Name: [ABC SUPPLY |
Account Number. _0243;8_95:19?9 i |
GL Account Mo | 100000000 |
Statement D ate: |D-2.-"_2-El.-"2-0-‘l-ﬂ_ L

Department Code

GL Balance: | 111132473
Mot Reconciled: | 45775205 |
Adjustments: I SDDDI

Statement Balance: [ E235221 3_] Reconciled: .N'

I At _Date ) _DJ ChkADep 1D Diocument Dieschption Arnount ) Lt I
b 03/3./2007 CO | EBO0S | AUTOMATIC CHECK, | -800.00 ||
b 03/31/2007 CO | BO0S Woid Chk. Doc. Ko 16 | S00.00
ki 04/04,/2007 OE 54 | | 106,25
& 04/04/2007 OE 5B _ _ 15.00
v 04 /0642007 OE B8 N ) _ 2125
1] 04/25/2007 Coo | 2000 |AUTOMATIC CHECK _ 578.99
M 04/28/2007 Co | 2003 | AUTOMATIC CHECK, | -78.00
i 04/28,/2007 Coo | 2004 (AUTOMATIC CHECK, | -B5203.00
M 04/25/2007 Coo | 2007 (AUTOMATIC CHECK, | -1194.45
N 04/25/2007 CO | 2008 |AUTOMATIC CHECK _ -23000.00
N 04/25/2007 CO | 2009 |AUTOMATIC CHECK _ -4000.00 e

[@ ok ] [t‘;f Cancel ] @ Header
ONVE

Enter [] to mark as reconciled.

Note in the example above the bank statement antme# not equal the GL balance due to an adjustiiny of
$50.00 for bank charges. The reconciliation wilt post until an entry has been made for the Adjestsramount.

Store the reconciliation as is by clicking OK oegsing enter.
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Entering Adjustments:

1. Enter a journal entry for bank charges and postehtry to your General Ledger.

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

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

4. Save the reconciliation by either clicking OK oegsing enter.

Posting Your Reconciliation:

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

j Check Reconciliation Programs

El [a Reconcile Checking Accounts|

=l b Print Reconciliation Report

=l ¢ Post Check Reconciliation

o] Exit

Here is the first prompt you will receive:

¢ Confirm

Print Posted Reconciliabion Fepart?

@ Yes .| [ri{ Mo ] [@' Cuit ]

If you want to reprint a reconciliation report f@reconciliation that has already been posted¢is¥kes. If you are
printing a reconciliation report for a reconcil@tithat has not yet been posted select No.
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Next enter the bank code, branch, and statemeatfaiathe reconciliation report you want to print.

# Query query

File Edit Help

Q| @ik

Lt @j

L7
Selection Critena

Bank Code: IB-EI.-’-\—I

Branck: [BR100 |

Statement Date: [02/28/2010 |

[G 1[4 l [l;{ Cancel ]

i
Enter statement date, SR

Once you have printed the reconciliation report aedfied the information is correct, you may namithe posting
program. This will mark the reconciliation as pakte

Void Posted Checks

Prior to running this option, setup must be conglatd the checks must have been created and pdb®oid
Checks program is the first step in voiding chettleg you have already posted. The three stepsidingpa check
are:

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

2. Print the Void Check Listing report to check foras, using the Print Void Check Listing program.

3. Post the Void Check information to the accountiygtam, using the Post Void Checks program.
The voiding is not final until step 3 is complet&tu may change or delete any of the entries irMibid Checks

program before they are posted. The Void ChecHKe tabmaintained with the Void Checks program om @heck
Processing menu.
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The Void Posted Checks screen:

# Update Void Checks
File Edit Wiew Mavigation Tools Actions Help
OB QWP ER BRHE 90

a4 @ © 0 ® QO W
% Find Frev Mest Add  Update Delete  Browse

Check Document Mo: | 112 [&]|
I

EEBCL Information

Void Document Date: |

Check Date: [01/27/2003 |
Check Number: I Tzail |

Description: li _
Vendor. 123457 | [cHaMPION
Postitg Mo: | _51_|
PosingDate:  [01/27/2009 |
Check Amaint: I—'I_DD-D_DD_:

& ok | [Fdcancal |

R

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

The following paragraphs describe the fields os Hureen:

Check Document No.:

This numeric field is the document number assigondatie check document during the check postingge®cTo
void a check you must know its document numbeyolf do not know the check document number, youlshou
refer to the Check Posting report. The check docimember cannot be modified.

Check Date:
This is the check date. It is a display-only field.

Check Number:

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

Description:

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

Vendor:

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

Posting No.:

This is the posting sequence number of the Cheskrigpreport (printed when Post Checks was selgced
which the check is printed. This is a display-ofidyd.
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Posting Date:

This is the date that the check was posted. Idisglay-only field.

Check Amount:

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

Print Void Check Listing

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

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

For each void check document, the void Checksrgstiontains reference information for the chedisteof the
payable items that were affected by the checktlam@mounts disbursed to ledger account numbetbdarheck.
The reference information at the top of the sci@martains the document number of the voiding docurttbis is
unassigneduntil the document is posted), the check dateclwedk number, the vendor code and description, and
the check description.

The AP section of the void information includesree lfor each payable document affected by the dadteck, (and
the void check document). The data of this sedtian three columns. The first column contains scdgtion of the
type of transaction. The second column containglteement number of the invoice or, in the casgetit memos
and credit memos, the document number of the ivaftected. The third column contains the amouit fwavard
the document by the check to be voided. The tatsth @mount of the invoices is summed at the bottiotnis sec-
tion. The GL section shows the amounts that abetoredited or debited to the ledger accounts. & hes simply
the reverse of the ledger disbursements creatdloebgriginal check, i.e. the cash account is irsedgwith debit),
the accounts payable account is increased (witkdity, and so on. The Total Debits and Total Gegdire printed
on the last line of the GL section.

For an example of this report, see report numbekd®i Check Edit List in the chapter titled "Sam@eports."

Post Void Checks

The Post Void Checks option should run only aftau fiave printed a Void Check Listing. The void dhpmocess
is not complete until you post void checks. ThetRasd Checks option voids the check , updatesvibedor bal-
ance, and places the AP invoices that were pati@check back into Accounts Payable as open items.

The Post Void Checks report is in the same bagiartes the Void Check Listing report. One differers the post-

ing sequence number. All posting reports in Fikbcounting products feature a posting sequence puniihe
number is incremented each time the posting prasess.
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Chapter 10

Administration Menu

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

* Security Reports

*Purge Activity

*Update Batch Information
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Administration

The Administration Menu:

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

File Wiew Execute Settings Help

dem==2m

i iitid 7 General/Administration
e Rfelie > System Administration

3 Sales gy 2 Systen & 5 Check Datshase Status

4 Pltens o i ¥ @ Copyright 2007
UHEfS 3 Datalr @& b Check Database Connections Fourth Generation

7 o Softwars Solutions. Inc.
g P.ruducﬂ E}Q'f -;k’ e Update Database Statistics

6 Production Planning B= m Security Reports

EEEREBERODE

7 Geheralmummigtr'atic'ﬁ b Purge Activity

ﬂ E?ii_t" @ z Update Batch Information

4] Ext

Statug Idle:

The following Options are available:

Check Database Status

Note

This function should only be used by your Systedm#nistrator. Please contact your Fitrix Rep-
resentative for further information.

Check Database Status (option a). Use this optice¢ if the database is up and running. If thesta "Online”
then the database is up and ready for connect8ir@mws the current status of the database such as:

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

Size of memory allocated.

Check Database Connections

Note

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

Check Database Connections (option3f)ows information about the current users conndctélte database. There
will be one line of information for each user tiaturrently connected to the database in theviatig report:

Session ID

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

Isolation Level

Error info if any.

Security Reports

This menu option (option m) allows you to printeport of current security settings (ie- who is af#al to do what
with the Fitrix software).

Purge Activity

Purge Activity (option p). This menu option has tokkowing submenu:
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& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser

File View Execute Setnngs Help

JJelm=Eg@E

HiEldY 7 General/Administration

Ll BT > system Administration

e el L T b Purge Activity ErE—
pyright 2

I.:-'urchEﬁ 3 Datalr/El p Check (B h Merge Customer Activity foarh bensatian

_ - Softwars Sclutions. Inc.
Producsll Ewit :
1t ucél_ Exit. _2.5'{ e Update (5§ print Duplicate Customer Info
Production Planning &=

o

@

m Secur & | Merge Ship-To Activity
i Purge_ﬂ_ Euit
Bt B 2 Update Batch Infarmation

5] Bt

Generaltddministratic &=

2 00RO R@

Status Idie i

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

# Merge Customer Activity
File Edit %iew Navigation Tools Actions Help

'3‘@“@&1 hRE] MY @0

WARMING: This program will transfer all activity, open itemz. and
reference records from the old customer code to the new customer
code and then delete the old custormer code.
Enter Old Customer Code:  |B =
|PERFORMANCE AUTO PARTS |
Enter Mew Customer Code: |12 =]

iELASSIE FARTS UMLIMITED LLCINC |

& ok RXEEI

IR

Enter Old Custormer Code.
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Print Duplicate Customer Information - this report program will list any informationathcould not be merged
into the new customer code because it is a dupliéair example, if old customer 2 has a ship-tediland new
customer 12 also has a ship-to code 01, ship-tafi1 be merged. What you will need to do in tlaseis set up a
new ship-to code under customer 12 for this shigppitdress.

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

Update Batch Information

Update Batch Information (option z). See the chapititied Batch Control Maintenance in iBetting Sarted
With Fitrix guide for information on this program.
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Payable Listing Report

#& Print Payable Listing

File Mavigate Help
Q0 O (< @ @ <
£ -
SoQuit | Startoffile Previous page  Mest page Endoffile | About
"y
Date: 030572010 Payable Listing =
Time: 1&:46:54 ABC DISTRIEUTION Page: 1
Document Mumber: THNAZSIGHED Date: 0Z/z8/z010 Type: INWOICE
Vendor: 123457 - CHAMPION
Descriptiomn: Mamher: 43423
Inw. Date: 0Z2/7Z28/E010
Currency: USD Rate:
Acocount sl Amount
SR8E00000-000 BALES Tax EXFPENSE .00 DE
EO0300000-000 ELECTRICAL COGE Eoo.o0 DE
E00000000-000 ACCOUMNTE PATAELE E00.00 CR
< ¥
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Payable Documents Posting List

# Post Payable Documents
File Mavigate Help

‘9 & <) © °© <

© Quit | Statoffile  Previous page Mestpage Endoffile  About

3

Date: 0370572010 Payable Documents Posting List
Time: 1&6:47:E83 ABC DISTRIEUTION Page: 1
Posting Secquence: &5

Document Mumber: 407 Date: OZ/ES7E010 Type: INWVOICE
Vendor: 1232457 - CHAMPION
Lescription: HNuwber: 43423
Inw. Date: 02/728/E010
Currency: UTSD Rate:
Account UED Amount

&£38E00000-000 SALES TaX EXPEMNSE .00 DE
E00z00000-000 ELECTRICAL COGE EOo.o00 DE
Z000o0000-000 ACCOUMNTS PATAELE S00.00 CR
o) ¥
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Accounts Payable Journal

bles Journal
File Mavigate Help

9 @ o © ©» <

© Quit | Statoffile  Previous page Mestpage Endoffile  About

o
Date: 03/05/2010 Aocounts Payable Journal =
Time: 1&:48:57 ARC DISTRIEUTION Page: 1
EBetween 0Z/0172010 and 0Z2/28/Z010
Document Date Inwvoice No Wendor Code - Wendor Business Name
40z Q20,2010 1233131% 123457 - CHAMPION
ZzO000ooooo-000 ACCOUNTS PAYAELE 1E5_00CR
Z0l500000-100 AP HOLDING ACCOUNT 15 _00DE
404 0271172010 E4E4&5E6 123457 - CHAMPION
ZO00oooooao-000 ACCOUNTS PAYAELE 1g000_00CER
ZO0lE0000o0-000 AP HOLDING ACCOUNT _0Oace
Z01500000-000 AP HOLDING ACCOUNT 1z000_00DE
Z0lE000Qo0-000 AP HOLDING ACCOUNT . 0ace
Z0OlEOO0ooo-000 AP HOLDING ACCOUNT 000 00DE
405 0271172010 455456 CANON - CANON U.Z_A_, INC.
z000o0ooao-000 ACCOUNTS PAYAELE z000_00cCER
Z0lEQ00oo0-000 AP HOLDING ACCOUNT 1500._00DE
< | »
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G/L Activity Summary Report

q Print Activity Summary

File Mavigate Help

00002 <

>

Date: 04/04/2007 G/L Activity Summary Accounts Payable
Tims: 14:51:50 PARTS PLUS DISTRIEUTION Pags: 1
Estween 03/01/2007 and 03/31/2007

Acct. Dpt. Description Debits Credits Het Actiwity

£00000000-000 ACCOUNTS PATAELE

-oo 2,734 4E (2,734 45)
E38500000-000  ZALEZS TA¥ EXPENZE
-oo -oo -oo
702000000-000  POETAGE
200,00 -oo 300,00
704000000-000 OFFICE SUPPLIES
8594 4L -oo 89445
7F0&000000-000 LEGAL AND ACCOUNTING FEEES
1,600.00 -oo 1,e00.00
Total
Debhits Credits Net Actiwity

&
| v
(3
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G/L Activity Detail Report

File Mavigate Help

D000 <

)

Date: 0470472007 G/L Activity Detail Accounts Payable
Time: 14:5Z:3Z PARTS PLUS DISTRIEUTION Page: 1
Eetween 0370172007 and 03/31/2007
Src Doc # Date Ref Description Debits Credits
Begin Balance: oo
EQO0OOOQO-000  ACCOUMNTS PAYAELE
AT 20 O2/EEFE007 CANON 200,00
CANON U.3.A., INC.
CE# MONTHEVC DRO EWCE FEE
AP 21 02/EZ6/EZ007 CANON 200,00
CANON U.3.A., INC.
CE# MONTHEVC DRO EWCE FEE
AP 32 O2/EE/E007 123476 1,194 4F
COSTCO WHOLESALE
CE§ 323112
Total Activity for Account: Z00000000-000 Z,794.45
End Balance: 2,794.45

|

€

|>
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Recurring Invoice Report

#& Create Recur

File Mavigate Help
@ ®@ © © o <
it -
© Quit  Start of file Previous page  Mestpage Endoffile  About
"
Date: 0270572010 Becurring Inwvoice P
Time: 1&:53:03 ARC DISTRIEUTION Page: 1
Document. Mumber: 304 Date: 0370572010
Vendor: 123457 — CHAMPION
Description: TRUCE LEASE
Aooount Amonart
§38E00000-000 SALES Tax EHPEMNEE .oo DE
F04000000-000 OFFICE SUPPLIES £00._ 0o DE
Z00000000-000 ACCOUNTS PAYAELE Eo0o0._0oo CER
Document Mumber: 332 Date: 0370572010
Wendor: 123457 - CHAMPION
Description: TEST
Acoonuarnt Amonarat
538&500000-000 SALES Tix EXPENSE . oo LE
J03000000-000 POSTAGE Eo0_oo DE
JO04000000-000 OFFICE SUPPLIES loo0.00 DE
£ ¥ e

Sample Reports 123



Fitrix Accounts Payable User Guide

Payments Due Report

rint Payments Due Report

File Mavigate Help
O & (< o D>} <
© Quit  Start of file Previous page  Mestpage Endoffile  About
"
Date: 0270572010 Dayments Dus Beport
Time: 17:00:47 ARC DISTRIEUTION Page: 1
Through To-Pay Date of: 037142010
To-Pay Applied
Lo Mo Datea Inwvoice Balance Datea Amonant Discount
CAN CANADTAN
123461 - ALPINE RADIO INC
PAYTO - ALPIMNE BADTIO INC
—-— 100000000-000 CASH ACCOUNT
ZED 03714708 233 2332.00 03FE4/08 23300 E_EG*
286 04/04707 Qo Lzg.00 07/03507 EEg_00 oo
Sub Totals: g851.00 851.00 - oo
Net Check Total: g8&l.00
NOTE: Discount amounts followed by (%) will not be taken.
Totals: g&l_00 oo
£ il | ¥
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Create Automatic Checks Report

#& Create Automatic Checks

File Mavigate Help
@ ®@ © © o <
it -
© Quit  Start of file Previous page  Mestpage Endoffile  About
"
Date: 0270572010 Automatic Cheacks
Time: 17:01:53 ARC DISTRIEUTION Page: 1
Through To-Pay Date of: 037142010
To-Pay Applied
Lo Mo Datea Inwvoice Balance Datea Amonant Discount
CAN CANADTAN
123461 - ALPINE RADIO INC
PAYTO - ALPIMNE BADTIO INC
—-— 100000000-000 CASH ACCOUNT
ZED 03714708 233 2332.00 03FE4/08 333.00 E_EG*
286 04/04707 Qo Lzg.00 07/03507 Ezg.00 oo
Sub Totals: g851.00 851.00 - oo
Net Check Total: g8&l.00
NOTE: Discounts followed by (%) have not been taken.
Totals: g&l_00 oo
< i | ¥
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Check Posting Report

# Post Checks =13

File Mavigate Help

‘9 & <) © 9

© Quit  Statoffile Previous page Mestpage Endoffile  About

[ >

Date: 0370572010 Check Posting Pegister
Time: 17:04:19 ABC DISTRIEBUTION Page: 1
Posting Secquence: 70

Check Number: Date: 03/0&5/2010 Document Mumber: 122
Vendor: 123457 - CHAMPION
Check Awount: EE0.00
Description: COD CHARGE

Acooart Description Amonarat
7a0000000-000 FREIGHT (NOT IN C_O.G) ZEO.00 DB
100000000-000 CASH ACCOUNT Z50_.00 CE

Check Mumher: EEdEl Date: 0370572010 Document Mumber: 123

Vendor: BETTYVE - BETTY TEET WEND
Check Awount: 13,320

Pay-To: CANONL
Description: AUTOMATIC CHECE

Acoournt Description Amonarat
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Check Register

# Print Check Register

File Mavigate Help
Q0 & (< @ DY <
© Quit  Start of file Previous page  Mestpage Endoffile  About
L)
Date: 0370572010 Check PRegister
Time: 17:0&5:0% ARC DISTRIEBUTION Page: 1
Between 03 /0572010 and 03/05/Z010
Check HNo. Chk Date Doc.Mo Payee Het Amount -
Aoocount MNumber: laooooood
023/05/,2010 1zz CHAMPION Z50._00
E5d5kE 03/0572010 1z3 EETTY TEST VEND 19._80
EEdEs 023/05/2010 1z4 EETTY TEST VEND z0.80
Egds? 0370572010 1z5 EETTY TEST VEND z1l.80
Ledes 0370572010 16 EBETTY TEST WEND 3810
E5d59 03/05/2010 1z7 CANOMN TU.5.4A., INC. Z000._ 00
L5470 03/05/2010 1z CHAMPION INC Q15z._00
547l 03/05/,2010 1z9 SMITH-COROMA CORP. E0._00
Total Checks TWritten: lz1lEz.50
£ ¥ e
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Cash Disbursement Journal

#& Print Cash Disbursements Journal

File Mavigate Help
0 & < @ D>} =
© Cuit  Startof file  Previous page  Mestpage Endoffile  About
-~
B R R R A R
Date: 0370572010 Cash Disbursement Journal P
Time: 17:0&:03 ABC DISTRIEUTION Page: 1
EBetween O0Z/05/Z010 and 0370572010
Document Late Check Mo Beference
12E oas052010 CODr CHARGE
1l00000000-000  CASH ACCOUNT ZEO_0O0OCE
730000000-000 FREIGHT (NOT IN C.0.G) ZEO._.0ODE
123 oas05/2010 Egdek AUTOMATIC CHECE
l0ooo00oo-000  CASH ACCOUNT 1% _S0CE
Z00000000-000  ACCOUMNTS PAYAELE 19 20DE
124 ozs05/2010 EGdEg AUTOMATIC CHECE
lo00o00000-000 CASH ACCOUMT Z0.80CER
ZO00000000-000  ACCOUMNTS PAYAELE 0. 280DE
125 03/05/2010 E5a57 AUTOMATIC CHECE
l00oo00oo-000  CASH ACCOUNT z1l.80CE
Z00000000-000  ACCOUMNTS PAYAELE Z1.80DE
128 ozs05/2010 Eodgd AUTOMATIC CHECE
100000000-000 CASH ACCOUNT 538 10CE
£ ! ¥ A
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Void Checks Edit List

# Print Void Check Listing

File Mavigate Help
Q9 & (< @ @ =
it -
S Quit | Start of file  Previouz page  Mest page Endoffile | About
L)
Date: 0370572010 Void Checks Edit List P
Time: 17:07:13 ABC DISTRIEBUTION Page: 1
Document Mumber: THASSIGHED Check: LEadgs Orig. Date: 030572010
Vendor: BETTYWVE - BETTY TEET WEND
Description: AUTOMATIC CHECE Void Date: 030572010
ALP:
AfP Transaction jedcin] E0EZ .80
AfP Transaction 331 2530
Total Amournt: 53810
GL:
Z00000000-000 ACCOUMTE PATAELE E0EZ.80 CR
Z00000000-000 ACCOUMNTES PATAELE 25.30 CR
loooooooo-000 CASH ACCOUNT 538.10 LB
Total Debits: 538,10 Total Credits: £38.10
£ | ¥ |
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Void Checks Posting List

#& Post Void Checks

File Mavigate Help
9 @ O © ©» ¢
it -
S Quit | Start of file  Previouz page  Mest page Endoffile | About
L)
Date: 0370552010 Void Checks Posting List —
Time: 17:07:27 ABC DISTRIEBUTION Page: 1
Posting Secquence: 71
Document Mumber: 130 Check: LEadgs Orig. Date: 030572010
Vendor: BETTYWE - BETTY TEET WEND
Description: AUTOMATIC CHECE Void Date: 030572010
ALP:
AfP Transaction jedcin] E0EZ .80
AfP Transaction 331 2530
Total Amournt: 53810
GL:
Z00000000-000 ACCOUMTE PATAELE E0EZ.80 CR
Z00000000-000 ACCOUMNTES PATAELE 25.30 CR
loooooooo-000 CASH ACCOUNT 538.10 LB
Total Debits: 538,10 Total Credits: £38.10
£ | ¥ |
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Vendor Information Summary

(Sorted by Vendor Name)

# Print Summary by Name

File Mavigate Help
O @ O © © ¢
S Quit | Start of file  Previouz page  Mest page Endoffile | About
~
Date: 0270572010 Wendor Information Summary
Time: 17:08:2Z2 ABC DISTRIEBUTION Page: 1
Code: 4000 - AEC SUPPLY
Contact: JOHN SMITH Telephone: 2Z1E5-ZEZ-43173
Code: ABPASIVE - ABPASIVE SUPPLY CORPORATICON
Contact: JACE TWHITE Telephone:
Code: 1E3471 - ALLIED SIGNAL INC.
Contact: CHRIS THOMAS Telephone: 412 343 LEE33
Code: 133461 - ALPINE PADIO IN
Contact: MIEE STEELE Telephone: 213 452 32000
Code: 1E3461 - ALPINE PADIO IMC
Contact: MIEE STEELE Telephone: 13 45 2000
Code: 1E3475 — AUTOTOY INDUSTRIES INC.
Contact: KITTY EELLEIGH Telephone: 503 EE& 5331
<l il | ¥ %
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Vendor Information Detail Report

(Sorted by name)

& Print Detail by Name

File Mavigate Help
9 O <] @ 2 | <
© Ouit  Startof file  Previous page Mestpage Endoffile  About
)
R R IR
Date: 0370572010 Vendor Information Detail
Time: 17:0%:01 ABC DISTRIEBUTION Page: 1
Wendor Code: 4000
Business Mame: ABC STUPPLT
Contact: JOHM SMITH Phone: 2315-EEE-4313
Address 1: 100 SPRING ED
Address E:
City, State, Zip: WANCOUVEER
Country: CA
Currency Code: CAN
Pay-To Instructions:
Credit Limit: 1052 Pegquired: N TIN:
Default ASP Account: 200000000-000 Default Cash Account: 100000000-000
Terms Code: C NET PATMENT 15 DATE
Aococount Group:
Last Payment Date: O05/30/2008
Hold Payment (T/N): N On Aocount: 0.on
Always Take Discount: N Ealance: EOl.00
4 ' b SJEY
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Vendor Labels

# By Vendor Name EHEII‘ZI

File Mavigate Help

@ ® O © © =@

Cluit  Start of file Previous page  Mest page Endoffile  About

[ >

AEBC ESUPPLY
100 SPRING EBD
VANCOUWEER, Ca

ABRASIVE SUPPLY CORPORATION
1203 DELL AVENUE
CAMPEELL, Ci 25003 173

ALLIED SICGHAL INC.
DESMOINES EUILDING
131z EAST 17:zND
PITTSEURG, PA D2339

ALPINE BADIO IN
7908 WEST WAY
LOS ANGELES, CA 25047 U3
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Vendor Terms List

#& Print Vendor Terms

File Mavigate Help
' @ O © © ¢
it =
S Quit | Start of file  Previouz page  Mest page Endoffile | About

Date: 0370572010 Vendor Terms

Time: 17:10:11 AEC DISTRIEUTION Page: 1
Code Description Due days Dizc days Disc percent

A NET PAYTMENT 30 DATE 20 0. 000

E £% 10 NET PAYTMENT 20 DAYS 20 10 Z.00oo

C NET PATMENT 15 DAYE 15 0. oao

o] com 0. o000

E 4% 15 NET 45 45 15 4.000

a0 MNET 20 DAYS Q0 0. oao

ZEN1E % z0 z0 Z.000

4 ' >

[ >

[ £
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Vendor Ledger Report

# By Invoice/Payment Date g@@

File Mavigate Help
0 o (< @ D> <
: -
© Ouit  Startof file  Previous page Mestpage Endoffile  About
)
Date: 0370572010 Tendor Ledger by Invoice/Payment Date
Time: 17:10:L55 AEC DISTRIEUTION Page: 1
EBetween 0170172010 and 0370572010
AfP Actiwity for 123457 - CHAMPION
Date Tran Type Tran # Description Amonart EBalance
Beginning Balance .65 22FE 1T
0l/10/2010 INVOICE LE4b4444 DEZC 40000 32,659, 62217
017112010 INVOICE BEILELZL1ER 7E0.00 3,660,37E.17
01l/18/2010 INVOICE 183123131 1,EE5.00 3,6861,837_17
017122010 INVOICE EL 12.00 3,661,609.17
01/19/2010 INVOICE 2131E31E E7E.00 3,66E2,184.17
017212010 DEEIT MEMO TDBEZL1E3LZ =1Z._ 00 3i6BE lR7E 1V
0l/z1/2010 DEEIT MEMO DEEITEZ0 - E.E5F 3,86E,166.9E
OEfOESEOLD INVOICE 1832131z 15.00 3,66E,181.9E
OEF11/2010 INVOICE E4E4EEEE lg,000.00 3,6880,181.9%2
Q282010 INVOICE 43473 EooO_00 3,680,681.92
£ ¥
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Vendor Aging Summary Report

(Sorted by vendor name)

# Print Aging Summary By Name
File Mavigate Help

‘0 @ < © 9 <

© Quit  Statoffile Previous page Mestpage Endoffile  About

[ >

Date: 0370572010 Tendor Aging Sunmary By Name E—
Time: 17:11:38 AEBC DISTRIEBUTION Page: 1
Aoge by: Due Date Aging Date: 0370572010
Current 23l to &0 Days
1 to 30 Days Ower &0 Days
CAN

4000 - ARC SUPPLY

Total Elz.00 .00 -0o .oo E13.00

UsDh
123471 - ALLIED SIGHNAL INC.

Total -1,000.00 =1,.000.00 -oo .oo .oo

UsD
13461l - ALPINE RADIO INC
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Vendor Aging Detail Report

(Sorted by vendor name)

# Print Aging Detail by Name
File Mavigate Help

‘9 & <) © 9 &

© Quit  Statoffile Previous page Mestpage Endoffile  About

[ >

Date: 0370572010 VTendor Aging Detail By Name
Time: 17:1E:43 AEBC DISTRIEBUTION Page: 1
Aoge by: Due Date Aging Date: 0370572010
Current 23l to &0 Days
Inwvoice Luae Date 1 to 30 Days Ower &0 Days

1£3457 - CHAMPION

Z20-111 lzs19/03 s0.0o0
3333 0l/08/510 10000
123123131 0DEs17510 1, 22500
£l 0zs18/10 lz._ 00
31312212 0718510 575,00
DEzZ31231Z 02720510 -1lz.00
DEEITZ=0 DE/20/10 -5_Z5
-10.00
-21.00
SZHlEE3 0e/03507 LS00 00
l4z nDEsza/08 -630.72
147 nzsza/os -400_00
L3 [ ' el

[ £
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Vendor Cash Requirement Summary

(Sorted by vendor name)

# Requirement Summary By Name
File Mavigate Help

‘@ <) ®© S &

© Quit  Statoffile Previous page Mestpage Endoffile  About

o

Date: 0370572010 VTendor Cash Begquirement Sunmary By Name

Time: 17:13:41 AEBC DISTRIEUTION Page: 1
Aoge by: Due Date Aging Date: 0370572010
Current 23l to &0 Days
1 to 30 Days Ower &0 Days
CAN

4000 - ARC SUPPLY

Total 513.00 513.00 oo .oo -oo

UsDh
123471 - ALLIED SIGHNAL INC.

Total -1,000.00 =1,.000.00 -oo .oo .oo

UsDh
13461l - ALPINE RADIO INC

Vendor Cash Requirement Detall
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— e
#& Requirement Detail By Name Hi=1E3
File Mavigate Help
0 o (< @ D> <
© Ouit  Startof file  Previous page Mestpage Endoffile  About
)

R R R

Date: 0370572010 Tendor Cash Begquirement Detail By Name

Time: 17:14:31 AEC DISTRIEUTION Page: 1

Aoge by: Due Date Aging Date: 0370572010

Current 23l to &0 Days

Inwvoice Luae Date 1 to 30 Days Ower &0 Days

123457 - CHAMPION

ZEOD-111 12512409 &0.00

2333 0l/0&/10 loo. o0

123123131 O 17510 1,Ez5._00

£l OEFs1a/s10 1Z.00

2131E31z OEflas10 E7E.00

DEBEZLEZLE OEf20/10 -1&.00

DEEBITEZ0O OEfz0/10 =k _E5

-1l0.00
—E1.00

ZE41EEZ 0& /0307 Eoo. oo

14E DEfz3/08 -&30_7E

147 Oz 23,08 —-400_00

£ f [ b SJEY

Payable Defaults Report
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& Print Payable Defaults

File Mavigate Help

@ ® ©O ®© ©o o

© Ouit  Statoffile Previous page Mestpage Endoffile  About

|

Date: 0370572010 Accounts Payable Defaults
Time: 17:15:0%9 ABC DISTRIBUTICOH Page: 1

Accounts Payable Defaults

———————————————————————————————— Ingeieing. —ss o s s e s n e s e s n e s s
Terms Code: B % 10 NET PAYMENT 320 DATS
————————————————————————————— Multilewel Tax -—-—-—-—-—-—-—-—-——-—-———————————————————
Default Tax Code: NOTAX Tax Entry omn Detail Line: T =
Gross Inwvoice Entry: N Caloculate Tax on Cash Discounts: N
————————————————————————————— e Mk S e s SR e e S R S s e S SR S e

ASP: EOOOOOOOO0 Cash: 100000000 Discount: 503000000

———————————————————————————— Loy THEGERALLEI e s e e s e e e s e e
Aoge On: I (Ir — Due Date, I - Inwvoice Date)
Descriptions:
Current 1 to 30 Days 231l to &0 Days Ower &0 Days
Days=s u} 20 &0
I=s ASP Setup Complete?: T Batch - Inwvoices?: N Payments?: N

Bequire Approval to post?: W
4 ! >
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Account Groups Report

4 Print Account Groups .=
File Mavigate Help

9 (< @ D | &

© Ouit  Statoffile Previous page Mestpage Endoffile  About

|

Date: 0370572010 Acocount Groups

Time: 17:15:46 ABC DISTRIBUTICON Page: 1
Aoocount  Account Group Aoccount Description i
Grp Cd. Description Mauber

APVCHE ACCOUMTS PATAELE WOUCHER 1Z0000000-000 INVENTORY

E02000000-000 PURCHAZE DISCOUNTS

ALRINVC ACCOUNTS RECEIVAELE INVOICE 110000000-000 ACCOUNTS RECEIVAELE
400000000-000 PARTS SALES
100000000-000 CASH ACCOUNT

CASHAP AfP CASH DISEURZEMENT 100000000-000 CASH ACCOUNT
Z00000000-000 ACCOUNTS PAYTAELE
E02000000-000 PURCHASE DISCOUNTS

CASHAR ASB CASH RECEIPTS 110000000-000 ACCOUNTS RECEIVAELE
100000000-000 CASH ACCOUNT
4Z0000000-000 RETURNE AND ALLOWANCES

DEPREC DEPRECIATION EXPENZE 74E5000000-000 DEPRECTATION EXPENZE
121500000-000 FUBNITURE & FIKTURES DEFP.
18EE500000-000 TRANSPORTATION EQUIFP. DEF.
123500000-000 MACHIMNERY & OTHER EQUIFP. DE

EXBALNE EANEING EXPENZSES 7L0000000-000 EANE CHALRGES

£ [ L2l
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Vendor Open Items Report

# Print Vendor Open Items
File Mavigate Help

Q9 @ <) © © o

© Quit  Statoffile Previous page Mestpage Endoffile  About

)
R
Date: 030572010 Tendor Open Items
Time: 17:16:4Z2 ABC DISTRIEBUTION Page: 1 =
Loz Mo Invoice Datea Description EBalance
123457 - CHAMPION

E& 3Z41EE3 0oL 04,07 Eoo. oo
138 220-111 11715703 &0.00
133 3333 1zs07 /03 100,00
141 31E31z:1 0l/1e/10 44 ,015.00
158 31E313: ozs17 08 1,500._00
19 1111 Oz szes08 Z00,000.00
170 32313231 oz,s04 08 4,375.00
17 86746 0zs04 02 &,3E50_00
i M ozs06,08 E,7E5.00
10 180 oz,s07 038 1o.00
121l 181 o307 03 Z0.00
18& 18E gz 07,08 23.00
13E 333 oz, 07,08 £,l00.00
123 500 azs07 08 Z,600_00
1=2& 30 ozs/07,08 1,835.00
126 196 oz 07,08 217.E9
- e R R il Skl o B ozs10s02 1,150.00
138 E5o0o oz/s10,s038 £1,500.00
193 3IE1331E3123 ozs10/08 Z,450.00
E0E Z1EL1 ozs10/08 1,1832.00
Z03 500 ozs1008 Eoo. oo

4 Lfls
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Check Reconciliation Report

& Print Reconciliation Report \Z]EE]

File Mavigate Helg
9 @ 0o © 2 <
T
© Quit | Startof file  Previous page  MNextpage End offile About
Fe
Date: 0370572010 Check BReconciliation Beport
Time: 17:19:1%9 ARC DISTREIEUTION Page: 1
Bank Code: EBEOA Branch Code: BRLOD Statement Date: 0Z/Z8/Z010
Balance Per Bank Statement: BEZ, ETE.13
Deduct: Outstanding Checks fother credits: .00
Add: Deposits in transit Jother debits: 3,37, 700,08
Date 0J Chk/Dep ID Document Description Amoumt
04 /252007 OE <70 45,28
O&/15/2007 &I GENJEN 100,00
07022007 OE 104 15._00
a7 03,2007 0OE 105 15._00
07 /2472007 OE 134 e
07 /26,2007 OE 135 £3.43
08/09/2007 &I CASHERC DES 100,00
lo/04,/2007 GJ GENJEN 111.00
10112007 0OE Zz0 T7.73
107142007 0OE EZZ6 2995
1071472007 OE Z27 18.75
lo/14/2007 OE ZE8 6. 50
1071472007 OE ZE9 51.37
1071472007 OE Z6E 0.5
107142007 OE Z66 £3.43
< | b Al
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Chapter 9

SQL Queries

*  Why SQL Queries are run
* SQL Commands - Select, Order By, Group By

QL Queries 145



Fitrix Accounts Payable User Guide

Using SQL

SQL stands for Structured Query Language. It imadard method for accessing a SQL-compatible dat@akrhis
section of the manual discusses how to use SQAhtteeginformation from the database.

SQL is used primarily to generate ad hoc repoi@d. 8ont end tools, such as Inscreenix ISQL, allaw to enter
and run standard SQL queries with a simple sebofroands. Other productivity tools allow you to lidéta in the
SQL database to spreadsheets, word-processing éntsinsharts, and graphs. As the information irddtabase
changes, the spreadsheet changes automatically.

Before you use SQL report generators or produgtiaiols, you must know how SQL itself works. Thougpartic-
ular SQL front-end tool may differ, the basic ingtion sets should work in a similar manner. Tleisti®n intro-
duces you to the basic use of these statementgiaeslyou examples of how they are used in a waoktvays

The examples use General Ledger tables and colBimse all accounting transactions eventually gméhithe

General Ledger, it is a common application for Sfdleries. The point of this section, however, isdoer the ba-
sics of SQL, not to teach you how to create spedifieries in individual applications.
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SELECT Command

The SELECT statement gets information from the lukda. There are only six different clauses thatrobwhich
information this SELECT retrieves. They are caltélises since they describe a part of the oveEAIEET com-
mand. Only two of these clauses are required ferSfPL database query. These commands or clauséstaceand
described below.

SELECT: The SELECT clause is the start of all SQL quetlieis.required for all information retrieval. & used to
tell the system which information categories oldse—in SQL they are called columns—you want to asce

FROM: The FROM clause is also required for all SQL Stsleit is used to tell the system from which prograr
table to take the data.

WHERE: The WHERE clause is optional. It lists the setatiiriteria for the Select statement. It allows youle-
scribe which records you want to see.

ORDER BY: The ORDER BY clause is also optional. It allowsi Yo tell the system in what order to put retrieved
records.

GROUP BY: The GROUP BY clause is also optional. It allows yo tell the system how to group records for to-
tals and subtotals.

HAVING: The HAVING clause is also optional. It allows ytmutell the system which groups to select.

You can retrieve any type of information from a S@itabase with these six clauses. In the next sksections we
will cover these commands in more detail.

Using SELECT and FROM

The report for the most basic SQL query is:

SELECT col utm- nanes FROM t abl e- nanes
In this statement, SQL commands are printed inagital letters; however, most SQL tools are ngecgensitive.

Column-names refers to the names of the actuahu@dor information categories created in the tabédle-names
refers to the database tables that contain the data

Selecting All Columns

When you don’t want to specify specific column namgu can use the asteri¢k (o indicate that you want the
values in all columns. For example, suppose you wasee all information from a control table. BEnte

SELECT * FROM stxcntrc

“Stxcntrc is the name of the control table. Typligathere is only one record in this control tahbe, in this exam-
ple, the columns in it are company name, addresadtress #2, city, state, zip, county, countrg,fitst current
asset account, the first fixed asset account,dirgtent liability account, the first long termbBidity account, first
capital account, the first income account, firsitaaf goods account, and the first expense account.
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In response to this query, the system displayvahees associated with each of these columns. Xhet eeport in
which this information is displayed differs froms$gm to system.

Selecting Specific Columns

If you just want to see specific columns from deéaknter the names of the columns. For examplmufwant just
the name and address information from the dataleaser;

SELECT co_nane, addrl, addr2, city, state, zip, county, country
FROM st xcntrc

The names used are those that are part of thaldéitanary. In order to select specific columnsy youst know
what they are named in the database. Some SQL gqustgms provide a display of these column anc: tahines.
Typically, however, you must work from printed tahlefinitions. There are SQL queries that allow imtetrieve
information about the names of the columns ancetainl the database, but they are not covered here.

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

Using Math in the SELECT Statement

You can also include mathematical operations wiloiar SELECT statement. The mathematical operaigmsg-
nized are:

+  Addition
- Subtraction
* Multiplication
/ Division
Here is an example of addition:

SELECT doc_no, ampunt, anount + 1 FROM stgactvd
The result of this query shows the document nuntheramount of the transaction, and that amount + 1

Here is an example of multiplication:

SELECT doc_no, anpunt, anount * .077 FROM stgactvd

You do not need to use literal amounts as parbaf ynath. You can use other column names.

SELECT doc_no, anpunt, anount / doc_no FROM stgactvd

You can combine multiple mathematical operations ¢kample, you can multiply, divide, add, and saddtall in
the same SELECT statement), and you may combingreohames and literals in calculations.

SELECT doc_no, amount, doc_no + amount, amount / 2

FROM st gact vd

You can also use parentheses to show the ordeeocégence of mathematical operations.

SELECT doc_no, amount / (1 + 2)
FROM st gact vd
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This expression adds 1 + 2 before dividing this sumamount.

Selecting Specific Rows: WHERE

The simplest selection statements show all thetimfdion in a program or table. However, you mayamant to
see specific rows (records) that meet a given Betecriteria. To make such a selection, use theBNH clause.

The report for the WHERE clause is:

WHERE col um- nane rel ati onal - operator val ue

This may seem a little complicated, but an examshtauld clarify how it is used. For example, FitBisiness uses a
table to store all of the accounting detail frora Beneral Ledger system. If you want to see theéesrfor a particu-
lar original journal, use the following statement:

SELECT * FROM stgactvd WHERE orig_journal = "AP"

The asterisk causes the system to display all asduimthis table. The table named stgactvd is thigity data table
for the General Ledger system.

In the WHERE clause, you see the name of a coluimgnjournal, followed by a relational operator =ddimished
by a value, AP. What this statement means isalighe columns in the table stgactvd where therol
orig_journal contains AP.

In composing this query, you can use any columnenamnthe table.

Relational operators consist of the following:
Symbol Meaning
= Equal To
<> Not Equal To
> Greater Than
< Less Than
>= Greater Than or Equal To

<= Less Than or Equal To

Matching Character Patterns
The keyword MATCHES can be used within the WHER&uUSsE to select rows that contain certain strintgpa.

The report is as follows:

WHERE col umm- nane MATCHES val ue

In this case, the column name must be a charagierdblumn. This means that it must contain charachot num-
bers. The value is a pattern of characters and baushclosed in quotation marks. For example, cavipus query
of the general ledger activity table could havenbstated using the MATCHES keyword like this:

SELECT * FROM stgactvd WHERE orig_j ournal MATCHES " AP"
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In this example, we require an exact match, wisobxiactly the same as an = command. The real paiwer
MATCHES comes into play when you use wildcardsitd 8 meaningful character string within a londearmcter
column.

MATCH Wildcards

There are three wildcards:
* This matches any set of characters or no chagacter
? This matches any single character.

[ X-Y] This matches the range of characters indicated.

You can use these wildcards in a variety of wayselect the proper rows from a table. For examnipléhe General
Ledger detail table, there is a column that comstéie department code. Note that even though depattcodes
typically consist of digits, it is still a charactiéeld, not a numeric field. These codes can beduaracter string up
to three characters long. Use these codes to sieledtem detail in the variety of ways detailegldw:

SELECT * FROM st gactvd WHERE department MATCHES "1*"

This finds any rows where the department code I3egith the character 1.

SELECT * FROM stgactvd WHERE departnment MATCHES "*10*"

This finds any rows where the department code amnthe character string 10 anywhere within it.

SELECT * FROM st gactvd WHERE departnent MATCHES "?10"

This finds any line item where the department dostthe characters 10 preceded by any other sugleacter. It
does not find a department beginning with 10, bfihds 110, 210 and so on.

SELECT * FROM stgactvd WHERE departnent MATCHES "1[1-5]*"

This finds all rows containing department codes begyin with the digit 1, followed by the digitstirough 5, and
then followed by any other characters. This doedind rows where the digits 1 through 5 do not ietiately fol-
low the beginning digit 1.

Using AND and OR in the Where Clause

You can make your WHERE clause more complicateddiayg AND and OR as follows:

* AND: Makes the clause more restrictive. In order tedlected, the data must pass all tests joinedey th
AND clauses.

* OR: Makes the clause less restrictive. To be seletiieddata only need pass one test or the othersye
tax for the use of AND and OR is:

WHERE col um_nane rel ati onal - operator val ue
AND col um_nane rel ati onal - operator val ue

or

WHERE col um_nane rel ati onal - operator val ue
OR col um_nane rel ati onal -operator val ue

In the next example, the WHERE clause selects v in which the department code begins with tlyé d and
whose document number is greater than one hunBmgs in which the department code begins with 1vaindse

150 SQL Queries



Fitrix Accounts Payable User Guide

document number is less than or equal to 100 arsatected. Rows in which the document numberestgr than
one hundred, but in which the department code doebegin with 1 are alsmt selected.

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

In the following example, even more documents atected. All documents in which the department doeigins
with 1 are selected because they pass the fitstiteaddition, all documents with numbers gre#ten one hundred
are selected because they pass the second test.

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
OR doc_no > 100

Note

Even though some documents may pass both tesysathenly selectednce.

Using Multiple ANDs and ORs

You can use AND and OR to join any number of ptsase

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

AND orig_journal = "AR'

AND anount > 1000

Note

Remember: adding multiple AND statements makesebiemore and more restrictive; in order to
be selected, the row must mebtof these criteria.

You can also use parentheses to group ANDs and ORs.

SELECT * FROM st gactvd WHERE (department MATCHES "1*"
AND doc_no > 100) OR (orig_journal = "AR'
AND anount > 1000)

In this test, selected records or rows must eltlage a department code that begins with 1* andcardent number
greater than 100 or they must have an originahalucode of AR and an amount greater than 1000.

Improper Use of AND or OR

Remember the AND and the OR are used to join campl@umn_name relational-operator value phrastsmwi
the WHERE clause. It isot used to join separate WHERE clauses or to joinegto a single column_name.

Correct:

SELECT * FROM st gactvd WHERE department MATCHES "1*"
OR doc_no > 100
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I ncorrect:

SELECT. . .
OR WHERE doc_no > 100

Correct:

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
OR departnment MATCHES "*1"

I ncorrect:

SELECT. . .
OR MATCHES "*1"

WHERE Using LIKE

LIKE is a keyword that works almost identicallyMATCHES. The major difference is that it has diéfet wild
cards. Instead of using an asterisk to match ctems@ percent sign (%) is used. Instead of questiarks to
match a single character, an underscore is used.

SELECT * FROM stgactvd WHERE departnent LIKE "1%

This finds all departments that begin with 1 arelfatlowed by any combination of other charactef&E can only
be used for character columns (letters or digithg values used must be enclosed with quotatioksnar

WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that y@nt to select a value between two other values.

SELECT * FROM stgactvd WHERE anpunt BETWEEN 10 AND 40
This selects all rows in which the amount colums aaalue from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shovovheo indicate the second set of values.

Correct:

SELECT * FROM st gactvd WHERE anpunt BETWEEN 10 AND 40

I ncorrect:

SELECT... BETWEEN 10 40

You also must show the values in the proper ord#r tlve smallest value first. The wrong examplesioet pro-
duce an error message, but no rows are selected.

Correct:

SELECT * FROM stgactvd WHERE anpunt BETWEEN 10 AND 40

I ncorrect:

SELECT. .. BETWEEN 40 AND 10

You can also use BETWEEN to specify a range ofdatelphanumeric characters.

SELECT * FROM stgactvd WHERE orig_j our nal
BETWEEN "A" AND "Z"

152 SQL Queries



Fitrix Accounts Payable User Guide

This query selects all documents with an originarpal code beginning with a capital letter.

wrere USINg N

Use the keyword IN to compare the value in a colwith a list of possible values. You could do theng thing
using a series of ORs, but IN makes this somewloaé rstraight-forward.

The syntax:

WHERE col um-nanme IN (list of values)

Here is an example of selection from a list of aesvalues.

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

This select statement finds any rows which confd) AP, or GJ in the original journal code column.

It is the same as the following SELECT statement:

SELECT * FROM stgactvd WHERE orig_journal = "AR'
OR orig_journal =" AP"
OR orig_journal ="Q&"

You can see the advantage of using the IN keyword.

Matching NULL Values

SQL discriminates between a column filled with sgsaor zero and one filled with a NULL value. A aolu with a
NULL value has never had any values entered into itas had those values removed. Spaces or the xafo are
not considered NULL.

You may wish to identify the values that are NULhem selecting records. For this purpose, you h&weULL
keywords for use with the WHERE clause.

The syntax:

WHERE col um_nane 1S NULL

For example:

SELECT * FROM stgactvd WHERE departnent 1S NULL.

This finds all records in the activity table whilsave no department code associated with them.

Using NOT

With many WHERE statement keywords, you can usé&elygrord NOT to select records that aot matched by
your selection criteria. NOT can be used with thitofving keywords:

* MATCHES
* LIKE
« BETWEEN
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« IN
« NULL

For example, if you wanted to find all records watlvalue NOT NULL in the department column, usefdtiew-
ing:
SELECT * FROM stgactvd WHERE departnent 1S NOT NULL.

finds all the rows with values in the departmertiom
SELECT * FROM st gactvd WHERE ori g_j our nal
NOT IN ("AR',"AP","Q&J")
selects all rows that have orig_journal codes &hatnot equal to AR, AP, or GJ

SELECT * FROM st gactvd WHERE depart nent
NOT BETWEEN "A" AND " Z"

selects rows whose department codes do not betinavdapital letter

SELECT * FROM stgactvd WHERE departnment NOT MATCHES "1*"

selects all rows where the department code doelsegih with 1

SELECT * FROM stgactvd WHERE departnent NOT LIKE "1%

selects all rows where the department code doelsemih with 1.

Selecting From Multiple Tables

So far, we have shown only SQL queries that take filam one table. Using the WHERE command youaiao
join two tables together and get related informafrom them.

For example, in Fitrix General Ledger, the activdple, stgactvd, contains the information aboahdane item that
is posted to the system. It does not contain tlseclhaformation about the document, such as wherma created
and a general description of the document. Thizrimétion is in a general reference table for alhsactions on the
system. This table is called stxtranr.

To see the document date as well as the informationit specific line items, select columns fromhbaftthese
tables and join them together using a WHERE claoghat only the related records are selected.

The syntax for joining multiple tables is:

SELECT [tabl e-nane] . col um-naneg, [t abl e- nane. ] col um-nane, ...
FROM t abl el, table2,...

WHERE t abl el. col um- nane=t abl e2. col utm- nane

The WHERE clause causes the SELECT statementumrenly those rows where the specified columresaich
table are identical. The table name after the SELE@tement only needs to be used when the colame rap-
pears in both tables.

In Fitrix Business, the table name must always be used because wbearotumns carry matching data used for

joins, they are named identically. You can see Wwicidumns need to be joined in the WHERE clauseydiing
which columns in the two tables have the same name.
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Here is an example of a query that returns a fishwounts for the individual lines that make upams$action, se-
lected from the general ledger activity table, glaith the corresponding document date and desamniptf the
transaction from the general transaction table.

SELECT stxtranr.doc_no, doc_date, doc_desc, anpunt
FROM st xtranr, stgactvd
WHERE st xtranr.orig_journal =stgactvd. ori g_j our nal

AND st xtranr.doc_no = stgactvd. doc_no

This selection produces one row for each line tet entered under the Update General Journal ofiaxch line
contains the document number, the document daeldbcription of the transaction, and the amoustgabfor that
line.

Notice that doc_no after the SELECT is precedethbytable name, stxtranr. This table name is reduiecause
doc_no is used as a column in both tables. Theitects are identical, but you need to specify il 8@ich table
you want to use.

Also notice that we did not have to use the tablmes for doc_date, doc_desc, and amount. Thicaube these
columns only appear in one table or the other.

Joining More Than Two Tables

You can use any number of tables in a SELECT statenif more tables are used, you simply extendAiHERE
clause to equate columns within each table.

For example, in Fitrix, there is another table thalds information about a transaction. This tablstgtranr and it
contains information such as the accounting pesitdl year for the transaction. If you want to ségitiformation
for each of your activity lines, extend your quéryinclude this third table.

SELECT stxtranr.doc_no, doc_date, doc_desc, acct_period, acct_year, anmpunt
FROM st xtranr, stgactvd, stgtranr

WHERE st xtranr.orig_journal =stgactvd. ori g_j our nal

AND st xtranr.orig_journal =stgtranr.orig_journal

AND st xtranr.doc_no = stgactvd. doc_no

AND st xtranr.doc_no = stgtranr.doc_no

Notice that two new columns have been added: aedbgand acct_year. No tables need to be speddicthese
columns because they occur only in the table sigt@tgtranr has been added to the FROM clauseANi2
clauses have also been duplicated to join the amduinom stxtranr to the matching ones in stgtrahe choice of
stxtranr for the join in this case was arbitramncs all tables involved contain the same keys.®¢dacould have
just as easily been used. However, this may naysvbe the case; many joins may take place on caldhat are
unique to a particular table.
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ORDER BY Command

Use the ORDER BY clause to sort the output. Ifp8amal and can be used in conjunction with anyotiptional
clauses.

The syntax:

ORDER BY col um- nane

Column-name must be an element in the SELECT fisblumns; that is, you cannot ORDER BY a columat thas
not been selected. For example, to see all ofdvs in the General Ledger activity table sortedlbgument num-
ber, use the following command:

SELECT * FROM stgactvd ORDER BY doc_no

If you want to do the same thing but select ondpacific original journal, use the following comnaan

SELECT * FROM st gactvd
WHERE orig_journal = "AR' ORDER BY doc_no

Sorting By Multiple Columns

You can create sorts within sorts. For examplgoif want to see all order lines organized by odbjaurnal, and
within each original journal, organized by depanmtneumber, use the following command:

SELECT * FROM st gactvd
ORDER BY orig_journal, doc_no

Using Aggregate Functions

There are a number of special functions that rlcutations among the rows selected. These aredcatigregate
functions because they work on a group of rows. Wthey are used, you do not see the individual rhem-
selves, but the results of the operation on allsrowgroups of rows.

The aggregate keywords and their functions are:
AVG (column-name) Calculates the average of the column specifiedhierows selected.
COUNT (*) Counts the number of rows retrieved by the WHEREs®e.
MAX (column-name) Finds the maximum value in the column specifiettii@ rows selected.
MIN (column-name) Finds the minimum value in the column specifiedtfe rows selected.

SUM (column_name)Adds the column specified and totals it for thesselected.

These aggregate functions are used like column siafer the SELECT keyword. They do not subtotdssyou
use the GROUP BY clause (explained in the next@@ct

Correct:

SELECT sun{anpunt) FROM stgactvd WHERE doc_no = 4

This query produces the total amount for documetfitdbes not, however, show the document numbelfit
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I ncorrect:

SELECT doc_no, sum(anount) FROM stgactvd

This produces an error requesting a GROUP BY phrase

GROUP BY Command

This clause gives you subtotals for different goprows using aggregate functions. The syntax:

SELECT colum-1ist, aggregate-functions FROM tabl e-nane
GROUP BY col um-1li st

For example:

SELECT doc_no, sum(anount) FROM stgactvd
GROUP BY doc_no

This produces a list showing each document numhbettee total for that document next to it.

Note

You must have a GROUP BY clause for each columecssd.

Correct:

SELECT doc_no, acct_no, sun(anount) FROM stgactvd
GROUP BY doc_no, acct_no

This produces a line for each unique combinatioa dbcument number and an account number. In otbiets,
you get the sum for document number one, for tis¢ diccount number, then the sum for document nuie for
the second account number, and so on. Yomotiget the sum for a given document number alone.

I ncorrect:

SELECT. ..
GROUP BY doc_no

This produces a GROUP BY error because you refegbacct_no in the column selection but did not aéften
the GROUP BY column list.
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Appendix A

Forms

The standard Fitrix products have been designet& with forms manufactured by the Harland Compadrhese

forms can be ordered through the Harland Compariy880-346-5316. Sample forms are also available.

Note: Those forms that have 530 in their numberf@ré&itrix version 530 and higher.

Screen Screen Type

Number

4GEN1 Invoice Continuous

AGENI- Invoice Continuous
530

A4GEN6 Invoice Laser

AGENG- Invoice Laser
530

4GEN2 Statement Continuous

4GEN7 Statement Laser

4GEN3 Pick Ticket Continuous

465?3'(\:3_ Pick Ticket Continuous

4GENS8 Pick Ticket Laser

4%2'818_ Pick Ticket Laser

Screens
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160

Screens

A4GEN5 Payroll Check Continuous
4GEN10 Payroll Check Laser
4GEN14 AP Check Continuous
4GEN19 AP Check Laser
4GEN11 Purchase Order Continuous
4GEN12 Purchase Order Laser
4GEN14 Ordeg'grcn';”notw'e‘j' Continuous
4GEN20 Packing List Continuous
4GEN21 Packing List Laser
DW2 Double Window Envelopes
DW73 Double Window Envelopes
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Appendix B

Glossary

Account—An account is a classifying or summarizing deviteepresents a category of transactions that améss
entity has decided to track. All transactions rdedrin a journal are subsequently posted to twoare
accounts. A transaction is posted as a debit @itazatry to an account. The difference betweertated of all
debit entries and the total of all credit entriested to a single account is referred to as theuatts “balance.”
Depending on the type of account, an account’'snigalés either increased or decreased by a debiedit entry
(see Debits and Credits).

Account Number—Each account in the Chart of Accounts is identifigch uniqgue number, up to nine digits long.
Accounts of a given type usually are grouped byaotnumber. For example, all asset accounts nhigin
with a “1” followed by up to eight numbers.

Example: a basic Chart of Accounts

Table 1: A Basic Chart of Accounts

Number Account Description Type
100000000 CASH ACCOUNT ASSET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 PRODUCT SALES INCOME
500000000 COST OF GOODS EXPENSE
600000000 GENERAL EXPENSE EXPENSE

Account Types—T here are three basic types of accounts: assgtjtijaand capital. Capital is also referred to as
owners’ equity. Income and expense accounts anbsesof retained earnings, which is a capital aeto
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Accounting Periods (General Ledger Periods}-Each business transaction is time-sensitive.isystem, a new
accounting period is created every time you clagelte existing period. You are not limited to ayiyen
number of periods during the course of a yearafidaction that takes place in the current yeas fialb one of
these possible periods.

Accrual Method—A method of accounting which records revenues apeémses in the period in which they are
earned or incurred and not in the period in whieytare received or paid. Compared to the cashadeth
accounting, the accrual method of accounting isena@curate, but tends to be more complex.

Adding a Row—Adding a row means creating a new row and additgtie table. For example, when you add a
new account to the account table, you are addiogvdo that table.

Adjusting Entries—Entries that adjust the balances of ledger accoludfjsisting entries are usually made for one
of two reasons. One reason is to record unrecagdedts such as revenue earned but not receivedtiibe
reason is to correct accounting errors.

Age—The number of days between the date on a partidoleument and the “aging date.” When processing an
aging report, the system prompts for the aging;da&euser determines which date to use as an dgiteg (See
Customer Aging. See also Vendor Aging.)

Alphanumeric field—An alphanumeric field is a field whose entries cansist of any combination of letters and
numbers.

Asset Account—Assets are things of value possessed by a busi@ask.in a bank account is an asset, as is
accounts receivable (the money owed a busineds lsystomers). Assets need not be paid for to beidered
assets. Asset accounts are increased by a debiteaneased by a credit.

Audit Trail— The ability to verify and track accounting transaics or ledger balances.

Automatic Reorder—The process of generating purchase orders for toweitems whose quantity falls below the
reorder point.

Average Cost—Average cost is a method of calculating the costwéntory items by averaging the per unit cost of
all items currently in stock.

Backorder—If items are out of stock, these items can be putack order. When the item comes in, it is usually
shipped. The backorder document is a modified warsf the original sales order and represents egeagent
to ship the item as soon as the item becomes alaila

Backup—In computer terms, backup refers to the proces®pying computer programs. These copies are usually
made to diskette or tape. Program backups areansaragainst system failure.

Balance—The balance of an account is equal to the sumeofiibit and credit postings to the account. Account
are in balance if the total debits are equal tadked credits.

Balance Forward Customers—Statements for “balance forward” customers show the transactions that affect
the current period. For balance forward custonmmagments are applied to the oldest invoices finstontrast,
“open item” statements show each outstanding iry@ad payments may be applied to a particularié¢evo

Balance Sheet—Fhe balance sheet shows the current financial tonddf a company. The balance sheet lists
assets, liabilities, and capital. It is usuallyatet! in two main sections. The first section totasets. The second
totals liabilities and capital. Assets must alwagsial liabilities plus capital.

Blanket Order—This is a large order that is split into more tloae shipment, possibly to different locations.

Blanket Release-A blanket release is a document that is a subsetarfyer blanket order. It represents a single
shipment for an order that comprises multiple slapts.
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Capital Accounts—(Also called owners’ equity accounts.) These actotgcord the difference between what is
owned (assets) and what is owed (liabilities). Tamyalso called proprietorship or net worth. Gatcounts
are increased by a credit and decreased by a debit.

Cash Method—A method of accounting which records revenues aperses in the period in which they are
received or paid and not in the period in whichytaee earned or incurred. Compared to the accreghoad of
accounting, the cash method is less complex armd offed by smaller businesses.

Cash Receipt—Money received as payment for goods or servicesAcash receipt is a payment that applies to
an outstanding invoice. A non-A/R cash receipt mgment that does not apply to an outstandingiceva\
non-A/R receipt may not even apply to a customactount.

Cash Receipts Journal—Fhe cash receipts journal is the journal into wratttcash receipts activity is recorded,
thus affecting the balances of accounts in theivabke ledger.

Chart of Accounts—A “chart” is a list of accounts. A chart of accosiimcludes all the different accounts used in
summarizing the transactions and current conditifoa business.

Check Journal/Cash Disbursement JournaThis is the journal into which all cash disbursetseactivity is
recorded, thus affecting the balances of accouriise payable ledger.

Column—A column is a category slot into which you entdoimation in a table. For example, if the computer
puts “Enter Company:” on the screen, the spacewviatig the colon is the “column” into which infornia is
entered. This is the “Company” column.

Cost of Goods (COG) Accounts—Fhese are expense accounts; they track the ctis¢ same products whose
revenues are recorded in sales accounts. In othrelswthese accounts record the cost of those proethich
the company sells. This cost is recorded at the bfrsale. The balance of these accounts is inedeaih a
debit and decreased with a credit.

Count Adjustment Account—This is a balancing account that is posted to vtherinventory quantity-on-hand is
adjusted—in this case there is no correspondirg@agburchase of inventory.

Count Sheet—This is a list of items and their physical locagan a warehouse(s) to be used by personnel cguntin
inventory.

Credit—The term credit can refer to two different thinggpednding on its usage. If used in reference todedg
accounts, credit refers to an entry that increasetecreases a ledger account. Some accountscaeased by a
credit while others are decreased by a credit. Hanedit or debit affects the balance of an accdepends on
the type of account involved. If used in referetceustomer accounts, a credit refers to an ackeugvhent of
payment. When a customer pays you, you creditdiistbomer’s account. When you pay a vendor, thatlaen
credits your account.

Credit Memo—If referring to customer accounts, a credit menferseto a document notifying a customer that his
account has been credited (reduced). When dealihgrendor accounts you enter a credit memo tceizse the
amount you owe the vendor.

Creditor— A person or company to whom you owe money. Youidees are creditors when you owe them money.

Current Accounting Period or General Ledger Peridtiis-is the accounting period for which you arerently
posting transactions.

Current Assets—Current assets are assets that are normally usedring the operating cycle of a business
(usually one year). Cash and inventory are tymeamples of current assets.

Customer Accounts—Though not an account in the general ledger sensestomer account is used to summarize
what a given customer owes or is owed at a pagiqubint in time. A customer’s account is summatibg a
statement.
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Customer Activity—Activity refers to any transaction that affects baance of a customer or ledger account. A
summary of activity shows all transactions affegtinose balances in the current period.

Customer Aging—The customer aging shows how long any open iteme haen on the books and how much of a
customer’s debt falls into various aging categorid®se aging categories reflect progressively rser®ous
levels of overdue payment.

Customer Balance—The customer balance is the amount owed by or dwadustomer. If the customer owes you
money, he is said to have a debit balance. If yoe lbim money, he is said to have a credit balaAgristomer
balance is the total of his current open items.

Customer Terms—Customer terms are the conditions under which ymeet payment from the customer.
Customer terms typically include the period of timi¢ghin which you expect to be paid, any discoutswed
for early payment, and the time frame within whéttth discounts are allowed.

Database—A database is all the related information withicoanputer system to which you have access in one
screen or another.

Debit—The term debit can refer to two different thingpeleding on its usage. If used in reference to ledge
accounts, a debit refers to an entry that increasdecreases a ledger account. Some accountscagased by
debits while others are decreased by debits. Horedit or debit affects the balance of an accoepedds on
the type of account involved. If used in referet@ceustomer accounts, when a customer purchasels diam
you, you debit that customer’s account. When yowglpase goods from a vendor, the vendor debits your
account.

Debit Memo—f used in reference to a customer account, a adediho refers to a document notifying the customer
that his account has been debited (increased).

Debits and Credits—Each transaction entered into a journal, and eadigtposted to the subsidiary and general
ledgers, consists of debit and credit entries awmore accounts. A ledger account balance igifference
between all debit postings to that account andretfiit postings. Whether a debit or credit postmgn account
increases or decreases the account balance depettus type of account.

The basic accounting equation is: assets = ligslit capital. Accounts (assets) on the left sfdb® account-
ing equation are increased with a debit. Thosénemright side (liabilities and capital) are incregsvith a cre-
dit. Retained earnings is a type of capital accowvenue and expense accounts are a subsetiokctarn-
ings. Revenues increase retained earnings, andd$®capital accounts are increased with a credigrnue ac-
counts are increased with a credit. Similarly, eg@eaccounts decrease retained earnings and Gagataints
are decreased with a debit. Therefore, expenseiatare increased with a debit.

Deleting a Row—beleting a row is the process of removing it frdra tomputer database after it has been added or
updated.

Department Code—A three-character department code identifies whpehbfit center” an account belongs to. If
you are not using profit centers, the default depant code is “000.” Refer to the entry for Pr&inters for an
example of the use of department codes to setafft penters within a company.

Document—Transactions entered in the Fourth GenerdBiasiness system are referred to as “documents.”
Different journals (accounts receivable, accouatgaple, for example) may be used to record diffengres of
documents. Documents consist of debit and creditesrto two or more ledger accounts. In orderateesa
document, that document must be in balance; th#dtegotal of all debit entries must equal thaltof all credit
entries.

Drop Ship Order—This is an order that is shipped directly to youstomer. The items ordered never enter your
warehouse. The items go directly from your vendoydur customer.
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Employee Code—Each employee in the Payroll system is identifigdlunique six-character code. Although an
employee’s name and social security number carsée o sort and view data on an employee, the smglo
code is the key used throughout the Payroll systeamiquely identify an employee.

Employee Type—Each employee in the Payroll system can be assdcigith an employee type which is identified
by a unique six-character code. The employee typeighes access to default setup values for the @yepl and
provides a means for grouping employees.

Expense Accounts—Expense accounts are used to track the cost of drisiness. They are a subset of retained
earnings (a capital account). At the end of a geoitime (usually a year) the difference betwdentbtal of all
income account balances and the total of all ex@ansount balances is calculated and that balance i
transferred to retained earnings. After transferthis figure to retained earnings, the balanceagh income
and expense account is set to zero. Capital accanatdecreased with a debit. Because expensesdecr
capital, expense accounts are increased with & debi

Field—A field is a data-entry or display area on a scréefield may or may not correspond to what is afi{u
stored in a table in the database.

FIFO—"First-In First-Out"—One of several methods of datining the value of inventory and calculating tioest
of goods sold. Using the FIFO method, it is assuthadthe “first inventory items in” (the oldestentory
items) are the “first inventory items out” (thestiitems to be shipped).

Finance Charges—Finance charges are charges made by a vendor againor made by you against a customer,
for non-payment of an amount due. Finance changesew charges made against the account because the
payment was not made according to the establigretst

Flat Rate—A value applied on a per-payment basis. Unlikeragretage rate, which calculates a specified
proportion of an amount, a flat rate ignores thacéxalue of the amount, treating it as a singhgrpnt to
which a single unit of the “rate” value is appliddhus the “calculated” value due to a flat ratéhis same each
time it is applied.

FOB—FOB stands for “free on board” or “freight on boartihe FOB point determines when the title to aduat
changes hands; that is, it determines at what plegnbuyer assumes ownership of a product. FOB soee—
but does not necessarily—affects who pays thehtaibarges for shipping a product. In some busewxtdse
seller pays freight up to the FOB point and thedsypays from the FOB point. Similarly, in some Ingsises the
FOB point determines who pays insurance on thensdip.

Screen—A screen is the template into which informatioeigered. A screen may combine information from
several different tables, usually lines of inforiroatfrom a “header” table at the top of the scraed several
rows from a “detail” table at the bottom.

General Journal—The most basic type of journal in an accountingesysis the general journal. It may be the only
journal. Transactions which consist of a debitttteast one account and a credit to at least adifferg@ht)
account are entered in such a journal. Ultimatabheransaction is posted from the general joumalgeneral
ledger account.

General Ledger—The general ledger includes each account listélderchart of accounts, along with debit and
credit transaction entries that add up to the agicbalance.

Income Accounts—These accounts are used to track revenues. Salesras, for example, are a type of income
account. They are a subset of retained earningagiéal account). At the end of a period of timsuaily a year)
the difference between the total of all income antdalances and the total of all expense accaalahbes is
calculated and that balance is transferred torretbearnings. After transferring this figure taameéd earnings,
the balance of each income and expense accougtttis zero. Capital accounts are increased witleditcand
decreased with a debit. Because revenue increap#alcincome accounts are increased with a credit

Income/Deduction/Obligation Codes—Each type of income, deduction, and incurred enmgrlopligation is
identified by a unigue six-character code. Whenitlkeme, deduction, or obligation is used in a pHyntry it
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is referred to by this code. The code provides sste default values and basic information requioechlculate
the income, deduction, or obligation amount.

Income Statement—The income statement (also referred to as a “paofit loss” statement) records the changes in
equity associated with business operations foreaifipd period of time. This statement lists theereues and
expenses and the difference between them for acefitime. The difference between revenues aneérmsgs is
referred to as a net profit or a net loss.

Inventory Account—This is the current assets account that represiatgalue of the goods in stock.

Inventory Adjustment Account—This is the ledger account that balances changés teathe inventory account
balance that do not result from sales, returnpuochases.

Inventory Control (I/C)— This is the system for tracking goods stored fée sacustomers, including calculation
of costs and prices.

Inventory Item—This is a single unit of merchandise from inventory
Item Code—An item code is a unique alphanumeric string idginty a type of inventory item.

Journal—Journals are used to sequentially record businassactions. Each transaction consists of a delit t
least one account and a credit to at least onkefdift) account. Journal entries are posted tceledgcounts;
therefore, every entry made in a journal ultimatedg an effect on the balance of two or more ledgeounts.
An accounting system may include multiple journaksch used to record a specific type of transaclibe
most basic type of journal is the general jourtrabddition there may be an accounts receivablenpduan
accounts payable journal, and so on.

Ledger—A ledger consists of a group of accounts and detitcredit entries representing transactions ffiedtta
the account balance. A group of accounts is callktiger. The general ledger includes all accdisté&l in the
chart of accounts. Subsidiary ledgers compriseetalzd the chart of accounts. The accounts recksivatiger,
for example, comprises all customer accounts. dted of all customer account balances equals theba in
the accounts receivable ledger account.

Liability Accounts— Liabilities are debts or anything that is owed.Hiliay accounts are increased by a credit and
decreased by a debit.

LIFO— “Last-In First-Out” is one of several methods ofccdating the cost of inventory items. With the OF
method those inventory items “last in” (most rebeptirchased) are considered the “first out” (fbsbe sold).

Open Item Customers—Statements for open item customers show each adisthinvoice and payments are
applied to a specific invoice. In contrast, balafarevard statements show only the transactionsdfiatt the
current period. For balance forward customers, paymare applied to the oldest invoices first.

Open Iltems—Open items are posted invoices that contain outsigrbalances representing amounts owed by
customers or due to vendors. A document is coresitian open item until that balance is zero.

Order Acknowledgment—An order acknowledgment is a hardcopy version sdlas order. Order
acknowledgments may be sent to customers so thyattve a record of the sales transaction.

Payable Document—Fhere are four common types of payable documentsndor invoice, a cash disbursement, a
vendor credit, and a vendor debit.

Payable Ledger—A payable ledger is the ledger that includes ald@hcounts affected by accounts payable
transactions—invoices, cash disbursements, andovemedits and debits.

Payroll Deduction—A payroll deduction is any amount withheld fromemployee’s check. For every deduction
there is typically an employer liability incurred.
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Payroll Document—A payroll document is the complete record of a plytisbursement. This document includes
an employee’s gross income, deductions, net incamet employer obligations, as well as the relatedanting
data for the document.

Payroll Income—Payroll income comprises wages, reimbursementscasia outlays recorded as part of a payroll
entry. Payroll income normally is an operating exgee

Payroll Journal—The payroll journal is the journal into which aliyroll activity—paychecks, income, deductions,
and employer obligations—is recorded. When podtes activity affects the balance of accounts i playroll
ledger.

Payroll Ledger—A payroll ledger is the ledger that includes a# #tcounts affected by posted payroll
transactions—paychecks, income, withholding, awcdrired obligations.

Payroll Obligation—An employer liability resulting from a payroll treaction, such as withholding federal taxes
from an employee’s paycheck.

Posting—Posting is the process of transferring transactidnsuments) from the journal to the ledger.

Posting Sequence Numbers-All processes which “post” entered data into aesjerarea for completed documents
have reports that feature a posting sequence nuifibese numbers are used to keep track of regwatshould
be permanently stored in your records. Each ofethegorts has its own sequence of posting numbers.

Prepaid Asset—This is an asset that you have paid for, but nbteeeived.

Profit Center—A “profit center” identifies a part of a company f@hich profits can be calculated separately. Sales
and expenses for that division are designated afibepartment” number.

Table 2: Simple Account Chart with Two Profit Centeas

Number Dept|  Account Description Type
100000000 CASH IN BANK ASET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 100 PRODUCT SALES INCOME
400000000 200 PRODUCT SALES INCOME
450000000 100 SERVICE SALES INCOME
450000000 200 SERVICE SALES INCOME
500000000 100 COST OF GOODS EXPENSE
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500000000 200 COST OF GOODS EXPENSE
600000000 100 GENERAL EXPENSE EXPENSE
600000000 200 GENREXPENSE EXPENSE

Purchase Order—A purchase order represents the purchase of matigeafiom a vendor.

Purchasing—The purchasing system is one of seveitdix modules. It provides an automated method for track
purchases, tracking receiving, and projecting caghirements.

Receivable Documents—Fhere are four common types of receivable documentastomer invoice, a customer
cash receipt, a customer credit, and a customét. deb

Receivable Journal—The receivable journal is the journal into whichaalcounts receivable transactions—
invoicing, credits, and debits—are recorded. Whestqd, these transactions affect the balance oluats in
the receivable ledger.

Receivable Ledger—A receivable ledger is the ledger that includestedlaccounts affected by accounts receivable
transactions—invoices, cash receipts, and custaneelits and debits.

Retained Earnings—Retained earnings is the increase in equity thetrésulted from profitable operations; net
income to date minus dividends to date.

Row—A row is one set of specific information withinabte. For example, an account table contains all th
information about a single account in an accoumt ¥n account table contains as many rows as iere
different accounts.

Statement—The customer statement shows the current actioity fgiven customer. The statement shows
outstanding invoices, recent payments, credits,datiits to the customer’s account.

Store or Record—Recording or storing a row is the process of saitingthe computer database after it has been
added or updated.

Table—A table is where information is stored in a compugegiven table contains only a specific type of
information. For example, an account table conttiedifferent sales and expense accounts usduklsystem.

Transaction—A transaction is an event that is recorded in ttemanting records. Typically, such an event invelve
the transfer of money, product, or services. Eeatistaction entered in tiBrsiness system is referred to as a
“document.”

Trial Balance—This is a work sheet used as a preliminary steget®rating a Balance Sheet. The trial balance is a
listing of every ledger account, along with its Wleimd credit balance. The total of all debit baksshould
equal the total of all credit balances.

Update—Updating a table is the process of changing rovisiwit. Whenever you change a description in the
account table, for example, you are updating awithvin that table.

Vendor Accounts—Though not an “account” in the general ledger seasendor account is used to summarize
what a vendor is owed at a particular point in tidieendor’s account is summarized by an agingstant.

Vendor Activity— Activity refers to any transaction involving a vemdhat affects the balance of a vendor or
ledger account. A summary of activity shows alhfactions affecting those balances over a spe@feidd of
time.
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Vendor Aging—A vendor aging report lists outstanding vendor inge categorized by number of days from the
vendor invoice date or due date.

Vendor aging reports can be setup to “age” in tiffeicent ways. In the first, an aging report can putstand-

ing vendor invoices into categories, ranging fréwsie currently due to those past due. With thidotktthe ag-
ing categories reflect ever more serious levelveidue payment.

In the second, an aging report can arrange ouisigreéndor invoices into categories, ranging fréwose cur-
rently due to those that will be due in the futdrkis report is a projection of cash requiremelmtshis case, the
aging categories reflect amounts due farther irffuhege.

Vendor Balance—The vendor balance is the amount owed to or oweal\mndor. If you owe a vendor money, the
vendor’s account has a credit balance. If the vend@s you money, the vendor’s account has a thakdnce.
A vendor’s balance is the sum of all open itemsgpeing to that vendor.

Vendor Terms—Vendor “terms” are the conditions under which ¥ieador expects payment from you. Vendor
terms typically include the period of time withirhigh you expect to pay that vendor’s invoices, disgounts
allowed for early payment, and the time frame witivhich such discounts are allowed.
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