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Accounts Receivable Features

Managing cash flow is strategic to the succeswvefiebusiness. A streamlined process to creat®gstinvoices
and capture payments in a timely manner is integr#iis. Also of great importance is knowing thmedit worthi-
ness of your customers real time. A good softwahetion must be able to give your staff the infotioa they need
to make decisions regarding extension of creditenkeeping overdue and overextended credit to @&moim.

The Fitrix Accounts Receivable module provides #ieotive and organized system for maintaining cospin-
formation that in turn leads to effective cash flmanagement, improved customer service, and pbdfita You
can access customer credit and sales history iattemon line, create invoices and statements omade, and
apply payments easily.

Features

¢ Modular Integration — Direct integration with the Order Entry and Gexhé edger modules
* Multiple Ship-To's — allows for multiple ship-to addresses per cusiom

* Online Access To Customer Activity and History- the customer activity program provides a listirfigll
invoices entered in the database for the custoritarflexible sort and query logic plus drilldown pay-
ment history or source document capabilities

« Customer Hold — ability to flag a customer as “On Credit Hold)' that orders cannot be processed

« Credit Department Notes— ability to enter notes regarding collectionatyi These notes will be attached
to the customer record and stored with the uselerthat entered the note and the date it was entered

« Finance Charges- automatic creation of finance charges on pastikpices

« Dunning Letters — ability to create and print dunning letters. Tyyge of letter and date it was sent to the
customer is stored with the customer record so @wadit Department will have access to this infaiora
The standard letters that come with Fitrix include:

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

Customer has invoices 60 days past due

Customer has invoices 90 days past due

Final Demand for Payment (invoices over 120 dags gae)

» Payment Processing- flexible cash receipt processing that allows ymautomatically pay invoices in old-
est date order, select specific invoices for payeartially pay invoices, or place On Accounttifs a pre-
payment or deposit.

* Charge backs and Write-offs— option to create customer charge backs and-wfigewhile in cash re-
ceipts if a partial payment on an invoice is made

* Invoicing — easy freeform data entry complete with zoom lgskto customer and ship-to information, tax
codes, and payment terms. (Note: freeform becanvgcing tied to inventory items you stock is hadlby
the Fitrix Order Entry module)

* Recurring Invoice Capabilities — Automatically creates recurring invoices such m®nthly professional
services fee without repetitive data entry.

« Sales Tax- multilevel taxing capabilities for multiple lo@ges such as state, county, and city
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Account Groups— the ability to set up a group of general ledgmrounts by an account group code that is
stored with the customer code. This code is thed irs when entering customer invoices so that yooat
have to remember the GL distribution for the inecfbereby streamlining data entry

Transfer of Data — ability to transfer all open items, ship-to cedgales history, and payment history from
one customer code to another in the event of anbasiname change or consolidation

Reporting

Reports available include:

Aging Reports these can be run by customer code or business,aninvoice date or due date, by de-
partment, by salesperson, in summary or detaih ait “As Of’ date you specify. You can predefine th
number of aging periods you want to print (up teesp and the number of days in each

Customer Ledger

Customer Open Item Report

Customer Activity Detail

Customer Statements

GL Activity By Account Number (for AR Transactions Only)

Customer Labels
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General Information

Reference Files

This section covers the various files that may leationed throughout the documentation. The disondsicludes
the file name, the menu and menu option used totaiaithe file, and the purpose served by the file.

Account Groups Program: Use the Update Account Groups option found on theReceivables Menus. This
table holds group codes and descriptions along thiégtaccount names and numbers associated withueapie
code. The information in this file can be useddiere the user from having to memorize accountasgand num-
bers for various transactions.

Account Number Ranges Program: e the Update Account Number Ranges option onédhgpSCompany
Menu. This table stores the range of account nusnd&sociated with each type of account: Asset,ilitigtetc.

Accounts Receivable Defaults Programtse the Update Receivable Defaults option on #taBSReceivables
Menu. This table holds default information usegingrams throughout the Accounts Receivable sysBynmain-
taining this information, you can speed up datayeand cut down on errors. Information pertainiagrtvoicing,
account numbers, and aging is stored here.

Accounts Receivable Activity Program: e the Post Receivable Documents option on theidxe Ledger
Menu. This posting program collects previously wsfed invoices and credit/debit memos. Informagiosted to
this table cannot be changed; if a mistake is dis@d at this stage, you must create a separateraiod reversing
the transaction.

Cash Receipts Program: Goose the Update A/R Cash Receipts option or UddateA/R Cash Receipts option
on the Receivable Ledger Menu. These tables hdkllrétating to cash receipts that have not yet Ipested. In-
formation for each document includes the date anouat of payment, the name of the customer, anéhthace(s)
against which the payment is to be applied.

Checking Account Program: Use the Update Checking Accounts option on the S8auppany Menu. This table
stores the number and description for each assetiatdesignated to serve as a checking account.

Company Information Program: Use the Update Company Information option on the€ompany Menu. This
table includes the name and address of your compayyu are assigning income and expenses to tlepats
within your company, this table will also contairetcode and description for each department.

Customer Information Program: Use the Update Customer Information option foundbatth the Customer In-
formation Menu and the Setup Receivables Menu.ifffleemation in this table helps you to more quickhyter or
update transactions by allowing you to select dataer than enter it. Information in this tablelimtes customer
names, addresses, shipping instructions, and d#termrelated to customer accounts.

Customer Terms Program: Use the Update Customer Terms option on the Custbrf@mation Menu. This table
holds information corresponding to each terms gadehave setup for billing purposes. Each coded®mpanied
by its description, the number of due and discalayss in addition to the discount percent.

General Ledger Activity Program: This table contains detailed information on all oréd, recurring, and revers-

ing transactions posted during the current accogrderiod. The table stores the source journaleagiescription of
the transaction along with the accounts and amaontdved.
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Ledger Accounts Program: If you have the General Ledger module installed, pay make use of the informa-
tion in this table. Each document in this tablerespnts one of your general ledger accounts. Irgtiom stored in
this table includes account numbers, respectiverijg®ns, and optional subtotal groups. The tade includes
information on whether the each account is incréagth a credit or a debit.

Receivable Documents Program: Be the Update Receivable Documents option on tieiiR#ble Ledger Menu.
This table holds information on newly created reabie documents that have yet to be posted to tveunts Re-
ceivable and General Ledger Activity tables. THerimation in this table may be modified until thesPReceiva-
ble Documents option is executed.

Ship-To Program: You can access the Update Customer Ship-To’s ofitiomthe Customer Information Menu or
the Setup Receivables Menu. This table holds deshipping information for customers whose invoibase not
otherwise been given specific shipping instructidrise shipping address and instructions are staigty with ref-
erence information concerning the billing address.

Setup Procedure

Setup is the process by which you enter all thermétion needed before you can start recording#@tions into
the Accounts Receivable, system. Setup includesiagtbasic control information that the prograreaeto run,
entering your Chart of Accounts, and entering oteérence information.

The setup process is summarized below:

Table 1:
SETUP OPTIONS - ORDER OF EXECUTION
Step Description Menu
1 Enter Company Information Setup Company
2 Modify Account Number Ranges Setup Company
3 Enter Ledger Accounts Setup Company
4 Enter Customer Terms Customer Information
5 Enter Receivable Defaults Setup Receivable
6 Enter Account Groups Setup Receivable
7 Enter Customers Receivable
8 Enter Customers Ship-to Addresses Setup Receivabl
9 Enter Customers’ Open Items Setup Receivable
10 Record that setup is complete Setup Receivable

The last step in the setup procedure is to redmtsetup is complete. Documents cannot be positiid/au have
indicated that setup is complete. Record that sstapmplete by entering¥in the Accounts Receivable Setup
Complete field in the Receivable Defaults prograime Receivable Defaults information is changed with Up-
date Receivable Defaults option of the Setup RatdévMenu.
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Once you have indicated that setup is complete cgmuno longer enter customer balances (hereaftedmpen
items). In addition, you can no longer delete corglrs that have open items. After setup is compietstomer open
items can be changed only by posting invoices, gays) credit memos, or debit memos.

If you do reset this flag to N and documents haserbposted, General Ledger orphan transactiondeoan and
most likely will occur.

Different Databases

Fitrix Business products come with two distinct sets of data. $tasmdard company set contains the real data for
your company; the sample company set containstdatas used for tutorials and other training pwem The sam-
ple database is used so that anyone who is ndvetsystem can see examples and run options witlstunf dam-
age to the real accounting data of your company.

In addition to the standard and sample data sifstaht companies may be set up for your systemday autho-
rized Fitrix reseller so that you can run multipampanies.

The name of the current company/database is disglaythe top of the main menu. To select a diffecempa-
ny/database:

Step Action

1 Click Settings.

2 Click Change Database Access.

3 Enter the name of the desired database.
4 Click OK. The desired database is active.
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Chapter 2

A/R Accounting Cycle

The accounting cycle for Accounts Receivable fodive basic Fitrix Accounting Cycle. Af-
ter the general company setup procedure, ther&/&epecific setup, transaction processing,
and end of period activities.

The A/R-specific Processing Cycle:
» Accounts Receivable Defaults
e Customer Terms
» Cash Receipts
» Default Ledger Reports
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Accounts Receivable Setup

Basic setup for Accounts Receivable involves entpA/R defaults, customers and ship-to addresselsaay exist-
ing open items.

#&Dey 5.30 Database: sample Printers: Lexmark2/Dell Laser
File View Execute Ssttings Help

Syl 2@

PRUS TR L 2 Accounts Receivable
3 Bales iy 2 Moot 1 Receiv) Setup Receivables

&

&=

=]

& 4 Purchigs 3 accourgy 2 Custot & a Update Receivable Defaults °Sﬂ:{’h'§:;::3:
=]

&

&

Safbwara Salutioms. Inc.
3 Produtis ¢ Payrollgy 3 Setip Z) b Print Receivable Defaults

0 Flodiigy s Fired £ S Exit [E ¢ Update Account Groups
T GErer @5 6 Mult-Curmency = d Print Account Graups
9 et [ 7 Multi-Level Tax [E e Update Custamer Information
of Esit [E f Update Custamer Ship-To's
B g Print Customer Information
h Update Customer Open ltems
E\ i Print Customer Open ltems
[E j Update Payment Methods
ﬂ Exit
I Status Idie L?

Customer Terms

Update Customer Terms

Before you enter receivable defaults, all ledgmoants and term codes that will be receivableldefanust ex-
ist. (Ledger accounts are set up as part of ComfSatyp.) The Update Customer Terms option is availtor
entering customer term codes and term criteria.

Print Customer Terms

This option prints out a listing of customer teram&l term criteria.

Receivable Defaults

Update Receivable Defaults

This option allows you to define default valuestiax rate, term codes, discount parameters, lealgEyunt
numbers, and aging reference. During transactiongwsing, if any of the above are not explicitlgafied, the
system will look to these defaults for the appragientry.
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Print Receivable Defaults

This option prints out a hardcopy of data inponifrUpdate Receivable Defaults.

Account Groups

Update Account Groups

This option allows you to enter and maintain ac¢@uoups.

Print Account Groups

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

Customer Information

Update Customer Information

The next order of business is to set up custonmetsater customer address and detail informatibrs ififor-
mation can also be added to or changed after ttial isetup is complete.

Update Customer Ship-To’s

Customer ship-to’'s may be updated at this timeyelbs

Print Customer Information

This option prints out a listing of customer angpsto information.

Customer Open Items

Update Customer Open ltems

(mandatory, one time only) This option is used DURING SETUP ONLY for enterimgodifying and deleting
outstanding invoices. Once the system is told ARt setup is complete, no more open items can tered al-
though it is still possible to view all items preusly entered.

Print Customer Open Items

This option prints a balance report for each custiisting open items entered during setup. #&dsisable, but
not required by the system, to produce an “edit Visth the Print Customer Open Items option sa #ilhentries
can be checked for accuracy before the final “S€omplete” step causes them to be posted.

Setup Complete

Telling the system that setup is complete is teedtep before transaction processing can begmpfdcedure is as
follows:
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At the very bottom of the Update Receivable Defastireen there is a “Y/N” field for indicating trsstup is com-
plete.

& Update Receivable Defaults

File Edit “iew MNavigation Tooks Actions Options Help

A,
T e
% Aging

A 690 0O O &

© Find Prev Mewt Add Update Delete Browss

ZO N =WVEXE e BEBRMH @0
Tax Rate: | ?-EEIEI Terms Code: .-’-‘« / __ MET 20
Take Discount on Misc: N Freight: N Tax .N-
tultilewvel Tax —
Mizcelaneous Tax Group: ,W Irwnice Diefaulk Tax Group:
Freight Tax Group: ND-T_.t’-‘«X _' Enter Goodz Amounts az Gross:
Finance Charge Tax Group: ,NDT.t’-‘«X_ | Calculate Tax on Cazh Discounts:
i Account Murnbiers
A | 170000000 | Seles: | 400000000 | Miso: | 400000000 &|  Tax | 200000000 |
FC: [ 480000000 | Freight: | 400000000 « | Cash: | 100000000 & | Disct | 420000000 |

WiteOft | 600000000 5. |
Aging Infarmation
Age O ._D [0 - Due Drate, | - Invoice Date]
Mizcellaneous
s A/R Setup Complete?: Batch - Invoices?: N Receipts?: N
Require Approval to post?: f 1

| Approval Code:
Bank Deposit 10 - - gl

1 of 1

Finance Charges: "r'

CWE

When this field is set to “Y”, the system totalgsting open item A/R transactions, displays thaltamount, and
prompts you to verify that no additional setup iestare required. By entering another “Y” at thismpt, you tell
the system the A/R setup phase is now closedxlieg open items are posted at this time.

If A/R setup is complete and additional pre-setpproitems are found and need to be entered, digsrfiay be
reset to “N”. Doing this will pull up a warning amadompt you to continue. Entering “Y” to continuéun-post”
all transactions from the A/R posting tables. dinsaction processing has not been started, noikatome since
only pre-setup open items have been posted. Noyvtbaladditional open items may be entered anthgetfom-
plete?” to “Y” can be done again. The additionatitems plus the original open items post attthis.

If transaction processing has been started (expjdes are entered and posted, receipts are draackposted, etc.)
and the setup complete field is reset to “N”, ALdsped transactions, i.e., posted receivable doctsnaen pre-
setup open items, are deleted from the A/R posthlgs. This is generally not a good idea, sindeonty will all
A/R postings be deleted, but there will be no dftecthe General Ledger posting tables, leavingq@npA/R trans-
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actions in the G/L posting tables. The ability éset “Complete?” back to “N” is primarily for eniteg additional
pre-setup open items before transaction proces$siagtarted.
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Accounts Receivable Transaction Processing

Transaction processing for Accounts Receivableligupdating and posting receivable documents, tipelating
and posting Non-A/R and A/R cash receipts.

#&Dey 5.30 Database: sample Printers: Lexmark2/Dell Laser
File View Execute Ssttings Help

Syl 2@

PRUS TR L 2 Accounts Receivable
f e R B ) Receivable Ledger

&
&=
=]
& 4 Purchigs 3 accourgy 2 Custot & a Update Receivable Documents ]
=]
&
&

© Copyright 20!
Software Solutiors, I
5 Produtgm 4 Payroligy 3 Setup Z) b Print Receivable Listing
B FioduiEs 5 Foed £ Eyt = ¢ PrintInvaices
¥ G & Multi-Currency =) d PostRecevable Documents
ﬂ Ext [ 7 Multi-Level Tax B e Process Cash Receipts/Bank Deposits
ﬂ Exit { Print Receivables Journal
E g Print Cash Receipts Journal
B h Print GiL Activity
E\ i Create Finance Charge Invoices
| Create Recurring Documents
B k Credit Card Processing
i 7 Batch Maintenance
o] Ext
I Status Idie h]

Receivable Documents

Update Receivable Documents

A document starts its life cycle as an entry inlthpelate Receivable Documents menu option. In A/Rjate
Receivable Documents is the place for entering,ifyiod, and deleting invoices, credit memos, or itlete-
mos. Account groups can also be used with thisesd® aid data entry. Documents that are copieidgieally
from pre-established documents are made availalileei Update Receivable Documents screen throwgh th
Create Recurring Documents option.

Print Receivable Listing

Before receivable documents are posted, an etihlist be run using the Print Receivable Listingimeption.
Data entry errors found on the list can be corretiteough the Update Receivable Documents menormopti

Print Invoices

Once a satisfactory edit list is produced, invoicesy be printed. Invoices are printed on pre-pdrtgms and
can use either pre-numbered forms or system-asbigmeice numbers.
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Post Receivable Documents

This option posts all un-posted invoices, creditmos, and debit memos to the A/R and G/L postingesalIhis
option also generates a Receivable Document PaRepgrt. This report looks like the edit listingcept that
receivable document numbers have been assignedhopested document.

The posting of documents also updates or creats ibgm balances. For a new invoice, an open iseenaated
for that customer. For a receipt, credit memo dnitd@emo, an existing open item is updated to cefenew
balance.

Cash Receipts
Update A/R Cash Receipts

Update A/R Cash Receipts is for entering a re@spbciated with a particular customer and thabouwst's out-
standing balance.

Update Non-A/R Cash Receipts

Update Non-A/R Cash Receipts is for receipts nspaated with a particular customer.

Print Cash Receipts Listing

All cash receipts are verified by printing an diditing of ALL un-posted documents entered throlgidate
Cash Receipts. This listing is used to validata @sitry and must be printed prior to posting.

Post Cash Receipts

This option posts all un-posted cash receiptsao®tR and G/L posting tables and generates a pstiport.
Cash receipts are also applied to open items whsteg.

Create and Post Bank Deposits

In prior versions of Fitrix every cash rgatgdosted for each customer made a separate eirthie check re-
conciliation table. Now you can group casteipts by deposit ID so that a single entry is enatb the check
reconciliation table for multiple cash reatsi

Accounts Receivable End of Period

Reporting of transaction processing activity notynatcurs at the end of a period. Various type&&f and A/R
reports are available.
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Ledger Reports

Print Receivables Journal

This option prints out a listing sorted by uniquedment numbers, so that each document’s effeterari-
ous ledger accounts can be traced. The reporelstls ledger account posted to, debits and creditsdocu-
ment numbers for receivable documents. The systemgis you to input the period starting and endiates.
Note that both the Start Date and End Date fiefawlt to the current system date.

Print Cash Receipts Journal

This option prints a listing of cash receipt infation with document numbers for auditing purpo3é® sys-
tem prompts you to input the period starting andirem dates. Note that both the Start Date and Eatté Belds
default to the current system date.

Print G/L Activity

This option prints either a summary or detail repisting all debits and credits posted to eaclyércaccount.
The system prompts you to input the period staring ending dates. Note that both the Start DateEzual
Date fields default to the current system date.

Invoices and Documents

Create Finance Charge Invoices

This option automatically creates invoices withafice charges based solely on user input agingiaritavoic-
es can then be modified or deleted through the tépaceivable Documents option. The Finance Chagert
is also generated.

Create Recurring Documents

This option creates receivable documents autonigtiog copying in specified receivable documentsch-
ments can then be modified or deleted through thealte Receivable Documents option.

Customer Reports

Print Customer Statements

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

Print Customer Aging

This option reports amounts due in age groups Bjoower. You can select from either summary or tigai
mat.

Print Customer Ledger

This option prints a report organized by custorsting all posted activity for each customer.
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Chapter 3

Menus Overview

This Chapter briefly describes the options avadaii the menus. More detailed descriptions
of the options on each menu are given in the Chsypitat follow. This Chapter overviews the
following menus:

 Fitrix Accounting System Menu

» Accounts Receivable Main Menu
* Receivable Ledger Menu

* Customer Information Menu

» Setup Receivables Menu

e Multilevel Tax Menu

¢ Administration Menu

¢ Setup Company Menu

Menus Overview 9
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Fitrix Main Menu

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

File “iew Execute Settngs Help

JemEg@

B3 1 Financial Management
2 lterm Management

3 Sales Order Management

@ Copyright 2007
Fourth Generation
Softwars Selutions. nc.

4 Purchase Management

5 Production Management
6 Praduction Planning

7 GeneralfAdministration

S R ]

Statug Idle: L

Depending on the modules that you have installedr itrix Main Menu may contain the following meoptions:

* Financial Management — contains the following sulbuse

1 Financial Management

1 General Ledger
2 Accounts Receivable
3 Accounts Pavahble

4 Payrall

B hlulti-Currency
T Multi-Level Tax

=

=

=

=

1 5 Fixed Assets
=

=

] Exit
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Item Management — contains the following submenus:

2 Item Management

1 Inventory Control

2 Bill of Material

=

=

B 3 Standard Routing
B 4 Standard Costing - Future
=

5 Engineering Change - Future

]

6 Product Configuratar - Future

&S] Exit

Sales Order Management — contains the followingreurus:

3 Sales Order Management|

El 1 sales Guotations

B 2 Sales Orders

&) Exit

Purchase Management - contains the following sulisie

4 Purchase Management

B 1 Purchasing

B 2 Replenishment

&S] Exit

Production Management — contains the following seibns and those marked as future will be released in
subsequent versions of Fitrix.

5 Production Management

£ 1 Production Orders
£ 2 Production Scheduling - Future
2 3 LaborProcessing - Future

B 4 Actual Costing - Future

&) Exit

Production Planning - contains the following subogeand those marked as future will be releasedbn s
sequent versions of Fitrix.
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6 Production Planning

B 1 Master Scheduling - Future
B 2 Material Planning

B3 3 Capacity Planning - Future

&) Ewxit

e General/Administrative — contains the following swémus.

7 GeneralfAdministration

B3 1 Company Setup
B 2 Systern Administration

£ 2 DatalmporfConversion

&S] Exit
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Accounts Receivable Main Menu

The Accounts Receivable module allows you to eaertrack your receivables: money that is owedhypwyour
customers. Through A/R you enter receivable docusp@nint invoices, enter cash receipts, updateoousr
records, and print a variety of reports that aralyaur Accounts Receivable. Selecting AccountsRable from
the Accounting System Menu displays the AccountseReble Main Menu.

The Accounts Receivable Main Menu:

2 Accounts Receivable

B 1 Receivable Ledger
= 2 Customer Information

[ 3 Setup Receivables

&) Exit

All Fitrix main menus are organized with the mosiremonly used menus listed first. This menu conttiesol-
lowing options:

* Receivable Ledger This menu provides options for entering receigalbcuments, printing those docu-
ments, printing and posting invoices, processirghcaceived from customers, printing reports, pseice
finance charges and recurring documents.

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

« Setup ReceivablesThis menu provides options allowing you to maim&l the reference files that are used
throughout the Accounts Receivable system. Somgranes store information that pertains strictly #tRA
other programs hold information relevant to youtirersystem (e.g., the Ledger Accounts programp}. O
tions that pertain to your entire system may bdidated for your convenience in the other FitrixcAant-
ing modules.
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Receivable Ledger Menu

The Receivable Ledger Menu is the most frequerggdumnenu of the Accounts Receivable system. Ukisg t
menu, receivable documents are entered. Invoieeprarted and posted. Cash receipts are processgdarnals
are printed. Finance charges and recurring docusvaeatalso processed.

The Receivable Ledger Menu:

1 Receivable Ledger

]

a Update Receivahle Documents

b Print Receivahle Listing

¢ Print Invoices

d Post Receivable Documents

2 Process Cash ReceiptsfBank Depoasits
f Frint Receivahles Journal

g Print Cash Receipts Journal

h Print GIL Activity

i Create Finance Charge Invoices

j Create Recurring Documents

k Credit Card Pracessing

N S = I = A = A = R T

Z Batch Maintenance

&
m
=
1

This menu contains the following options:

14

Update Receivable DocumentsAllows you to enter and modify receivable docuisehrough this option
you enter information about an order and the gémmatagories of items sold (e.g., SALES OF INVENTO-
RY).

Print Receivable Listing: Prints a report listing the documents enteredrandified under Update Receiv-
able Documents, organized by document number. @mgosted receivable documents are listed.
Print Invoices: Prints invoices on invoice forms.

Post Receivable DocumentsSelects all un-posted invoices, credit and deleinos and posts them to the
Accounts Receivable and General Ledger ActivitydilPrints a report identical in format to the mégen-
erated by the Print Receivable Listing option.

Process Cash Receipts and Bank Deposithis submenu has the following options:

» Update Non-A/R Cash ReceiptsAllows you to enter and modify cash receipts thanhot apply to out-
standing invoices or that do not apply to custoiressounts. Each document records general informa-
tion about a cash receipt in addition to the speaifnounts paid.

» Update A/R Cash ReceiptsAllows you to enter and modify payments that ggploutstanding invoic-
es or that are to be applied to customers’ accotaish document records general information about a
cash receipt in addition to the specific invoiced amounts paid.

Menus Overview
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» Print Cash Receipts Listing Prints a report listing each un-posted cash pt¢ekicument entered
through Update Non-A/R Cash Receipts or Update @4Rh Receipts. The report is organized by doc-
ument number.

* Post Cash ReceiptsSelects un-posted cash receipts documents ansl thesn to the Accounts Receiv-
able and General Ledger Activity files. The Casleégts Posting report is generated, identical in fo
mat to the Cash Receipts Listing report.

» Update Bank Deposits Allows you to group posted cash receipts by aesgsassigned bank deposit ID
so that one entry is made into the AP Bank Reciaticih table. Typically this ‘deposit” amount will
match a physical deposit slip.

» Print Bank Deposits: Prints a listing of all deposits entered but ndtp@sted (an edit listing).

* Post Bank DepositsSelects un-posted bank deposits and posts théme P Bank Reconciliation ta-
ble.

Print Receivables Journal Prints a listing of debit and credit postings to geal ledger accounts for posted
receivable documents and cash receipts. This réporganized by document number.

Print Cash Receipts Journal Prints a report listing the debit and credit pagto the different general
ledger accounts for cash receipts. This reportrsoeely cash receipts, but is otherwise identicahe re-
port generated by the Print Receivables Journ&mopt

Print G/L Activity : Prints a listing of debit and credit postinggyamized by general ledger account. Select-
ing this option displays a submenu giving you theice of printing a summary or detail listing. fietdetail
report is selected, under each ledger accountl]ist&ch receivable document and cash receipthatepbst-

ed to the account is printed.

Create Finance Charge InvoicesPrompts you for selection criteria for designgtapen item invoices for
which to apply finance charges. After specifying ttriteria, the system automatically creates foean

charge documents in the Receivable Documents progrhese documents can then be modified and posted
similar to documents entered directly through tipelate Receivable Documents option.

Create Recurring Documents Copies the specified posted recurring documemdscaeates new receivable
document in the Receivable Documents file. Recgrdiocuments are transactions that are enteredeinequ
ly or periodically.

Credit Card Processing Use the options on this submenu to authorizeig®# settle invoices, receive set-
tlements, and update declined invoices (see th@aemn Credit Card Processing for more information

Batch Maintenance If batching is turned on, this program is usedprove invoice and cash receipts
batches. Read th@etting Started with Fitrix Guide for more information on Batch Processing.
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Customer Information Menu

The Customer Information Menu contains optionsnfi@intaining a variety of customer information. Qumser
statements, aging reports, ledger, and open itamglso be printed from this menu.

The Customer Information Menu:

2 Customer Information

@ a Update Customer Infarmation
b Print Customer Information
¢ Print Customer Labels

d Update Customer Terms

e Print Customer Terms

f Update Custormer Ship-To's
g Print Customer Staterments
h Print Customer Aging

i Print Customer Ledger

i Print Customer Open lterms
k Print Custarmer Activity Detail
| Credit Letters

m Custamer Deposits Repaort

OiETmbBETREBDRRBDC O

n Credit Card Information

&
M
=
%

This menu provides the following options:
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Update Customer Information: Allows you to enter new customers or update agstustomers. Custom-
er name, address, shipping instructions are exangblthe information that is stored through thisam

Print Customer Information : Displays a submenu allowing you print reportsrig the customer informa-
tion added under Update Customer Information inreany or detail format, organized by customer name o
by customer code.

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

Update Customer Terms Allows you to maintain the Customer Terms fileach document in the Custom-
er Terms file records a different type of paymenirts. For example: Code A could identify “2% 10 3@t

Print Customer Terms: Prints a report listing each document storeth@n@ustomer Terms file.

Update Customer Ship-To’s Allows you to maintain the Shipping informatiorhi$ program stores any
number of shipping addresses for a particular enstoEach document stores the customer code apd shi
ping information pertaining to a specific ship-twation.

Print Customer Statements Prints statements listing customer activity dgrinperiod of time.
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Print Customer Aging: Prints a summary or detail report listing outstiag amounts owed your company.
These amounts owed are aged over categories ofainggng from “current” to “over 60 days” (by defgu
Both reports are organized by customer code. Ttadldeport lists all outstanding invoices for astamer;
the summary reports lists outstanding total amobyptsustomer.

Print Customer Ledger: Prints a report listing customers’ account atfichronologically. Information
provided includes the type of transaction (invoimedit memo, etc.), description, amount, and liaan

Print Customer Open Items: Prints a customer balance report, organized byt code, listing open
items entered and modified under Update Customen@ems from the Setup Receivables Menu. The re-
port lists customers who have a balance greatezéna.

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

Credit Letters: Displays a submenu where you can enter textriitletters to be sent to your customers,
the special characters defined to pull the inforomatrom the database, and print credit letters.

Customer Deposit Report Provides a listing of any customer deposits rebut not yet applied to in-
voices in cash receipts.

Credit Card Information: Use the options on this submenu to enter credit icdormation for your cus-
tomers, print that information, and also print pae on credit cards due to expire.
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Setup Receivables Menu

The Setup Receivables Menu allows you to maintaiargty of reference information that is used tigioout the
Accounts Receivable module.

The Setup Receivables Menu:

Setup Receivables

]

a Update Receivable Defadlts

@ [

b Print Receivable Defaults

]

o Update Account Groups

@ [

d Print Account Groups

]

e Update Customer Infarmation

[

]

f Update Custamer Ship-To's

@

g Print Customer Informatian

]

h Update Customer Cpen tems

@ [

i Print Custarmer Open ltems

]

j Update Payment Methods

[

&
m
=
=

This menu contains the following options:
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Update Receivable DefaultsMaintains default information that is used thrbagt the Accounts Receiva-
ble system. This information includes length ofragperiods, default payment terms, default tax spdte.

Print Receivable Defaults Prints a report listing the information entereler Update Receivable De-
faults.

Update Account Groups Allows you to maintain the Account Groups infation: you can add new ac-
count groups or modify and delete existing grodsount groups are an optional feature that candeel
throughout the Accounting system to call up a suibsthe chart of accounts. The user may then shae-
sired accounts from this subset. These groupdesigned to expedite data entry.

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

Update Customer Information: Allows you to maintain your Customer Informatidrhis program stores
customer name, address, shipping instructionsjréadmation about a customer’s account.

Update Customer Ship-To’s Allows you to maintain the Shipping informatioFhis program stores any
number of shipping addresses for a particular ecnstoEach record stores the customer code andisbipp
information pertaining to a specific ship-to locati

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

Update Customer Open Items During setup (prior to the time when you begsing the A/R system for
entering transactions), this option is used torecustomer open items.

Print Customer Open Items Prints a listing of customer balances, open icesj and memos.
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« Update Payment Methods Use this option to set up various payment metisod$ as on account, cash on-
ly, or credit card.
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Multilevel Tax Menu

This menu contains options that are used only witiftilevel sales tax.

The Multilevel Tax Menu:

7 Multi-Level Tax

@ a Update Multilevel Tax Codes
@ b Update Multilevel Tax Periods
@ ¢ Update Multilevel Tax Groups
&} d Print Multilevel Tax Codes
=) & Print Multilevel Tax Groups

B T Print Multilevel Tax Analysis

S Exit

This menu provides the following options:

20

Update Multilevel Tax Codes Use this option to enter the multilevel tax codge, and ledger account for
the tax code.

Update Multilevel Tax Periods Maintains the tax periods for companies thatrséilevel taxes.

Update Multilevel Tax Groups: Maintains multilevel tax groups. Tax groups asediwhen there are two
or more taxes for a single line item. Multilevek groups are only valid when the Use Multilevel Tax
Groups field of the Company Information screersasto Y.

Print Multilevel Tax Codes: This option prints the information entered thrbudpdate Multilevel Tax
Codes.

Print Multilevel Tax Groups : This option prints the information entered thrbudpdate Multilevel Tax
Groups.

Print Multilevel Tax Analysis : This option prints a detail report or a summaapyart of the multilevel tax
information posted to the Multilevel Tax activitgtile.
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Setup Company Menu

Under the Setup Company Menu you set up a varfgha@meters that apply to all Accounting modubésu
maintain company name and address, ledger accamttgccount number ranges with this menu.

The Setup Company Menu:

1 Company Setup

@ a Update Company Information
,,Eq' b Print Company Information

@ ¢ Update Account Mumber Ranges

(e

=

d PrintAccount Mumber Ranges
@ e Update Ledger Accounts

& 1 Print Ledger Accounts

@ g Update Checking Accounts
@ h Document Messages

E] i country Codes

El j city Codes

[E| k Update E-Mail Templates

&S] Exit

The Setup Company Menu provides the following aptio

Update Company Information: Allows you set up the business name and addrepartieent codes, and
department descriptions.

Print Company Information: Prints a hardcopy record of what has been sehdpruJpdate Company In-
formation.

Update Account Number RangesAllows you to establish the account number rangegé#ch category of
account. In other words, you can specify what rasfggccount numbers are to be treated as Curresaté\s
Fixed Assets, Current Liabilities, and so forth.

Print Account Number Ranges:Prints a hardcopy record of the account numberestigat have been set
up with the Update Account Number Ranges option.

Update Ledger Accounts: Allows you to establish ledger account numbexbstaeir descriptions, assign
account to a subtotal group (for reporting purppsasd to set up a default for the Increase wiGredit
field.

Print Ledger Accounts: Prints the ledger account information set up utdfsdate Ledger Accounts.

Update Checking Accounts: Allows you to specify any asset checking accas checking account for a
given department within the company, or for the pany as a whole. You may find it useful to specify
more than one checking account per departmentrapany, so that similar expenses can be controlled
through the same account.

Document MessagedJse this option to enter messages that will prmvarious outbound forms such as
“Thanks for you Business”
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» Country Codes: This program comes pre-loaded with country codesis used to validate the country
code entered when setting up customers and vendors.

» City Code: This program comes preloaded with city codes angséd to validate the city code entered on
the destination city on the Order Entry summargsor

« Update Email Templates:This program is used to set up email alerts tieckttain activities such as a cus-
tomer being placed on credit hold.
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Company Setup Menu

The Setup Company Menu contains the following tepic

Setting up Company Information

Account Number Ranges

Ledger Account Numbers and Descriptions
Designating Checking Accounts

Setting up Document Messages

Setting up Email Alerts

Company Setup Menu
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Order of Setup Steps

When you set up reference files, the order of stefdssigned so that earlier steps add informahancan then be
accessed automatically in the course of later stemsinstance, once you have set up account nurahges, any
time an account number is entered the system damatically tell you what type of account it is (fexample,
whether it is an asset or liability account). Caisedy, if you try to perform setup steps out ofarfor example,
setting up account numbers before defining accramges) you may defeat the system’s capacity teigeauseful
data-entry information through automatic lookups.

The setup steps that apply to all Fitrix modulesrigrmed from the Company Setup menu that is aedefsem

option 7, General/Administrative ) are covered étad in Getting Started with Fitrix. They are discussed here be-
cause the information they include forms the bfsisater setup steps.

Reference Information Options

The Setup Company Menu:

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

Sy miEZE

(=L ikl 7 General/Administration
gLl TRl il 1 company Setup

B 33aes 5 3 Systen & a Update Company Information
’ : = @ Copyright 2007
B 4 Purthify 3 pata ' b Print Company Information Fourth Generation
. Softwars Solutions, [n.
=1 P.rudu:_ﬂ EKJf ¢ Update Account Mumber Ranges
B

1 Froduction iEnning d PrintAccount Number Ranges

5—.'- Exit f Print Ledger Accounts
E o Update Ghecking Accounts

7 Genera\mdm\mslratit@ e Update Ledger Accaounts

h Document Messages
E i Country Codes

i City Codes

k Update E-Mail Termplates

o] et

Status Idle:

Gl | K
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Menu options include:

Update Account Number Ranges (1-cllows you to define the number of digits that vad the standard
for your ledger accounts, and to define the liraftthe numeric ranges that correspond to diffeaecbunt

types.

Update Ledger Accounts (1-ejs used to create or modify your Chart of Accoultitis 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 adsamchecking ac-
counts. This allows you to use the check recorigliefeature in Accounts Payable.

Information Checklist for Reference File Setup

Decide on company divisions that will be assignepaitment codes for reporting purposes (or usdehe
fault of a single department “000").

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

Modify Account Number Ranges to correspond to antaumbering.
Create a list of account numbers and account g¢enrs to be added.

Define subtotal groups (if any) to be assigned wititcount ranges.
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Company Information

Use this program to store basic company informatigaur business name and address, department cutes,

whether or not you will use the Multilevel Tax fas.

Multilevel Tax features are used in conjunctionhafiiitrix Accounts Payable and Accounts Receivaldelmes to
track costs and prices that are subject to more ¢ha type of tax. For information about the us#laftilevel Tax

features, se6etting Sarted with Fitrix.

Update Company Information

This option is used to set up and maintain the Gaomgile. This file stores data regarding the name address of
your company, which is used on reports. In addjtd@partment codes—used if you intend to assigonigcand
expenses to departments—are stored here. Refee ttefinitions for departments and profit centardppendix B:

Glossary for further information.

The Company Information screen:

26

# Update Company Information E]@
File Edit Wiew Mavigation Tools Actions Options Help

- ? o o

2opaddl Info Credit Card. - Femit

QA 6 9O 9 0 9 =\

Find Prey HMNest Add Update Delete Browse
OB UUEPHA BRN EO0ED OO0
Business Mame: .-'—‘«EI_E ISTRIEUTION [
Address1: 100 SPRING RD i

Address2: |- _|
City. State, Zip: ATLANTA ] s [6A] 130333
County: [ - |
Country:[US & [UNITED STATES ]
MMultileveel T ax: |Y | Usge Multilevel Tax Groups: |“|-’|

| Dept | Descrption |
|oo0 - ADMIN. OFFICE

| 100 EAST DIST. CENTER

| 200  CEMTRAL DIST. CEMTER

| 300 WEST DIST. CEMTER

|ABC - ABCDEPT

10of1

2R
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When you first use the system, the company infolondtelds have default data provided in both tample and
standard company data sets. This data is includedlynas a sample, and should be modified to reptggur
company.

The data in the Company table is unique to eacibdat (i.e. company). The table contains one alycdboe
record; therefore, the commands on the commandpiramith the exception of Update, have been deshblhe
name and address entered in the Company Informsgiction appear on all reports generated by thersys

The Company Information screen contains the foltmafields:

1.

Business Name:

This alphanumeric field may be up to 30 charadtelsngth, and contains your company’s name. Thigy ém
this field will be displayed on reports generatgdie system.

Addressl

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

Address2:

This field provides an additional 30-character addrline for suite number or other address infaomat

City, State, Zip

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

County:

Up to 30 alphanumeric characters may be entered.

Country:

This field may contain up to 30 alphanumeric chemac

Multilevel Tax:

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

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 opecundred department codes. The departmenidielgphanu-
meric, allowing you to establish numeric or alphabéor a combination) codes. The use of departroedées for
tracking income and expenses is completely optional

1.

Department Codes:

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

In this column, you specify the department named@ated with the department code in the same rayural-
phanumeric department name may be up to 30 chesaotkength. This Company Information Form is used
specify the name and address to put on your repadghe “profit centers” or “company divisions’desociate
with various department codes.

Additional Company Information

Additional Company Information

@

Click on the Addl lnf':'. icon and this screen displays. This screen is tsstbre additional information such as tele-

phone number, fax number, etc.

# Add on detail addinfo - [BEX]
File Edit Mavigation Help
A O N =MV HX BE i LY 000ED 9O
Additional Company Infarmation Screen
Dezcription [rata

|telephane || 7704327612

web address gy abcdiztribution, com

!far: 770-432-3448

%

[ oK ] [[:fliancel ]

DR

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

Credit Card Processing Information

7

Click on the “®3tCard 000 to display this screen. If you are usingditreard processing in Order Entry, it is in
this screen that you enter the interface infornmatio
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#& Extension ccard

File Edit Help

Credit Card ON:

HTML Serial Mo
ADVANCE Serial Mo
Server Time Out;
Server URL:

Trans. Autharize:

Tranz. Status Requesk:
Tranz. Change Reguest:
Batch Upload:

Batch Statuz Bequest;
Batch Change Request:

OB O WinD

A @O
Credit Card Proceszing |nfarmation
il

000152021124 |

1o |

=3

{httpz: /A, skipjackic. comyd soriptas

tevolyoo. di?duthornized Pl

!_é:f;:nlvcc:.dll?SJ.ﬂ.P'l_T rahzactionstatuzR equest

BatchUpload di?BatchU ploadt

{evolyCC. dI?SJARI_BATCHFILESTATUSREQUEST

levalvCC. dI?SJAPI_BATCHFILEGETRESPOD MSEFILE

& o

] [ﬂ{ Cancel ]

Iz credit card CNT (YN

Remittance Address

@

Click on the ®™ icon to display this screen. The address infoionagntered here will print on OE

and AR invoices.

Company Setup Menu
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#% Extension r_addr

File Edit Help
OB O WEE]R 0O
Remit &ddress
X R B 710 GALLE RIS PARKWAY
Address2  |STE # 480
City:  |ATLANTA,
State:
Zip: 30339 |

Country: |US [®] |UMITED STATES

[a ] 4 ] [{:1 Cancel ]

Enter the first line of the remit address.

R,

30 Company Setup Menu




Fitrix Accounts Receivable User Guide

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 nusiberthat the
numbers of similar accounts all fall within the sanumeric range. Fitrix lets you assign these range

The Account Number Ranges screen:

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

OB &yl A MR 90
4 0 9 9 0 9 =

“ Find Prev MNest Add  Update Delete  Browse

First Current Asset: | 100000000| [CURRENT ASSETS |
First Fived Asset; | 180000000 FIXED ASSETS
First Currerit Liabillty: | 200000000 [CUR LIABILITIES
First Lang Tem Liabilty: | 270000000 |L/T LIABILITIES
First Equiy or Capital | 300000000 |CAPITAL
First Income or Sales: 4EIEIEIEIEIEIEID : INEEIME
First Cast of Goods: | 5000000001 [COST OF GOODS.
Fist Diperation Expense: | 600000000 |EXPENSES
Tof1

R

These ranges can be changed by the user, butdfjpesounts always fall in this order. For examplged Assets
accounts always start on the number after thedastent Assets account. You do not, of course, haeetually
use this number, but the posting program recogritzesthat type. Fitrix comes with a default CharAccounts,
which you can use as a guide for assigning your agaount numbers. Once you have chosen the acoamtiers
you want to use, you can change that default {isthanging, adding, or deleting the accounts used.

Warning!

There is a direct connection between account numargyes and individual account numbers. The
account number ranges should be set up prior tegetp individual accounts. When an account
is set up, the program accesses the Account Réade tletermine the type of account (more spe-
cifically, whether the account balance should lmegased with a credit or debit). If you change
the account ranges, you must update or deletefféeted accounts in your Chart of Accounts, be-
cause the account type is determined when the attoareated or updated.
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Types of Ledger Accounts

The Fitrix Business system recognizes eight different types of ledgeounts. Five of these account types appear on
the company’s balance sheet and describe its ndhwo

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 aagayroll or accounts payable.

Long Term Liabilities are debts that must be paid over a long peridiaraf, 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 thatasgm the income statement (or profit and logsestant) and
describe how your company performed for a givermogler

Income accountsshow the sources of your income.

Cost of Goods accountare expense accounts that show what you paidofar pperchandise. They are also
called “selling expenses” because they are direiettl/to making sales.

Expense accountsategorize all of your other expenses such as saldries, utilities, etc.
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Print Account Number Ranges

This program prints a hardcopy of information eateunder 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 Accommtist be entered into thedger Accountstable, using num-
bers defined by these ranges.

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

The Ledger Accounts screen:

# Update Ledger Accounts |Z]@@

File Edit %iew MNavigation Tools Actions Help
QOB UizEE] BaE 00
4 0 9 W 0O 9 =

i Find Prev Mewt Add Update Delete Browse

Aocount Humber: 'IEIEIEII:IEIEIEIEII
Type: CURRENT ASSETS
Description: |CASH ACCOUNT ]
Subtotal Group [optional); ' - |

Inctease with Credit?: (M|

Allows ze in Manual Journal E ntries?: Y [

2 of 155

R,

1. Account Number:

Enter an account number of up to nine digits. Theeland 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 oertémge of contiguous accounts for the purposerexdting a
subtotal on reports. The description prints onrdport along with the subtotal for the accounts.

4. Increase with Credit:

Thelncrease 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 in@9@2000, when you press [ENTER] the default of fy¥
Income accounts—balance increases with a creditptadis in the Increase with Credit? field.

If you are adding an account whose purpose isfeebbther entries that fall within the same Tyg®nge the
default here to indicate that this account’s badanidl be increased with the opposite of the norendty. For
example, an account with a number of 42000000®R&iurns and Allowances falls within the Income &g
account numbers. However, the Increase with Créigit? for this account is set to “N” to define bslance as
increasing with a debit.

Allow Use in Manual Journal Entries:

If this value is set to N the user will not be alkx to use this account number in the Update Jb&mtaes
program. There are some account numbers that haireGL balance maintained by the system (Exampéel@
Accounts Receivable and Trade Accounts Payablejtardfore manual journal entries to these accahmsld
not be allowed.

Printing Ledger Accounts

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

36

Company Setup Menu



Fitrix Accounts Receivable User Guide

Checking Accounts

If Fitrix Accounts Payable is installed on your ®ms, cash accounts from which you issue checkbea®et up as
checking accounts. This will allow you to use th@® Aheck reconciliation feature. See Chapter hémtcounts

Payable User Guide.

The Checking Accounts screen:

# Update Checking Accounts
File Edit “iew Mavigation Tools Actions Help
OB @ 4 hE E QA A & @ O

© Quit Print 0K Cancel Cob Copd Pazte Zoom Motez U Fields ToDo o Technical status  Help

A GO0 0 9 =

© Find Prew Mest Add Update Delete  Browse

Bank Cods: BOA |

Branch: |[BR100 |
Eranch Mame: |CUMBERLAND |
Ascount Name: |[ABC SUPPLY |
Bank Address: |1_IIIEI CUMBERLAND BLYD
Bank sccount No: iﬁé43§!§549_?"§ |

GL Account Mo: | 100000000 = | |CASHACCOUNT |
Departrent Code; | 000 =, | \ADMIN, DFFICE |
20f6

OhHE
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Document Messages

This program enables you to enter messages thatgold like to have printed on various forms.

¢ Document Messages E|®

File Edit “iew MNawvigation Tools Actions Help
OB U YEEERY BN B00<ED OO
A 600 0 0 &

© Find Prev Mewt Add Update Delete  Browse

Effective O ate: EI_'Ia"EI'I.-’ZEIEIE_F:AEI

I = 1 SHI% T 2
Frogram Mame: | oe:o_invee “, | Description: ||hwoice [order entry]

Test
W APPREACIATE YOUR BUSINESS
i

Jof8

R

Go into Add mode.

Enter the effective beginning date for the message.

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

whh P

Name Description

oe:o_order Order Acknowledgement
oe:0_picker Picking Ticket
oe:o_shipr Packing Slip

oe:0_invce Invoice (order entry)
oe:o_prfinv Proforma Invoice (export)
oe:o_shper Packing List (export)
oe:o_billdg Bill Of Lading (export)
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0e:0_cminv Commercial Invoice (export)
0e:0o_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 ymessage.
5. Click OK or press Enter to store.

City Codes

The Fitrix database comes preloaded with all citieddwide. 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 MNavigation Tools Actions Help

OB G UEhEEQ] BABE 90
20090 0 0 &

© Find Prev Mest Add Update Delste Erowse

City: [2ARONSBURG |
1 of 17.054

OWR

Country Codes

The Fitrix database comes preloaded with all Cqu@it’des. The data stored in the country codes table
is used to validate the country code entered whegriag your customer and vendor addresses.
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# Country Codes

File Edit “iew MNavigation Tools aActions Help

@ BRM o0
A 0 9V 0O © =W

© Find Prev Mewt Add Update Delete  Browse

o LNV =

Country Code: :LS_;
Description: |UNITED STATES |
10f1

CWR

Update Email Templates

This program is used to set up email alerts tiechttous activities such as a customer being place
credit hold. See thé&etting Sarted with Fitrix manual for more detailed information.
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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.

Multilevel Tax 41



Fitrix Accounts Receivable User Guide

The Multilevel Tax Menu

#& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser |3Erz|
File Wiew Execute Settings Help

Sl B 2@

L Eldd 1 Financial Management

e S e 7 Multi-Level Tax
3 Gales g 2 Atcout = a Update Multilevel Tax Codes

- | i
4 F"urthzﬁ] © Copyright 2007

3 Accout & b Update Multilevel Tax Periods Fourth Generation
Softwars Solutions, Ine.

G ProdutEs 4 Payoll & ¢ update Multilevel Tax Graups
B Produtgs 5 Fived/ &) o PrintMultilevel Tax Codes

T Gener g & Multi-C = g print Multilevel Tax Groups

i 0O ODBOR

ﬁ_' 7 Multi-L &= 1 Print Multilevel Tax Analysis

I 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 Orday Emodules.

When you plan to switch to multilevel taxes, yoed¢o set up your multilevel tax codes. You shqéd
form this stepafter you set up your ledger accounts, defbre you set up your default files.

Note:

Update Multilevel Tax Codes has an “intelligentlete function that does not allow you to
delete multilevel tax codes that have activity pdab the Multilevel Tax activity file. This
is similar to the intelligent delete function of dite Ledger Accounts.

The Multilevel Tax Code screen:

# Update Multilevel Tax Codes B@@

File Edit Yiew Mavigation Tools Actions Help
O | QreinE
A 000 0 0 &

 Find Prev Mext Add Update Delete Browse

b uiltilewvel T aw Code: '.-’-'-.'_FLT.ﬁ.?:{ |
Multilesel T ax F ate: [ﬁﬂ'
Courtry ' .....
Province / State : :: e
Department; :EI_EI-EI_ __

Include Tax 'With Asset/Expense: :N_|
&/R Tax Account: |__ W:
A0 Dizcount T ax Account: I__ 21EIEIEIEIEIEIEI_ I

e R @0

Description: [CITY OF ATLANTA TaX |

[ACCRUED SALES TAX |

\ACCRUED SALES TAx j

|'5f.\LEs T EXPENSE |

AP TaxAccount;| 38500000 |
AP Dizcount Tag Accaunt: I__EEEEEIIEIDEIU__ _'
1of7

|SALES TAX EXPENSE i

4R
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1.

44

Multilevel Tax Code:

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

Multilevel Tax Rate:

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

Description:

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

Country:

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

Province / State:

Enter the province or state for this tax code. Tieigl 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 Hiheld for an Order Entry invoice and you leave the
Department field blank here, the tax posts to demamt 100. If you always want to use the same depar
ment when posting tax, enter that department mftaid.

. Include Tax with Asset/Expense:

Y/IN field-entry optional. This field affects the waansaction amounts from the Purchasing modu¢ 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 accourd i@lth

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

For example, suppose your company purchases angxjtem 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 o th
purchase (item plus tax) to post to the GL expagseunt, or just the amount of the item (purchase
amount less tax)? Entering "Y" in this field cauties amount (item+tax) to post to the expense atcou

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 tygfésansactions in A/R.
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9. A/R Discount Tax Account:

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

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

If you set the "Calculate Tax on Cash DiscountsltfiA/R Defaults form) to "Y", then any discourt a
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 tayAdR
cash discounts and account for that tax in a ledgeount. In that case, you should have define®/Rn
Discount Tax Account when you set up your Charhatounts, and you should set up the A/R Default as
just described. You now enter the ledger accounthar 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 tgpésmnsactions in A/P.

11.A/P Discount Tax Account:

Entry Required-Zoom available. This is the ledgaroaint 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&shkcounts" field (A/P Defaults form) governs theeus
during the posting process, of the account numbarspecify in this field. If set to "N", the systamalcu-
lates no tax on cash discounts. In this case,dbeusmt number you enter here doesn't matter.

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

If you set the "Calculate Tax on Cash Discountsldfi{A/P Defaults form) to "Y", then any discoutt a
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 taxAdP
cash discounts and account for that tax in a ledgeount. In that case, you should have define®/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 @orMultilevel Tax reports. The periods are usedhia se-
lection criteria screen displayed before the refgortin. All ring menu commands have been disablexpt
the Update command.

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

The Multilevel Tax Periods screen

# Update Multilevel Tax Periods M=l
Eile Edit Miew MNavigation Tools aActions Help
OB OQWEEER BB 20Q0ED 00

4 @O 9w 0 9 =
i Find Prey Mest Add Update Delete  Browze

Company Mame: '.-’-'-.BE_DI_S_?FI_IBETI_EIF_\I_ [

Period Period ' ear Start D ate End Ijate

(] | (2008 | |matzos | (oisiceone |
nz2 | 2009 . | 0240142009 024282009
K] 2009 | |03/07/2003 0343142009
04 : 2009 . : 04,401 42009 04,/30/2009
05 2009 | |05/07/2003 054312009
0& : 2009 . : 0640142009 06/30/2009
o7 2009 | |07/01/2003 07431/2009
0g : 2009 . : 0240142009 02/31/2009
] 2009 | |09/07/2003 09430/20039
10 : 2009 . : 1040142009 1043142009

.11 i} 2009 | 11/01/2009 | _1 143042003 ]

1of1

[@ ak. ] [!:1 Cancel ]

4R

Enter the two digit period number.

1. Company Name:

This is a system-maintained field. It is the bussieame 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 perioel hext
period is increased to the last period plus one.

3. Period Year:

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

4. Start Date:

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

5. End Date:

Enter the end date of this reporting period. Ied#s to the end of the month entered for the skaiet.

Update Multilevel Tax Groups

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

Multilevel tax groups are only valid when the Useltevel Tax Groups field on the Company Infornaati
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 aatlger than a multilevel tax code for the
following options:

Accounts Receivable:
» Update Receivable Documents
» Update Receivable Defaults

« 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:

48

# Update Multilevel Tax Groups

Eile Edit Wiew Mavigation Tools Actions Help

I u

OB G YhEEQ BARM EQ0ED 90
A @ © 0 ® 9 W\

© Find Prev Mest Add Update Delete  Browse

pultilewel Tax Group Code; i_SE.-’-'-.TH |
Descriptior:  |SEATTLE SALES TAR

TaxCd D ezcription Fate Curnulative
KINGCD | COUNTY DF KING T4 | 1300, [N
SEACTY | |CITY OF SEATTLE TaX f | B.1IZIIII! N
| || | | | |
E ~f B

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

Description:

This display only field contains the description foe multilevel tax code. The description was erdén
the Update Multilevel Tax Codes option.

Rate:

This display only field contains the rate for thaltitevel tax code. The rate was entered in theafpd
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 fhlesmount 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 Tidhg.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 Updateal®gt Tax Codes with the appropriate rates and ac-
count numbers. For a net goods amount of $300ptloeving 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 throlgtdate Multilevel Tax Codes.
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Print Multilevel Tax Groups

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

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

The following Selection screen appears:

& Select dat_range
Eile
Period 'ear From D ate ToDate Ledger
12/01/2009 [X3| 12/31/2009 @E3| (R

IG ak. ] [[:1 Cancel ]

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

Print Analysis Summary

This report prints a summary of the multilevel taformation posted to the Multilevel Tax activitijef It
prints the total debits and credits for each tadecwithin the ledger account, a description oftthecode,
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 a4ty file. It
prints the ledger account number and descriptiorgice number, date, tax code, goods amount, and ta
amount by account number and tax code.

The goods amount is the amount of goods sold sitdlxirate. This does not include the tax. Thewilhg
formula may be helpful for remembering the termagy:

Gross amount = Net amount (goods amount) + Tax amat
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Setup Receivables

Setup is a procedure that is performed once prientering transactions into the Accounts
Receivable system. Selecting the Accounts Receividlielnu options is the first step in pre-
paring the system for use after installation.
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Setup Receivables Menu

The Setup Receivables Menu:

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

del=EgME

il -t 1 Financial Management]

.

S =Tt > Accounts Receivable

c-_a

- o o S
Fales 5 2 Accourpy 1 Recen @) Setup Receivables

© Copyright 2007

=]
=
ﬁ . l?—-'utc.hzﬁ ?}-Accuur@ 2 CustorE| 3 Update Receivable Defaults i ;:mr;gssn:m.::s o
& 5 Podutes 4 Paymilgy g Setun [ o Print Receivable Defaults
& 0 P\rodf.ufﬁ 3 Fix'et'i'fgl_' E@f @ ¢ Update Account Groups
_ B Mult Currency & o Printaccount Groups
ﬂ' E : 7 MultlLevelTax - e Update Customer Information
ﬂ E [El f Update Customer Ship-To's
B2 g Print Customer Information
@ h Update Customer Open ltems
& | Print Customer Open ltems
Bl | Update Payment Methods
5 Bt
Status Idle. l
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Update Receivable Defaults

This option allows you to maintain the Receivabkfduilts information. Use this option to establigifiedilts that are
utilized throughout the Accounts Receivable syst€hese defaults specify what ledger accounts, telargate,
and aging periods to use throughout Accounts Rabév Many of these defaults can be overriddenasious
screens; others—such as the aging periods—carbentyranged on this screen.

The Accounts Receivable Defaults screen:

& Update Receivable Defaults
File Edit “iew Mavigation Tooks Actions Options Help

O LN7IX QA BB 90
P @
i faging

A G 909 0 9 &

Find Prev Mest Add Update Delete  Browse

Tax Rate:

, Temns Code: |4 | [MET 30
Take Digcount on iz IN_' Freight: IN_' Tax |N-
tultilewvel Tax

Mizcelaneous Tax Group: Irwnice Diefaulk Tax Group:

Freight Tax Group: Enter Goodz Amounts az Gross:

Finance Charge Tax Group: Calculate Tax on Cazh Discounts:

Account Murnbiers
wh [T e [ doO0ON S
FC: [ 480000000 | Freight: | 400000000 « |
Wite Off. | 600000000 & |
Aging Infarmation
Age O :Df [0 - Due Drate, | - Invoice Date]
Miscellansous

Tan | |
Disct: | 420000000 & |

|2 44R Setup Complete?:
Require Approval to post?;

Batch - Invoices?: NI Receipts?: N l

| Approval Code: L -. |
Bank Deposit 10 E Finance Charges: "r"
1of1

CWE

The Accounts Receivable Defaults screen contamédlfowing fields:
Invoicing

1. Tax Rate

This field is no longer used. All tax functionalityas been replaced with multi-level tax codes/gsoup
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Terms Code

When setting up customers under Update Customerriattion this field provides a default for the Ter@ode
field. These codes must have previously been settige Customer Terms table. The Customer Ternis tab
maintained with the Update Customer Terms optiothefCustomer Information Menu. If no terms code is
found in the customer record, this default ternmdecwill be used.

Terms Description
After entering a valid code in the Terms Code fiélsldescription is displayed adjacent to the cddhés de-
scription is retrieved automatically from the Cumstr Terms table.

Take Discount on

This row contains three fields, Misc., Freight, arak, that determine whether terms discount wilthkulated
on miscellaneous charges, freight, and tax. Eatti iccepts an entry of "Y" (yes) or "N" (no). Edieid de-
faults to "N".

Multilevel Tax

The following fields appear on the Accounts Reckigdefaults screen, but you can only access tli¢tme iMulti-
level Tax module is installed on your system.

1.

56

Miscellaneous Tax Code

This is the multilevel tax code to use for misaedlaus charges that you enter through the Updateivdate
Documents option. It determines the rate at whigls¢ miscellaneous charges are taxed. Required wsieg
Multilevel Tax. Zoom is available. (6 charactedgph@anumeric)

Invoice Default Tax Code

This is the default multilevel tax code used in BfgdReceivable Documents and Update Non-A/R Cash Re
ceipts in cases where a multilevel tax code cabadaibtained from the Customer Ship-To or Customeond
files. Required when using Multilevel Tax. Zoomaigilable. (6 characters, alphanumeric)

Freight Tax Code

This is the multilevel tax code to use for freightarges that you enter through the Update ReceiRbtu-
ments option. Required when using Multilevel Tagor is available. (6 characters, alphanumeric)

Enter Goods Amount as Gross
This field determines the default for the Gross Antry field for both Update Receivable Documents.

Gross Amounts are amountgth tax included. When gross amounts are entered, the net amoualcisiated by
backing out the amount of tax. This net amounsted to the ledger account which you specify uklpdate
Multilevel Tax Codes (Multilevel Tax Menu).

Finance Charge Tax Code

This is the multilevel tax code to use for finambarges that you enter through the Update Rec&abtu-
ments option. Required when using Multilevel Tagor is available. (6 characters, alphanumeric)
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6.

Calculate Tax on Cash Discounts

This field determines the behavior of the UpdatR &ash Receipts option. If a Y is entered, a nayél tax en-
try is generated to automatically back out tax wbash discounts are taken on an A/R invoice.

When an A/R invoice is posted, an entry is postetth¢ Multilevel Tax activity table for the full auant of the
tax charged. When a discount is taken on an inytheefull amount of tax has not been collectednfithe cus-
tomer. An entry must be posted to the Multilevek Table to adjust the tax collected on the discedrmvoice.

The adjustments are posted to the ledger accogigrdged as the A/R Discount Account using the megtion
Update Multilevel Tax Codes.

If this field contains the value N, no adjustmengénerated when cash discounts are taken.

Account Numbers

This section provides the default account numh®rse when creating invoices or entering cash pexedll fields
are numeric. The default account numbers must hegdd to your actual General Ledger account nuniiefose
you can begin transaction processing.

1.

AR

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

Sales

This field stores your most commonly used Salesofime) account.
Misc

This field stores your used Miscellaneous (incoaegount.

Tax

This field stores your Accrued Sales Tax (liabjliaccount.

F.C.

This field stores your Finance Charge Income (ingpatcount.

Freight

This field stores your Freight Income (income) aodo

Cash
This field stores your most commonly used Cashetasecount.
Disc

This field stores your Discounts Allowed (incomenttra) account. Discounts allowed to customers seprea
reduction to income, and therefore, are considardxd a contra account.

Write off

If write off memos are created in cash receiptis, fhis account number that will be debited.
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Aging Information

This section of the screen determines how your é\géport is processed.

1. Age On

This single-character alphanumeric field acceptsrary ofD for “due date” ofl for “invoice date.” This field
defaults to D. The date specified is used to detexithe status of an invoice; that is, “currenf,* 30" days past
due, etc.

Aging Periods Setup

Step Action

1 Click Zoom from the Aging Periods Field, the &lling screen displays.
& Extension aging g@@
File Edit Help

OB (U = ]
Setup Aging Periods
Mumber of Aging Periods:

Drescription Days
Aging Period One: Current 1]
Aging Period Two: | 1to 30 Dayps i}
Aging Period Three: | 31 to B0 Daps B0
Aging Period Four: | E1to 90 Days a0
Aging Period Five: | 91-120 Days 120

Aging Period Six: | Ower 120
Aging Period Seven:

* Mare than four periads will require 132 colurng or compresszed print *

[O ok ] [’;‘ Cancel ]

Enter number of aging periods.,

2 Enter the number of aging buckets to print onrépert.

Note: If more than 4 aging periods are setup, the tepitirneed to be printed in compressed print
mode, or printed on 132 column paper.

3 Set the Age On value in accordance with your comppenticy:

e Setthe Age On value to "D" to age on due daten®at the Days to O for the current period.
This allows all invoices within their due date twmsv as current.

e Setthe Age On value to "I" to age on the invoiaeedThen set the Days to >0 for the current
period. For example, if all invoices with invoicatd 30 days > aging date are considered past
due, days should be set to 30.

4 Click OK.
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Accounts Receivable Setup

1. Complete

This single-character alphanumeric field store¥"a(yes) or "N" (no) entry. During the setup procees (after first
installing your Accounts Receivable system) thégyfis set to "N". While this field is set to N, ymay enter cus-
tomer open items and even delete customers thatdaoen-zero balance.

After completing the setup of your company’s infation (setup using the Setup Receivables Menu gtiand
when you are ready to begin entering transactigmsneed to set change the entry in this fielda 'You must
indicate that setup is complete before you are @mbpmst transactions. After entering "Y" in thisld the system
will display the grand total of all open items awtd If the total is incorrect, enter a "N" to th&ontinue?" prompt
and correct your data.

It is possible, though not recommended, to chahgesétting of this field from "Y" to "N". If no Aaunts Receiva-
ble transactions have been entered, there is mo imaswitching the setting from "Y" to "N". If yochange the set-
ting from "Y" to "N", all AR transactions will beadeted. The open items will remain.

If you do reset this flag to "N" and documents hbeen posted, General Ledger orphan transactiandecan and
most likely will occur.

Batch Processing

The Update Receivable Defaults screen:

& Update Receivable Defaults

File Edit View Mavigation Tools Actions Help
OB QUWhBEHQA NN @0

\ 6 © 0 O 9 @
Find Prev MNext Add Update Delete Browse

Accounts Receivable Defaults

Tax Rate: 7.900 Temms Code: & [®] |MET 30
Take Digcount on Mizc: (M Freight: M Taw: M
Multileve! Tax
Mizcellaneous Tax Group:  |MOTAx = Irvvoice Default Tax Group: MOTax =
Freight Tax Group: | MOTak = Enter Goods &Amoynts ag Gross: M
Finance Charge Tax Group:  |MOTax = Calculate Tax on Cath Discounts: M
Account Numbers
AR 110000000 [&] Sales 400000000 (&) Misc 400000000 (&) Tax: 200000000 [&]
FLC: 430000000 (&) Freight: 400000000 (&) Cash 100000000 [&]|  Disct: 420000000 [&]
Wwhiite OIf: E00000000 (&)
Aging Information
LgeOn D [O - Due Date, | - Invoice Date]

[Zoom) to Setup Aging Periods
Miscellaneous

|5 A/R Setup Complete?® |7 Batch - Invoices? ﬂ Receipts?: i
Require Approval to post?: [N Approval Code:
Tof1
R

YR

Enter [¥] tause batch control For Invaices.

Setup Receivables 59



Fitrix Accounts Receivable User Guide

To set up batch processing follow these steps:

1 Enter "Y" in the Batch Invoices? field if AR inio@s should be processed in batch by User ID.
2 Enter "Y" in the Receipts? field if AR cash rgusishould be processed in batch by User ID.
3 Enter "Y" in the Require Approval to Post? fieldAdR batches require management approval to
post.
4 If approval is required, then enter an approvakcod
Note: This value will not be visible. This is thepaoval code the manager will need to enter
5 Press OK to Submit

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

Bank Deposit ID

This field contains a sequentially assigned nuntiatris updated every time you create and poshk ba
deposit. The initial default value is 1. See thetisa on creating bank deposits in cash receiptsiare
information.

Finance Charges

If you charge finance charges on overdue invoiee#hss field to Y. When setting up your custontegit
finance charge field will default to the value falumere but it can be overridden on a customer by cu
tomer basis.
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Print Receivable Defaults

This option prints a hard copy of information ertkwith the Update Receivable Defaults option ef$ietup Re-
ceivables Menu.
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Update Account Groups

This option allows you to create and maintain tlee@unt Groups information. An account group cossigtan
account group code and up to one hundred ledgeuatsassociated with that code. Using these atgpanps
simplifies the entry of transactions. By knowing thames of different account groups, the user neelinow the
actual account numbers. Account groups can bewbked entering AR invoices, AP invoices, or GL jaairan-
tries.

The Account Groups screen program:

# Update Account Groups E]E|@

File Edit “iew MNavigation Tools Actions Help
QB &l A BBMHMEB00EDH »
A GO0 0 9 =W

 Find Prev Mest Add Update Delete Browse

Group Code: [DEFREC
Description: [DEPRECIATION EXPENSE

| Aizcount Dept Dezcnption |
FARD00000 000 | DEPRECIATION EXPEMSE [
181500000 000 |FURNITURE % FI=TURES DEF.
182500000 000 | TRANSPORTATION EQUIFP. DEP.
183500000 000 |MACHINERY & OTHER EQUIF. DEF.
|
1o0f1

DR

The Account Groups screen contains the followietgf:

Account Groups Screen—Header Section

This section of the form stores general informagbout the account group.

Group Code

This six-character alphanumeric field stores thigum code that is associated with up to one hunigeger ac-
count numbers. This is a required field.

Description

This is a thirty-character alphanumeric field.ttires the name of the account group.
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Account Groups Screen—Detail Section

The detail section stores the ledger account nusrdeesociated with an account group.

Account

This is a numeric column. Each row stores one @iddger account numbers that is associated watht¢bount
group code specified in the Group Code field oftieader. All account numbers must have been prslyice-
tup in Account. Zoom available.

Dept

This three-character alphanumeric column storespéinnal department code. If left blank, the fidiefaults to
000. Department codes must have previously beep s&the Company Information program. The company
formation is maintained with the Update Companyinfation program on the Setup Receivables MenunizZoo
available.

Description

After entering a valid account number in the Acdozmiumn, its description is displayed in this aolu The
description is automatically retrieved from the gedAccounts table. This is a display only field.
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Print Account Groups

This option produces a hard copy listing of accaymups: the account group code, its descriptiod,the ledger
accounts associated with a particular account gcode.

64 Setup Receivables



Fitrix Accounts Receivable User Guide

Update Customer Information

This option is duplicated on the Customer InformatMenu. Please refer to “Print Customer Infornmdtio Chap-
ter Seven of this guide.
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Update Customer Open Items

This program is used for one time data set up poig@rocessing transactions in Fitrix.

This option allows you to enter, modify, and deldteounts Receivable open items. An open item iswatanding
invoice. During the setup phase this option prosideneans to enter all outstanding invoices for gostomers
into the database. After setup has been compleédtransactions for customers are entered usenyfidate Re-
ceivable Documents option.

The Customer Open Items screen:

# Update Customer Open Items Q@

File Edit “iew MNavigation Tools Actions Help
DR &g QA EBRME OO
'4Aa Q00 O O & %

" Find Prev Mext Add Update Delste Browse Options

Cusgtomer Code:; |_1 .ER_CﬂDN SUPFLY |
On Account: o 148.21: Balance: 184883.53] Currency: E_USD
Invoice Information
Invoice:  |AR-12 _I Doc Mo 12
Descriptiors  (VARIET'Y NOWELTY PACKS '
Date  [07/05/2006  pyd]
Original Anatnt; ' i
Original Dizcount;

Irrvoice Balance:;

Discount Balance: | .
DueDate:  |D8/05/2008 4|
Dizcount Date: Q?i’15.:"2005 hl‘i

A/R Account Murber: _116000-00-0 C _ : IjDD_
Customer P. 0. |387-322 ol P.O.Date  [07/10/2006 |1
Cunrency Exch. Rate: N 1_0@@@@@
Harme Currency Amount; : T DD_D]'
8 of 1.149

[

The Customer Open Items screen contains the fatipfields:

Currency

This field displays a 3-character alphanumeric dod¢he customer’s default currency. This will Bes. dollars
unless set up differently using the multicurrenegtéire.

Customer Code

This is a twenty-character alphanumeric field whstdres a unique customer code. This is a reqfiett
Zoom is available.
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Customer Name

This unlabeled field displays the name of the austoidentified by the entry in the Customer Coeddfi This
name is retrieved automatically from the Customéarimation table. This is a display-only field.

On Account

During setup (prior to setting the Accounts Receigé&betup to complete on the Accounts Receivabfauis
form) you can enter a value in this numeric fidldpositive value represents an amount that theooust owes
you. A negative amount represents a credit thattiseomer can apply to outstanding invoices (or o®m

A similar On Account field appears on the Custoérrmation screen. During setup, you may enteormac-
count amount for a customer in either place. If gater a value on the Customer Information scréem enter
a different value on the Customer Open Item scringn account amount becomes the value lastezhter
that customer.

Balance

This is a system-maintained field. It is update@@a®pen item is being created.

Invoice

This ten-character alphanumeric field stores theice number.

Doc No.

The system automatically assigns a document nutoleach open item.

Description

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

Date

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

Original Amount

This numeric field stores the original amount af thvoice or memo. This is a required field.

Original Discount

This numeric field stores the original discounti&alzde to the customer.

Invoice Balance

This numeric field records the amount still owedasninvoice or memo. This field defaults to theuweaéntered
in the Original Amount field.

Discount Balance

This numeric field stores the amount of the OrigB&count still available to a customer. This dielefaults to
the value entered in the Original Discount field.
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Due Date

This is the date that an invoice is to be paidulh This is a required field.

Discount Date

A discount is available to a customer up to, amtliing, the entry in the Discount Date field.

A/R Account Number

This numeric field stores the Accounts Receivabtiger account number to be used when posting te op
item. This field defaults first to the Customeragt; if no entry is found, it defaults to the Acedsl Receivable
Defaults record. Refer to the

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

ol g B & £ @

el 1 Financial Management|

el B cLd 2 accounts Receivable - { S

S sl BB TS Setup Receivables o] T
T

* Eurche@ 3 ALCOUNEy 2 Custot & a Update Receivable Defaults g:”&:g‘é‘:{:ﬁ:’:sm
5 Produtigsy 4 Payrollpsy 3 Setup b Print Receivable Defaults

B Produts 5 Fixed';gi[ Exit
7 Generigy g Multi-C"u.rr.ency

S Bdt &5 7 Multi-Level Tax

4 et

¢ Update Account Groups

B EREBERODD

d Print Account Groups

e Update Customer Information
T Update Custormer Ship-Tao's
g Print Customer Information

h Update Customer Open ltems

B | E e

i Print Custorner Open ltems
B | Update Payment Methods
5] Exit

Status Idle:
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Update Receivable Defaults

Department Code

This three-character alphanumeric field storesgadment code that identifies a profit center\asitin of the
company, etc. Note that it is not labeled on threest. Throughout the Fitrix modules, you have thigon of
posting sales and expenses to specific departnieémsuse of department codes is optional. Thid figfaults
first to the Customer record, if no entry foundjéfaults to the Accounts Receivable Defaults reclneft
blank, the field defaults to 000. Zoom is available

Customer P.O.

A ten-character alphanumeric field is provideddtaring the customer purchase order number.

Purchase Order Date

This date field records the date of the customechmse order.

Currency Exch. Rate

This is a 16-character numeric field which holds tate of currency exchange between the transactioency
and the home currency. This can be set up usingthigcurrency feature.

Home Currency Amount

This numeric field holds the value of a transactionverted to the home currency, when the trarmatakes
place in a different currency.
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Print Customer Open Items

This option prints a customer balance report, degghby customer code, listing open items enteneimodified
under Update Customer Open Items on the Setup Rdxtes Menu. You can access this same option fhenCus-
tomer Information Menu. The report lists custonteasing a non-zero balance.

When you select this option, you will see a Setectriteria Form which you can use to limit theado specific
customers or groups of customers.

The Customer Open Items Selection Criteria screen:

#& Select sel_cust

Select Customers

Customer Code: |

Customer Mame: |

Io (]S l |_l'11 Cancel ]

OWE.

As you enter data into this screen, you have thi@opo specify a range of values for each fieldyse wildcards. If

you click OK without entering any data, you willtgereport of all customers with a non-zero balandée data-
base.

Update Payment Methods

This program is used to set up various payment odastivalid payment types are:

Cash

Credit Card

Debit Card

On Account (ie- open terms)
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# Update Payment Methods [:]E]
File Edit Wiew Navigation Tools Actions Help
OB OHhPREA ARM OO

‘4 GO0 O 9 &

Find Prev Hest Add Update Delete  Browse

Papment Cods: [&F

Payment Description; |AECDUNTS RECEMASELE
FPayment Type: [ﬁ:‘

20of8
[ 1] 4 J [!:{ Canhcel J

YR

[C]Cash [V]-Credit Card [D]-Debit Card [A]-On Account
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Chapter 7

Customer Information

The Customer Information Menu contains optionsni@intaining a variety of customer in-
formation. You can also print a variety of custosmelated documents, including customer
statements, aging reports, ledgers and open items.
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Customer Information Menu

The Customer Information Menu:

& Dev 5.30 Data Lexmark2/Dell Laser

File View Execute Settings Help

del=EgME

1

Sl 1 Financial Management]
LCRlE B el 2 Accounts Receivable f -
3 gal 2 A o - =
Ee = el e T customer Information P
: . pyTight 2

4 Purchsp= 2 ; T
_ P 3 Accoltpy 2 CUstotE @ Update Customer Information Eh anetlon
Produt
(=] b Print Customer Information

6 Produt g

¢ Print Customer Lahels

i MUl Curency d Update Customer Terms

&
=}
7]
& 5
i)

7 Multi-Level Tax e Print Customer Terms

f Update Customer Ship-To's

g Print Customer Staterments

h Print Custarmer Aging

j Print Customer Open ltems
k Print Custormer Activity Detail
| Credit Letters

m Customer Deposits Report

n Credit Card Information

&
=
B
(=]
=
(=
g | Print Customer Ledoer
B
B
(=
B
&
<]

E(EN

Status Idle.
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Update Customer Information

With this option, you maintain your Customer Infation. For your convenience, this option may als@bcessed
from the Setup Receivables Menu. In addition, thip-S o records can also be maintained with this ungption.

The Customer Information screen :

# Update Customer Information EE]

File Edit “iew MNavigation Tools Actions Options Help

O N =JUVER QA BeEH @0

" © @ @ o @ @ @ o © € ¢,
% Ship-To  Actvity Addlinfor Bilginfo OE Info Ship Hotes  Credit Notes  Credit Lir Credit Card: Order Price (5

A 099 0 9 & I

© Find Prev Mest Add Update Delete Browse Options

Code: |1 [ Contact  [BILL WALKER [
Compary: AETION SUPPLY 1 Phone [s04am 415 ]
Address: 14307 15T STREET ] cet [O7E2

[ | Fax 4043328137
City: |PALM BEACH GARDENS
i | 334181234 |

State: |FL | Zip:
County: (U 5| [UNITED STATES

Ernail: | bilwi@actian cam ]

wieb Address: [wivw action com |
i | [wILLIAM MILLER ]

Salesperzon; '—WM

Temms: |4 NET 30 1
Pay Method: [ __ CCol 'I
Balance:| 16486353 Resale Moo (000000045 |
Credt Limi: | 150000.00] Resale Expit: [12/31/2003 1t
Credit Hold:| | Credit Hold Date: | i
Notes 1of1

[

The Customer Information screen contains the fahgvfields:

Code

This is a twenty-character alphanumeric field #tates the code that uniquely identifies a custoiiee system
verifies that the entered code is unique.

Company

This thirty-character alphanumeric field stores¢hstomer’s business name. This nhame appears orisé¢pat
list customer information, on invoices, and soDiis is a required field.

Contact

This twenty-character alphanumeric field storesrthme of the person who you normally contact when-c
municating with a customer.
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Phone

This is a twenty-character alphanumeric field usedkecord the phone number of your contact at focuer’s
site.

Cell

The mobile contact number for the customer.

Fax

The facsimile telephone number for the customePsd&partment.

Address

This thirty-character alphanumeric field storesfitst line of a customer’s hilling street addrefkere is an ad-
ditional twenty-character address field besideldbeled field that can be used for a suite nurmdregttention
line, and so on.

C/siz

This row stores the billing city (twenty-characéphanumeric), state (two-character alphanumeaiw, zip
code (ten-character alphanumeric).

Country

This field records the billing country (twenty-chater alphanumeric).

Email

This is email address for the customer contact.

Web Address

This is the Internet URL for the customer.

Salesperson

This is the salesperson code that will be assigmedles order for this customer unless changéteatales or-
der level. Zoom is available for this option.

Terms

This is the AR terms code. Zoom is available fas thption.

Balance

This system-maintained field displays the customeurrent balance as of the last posting of rebésvdocu-
ments and cash receipts.

Credit

This numeric field stores the customer’s credittitihat is, it stores the maximum amount of cregiiu wish to
allow the customer.
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Credit Hold

Entering "Y" will prohibit users from entering a®R or OE documents.

Credit Hold Date
The date that the customer was placed on Hold

Resale Number

This is the customer’s resale tax number and thisber is automatically transferred to sales oréarthis cus-
tomer.

Resale Expiry

This is the customer’s resale tax number expiradiate and this date is automatically transferreshtes orders
for this customer.

Customer Ship-Tos
@

By selecting the Sl icon, you can access the Ship-To Address sci¥éh.the Ship-To Address screen pro-
gram, you maintain the Ship-To records. Ship-T@rés can also be maintained with the Update Cust@higp-
To’s program on the Setup Receivable Menu. The-Shigcreen program stores one or more shippingdsdor
some or all of your customers.
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# Update Ship To Information

File Edit “iew MNavigation Tools Actions Help

L JVIX A MRl 90
A 0 Q0 0 9 =

© Find Prev Mest Add Update Delete Browse

Cuztomer Code:; :1 B, i i.-z‘n.ETI_D_N_S_UFTF'LY_

Ship-Tao: EAST

Ship-To Mame; [SCTION EAST ]| Route Code: | i1l

Residential 'N_| Taw Code: | 2|

Freight Tax Code: | o Mizc Tax Code; | !

Contact; [M&RT SMITH Phone:  [B00-345-5089 |

Address 1: (2000 5OUTH END AVE |

Addiess 2| [
City, State, Zip: ATLANTA | Gal  [s0aasdzd |

Cauntry; |5 Y | E_UNITED STATES |
Salesperson | T o [TOMMack |

Dizcount: | _#TI | N |
Ship Terms: |PREPAID ! EEEEIGHT FREFAID- DO NOT INYOICE
Cell: | |

Fax: | |

Email | |
“Web Address: i |
1o0f29

D4R,

The following fields are on the Ship-To Addressesar.

78

Customer Code

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

Ship-To

This is a six-character alphanumeric field usecktwrd a customer’s ship-to code. This code idesti specif-
ic ship-to address for a customer; for a givenaust each code must be unique. However, diffenestoeners

can have identical Ship-To codes. If you enterctheeSHI PTO, this shipping location is used as the default
shipping location on the Receivable Invoice fornthaf Update Receivable Documents option of the iRabke

Ledger Menu.

Ship-To Name

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

Route Code

The Order Entry program first looks at the shigtale to retrieve the routing code and if not fothnete look
at the customer record to retrieve the routing cathe routing code selected is then inserted imtoQrder
Entry summary screen.
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The picking ticket print program first prints alcging tickets with no routing code and then
groups subsequent picking tickets by routing c&@ei may also print picking tickets by routing cdaeenter-
ing the code in the picking ticket selection cidescreen.

Contact

This twenty-character alphanumeric field is prodder the name of the person to contact at a shipdation.

Phone

This is a twenty-character field used to recordhan@ number at the ship-to location.

Cell

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

Fax

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

Addressl

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

Address?2

This is a thirty-character alphanumeric field whaan be used for suite information or any additi@uaress
information. This line is displayed directly berfette Address1 line on an invoice.

City, State, Zip

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

Country

This twenty-character alphanumeric field recorasdbuntry for a customer’s ship-to address.

Email

This is email address for the customer contact.

Web Address

This is the Internet URL for the customer.

Ship Terms

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

Used only when Multilevel Tax is active. The codes as follows:
» Default - default tax code for merchandise

« Freight - default tax code to be charged on freight

e Miscellaneous - default tax code to be used onmaisgellaneous charges.

Note that if these tax code fields are left blahlk, tax code at the customer level will be usethdftax code at
the customer level is blank also, the default @decfound in the Update Receivable Defaults scpeegram
will be used.

Salesperson

This six-character alphanumeric field records @lesperson code identifying the primary salespefsothis
customer. The Zoom function is available in th&ddi The system fills in a salesperson descripttiathe right
of this code (assuming a valid code has been ef)tere

Discount

A six-character alphanumeric field stores a dist@one if the customer is entitled to trade dis¢suhhe
Zoom function is available for this field to selectliscount code. The system enters a descriptitmei adjacent
field after the code is validated.

Residential

If the UPS interface is in use and this is a redidé Ship-To location, set this value to "Y". Thigormation
will be passed to the UPS World Ship software.
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Customer Activity
&

Achivity

Click on the icon to view the Customer Activity screen:

#& Zoom aractvz B@

File Edit Help
L NIAE )
i.Type Do Ma I /Chk Mo Due Date Amount Balance _:
| 2324 02 2010 2324 03/05/2010 BRI —
M 2136 MA2/2010 161 024142010 120.00 120.00
M 2218 01/05/2010 2218 02/04/2010 10.00 10.00
M 2174 12/28/2009 2174 0142742010 10.00 10.00
IN 2168 12/28/2009 2168 014272010 10.00 10.00
IN 217312/28/2009 2173 014272010 13.00 13.00
IN 2175 12/28/2009 2175 014272010 12.00 12.00
IN 2167 12/28/2009 2167 014272010 15.00 15.00
IN 2166 12/28/2009 2166 014272010 25.00 25.00 |
IN 2171 12/28/2009 2171 014272010 11.00 11.00 >
[@ Ok, ] [tlf Cancel ] [ﬂ Mew Search ] [Q Detail l
OWR

The Customer Activity screen shows payments anstauding invoices. They are sorted so that the neasint
open item appears at the top of the screen. Youwleange the sort order by clicking the column hegsli For ex-
ample, if you wanted the activity to sort by olddate instead of most recent click the Doc Datelimep

You can also use the scroll bar and the functigrs ite move down through this list if there are mouéstanding
invoices than appear on the screen. In addition,cgm view the details about an invoice by clickihg Detail but-
ton when the cursor is on an invoice line. Thedfiebn the Customer Activity screen are display only

The following is a description of the columns oistform:

Type

This column displays the type of item that is dégqeld on the line. IN means that this line is amice. CD
means that the information on this line pertaina tash disbursement. CM means that the line pertaia cre-
dit memo. DM means that the line pertains to atdakbimo. CR means that this line is a cash redeptmeans
that the line pertains to a finance charge.

Doc.No.

This column displays the document number of tha.itBocument numbers are assigned during postinguend
used to track the document in the various Fitrtda.

Doc.Date

This column displays the date that the documentemésred.
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Inv/Chk No.

This ten character column stores the invoice nurobeheck number associated with the documentelfictiv-
ity is an invoice, the column displays a invoicentner; if the activity is a cash receipt, the coludisplays a
check number. You can use the Zoom feature to aibwof the transactions associated with a partictdaord.
Due Date

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

Amount

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

Balance

This is the balance still due on an invoice.
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Zooming Customer Activity

The Zoom feature is a powerful tool for querying ttustomer information you have on file. From thestGmer
Activity screen you can view the details aboutmroice or a cash receipt by clicking the Detaitbatwhen the
cursor is on an invoice (IN) or cash receipt (ORg. A series of different windows is displayed eeging on
which type of transaction you select to zoom.

Clicking on Details when the cursor is on an inedioe opens a zoom screen to display header irfiiomfor that
invoice.

S 7oom arinvcz E]E]

File Edit Help
OBE] QW90

Invoice: Doc. Mo, -
Description: _ Date
Qriginal Amount; Original Dizcount; m
Ihwoice Balance: m Dizcount Balance: m

Due Date: g Dizcount Date: [
PSR 110000000 e m

P.0. Numnber: _
[ﬂ ok l [&1 Cancel ] [q Ackivity l

Furchase Order D ate: |65

OWE

The new screen contains the invoice numbers asbsgrhe time of printing, the document numbersiuseefer-
ence the transactions, the audit trail descriptafrtbe invoices, the original amounts, the curtedances, the A/R
accounts posted to, and any purchase order infamat

This Zoom has one more step. Clicking the Actitatitton displays all activity that has affected ltadance of this
particular invoice. The screen is the same asritialiActivity Zoom screen. Using the Zoom featuvkile the cur-

sor is on a cash receipt line in the Customer Agtixoom screen displays all invoices (one line ipgoice) that
the cash receipt has been applied to.

The Customer Activity Zoom screen:

Receivable Ledger 83



Fitrix Accounts Receivable User Guide

i Zoom ariactvz : EI@

File Edit Help
OB} it 90

Type | Doc Mo Doc Date Inw/Chk Mo Due Date AmnaLint Balance
250 02 2003 -400.00
IM BO0 02/28/2008 GO0 03/29/2008 400.00 0.on

[ﬂ Ok l [Q:{ Cancel ]

O%E

Additional Customer Information
5 4

Addl Info

Clicking on the icon launches the following screen program:

il Extension addinfo
File Edit Help

QOB QWLHhPER 9O

Acct/T ax Information

Acct, Group: IE| |ﬁ3«CI:EIUNTS RECEIVABLE INVOICE
AR dccount | 110000000 (&) - [oo0 (&)
Curency Code:  |USD [R]
Credit Manager: Send Credit Letters:
Drefault Freight; Mizcellaneous:
la ok ] [[:{I:ancel ]

OWE

Enter the ledger account group for this customer,

Account Group — enter an existing account group if you wantabeount group in AR Invoice entry to de-
fault to this.

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

Currency Code — if Multicurrency is turned on (see tMulticurrency User Guide for more information)
enter a valid currency code here if it differs frgour home currency code.

Credit Manager - this must be a valid Linux login ID. This IDust also be set up in the security table
for users so that the program can find the namecasted with the id and print it on the letter.
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Here is a screen shot of the security table that@essed from the Security Option on the Execptéoo®
on the main menu toolbar (see the chapter on Sgdniihe Getting Sarted with Fitrix Guide for more in-
formation on the security programs).

# Main Screen
File Edit “iew Mavigation Tools Actions Help

LI A BB R00ED @0
4 G909 0 9 W

" Find Prev Mewt Add Update Delete Browse

|Jzer and Group Permizsions

zer Login Last Hame First N ame b
ltoms | [THOMAS | SMITH ! L]
Compary: | __I Department; | |
tManager: | ! Phore: | ! L\\
Module Frogram Ewvent Degcrphon Al [
| | | | | |
! !
20f2

[0t view Detail |

CvR,

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

Tax Fields— if this customer should be charged sales taardéhé appropriate multilevel tax code or group
code in these fields. If left blank the tax codeAdh and OE invoices for this customer will defaolthe
default codes set up using the Update AR Defautignam.

Billing Information Screen
P

Billg Info

Clicking on the icon launches the following screen program.
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& Extension ... g@@|

File Edit Heln
OB O HAe»

Billing Infarmatian
Statement Date: |03/00/2010  RI3

Statement Amount: 1E46E3.53
Last Pap Date; |07/30/2008 [EI3

Balance: 1E4663.53

On Account: 14821

Depogits: Qoo

Credit Linnit:

Statement Cycle: |1
Open ltem/B al Fuwd: |0
Finance Charges: |
Fin. Chrg. Tax Code: | MOTa =]

[O 0K ] [ﬂ( Cancel l

YR
Enter this customer's credit lin

Statement Date:

This is a system-maintained field. It displays dag¢e that a statement was most recently generateddus-
tomer in the format “mm/dd/yyyy.” The field is upéd at the time a statement is generated. Duringpse
an entry may be made in this field.

Statement Amount:

Again, this is a system-maintained field. It digfgahe total amount outstanding for a customerf alseolast
time a statement was generated for the customfarniation cannot be entered in this field afterupeis
complete.

Last Pay Date:

This system-maintained field displays the mostmedate that a cash receipt was received from us.
It is updated by the system during the postingashcreceipt documents. The date is displayed ifiotimeat
“mm/dd/yyyy.” During setup, an entry may be madehis field.

Balance:

This system-maintained field displays the customertrrent balance as of the last posting of rebééva
documents and cash receipts.

On Account

During setup (prior to setting the Accounts ReckelgaSetup to complete on the Accounts Receivable De
faults screen) you can enter a value in this nurfezid. A positive value represents an amount thatcus-
tomer owes you. A negative amount represents atdtet you can apply to outstanding invoices (@-m
mos).
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A similar On Account field appears on the Custo@een Items screen. During setup, you may enteman o
account amount for a customer in either placeolf gnter a value on the Customer Information scrisem
enter a different value on the Customer Open Ilter@es, the on account amount becomes the valuerast
tered for that customer.

Deposits:

This display only field displays and monies recditierough cash receipts that were classified assitpto
be applied to invoices later. See the section iapgB#r Eight of this guide on how to enter and ajgpistom-
er deposits.

Credit Limit:

This numeric field stores the customer’s credititirthat is, it stores the maximum amount of cregit
wish to allow the customer.

Statement Cycle:

This optional field stores a number that is reférn@ as the “statement cycle number.” When you geae
customer statements, the program prompts for onmaye statement cycle numbers. This allows you to
generate statements for a particular class of met® Setting up these statement cycle numberslerid-

ing on which cycle to assign your customers is dangour discretion. If you print statements fdr als-
tomers at one time then no cycle code is needed.

Open Item/Bal Fwd:

This single-character alphanumeric field acceptsrary ofO (open item) oB (balance forward). This code
determines the type of statement to be generatatidacustomer. If set 10 then the statement will print all
open items. If set tB the statement will print the balance forward frira previous month and open items
for the current month only.

Finance Charges:

This single-character field records whether orfirince charges should be applied to this custowedid
entries areY" (yes, calculate a finance charge) b "(no, do not calculate a finance charge). If leéiri,
the field defaults to whatever you set this valuntthe Update AR Defaults program.

Fin. Chrg. Tax Code:

If you the customer is taxable and you want to ghasales tax on any finance charges generatedtiiset t
value to the appropriate tax code or group code.
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Billing Information Screen

Clicking on the

88

@

oi2 lnf'.:' icon launches this screen program:

#& Extension oeinfo Q@@

File Edit Help
Ol - VIX! A @0

Order Entry Information

Digcount; [®] |25% MARK UP
Salesperson: | Wi =] wILLLAM MILLER
Pay.Method: | AR =]
Ship Tems: | BillTo3rdPart [®] |Billto Third Party
UPS Account:
Residential: ‘M Ship Complete; |

Route Code: (SE1000

[0 Ok, ] [rj;( Cancel ]

YR
Enter the discount code for this custormer.,

Discount:

This six-character alphanumeric field stores aalist code if the customer is entitled to trade alists.

The Zoom function is available for this field tdeset a discount code. After the code is validatkd,system
displays a description in the unlabeled field ntexthe code. Refer to the section on Discount Dxédims in

Chapter Four of th®rder Entry User Guide for more information on how discount codes areduse

Salesperson:

This six-character alphanumeric field is used twrd the salesperson code identifying the primatgsper-
son for this customer. You can use the Zoom featurgelect a code for this field. After the codevadi-
dated, the system displays a salesperson desariptithe unlabeled field to the right. It is thislesperson
code that will be assigned to sales order unleasgdd at the sales order level.

Pay Method:

This six-character alphanumeric field can be usestdre the payment method code for this custofites.
payment method code must have been previously sketapgh the Setup Order Entry Menu in Fitrix Order
Entry. You can use Zoom (Ctrl-Z) to select a paynmeethod code for this field.

Ship Terms:

This 15-character alphanumeric field stores th@shg terms used in order entry. Zoom is availabid
this value must have been previously set up inroetiéry using the Update Shipping Terms prograne Se
the Order Entry User Guide for more informationSinpping Terms. If there is a shipping term foundhie
ship-to record, its value will be used. If the iy terms at both the customer and ship-to lerehalll, the
shipping terms found in Update Receivable Defailltlve used in order entry.
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UPS Account:
If the UPS interface is in use it is this UPS actawmber that is passed to the UPS World Shipvsoé.

Residential:

If the UPS interface is in use and this is a rasidécustomer, set this value to "Y". This infortioa will be
passed to the UPS World Ship software.

Ship Complete:

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

Route Code:

The Order Entry program first looks at the shigtale to retrieve the routing code and if not fothmete
look at the customer record to retrieve the routiode. The routing code selected is then insertiedthe
Order Entry summary screen.

The picking ticket print program first prints alicking tickets with no routing code and then
groups subsequent picking tickets by routing ca@el may also print picking tickets by routing cdaeen-
tering the code in the picking ticket selectioriamia screen.

Shipping Notes
P

Ship Hotes

Clicking on the icon launches this screen program:

& Shipping Notes

File Edit Na\rigatin_n Help -
OB E] QOED O
i

IPleaze call Bob Johnson at B00-345-5432 when shipments

| leave the warshousze.
|

[
[

£ ! 3 v
& ok | [igcancal | [ Edit | ... Time Stamp
OWR

The notes entered here are for special shippirtguct®ons that relate to this specific customer.

The notes entered here will display when enterirtgis. When these notes display the user has ti@nop
of changing the notes and will then be prompte@r&iThese Shipping Notes (Y/N). The default is Yd an
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these notes will then print on the picking tickatlgpacking list. Any changes made to the notesderoen-

try will not change the default notes stored with tustomer record.

Credit Notes
5 4

Credit Hotes

Clicking the icon will launch this menu:

#& Choose a... |Z]@E|

File Edit Help

OBEQ i @

i"/izw Credit Motes
Mew Credit Mate
Delete Credit Hote
Edit Credit Mate

l@ oK ] [ﬂ{ Cancel

)

OWE.

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

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

New Credit Note:

This option allows user to enter a new credit ndtee note, date entered, and the login ID of ther tizat

entered the note will be stored.

New Credit Note

File Edit Mavigation Help

QUHURPHEAQOQED 0

[@ox | [Ggcancel | [ Edit |

QYR

Delete Credit Notes:
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This option will display a list of user ids and e&bf all existing credit notes and user has opfoteleting
any item on the list by double clicking on the itamd then answering Y to the prompt "Would You Like
Delete?".

Edit Credit Notes

This option will display a list of user ids and éstof all existing credit notes and user has optioaditing
any item on the list by double clicking on the item

Credit Letter History
i 4

Clicking on the Eizell L icon displays this screen program which dethiéstype of letter sent to the customer and

the date it was sent. See the section in this Gsite that discusses Credit Letters for more infom.

& View detail letter Q@@

File Edit Mavigation Help

Letter Date Letter Code ~

0142772003 LDED
0703/2008 LDz20
0703/2008 LDz20
0703/2008 LDz20
0703/2008 LDz20
0472272008 LDa0
04/22/2008 LDa0
03A7/2008 LD30
02/28/2008 LD30
120442007 LD30
120442007 LD30

12/04/2007 LD30 b
[0 Ok ] ’Q:* Cancel ]
OWR

Credit Card
4

Clicking on the =t 0o Jaunches this screen program where you cer eredit or debit card

information for your customer. This program carods launched directly from the Customer Informa-
tion menu and is discussed in greater detail faten this Chapter.
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#& Update Customer Credit Card
File Edit Yiew Navigation Tools Actions Help

EEX

OE HEA ARE 00
4 G P9 0 9 =

Find Prew Mext Add lpdate Delete Browse

Customer Code: |1 o |ACTION SUPPLY |
Paymerit Methiod: | CCARD & |CREDIT CARD |
Card Mame; E\-"IS.& | Primary Card: El

Card No: (2225

| Security Code;

Trans Ref Mo |30000005162157.107

Aizcount Mo I

Foute Mo !

Social Security; I

Diriver License: I

| License State:

Exp. Month: |08

Exp. Year

Firgt Mame; ETDM

Last Marne;

Address: !8320 TEST Wiy

City: [ATLANTA

| State:

|UMITED STATES

Cauntry; s ]

Telephone: |E?B 123 4567

Fax: |

Email: {test@hatmail. com

20f2

OWR.
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Print Customer Information

This option provides you with a choice of seveeglarts listing customer information. You can peither a sum-
mary or detail customer report. In addition, youa sart your report either by customer code or stamer name.
After selecting Print Customer Information a subméendisplayed providing you with these choices.

The Print Customer Information submenu:

b Print Customer Information

= a Print Summary by Mame
E} b Print Summary by Code
E} ¢ Print Detail by Mame

d Print Cetail by Code

&) Exit

After choosing an option from the submenu and sielg@ print destination, a Selection Criteria serés displayed,
allowing you to narrow down the number of custonsaigcted for the report.

The Customer Selection Criteria screen:

& Select sel_cust

File:
Select Customers
Customer Code:

Customer Marme:

[‘ 0K ] [’;‘Eancel ]

QYR

Clicking OK selects all customers for the reportéfi filling the Selection Criteria form you can@ntanges,
wildcards, etc. For examples of these reportsy teféhe following reports in the Chapter titledaf8ple Reports.”
Only one sample of each report is shown theregdine sole difference is the order of appearantsdmer sorted
by Code or by Name).

Print Customer Labels

This option prints customer mailing labels. Aftetexting Print Customer Labels on the Customerrmédion
Menu, a submenu is displayed. You have the chdisening the labels by customer name, customee codzip
code.
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The Print Customer Labels submenu:

¢ Print Customer Labels

[Z) a By Customer Mame
=l b By Customer Code

= ¢ By Zip Code

&) Exit

After selecting from the submenu a Selection Jatecreen appears allowing you to limit the nunidferustomers
selected by the label program.

The Customer Labels Selection Criteria screen:

& Select sel_cust
File

: @

Select Customers
Customer Code:

Customer Mame:

[O ok ] [’;‘ Cancel ]

QYR

Clicking OK selects all customers. When filling tBelection Criteria screen you can enter rangddcards, etc.
For an explanation of Selection Criteria refer &efecting Documents With Search Criteria” in Getting Started
with Fitrix manual.

Default labels are one wide (not side-by-side) laange the following dimensions: 3 1/2” wide by 15/1dhg.

Update Customer Terms

This program is used to maintain the Customer Tenfosmation. Each document in the Terms prograpnasents
a single type of customer terms. Customer termsrohe when payment for an invoice is due and Wihany)
discount the customer may take if the customer pgys certain date.
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The Accounts Receivable Terms screen program:

#& Update Customer Terms El@@

File Edit Wiew Navigation Tools Actions Help

LI IXE QA BRH ®0
4 @ Q9 0 9 =

 Find Prev Mext Add lUpdate Delete Browse

AR Terms Code: INETBD '
Description: [NET B0 DAYS

Due Days: , ED
Dizcount Days; ' -EI
Dizcount Percent; _ DDDD'

1 of1

ONVE.

The Accounts Receivable Terms screen containsolfewing fields:

A/R Terms Code

This six character alphanumeric field stores thiquencode that identifies a type of terms. Thia required
field.

Description

A thirty-character alphanumeric field is providext & description of the terms. This descriptionesgrp on in-
voices and reports. This is a required field.

Due Days

Due Days is a numeric field that records the nuralbelays that are added to an invoice date toraéte when
an invoice is due (when payment in full is requjred

Discount Days

This numeric field stores the number of days thatalded to an invoice date to determine the “distdate,”
i.e., the date after which the discount is notd:ali

Discount Percent

This numeric (decimal) field stores the percent thanultiplied times the gross amount of an inegiesulting
in the discount offered a customer. Two percentld/be entered as 2.0, not 0.02.
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Print Customer Terms

This option prints a report listing all terms infiaation entered under the Update Customer Termeropti the
Customer Information Menu. The report is organiagderms code.

For an example of this report refer to ChapteeditiSample Reports.”
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Print Customer Statements

This option generates customer statements. Statsrsemmarize (usually on a periodic basis) activitg custom-
er's account. This statement lists all invoiced treve a balance due. If you enter "Y" at the Fdietail prompt, the
report will list the original invoice amount ancetliny payments applied to it instead of just tHarize due.

The format for the customer statement will usubBycustomized by your consultant or programmer. ddfault

format is designed for Harland form number 4GEN&#m§les of these (and other) forms are availabla iar-
land, (1-800-346-5316). For information on othanis used by Fitrix modules, refer to Appendix Apffs.”
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Print Customer Aging

Customer Aging reports can be printed in eithermsany or detail format as well as sorted by custonaane ,
code, salesperson or department. All reports shevidtal amount outstanding for a customer, theuantnthat is
current, and amount past due. In addition to kggthrese total amounts, the detail reports provideeakdown by
outstanding invoice and memao.

The aging periods typically are 1-30, 31-60, angetd60 days.” These periods can be altered on tdoeunts Re-
ceivable Defaults program. Refer to "Update Reddes®efaults” in the "Setup Receivables” chapfahis user
guide.

After selecting Print Customer Aging option on testomer Information Menu the following submendis
played:

h Frint Customer Aging

a Print Aging Summary By Code

b PrintAging Summary By Mame

¢ Print Aging Summary By Salespersan
d PrintAging Surmmary By Department
e PrintAging Detail By Code

f Print Aging Detail By Mame

o PrintAging Detail By Salespersaon

h Print Aging Detail By Department

& [B @ @ R e R §E

Exit

When you select a report this prompt displays:

& Date for aging

Use Due Date ¥

Saves ] e | [@ouw |

The wording of this prompt depends on your entrthimn Age On field on the Accounts Receivable Déasitreen
program. This screen can be viewed or modifiedgutie Update Receivable Defaults program. Youryentthe
Age On field determines the date on the customaride to use as a default for aging purposes. Ufgatered aD
in the Age On field the prompt above appears.

If you entered ah the following prompt displays:

& Date for aging

Lze lnvoice Drate 7

@ Yes | ’_l:f Ho ] ’@ Guit ]
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Both of the previous prompts provide the capabditpverriding the default method of aging. If yolhoose to use
the due date for aging, an outstanding invoicgedaby the due date of the customer invoice. If glooose to use
the invoice date for aging, an outstanding invascaged by the invoice date of the invoice.

After responding to the aging method prompt, a Siele Criteria screen appears allowing you to desig the “ag-
ing date.” All outstanding invoices aaged in relation to this date. This date defaults te ¢rrent system date but
can be changed to any past date.

The Customer Aging Date Selection Criteria screen:

& Select ar_aged
File

O

Enter Aging D ate: | [1E

[@ Ok, l [&1 Caricel l

OWR
Enter the date to use for calculating aging.

Once the Aging Date has been stored, this nexésdalesplays. This Selection Criteria screen allthvesuser to
narrow the scope of the report to specific custentigough specifying names or codes.

The Customer Aging Selection Criteria screen:

i Select sel_cust
File

@

Select Customers

Custorner Code: |

Cuztomer Marnne: |

I@ (]S l [[:f Cancel ]

OWE

Clicking on OK without filling in either field rests in the selection of all customers with nonezbalances.
If you choose to print the Aging report by salesperor department there is yet another promptdisatays

By Salesperson (the sales person assigned toRh@pAn item during AR invoice or Sales Order Entry)
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& Select sel_sls

File

: @

Salesperson Code: |

Salesperzon Mame: |

[ﬂ Ok, ] [[H Cancel

|

OYE

By department (the department assigned to the AR @pm during AR invoice or Sales Order Entry)::

& Select sel_sls
File

O

Diepartment Code: |

Department Description: |

[a ok ] ’Q:* Cancel

]

- BIX]

OWE

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

Print Customer Ledger

This option prints the Customer Ledger report fdested customers. This report is organized byooost and lists
all posted activity for each selected customer—heacoice, memo, and payment is listed sequentifityn oldest

to most recent.

Executing this option first displays a Selectiofit€ia screen which allows you to specify whichtonsers you

want to display on the ledger.

For an example of this report, refer to “The Custotredger Report” in the chapter titled “Sample&s.”
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Print Customer Open Items

This option prints a listing of customer open iteffise report lists customers having a non-zerorizala

When you select this option, you will see a SetecCriteria screen which you can use to limitridygort to specif-
ic customers or groups of customers.

The Customer Open Items Selection Criteria form:

& Select sel_cust Q@@
File:
: @
Select Customers
Customer Code:
Customer Mame:
[O ok ] [’;‘ Cancel ]
VR

As you enter data into this screen, you have thti@wopo specify a range of values for each fieldyse wildcards. If
you click OK without entering any data, you will get a repdral customers with a non-zero balance in the-data
base.

For an example of this report, refer to “ Custoi@pen Iltems Report" in the chapter titled “Sampép&ts”.

Print Customer Activity Detalil

This option prints a listing of all invoices and mes and the payment applied to them along witaing total of
year to date sales for a date range specifiedéysbr.

For an example of this report, refer to the "Custodctivity Detail" the chapter titled "Sample Rets"
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Credit Letters

These programs allow the user to enter and prattitcollection letters to be sent to their custesne

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

File “iew Execute Settings Help

ol g B & £ @

o 4 Eurchéﬁ, 3 Accollt G5 2 Custor [ éUpdats g:uﬂr‘t:;r{;sg:{:ttl:a:sm
B 5 Producey 4 Payrallesy 3 Setup 5 PrntCIEl o Update Letter
- Fru.l_:lu[ﬁ . Fixed';iél; Bt 3 ¢ PrntC & b Update Special Characters
ﬁ. 7 oener.:ﬁ 6 Multi-Currency = Undatt @ ¢ Print Letier
S Bt = 7 Ml Level Tax & o P EIER
ﬂ Exit Bt Undate Customer Ship-Ta's
_ q Ptint Customer Statemants
@ h Frint Customer Aging
i Print Customer Ledger
i Print Custormer Open ftems
k Print Custorner Activity Detail
= | CreditLetters
= m Custormer Deposits Repart
2 n Credit Card Infarmation
&) Exit
:j
Status Idle 'J
I

Update Letter:

This is where the user defines the letter codetl@dext of the letter. This feature is deliverathvetandard
text for each letter but you can change the wordisigneeded to fit your business needs. You cnude
the F1 and F2 function keys to delete and inseeslito fit the address information to your mailanyelope
if a window envelope is being used.
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& Update Letter

File Edit “iew Mavigation Tools Actions Help

LN IXE QA BAEBEME00LS 90
4 0 QP 9 0 9 K.

© Find Prev MNewt Add lpdate Delete Browse

Letter Code: TD3D :| Desciption; '-305-9 -d-a:l,ls pas't- due
Due Days: li?ﬂ_ Credit Hold: E
Minimum Due:% —EEI_DQ|

| Bady of Letter Jl

;Accltt: 1 Date: §7letter_date
872

[$73

874

| §75, 876 $77

|$78

| Dear $79
;\A-"e shovw the: following invoices are now thirty daps past due:

: Ivoice Mo; Imvoice Date: DueDate;  Amount Due:

1of1

OYVE

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

Credit Hold: This should be set to "N" for all letters excdp tetter that is sent when the customer is

placed on credit hold. The letter assigned code (ORi$ the base template delivered with Fitrix for
notifying a customer they have been placed on thexdil.

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

Update Special Characters

This is where the user creates the definition lier §pecial characters used within the letters ddfin Up-
date Letter.
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# Update Special Characters
File Edit Wiew Mavigation Tools Actions Help

OB G UEEER AR EO00ED 00
A 600 0 &

© Find Prev MNewt Update Erowse

Letter Code: E_EHHLD _: E_I_:ustnmer_placed on credit hold |

[ Spc Data Source

1 (select cust_code from stroustr where cust code = $Peust_code

372 |select busname from stroustr whens cust code = $7eust_code

73 |select address] from stroustn whers cust_cods = $7cust_code

374 (select address2 fom stroustn where cust_code = $7cust_code

175 (select city from stroustr where cust_code = $7cust code

176 |select state from stroustr where cust_code = $7cust_cods

347 |select zip fram stroust where cust_code = $7cust_code

378 |select country fram stroustn where cust_code = $7cust_code

78 |select contact from stroustr where cust_code = §Pcust_code

$710 zelect data from stecnbrd where record_key = telephone’

$711 zelect fname from steeecur, stroustr where user_id = credit_manager and cust_code = $7cust_code
$712 zelect Iname from stxeecur, stroustr where user_id = credit_manager and cust_code = $7cust_code

1of1

Each special character represents an SQL querydtraves information from the database that pilht
on the letter. These special characters are insérte the text of your letter in the appropriatages. For
example, in the screen shot above the special cieasadefined will print the following informatioon the
letter that is printed when the customer is plamedredit hold:

$?1 - Customer Code

$?2 - Business name

$?73-$78 - Address information

$?9 - Contact name found in customer record

$107? - Your company's telephone number as foutigeitdpdate Company Information program
$11? - First name of credit manager

$12? - Last name of credit manager

It will also print a list of all invoices that hawebalance.

Print Letters:
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When the user runs this program they will be pradgdor the following information:

File
Letter Code: =]
Customer Code: (Y]
Letter Date: |03/11/2010  [EX3

Frint &)l Past Due lbvoice? M

Mote: If [v] iz selected all invoices even thoze with due date
areater than next pazt due letter due days will print.

IO 0K l [t;* Cancel l

OWR
Enter letter code.

Zoom is available from both the letter code andamer code fields. The date is the date that wititpon
the letter. For example if your are printing the3Mletter (selects all invoices that are betwee3@ays
past the due date) and you enter a date of Marsh,3the program will select all invoices that nhathis
criteria as of March 31st.

If you enter a "Y" in Print All Past Due Invoices] invoices > 30 days past due will print, eveode with
a due date > than the next past due letter ( RasttD Days).

This program will only print letters for customefsat have credit letter of "Y" in their customecoed. If
this is set to "N", no letters will print for theistomer.

The letters delivered with Fitrix include:

» Credit hold letter (letter code CRHLD) - selects all customers where credit hold flagustomer
record = Y and credit hold date = letter date extterlt is recommended that this be set up to uto-a
matically via CRON every night.

» Past Due 30 (letter code LD30)j customer has invoices that are 30-59 days peest d
e Past Due 60 (letter code LD60) customer has invoices that are 60-89 days past d
» Past Due 90 (letter code LD90) customer has invoices that are 90-120 days past d

» Collection Letter (letter code COLL) - customer has invoices that are > 120 days pastadd the
customer will be turned over to a collection agency

Customer Deposit Report

This report lists all deposits received from custosrthat have yet to be applied to an AR invoieatering deposits
is discussed in the AR Cash Receipts section irpteh&ight of this user guide.
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#& Customer Deposits Report

File Mavigate Help
‘O 0002 <
aw -
Ead
Date: O02/1Z7Z010 Customer Deposits Beport
Time: 059:32:1F5 ABC DISTRIBUTION Page: 1
Customer Code Customer Name i
Order Mo Order Amouant Deposit Check No
1% - SUPER SERVE AUTO INC
1z41 Z,000.00 1,000.00 1000
12581 Z,000.00 1,000.00 2000
Customer Total: 4, 000,00 Z.,.000.00
Beport Total: 4, 00000 Z,000_ 00
< | 3w

Credit Card Information

When select this menu option this submenu displays:

n Credit Card Information

@ a Update Customer Credit Card
= b Print Credit Card Information

"= ¢ Expired Credit Card Report

&) Exit

Update Customer Credit Card

Use this program to set up credit card informaf@myour customers. This program can also be aedefsem the
Update Customer Information program.
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#& Update Customer Credit Card

‘2 @ ©

© Find Prev  Mext

A EBE @0
@ 0 9 =

Add  Update Delete Browse

B=1Ed

Customer Code; I 10

% | [FISHERS SUPPLY

Fayment Methiod: iCEAF!D = |EF|EDIT CARD |
Card Mame; EVISA | Primary Card; E|
Card Ma [2255 | Security Code: | |
Trans Ref No; 40000005260533.108 |
Account N ! |
Foute Ma: ! |
Social Security: I |
Diriver License: I | Licenze State: l:l
Exp. Month: E Exp. Year
First Marme: | TOM | [ LastMame: [SMITH
Address: 8320 TEST 'y |
| |
City: [ATLANTA | State:  [GA|  Zipp |B5284
County: [US %, |UMITED STATES |
Telephone: (578 123 4567 I
Faw: | |
Email: |testEhotmail. com |

20f4

OYE

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

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

City

State

Zip

Phone

Email
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The following information is required for debit darand therefore must be filled in:

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

Exp Year

First Name
Last Name
Addressl

City

State

Zip

Phone

Email

If the customer has multiple cards at least onet ineisnarked as primary. It is this primary card bemthat is used
if you run invoice authorization in batch since yame not prompted to select the credit card tohaeged.

When you store the credit card information you welteive this prompt:

Walidate credit card with Skip Jack?

Selecting ez will temporarily authorize $1.00 on pour account

OWER

Click on Yes to validate the card with Skip JackisTwill temporarily put a $1.00 charge on yourtouser's card
that will then be reversed by Skip Jack. This \atiioh is needed to make sure the credit card @id gard. This
also returns a Transaction Reference Number thatJaick will use to authorize and settle transastigo that the
entire credit card number does not need to bediarthe Fitrix database. Note that when you vadidbe card, the
Trans Ref No is filled in and now only the last faigits of the card number you entered display.

Print Credit Card Information

This report will list in either summary or detadlrinat the credit cards you have on file for youstomers. Here is a
sample of the detail report:
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& Print Credit Card Information =13
File Mavigate Help

Q002 <

| *

Date: 0371272010 Credit Card Information

Time: 05:51l: 52 ALEC DISTRIBUTION Page: 1 B
Custoner Code First /Last Name Card Name Nunber

10 TOM VISh ZEZE
FISHERS SUPPLY EMITH

Exp. Month: 08
Exp. Year: EZ010
Address: 8320 TEST WAY
City: ATLANTA State: GA Zip: 2LEod
Country: TS
Telephons: &78 122 4567

Em=zil: testhotmail. com

|A
| »
1€

Expired Credit Card Report

This report will list all credit cards that are aibdo expire so that the user can contact the m&t@and get updated
information.

When printing this report you will receive two prpts:

5 Select sel_cust

Fis
QO

Select Customers

Cusztomner Code:

Cusztomer Mame:

[_@ 0K _] [’11 Caricel ]

YR
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& Select
File

Selection Criteria
Select Card With Expiration Date Befars: [f

L 0K, J [Q:anncel ]

YR

#& Expired Credit Card Report

File Mavigate Help
o
Dace: 0O2/71E/EZ010 Expired Credit Card Report
Time: 10:04:33 ABC DISTRIBUTION Page: 1 D
Customer Code Card MName Card Number Exp. Month Exp. Tear
10 WISA ZZER og z01lno
FISHERS SUPPLY
Apipn VISA Zlod 1z Z0ln
JOHMN AML CAROL
< ¥
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Chapter 8

Recelvable Ledger

Using this menu, receivable documents are entémedices are printed and posted. Cash re-
ceipts are processed and journals are printednEéneharges and recurring documents are
processed.
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Receivable Ledger Menu

The Receivable Ledger Menu:

& Dev 5.30 Data

File View Execute Settings Help

del=EgME

S R

Futths B 3 Accour iy 2 Custor [
Produt i

6 Produt g

B Multi-Curre ney

&
=}
7]
& 5
i)
B
de

7 Multi-Level Tax

il @] 1 Financial Management
S =Tt > Accounts Receivable
e =L S P ILLT | Receivable Ledger

Lexmark2/Dell Laser

a Update Receivable Documents
b Print Receivahle Listing

¢ Print Invoices

d Post Receivable Documents

e Process Cash Receipts/Bank Deposits
f Print Receivables Journal

g Print Cash Receipts Journal

h Print GIL Activity

i Create Finance Charge Invoices
j Create Recurring Documents

k Credit Card Processing

Z Batch Maintenance

& Copyright 2007
Fourth Generation
Software Solutions, [nc.

Status Idle.
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Update Receivable Documents

This option is used to enter, modify, and deletereble invoices. The Receivable Documents tables all un-
posted and posted documents. When you executéyttiate Receivable Documents program, the Receiixdde

uments screen displays.

# Update Receivable Documents

File Edit Wiew Mavigation Tools Actions Options Help
AN =MVER R AEMBO00ED 00
e e e © -
ofddl Info dcctginfo Batch Options: Customer Credit/Debit Card
A 0P 9 0 9 =\
© Find Prev Mest Add Update Delete Browse
Doc DateD_3£1_2a’2D1D |£:i1| Irw Date: _3£12£2_D1D_£:i1| Dept Mo D_D_D_ : GrossAmtEntry:EN-:
Cust.:[12 - | [CLASSIC PARTS UNLIMITED LLCING ShipTe:[SHIPTD &
Topecl]  fmecice | 233 | Reuwr[]  RetNo:| l Tai [NOTAY
Desc'—MDN:I'HL‘I-’SEFH\:fIEEFE-E ' Acct, Group: |-— Pay Method: -.-’-‘«Fi—
Terms: | E “| |35 NET 45 DAYS PO [ | Posted:|N]
[ Ttern Ma ity Lt [rezcription Tax Cd Frice Amount |
| MARCH 1.0EA MONTHLY 5WC FEE HOTAX 500, 0000 500,00
Cunrency: IU§D Sub-Total; EEIEI_DD_
hizc.: DDﬁl Freight: | DD_D
Net | 500.00] Taw: [ 0.00] Total | 500.00 - |
Account Dept.- Description - Arnount - DB/CR
(New Document)
R

Receivable Documents Screen—Header Section

The Receivable Documents screen (see illustratitimeabeginning of this section) contains the failog fields:

Doc Date:

The date entered here will be the date the traiosapbsts to the General Ledger.

Inv Date

This date field stores the invoice date. If lefif, it defaults to the system date. After leaving field, terms
are calculated based on the date entered or theltisfstem date. The customer’s payment terms ¢odesed
to calculate a discount amount and discount dateish are initially displayed on the screen as zsrmunts.
Entering an invoice date causes the date in the. Diate and Due Date fields to be recalculated.

Dept. No.

This three-character alphanumeric field storespadeent code that identifies a profit center\asitin of the
company, etc. Throughout the Fitrix modules, youehidne option of posting sales and expenses tafispee-
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partments. The use of department codes is optidhealfield defaults to 000. The Zoom feature isilatde in
this field to select a department code.
Gross Amt Entry

This field determines the nature of the amountredteThe default for it comes from the field “En@oods
Amounts as Gross” on the Accounts Receivable Defagreen (Setup Receivables Menu, option a- UiRlete
ceivable Defaults).

Gross Amounts are amounts with tax included. Tere@ross Amounts, enter Y in this field. To entet N
Amounts, use N.

If you enter Gross Amounts, the tax is automatychiicked out and the Net Amount displays in thedaating
window” at the bottom of the screen. Only the Netdunts are posted to the ledger account specifiegl tax
is posted to the to the ledger account designatédeaA/R Account using the menu option Update Néwiél
Tax Codes.

Once a "Y" or "N" has been entered in this fieldyan’t change it. To do that, you must deleteraedter the
document.

Posted

This system-maintained field displays a value tfesi"P' (posted) or N' (not posted) depending on whether
or not the document displayed is a posted or utepadocument. The system updates this field atirtine of
posting.

Customer

This twenty-character alphanumeric field storesciimtomer code for the customer being billed. Tbide must
have been previously set up in the Customer Infdomgrogram. The Customer table is maintained fthen
Customer Information Menu or the Setup Receivablesu (Update Customer Information option found on
both). This is a required field. You can use themdunction to select the customer code you wanst

Customer Name

This is an unlabeled display only field that digsldo the right of the customer code, once a valstomer code
has been entered in the Customer field. The custoamae is automatically retrieved from the Custotabte.

Ship-To

This alphanumeric field stores the shipping desitimacode for this invoice. If left blank, this fikalways de-
faults to SHIPTO. If you enter a ship-to code iis ffield, that code must have previously been pebua cus-
tomer in the Ship-To program. You can use Zoonetect a Ship-to code. The Ship-To code is mainthfrem
the Setup Receivables Menu (Update Customer Infiimmar Update Customer Ship-Tao’s).

Doc. Type
This is a one-character field which accepts a vafue
I invoice
C  credit memo
D  debit memo
F

finance charge invoice
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This entry determines how the system treats themeat. Each of these document types has a uniquecinon
the Customer’s account and on your ledger accolfi&st blank, the field defaults to | (invoice).

Invoice, Credit, or Debit Number

After entering a document type or accepting thaudléfvalue, the wordinvoi ce, Credit, orDebit is dis-
played to the right of the Doc. Type field. Thisld is the number for the invoice, credit memogdebit memo.
In this numeric field, you can enter a value owvéethe field blank. If you leave this field blardknumber identi-
fying the document is assigned when you store tloeighent.

Recur

This one-character alphanumeric field can be usetiore a character representing a category ofniagudoc-
uments. Recurring documents represent transadtiabsire repeated, usually periodically. Settingatggories
(using a different code to identify each categafyjecurring documents provides you with greatartia when
you run Create Recurring Documents. You could pet unique category for those documents that recur
monthly (ie- M), another code for those that requarterly (ie- Q), and so forth.

Ref. No.

This numeric field allows you to associate a debitredit memo with an open item number. For examipl
you are creating a credit memao, it probably apptesn existing invoice. If that invoice is stifben, (i.e. it has
not been paid in full), you can enter its documannber in this field. If the memo is associatechvaih open
item, the system does not create a new open iteam whsting occurs. Instead, the existing open iteap-
dated. Rather than listing a separate open iteor, gports will list the modified open item. If tkarrent doc-
ument is an invoice rather than a debit or cree@itno, this field is skipped. The Zoom feature isvited.

Tax

This six-character field stores a valid tax codgoifi are using multilevel tax. The entry determingether tax
is to be calculated on the document. This fielchdi$ to the tax setting established in the Ship€oord or if
null, the customer record.

The tax default is displayed as soon as you entatid code in the Ship-To field. If there is ndfaldt specified
for the Ship-To code, the Customer code is searfdreal default value. If there is no default spiecifin the
Customer record, then the default is taken fromAtbeounts Receivable Defaults table. Refer to “Upde-
ceivable Defaults” under “The Setup Receivables iffeim this user guide.

Desc

This thirty-character alphanumeric field storegiaftdescription of the document. This descriptwimts on the
GL Activity report.

Acct. Group

This six-character field stores a default accowatig. Account groups expedite data entry by disptag list of
accounts that you can use when entering transactitou can enter an account group, and thereforept
have to remember specific ledger account numbersodnt groups entered must have been previoustyesht
in the Account Group program. When you enter amactgroup, the ledger accounts that are parteoftbup
will overwrite any existing detail lines. After ydeave the detail section of the screen, rows imtomplete in-
formation are eliminated and the Acct. Group fislégain set to null. You can use the Zoom functmselect
an account group for this field.
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Terms

This six-character alphanumeric field records etecode. All codes entered must have been preyicasiup
with the Customer Terms program. You can use thenzfeature to select a terms code for this field.
Terms Description

To the right of Terms is an unlabeled display digid that displays the description of the termd&entered in

P.O.
This is a nine-character alphanumeric field whitress an optional purchase order number. This numiag
be useful in tracking the invoice and communicatintp the customer about an invoice.

Receivable Documents Screen—Detail Section

Item No.

This is an eight-character alphanumeric field #tates a free form item number.

Quantity

This numeric (decimal) column stores the quantitieced (invoice), debited (debit memo), or credieedit
memo).

Unit

This six-character alphanumeric column recordsutiieof measure used for the item such as DZ. (apZeA.
(each), CS. (case), and so on.

Description

This twenty-character alphanumeric column stordseszription of the item.

Cd

This field is the multilevel tax code to use foe tturrent line item. The tax code used determinesax rate for
the line item.

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

Price

This numeric (decimal) column stores the unit po€¢he item entered in the Item No. column.

Amount

This is a system-maintained field. The entry in @itg is multiplied times Price to calculate Amount
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Receivable Documents Screen—Totals Section

Currency

This 3-character alphanumeric field is the defautrency code for the current customer recordnly applies
if the Fitrix Multicurrency module is installed aydu have specified a value for currency code wd@ng mul-
ticurrency setup.

Sub-Total

This system-maintained field totals all chargeshendocument, except tax.

Misc.

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

Freight

This is a numeric field, used to record freightrgjes that are added to the total amount chargad:tstomer.

Net

This field holds the value that is basically Grégsount minus Tax. When Gross Amounts (i.e. taxudeld)
are entered, the net amount is calculated by bgakilh the tax amount. This net amount is postdtiédedger
account specified through the program Update Malél Tax Codes.

Tax

This is a system-maintained field, representingattmeunt of tax charged the customer for the eitire
voice/memo. Whether or not tax is charged on miggebus and freight charges depends on the séttihg
Accounts Receivable Defaults program. Refer to "&pdReceivable Defaults" on page 6-3 under “ SBeyp
ceivables Menu” in this manual.

Total

This system-maintained field totals all chargeshtaninvoice/memo including tax.

Receivable Documents Screen—Accounting Info Screen

When the cursor is on a line item on the documeatccount number and department will display ebtbttom of
the screen. The account number defaults to eitleesdles account number defined in the Update Reues De-
fault program or from the Account Group enterethim header section of the screen. The departméantltieto the
department entered in the Dept No. field in thedeeaection of the screen.

S

Aty Info

If you need to change the account number, depattnmerboth click on thc . icon on the toolbar and this

screen will display:
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& Select Item ... |:|@|rz|
File Edit Help

‘OEG W O

Account Mumber
Department
Account Mumber and Departrment

[G Ok ] [!:{ Cancel J

YR
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Receivable Documents Screen—Additional Informatiorscreen

S

&dd Info

Click on the icon on the toolbar to access this screen.

This screen lets you to enter additional informatidout the header and totals sections of the foatues in the
fields on this screen (except for the P.O. Datdl)lvei recalculated if the Customer, Date, or Tefiglsls on the
main Receivable Documents screen are modified.

#& Extension addinfo

File Edit Help
OB VUt EA @O
Disc. % - [2.000) Digc. Date: |03/27/20010 B3| Due Date: |04/26/2010 EI3

P.0O. Date: | 03/05/2010 BB Invoice MNotes:

IG Ok, l [t;{ Caricel l

OYE

Enter the discount percent available. (Example: enter 2.0 for 2%).

Disc. %

This numeric field is the percent of the invoicenmemo that a customer may subtract from the tbfsid on or
before the discount date. This field defaults ®dppropriate percentage based on the Terms cale @us-
tomer Information record for the customer. The Goer Information record is maintained from the Cuostr
Information Menu and the Setup Receivables Menuétg Customer Information option found on bothjh#
Customer Information record does not contain awefarms code for the customer, the terms code e
Receivable Defaults record is used. The AccounteRable Defaults record is maintained from thaup&e-
ceivables Menu (Update Receivable Defaults). Tree@int Percentage is used to calculate the amdudig-o
count that a customer may subtract from the tbfid on or before the discount date. Remembpereentage
such as 5 percent would be entere8.a3, not 0.05.

Disc. Date

This date field is the last date that a customey p@y an invoice or memo and still receive a distdar early
payment. This field defaults to the appropriateedssed on the Terms code in the Customer Infoomagicord
for the customer. The Customer Information recsrohaintained from the Customer Information Menu ted
Setup Receivables Menu (Update Customer Informatgion found on both). If the Customer Information
record does not contain a default terms code fctistomer, the Terms code from the Receivableulisfa
record is used. The Accounts Receivable Defauttsrceis maintained from the Setup Receivables Mém
date Receivable Defaults).

Due Date

This date field stores the date that the docunsedue. This field defaults to the appropriate datsed on the

Terms Code in the Customer Information record ier¢ustomer. Changing the date in the Date fieldesathe
date in the Due Date field to be recalculated. Thstomer Information record is maintained from @estomer
Information Menu and the Setup Receivables Menwétgp Customer Information option found on boththé
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Customer Information record does not contain audefarms code for the customer, the Terms Codm titoe
Receivable Defaults program is used. The AccourteRable Defaults record is maintained from thie
Receivables Menu (Update Receivable Defaults).Dinre Date is printed on invoices. It may also bedusede-
termine the age of the invoice for the aging report

P.O. Date

This date field may be used to record the dateafstomer’s purchase order.

Invoice Notes

This thirty-character alphanumeric field storesoptional note that is displayed on the invoice.

Credit Card Authorization- Real Time

If an invoice is entered for a customer that pagscyvedit card or debit card, user will be promptexiithorize Cre-
dit Card Now Y/N?” when the invoice is stored.

& Answer EI

Autharize Credit/Debit Card Mow?

@ Yes :I [t;{ MNa ]

If an N is entered the invoice will be stored witharedit card authorization. Each time an invdita is paid via
credit card is updated and stored and no authaizabde is found, the user will receive this promp

A list of valid credit cards for the customer wdisplay when the user stores the invoice. Fromlistisselect the
credit card the customer is using based on thedfpeedit card and the last four digits of thedcire customer is
using.

¢ 7oom ccardz EHEI@
File Edit Heln
OBe U9

Card Mame = Card/fcct Number Exp ear Exp Manth

AR

L= 70
S8 Pata]

l@' oK ] l{:‘ Cancel ] lﬂ Mew Search

O%E
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Select the credit card and click on OK. The nertae displays additional information to confirm yane using the
correct credit card. To authorize the invoice,lcbhn OK.

¢ Add on header ccard

File Edit Heln

OB OWRhHER 90
Customer Code: |1
Card Mame: im =
Card Mo: [2225 |
Tratz Ref No: [30000005162157. 107 |
Account No: | |

Route Mo

IACTION SUPPLY

|
Social Security; | |
|

Drriver License: | License State: | |

Primary Card: iri|

Exp. Mnnth:i@ Exp. Year: I@
FirstName:i-'I'-DM | |:| Last Mame:  [SMITH |
Address: (320 TEST Wy |
Address; | |
T sws (4]  Z [
Cauntry; |15 |

Telephone: 781234567 |
Email: [testi@hatmail. com
Fa: | |

[@ Ok, J [r:{ Cancel ]

NE
Enter credit card name. ;

If the credit card is approved the invoice will stered with the following information (to view thisformation

@

Credit/Debit Card

click on the icon on the toolbar):

Credit Card No. — last four digits of the creditd number
Auth Code — authorization code returned by Skipjack
Auth Date — authorization date returned by Skipjack

Auth Amt- amount authorized
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¢ Extension ccarde |:|@|®
File Edit Heln

OB QUhEE

Credit/Debit Card Information
Pyrnert Method: |[CCARD |

Card Mame:  ([JER |
Credit/Debit Mumber: | 2225

Autharization Amount; | 150.00]

Authorization Code: | TAS737 |

Authorization Date: |_D-9£2SED-D-8 [E]

Auth. Decline Code: |

Auth, Decline Mezsage:

Settle Decline Code:

Settle Decline Meszzage:
Trans Fef Mo | 20000003205177.106

Settled: D

Batch ID: | |

[@ Ok, J [r:{ Cancel ]

OWE
Enter Card Name. :

If the invoice number was left blank, one is auttioadly assigned since the invoice number is rezplily Skip
Jack to authorize the invoice.

If email is turned on with Skipjack, an email is&om SkipJack to the email address stored wigharedit card
used.

If the credit card is declined the following scrabsplays and user has the following options:

Select ccst
File
)
Decline Code:

Mezsage: |Declined

Rietr:

Enter Mew Credit Card:
Huold:

Enter Mew Pmt Method:

Cancel mvoice:

I {

[ 0K, l [Q:{Eancel ]

OWER

Check with () to retry credit card
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Retry —check this box if you would like to try to authmeiagain using the same information.

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

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

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

Enter Authorization Code Manually — check this box if you want to enter the authmiion code
manually and you will be returned to the Invoiceeen. This will require a telephone call to Skip-
Jack to get the authorization code.

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

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

If the card is declined and email is turned orhv@kipjack, an email is sent from SkipJack to thei¢address
stored with the credit card used.

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

If you increase the invoice amount after it hasnbethorized, you will be prompted “Authorize Aiilohal
Amount Y/N” If you decrease the invoice amount yibbe prompted “Reduce Authorized Amount Y/N”.

You also have the option of changing the custonpaiament method to Credit card for a specific ioeddy enter-
ing the payment method on the invoice screen dfdlis credit card information in the system far tustomer a list
of these credit cards will display. If there is y@$creen will display so that you may add the crealitl informa-
tion.
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Print Receivable Listing

This option generates the Receivable Listing Refdnis report is organized sequentially by docurmemhber and
lists un-posted transactions entered under the tdiRleceivable Ledger option. General informaticoutteach
invoice/memo and each line making up the transactie printed. This report must be run prior tong the doc-
uments and posting them. It should be reviewecktdywdata entry accuracy.
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Print Invoices

Selecting the Print Invoices option displays théofeing prompt:

5 Select sel_inv
File

Irrvoice Mo.: |:|

Enter zelection criteria to designate some or all invoicesz and credit/debit memo numbers
that were previously entered under update receivable documents

[ﬂ Ok l [Q:{ Cancel ]

OWR
Enter imvoice number o select,

This next prompt displays:

& Confirm

Frint alignment template ?

Ig Yes | ’_D:1 Ho ] ’@ Guit ]

If you are using pre-printed forms, you may wanptmt a template to ensure the printed text limegproperly on

the form.
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Post Receivable Documents

This option selects all un-posted invoices, credimos, and debit memos and posts these documehts Aa-
counts Receivable and General Ledger Activity tabléne Receivable Document Posting report is gésetay this
process. It is identical in format to the Receiealbisting report generated by the Print Receivalidéng option,
except that the posting report lists a documentbermassigned by the program.
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Processing Cash Receipts/Bank Deposits

Selecting this menu option will display this submen

e Process Cash Receipts/Bank Deposits

@ a Update Maon-AR Cash Receipts
[E b Update AR Cash Receipts

E, o Print Cash Receipts Listing

"= d Post Cash Receipts

[E e Update Bank Deposits

I} f Print Bank Deposits

=} g Pnost Bank Deposits

&) Exit

Update Non AR Cash Receipts

The Non-A/R Cash Receipts program is used to retwrdeceipts of cash that do not apply to outstenishvoices
on a customer’s account. Receipts entered undeoftiion may be modified until such time as yoesePost Cash
Receipts.

Receivable Ledger 127



Fitrix Accounts Receivable User Guide

#& Update Non-A/R Cash Receipts

File Edit “iew Mavigation Tools Actions Options Help

A 9 0O 9 @\

& Find Prev Mest Add Update Delete Browse

Bateg a2 |
Check Number: _3

9 @

OB QO W BB E QB B E L3

2 Quit Print | 0K Cancel Cof Copy  Paste Zoom | Motes: U Fields ToDo | Wiew Detal  Nest Page Previous Page
: R

F el

ii Batch Options

Description: [FREIGHT REFLIND | Pasted: | |
Receipt Amaunt; | §QD|§I_D|
Cazh Account: } 100000000 ,_i - inﬁn’ _\_:
Account Dept Aocount Desenption Feceived Aot Credit/Cebit
502000000 000 |FREIGHT OUT | 500,00 S00.00 CR
Tatal Paid: | 500,00
Balance Remaining . 0.00 |
(New Document)
:View Detall
EWE,

Non-A/R Cash Receipts Screen—Header Section

The header section of the screen provides gendoahiation about the document.

Date

This date field records the date that your compangived the payment and will be the date used wgbsting

to the General Ledger. It defaults to today’'s systiate.

Check Number

This ten-character alphanumeric field stores treckimumber of the payment.

Description

Thirty characters (alphanumeric) are availablesfatering a brief description of the payment and tigscription

prints on the GL Activity report.

Posted:

A "Y" designates the receipt as posted.

Receipt Amount

This numeric (decimal) field stores the total reeel.
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Cash Account

This field stores the ledger account number fory@ash account that will be increased by this tatisn. It de-
faults to the account set up for Cash in the Acto&®eceivable Defaults program.

Non-A/R Cash Receipts Screen—Detail Section

This section of the screen provides a line for dadger account affected by a transaction.

Account

This numeric column stores the ledger account nusniat are affected by a cash receipt (other therCash
Account listed in the header; the Cash accountifspein the header is automatically debited by aneount en-
tered for each line in the detail section). The @deature is provided.

Dept.

This three-character alphanumeric field storesgadment code that identifies a profit center\asitin of the
company, etc. Throughout the Fitrix modules, youehidne option of posting sales and expenses tafepéee-
partments. The use of department codes is optitdriaft blank, the field defaults t800. The Zoom feature is
provided.

Account Description

This system-maintained field displays the naméiefledger account once a valid ledger account nurslen-
tered in the Account field.

Received

This numeric field stores the amount that is postesih account.

Credit/Debit

This numeric column shows the amount that is eittedrited or credited to an account.
Non-A/R Cash Receipts—Totals Section
The totals section of the screen is system-maiathin

Total Received

This numeric field displays the amount of the figiim the Receipt Amount field (in the header) thet been
accounted for in the detail section.

Balance Remaining

The difference between the receipt amount enterdisel header section of the screen and the suheof t
amounts entered in the detail section of the scrBea two must match before the receipt can bedsave
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Update A/R Cash Recelpts

The A/R Cash Receipts program is used to recorchpais that apply to outstanding invoices or thattarbe ap-
plied to customers’ accounts.

Multiple cash receipts can be created per custgmeposting run. This allows you to create receiptsnultiple
invoices per customer.

However, you may not create more than one casliptguer invoice per posting run. This means thaeigts for
more than one partial payment to a single invoa@not be created during one posting.

The A/R Cash Receipts screen:

# Update A/R Cash Receipts

File Edit “iew Mavigation Tools Actions Options Help

OB ¢ UbEEA ARN BOOLD 00
- ©
2 Batch Options

e @O0 ® O &

© Find Prey Mesxt Add Update Delete Browse

Date: :__0_3_.-".1_2_.-;- 4 Currency Code: :Uﬂj
Customer: [3 “| [CENTRAL 4 WHEEL DRIVE INC. ]
Check. Mumber; Wl Description: | |
Receipt Amount: | | SD On Azcount: | o EIEI Depogits; ' _DEIEI-i
Automatic Pay. | | CashAccount;| 100000000 = | - (000 |
Non-Atlached:% | Fosted: ,_
| Crd? | Invoice Due Date Dee. Date Drzc. Bal Ealance Digcaunt Applied
7e 03/14/2007 0341472007 | 0.00 0.00 0.00 05.45
207 1040272007 1040242007 | 0.00 0.00 0.00 55.45
E&0 04/22/2008 04/22/2008 | 0.00 0.00 0.00 55.45
| 1342 01/31/2009 01/31/2009 | 0.00 0.00 0.00 55.45
Available: | 000 Totsl Discount Alowsd: | o.00]
Total Applied: | 22180
Total Charge BacksMiite-offz: [ D.EIEIj

{(New Document)

OYE

Documents entered under Update A/R Cash Receiptdbmanodified until such time as you select PostHIRe-
ceipts. Posting is the process that permanentlateigda customer’s account balance and recordstgnirethe GL
Activity tables. When entering a cash receipt im #iIR Cash Receipts program you have a choicepf/eyy the
payment to specific invoices (or memos), apphtimgreceipt “automatically” to the oldest outstargdinvoices,
entering the receipt On Account to be applied |aiecreating a deposit for an outstanding salderor
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A/R Cash Receipts Screen—Header Section
The header section of the screen provides gendoahiation about the document.

Date

This date field records the date that your compaxgived payment from a customer and is the dat&réimsac-
tion will post to the General Ledger. It defauttigdday’s system date.

Currency Code

This 3-character alphanumeric field is the defauttency code for the current customer recordnlly applies
if the Fitrix Multicurrency module is installed aydu have specified a value for currency code wdang mul-
ticurrency setup. See théulticurrency User Guide for more information.

Customer

This twenty-character alphanumeric field storescimtomer code. Customer codes must have beeropsdyi
set up in the Customer Information program. Thet@usr Information record is maintained from the ©Ouger
Information Menu or the Setup Receivables Menu @ipdCustomer Information option found on both).

Zoom is available for this field. On the query sarehat displays, users can also query by Invoigceibér in the
event they do not recognize the name of the compaatysent the check (ex., Third Party payment).

Customer Name

This unlabeled system-maintained field displaysstamer’'s name, once a valid customer code isahiarthe
Customer field. The customer name is retrievedraatically from the Customer Information record.

Check Number

This ten-character alphanumeric field stores treckimumber for the customer’s payment.

Description

Thirty characters (alphanumeric) are availablesfwtering a brief description of the payment thattpron the
GL Activity report.

Receipt Amount

This numeric field stores the total received frocuatomer.

On Account

This column represents an amount that a customes ¢avpositive figure) that is not associated aithinvoice
or an amount that a customer has available to apputstanding invoices (a negative figure). Tibia system-
maintained field. This field is updated when retegntered as “Non-Attached” are stored (i.es itat updated
immediately but is updated when the receipts asteub).

If the customer has an existing On Account amoundtyou select Automatic Pay to select oldest ine®ifirst,
you will receive this prompt. If you enter Y the @ocount Amount will also be applied.
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Apply to' On Account Amout?

& Yes l [!11 Mo ]

Automatic Pay

This field accepts an entry ¥f(yes) orN (no) or nothing. An entry of (yes) applies the entry in the Receipt
Amount field to the oldest outstanding charges eastomer’s account. Leaving the field blank, deengN
(no) prevents the automatic payment of charges.

Cash Account

This field stores the ledger account number forrysash account that will be increased by this tatian. It de-
faults to the account set up for Cash in the Acto®eceivable Defaults program.

Department

This three-character alphanumeric field (unlabettd)es a department code that identifies a peefiter, a di-
vision of the company, etc. Throughout the Fitrigdules, you have the option of posting transactitmspe-
cific departments. The use of department codeptismal. If left blank, the field defaults @00.

Non-Attached

This is a single-character alpha numeric fieldndty contain a value of Y or N. The default valudlisyou
would change it to Y only if the current documegpiresents a transaction (receipt of cash) thaitiattached to
or associated with a customer invoice or other dfen or you want to create a customer depositadtath it to
an outstanding sales order ($¥ecessing Customer Deposits in the Chapter).

Posted:

A "Y" designates that this record has been posdede posted the receipt cannot be changed.

A/R Cash Receipts Screen—Detail Section

The detail section records the individual chargestiich a payment is applied. Click on Details egs Ctrl
[ TAB] to enter this section of the screen.

Cmd?

This field accepts an entry @f 2, 3,4, |, C, orP. These choices are listed at the bottom of theescand
operate as follows:

1 Automatic: typingl[ TAB] means an invoice listed on the same line is patdany discount is al-
lowed as long as the payment date (as entereciDale field at the top of the screen) is withia th
allotted time allowed (specified in the terms geffar the customer).

2 Discount: typing2 [ TAB] applies available cash to an invoice or memo dlogva a discount re-
gardless of the receipt of payment date.
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3 No Discount: typing83 [ TAB] applies available cash to the invoice or memo. él@x, this com-
mand prevents a discount from being allowed, ef/@ayment was received within the allotted dis-
count time (as specified in the terms offered tigt@mer).

4 Manual: typingd [ TAB] allows you to specify the amount of cash to afiplgn invoice or memo
and the amount of discount to allow.

I Invoice Detail: typind [ TAB] opens a screen providing information about the@ice. From this
screen you can view even more detailed informatibout the invoice by selecting the Activity
command from the command prompt.

C Customer Info: typing @ TAB] opens the customer information record. From hgoe, can view
customer activity and also the detail of what makeshe on account amount.

P Paid Inv: typing H TAB] displays a query screen. From here you can fieglipusly paid invoices.
This feature is used when a customer makes a dipligayment. Do a (F)ind to find the paid in-
voice and then use options 4 to apply cash to helthe record is stored and posted, a new open
item with a negative amount is created.

A/R Cash Receipts Screen—Totals Section
This section of the screen is system-maintained.

Available

The value displayed in this field is updated as pmcess the cash receipt document. This valdeismount
of a cash receipt still available that can be abto additional charges on the customer’s account.

Total Discount Allowed

This field displays (on-line) the amount of discbatiowed a customer during the processing of & caseipt.

Total Applied

The figure displayed in this field represents the-line) sum of cash applied plus discount allowadng the
processing of a cash receipt.

Total Charge backs / write-offs:

The figure displayed in this field represents tamof charge backs / write-offs created.

Carry Over Cash

With all the commands described above, if the arhauailable to be applied to an invoice or memgresater than
the invoice:

* Any excess amount is available to apply to othéstanding invoices or memos;

» If the total amount applied is less than the totakived, the user is prompted "Amount Receive@eas
amount Applied." Do you want to apply this remaguash to another customer?” If N is entered, ¢berd
will be stored and the excess cash will be putamoant. If a Y is entered, another cash receiptsescdis-
plays with the excess cash as the receipt amaadgilable to be applied to another customer account
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Creating Chargeback Memos or Write Offs

If the amount applied to an invoice is less thanittvoice amount, you will receive the followingopmpt:

& Answer

Create a Mema /M7

Q Yes || [ﬁ{ Mo ]

If “No” is selected the receipt amount will be &pd to the invoice thereby leaving a balance du¢he invoice
when the receipt is posted. If "Yes" is selectbd,fbllowing screen displays:

#& Add on detail memo E]@

File Edit Mavigation Help

OB @ik Q oYOED 90
kema Ertry
Irvvoice Balance: | 100367 | Mema dmount; | 100367 |
[Ln Tep  Date temo Mo, Description Amount
iC] |03/26/2007 [ 1003 67

’_@ ok J [t;f Cancel ]

OWE.

Enter C for Chargeback, W for Write-off.

Typ: This field defaults to "C" for chargeback. Thisused when a customer makes a deduction on thedkch
and you want to identify this deduction with a afelrack number that is more intuitive than just ilegna bal-
ance associated with the existing invoice number.

If you want to write off the deduction amount charigyp to" W". When the record is stored and postededit
memo will be automatically created that will cl¢lae invoice balance.

Date: Defaults to the invoice’s date.
Description: free form field for entering a description for ttleargeback / write-off.

Amount: Defaults to the difference between invoice amaumat cash applied. You can change this amount if
you need to create multiple charge backs per imvdiowever, the total of all amounts must equaldiffer-
ence between the invoice amount and cash applied.
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Processing Customer Deposits

Cash receipts entered as deposits display on tipen8ht Tracking screen and also on the customeidry aging,
open items report, and in the customer records @hiassumes there is a sales order in the systemto the depo-
sit being entered and only one deposit/one ordebeaentered at a time unless it is deposit farrdract (multiple
sales orders linked together by a contract numhén) is a contract then the deposit entered tdlsplit amongst
all orders on the contract.

Entering a Customer Deposit
Note: If you receive a deposit from a customer prioemdering the order it will need to be handled dig¥es:

1. Enter the deposit as a Non Attached payment ubiadpdate AR Cash Receipts program and post the
transaction. This will post the deposit amounti® ¢ustomer’s On Account balance (unapplied cash).

2. When you do have the order in the system, rexbes©n Account amount by entering a negative Non At
tached payment and post the transaction. Thisclei#lr the existing On Account.

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

To apply a deposit to an order or several ordera oontract, enter the payment amount as a Norchdthpayment
by entering a Y in the Non-Attached field. Thisesm will display:

File Edit Help
OmO U 0

! Place on Account ‘

ICreats Deposit
|
i

|_O ok ] IQ:* Cancel

Select Create Deposit and this screen displays:
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Select Method
File Edit Help

OB @

Cuztorner Order Mumber
Cuztormer Contract Mumber

[e Ok ] [{:1 Cancel

R

If you are applying the deposit to a single ordeftect Customer Order Number and this screen igitllay so you
can enter the customer order number:

# Deposit Order Input Q@@

File Edit Help
OF UWREEX 00
Order Mo: | 3860 =

[a Ok .] ’P_:{ Cancel ]

OE

Enter The Crder Mumber For This Deposit

When you press Enter or click on OK this screepldiss:
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#& Deposit Input

A=)

File Edit Mavigation Help
08 GUHiE 2T00ED 00
Depasit Entry
Deposzit .-’-‘«mount:i 1DDDD.EIEIi Deposit Balance: | g.00]
Order Mo Order dmount Dleposgit Amount
3860 3R000.00
[@ ok ] ’Q:! Cancel ]
Enter the amount for the deposit, S

Click on OK and then click on OK from the main casheipts screen to save the transaction.

If you want to apply the deposit to multiple ordersa contract, select Customer Contract Numbeherselect
Method screen above rather than Customer Order BMurkthen selected, this screen will display:

& Deposit Input

File Edit Mavigation Help
OF OWRhRER 29 00E€ED 0O
Depogit Entry
DepnsitAmount:i 'IDDDD.DDi Deposit Balance: | GE
Order Mo Order &rmount
1316 3750.00
137 3750.00 2500.00
1348 3750.00 2500.00
1319 3750.00 2500.00
’_a oK J [Q:f Cancel J
DR
Enter the amount for the deposit,

Receivable Ledger 137



Fitrix Accounts Receivable User Guide

The amount of the deposit will be evenly distriliitanongst all orders on the contract but the ansocem be
changed if needed. Any changes made must equahtbent of the total deposit.

When the transaction for the single order aboym#ed it creates this General Ledger entry:

Debit Cash $10,000
Credit AR 10,000

Invoicing the Sales Order:

When you invoice an order that has a deposit agé it, the deposit amount will print on the ifloeand the in-
voice total that prints will be net of the depaaitount. The amount of the deposit applied to thieioe also dis-
plays on the Update Invoices screen:

# Update Invoices/Memos M=1E3

File Edit Wiew MNavigation Tools Actions Options Help

QA AR RO0LED @0

TOLAIX

i ' o
: ‘Batch Optiohs  Loc/Lot Screen

A @ Q9 0 9 &\

© Find Prev Mest Add Update Delete EBrowse

Sales Order | 3850 % |[CLASSIC PARTS UNUIMITED LLCINE | ShipTer[SHIPTD (&
Pay Method: | AR % ||ACCOUNTS RECEIVABLE | TemsE &
Bill-To: h1_2_ | Deposit &pplied: | 10000.00
Ihvoice Date: :D_3£1T2£2D1_D_7_I‘ﬁ| Invoice Stage: |F75f— | Ivioice: :23357 k
Ship Terms: | PREPAID % ||FREIGHT PREP&ID- DO NOT INYOI | It Frghit?: D
Auta Approve? :j Dizcount - |ﬁ| % Taw: IW| Cunrency: ':
! A Ln Stg Item Code k| Quantiby Frice MNet Amatnt |
%Y | 1PST | COPFER LB 20.000 15000000 36000.00 |
| Sub-Tatak | 3600000

[
|
Digcount: |_ 0.00

|
Drizcountable?: | | __________
Tanable?: |— | Freight dmount: |_—Dﬁlﬂ
Line T ax Code: |:] Freight T ax Code: [NDT.&X @
Ship Weight; |7| Tatal Tax: |_—DD_DI
Pic: Ticket Mo.: | | Restock Fee: |_—D-EIT:I
Tatal Invoice: !m
20f2

CR
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Partial shipments:

If you are unable to ship and invoice the entiripsient due to the merchandise not being availétbdeuld happen
that the deposit amount exceeds the invoice amfuthe first shipment. For example, the order amdgin
$100,000, you have applied a deposit of $50,000 &nd the first shipment is for $30,000. Whers thappens
$30,000 of the $50,000 deposit will be appliedh® invoice (net invoice amount that prints willzero), and the
remaining deposit amount of $20,000 will be apptiefuture shipments for this order.

Applying Deposits When Applying Cash Receipts:

Go into the Update AR Cash Receipts program. S#tednvoice that your customer is paying.

# Update A/R Cash Receipts

File Edit “iew Mavigation Tools Actions Options Help
SON MK A BB EBE0Q0ED 00
P W
: Batch Options
4 @ O 0 O 9O &
% Find Prew Mewt Add  Update Delste Browse
D ate: '_0-3:31_2-.1"2-01DI51”-1| Currency Code: :Uﬂj
Customer: [12 “| [CLASSICPARTS UNLIMITED LLOINC |
Check MNurmnber: _432352 | Drescriptiorn: | |
Receipt Amount; - 25_|:IIjEIDD| On Account; I 4 F"F"EI1| Depogits: ' -9558233]
Automatic Pay: | | CashAccount:| 100000000 = | - [000 < |
Non-Atlached:% | Fosted: I_|
i Crd? | Inwaoice Die Date Dzc. Date Dzc. Bal Balance Digcount Applied = |
| 112 03/07/2010 02/05/2010 | 53232 17.054.00 0.00 0.00
! 2323 03/19/2010 pz2Aarsz2mn | 0.23 7.74 0.00 0.00
! 2325 04/02/2010 03032010 | 143.40 4,930.00 0.00 0.00
[ 2330 04152010 03162000 | 0.23 7.74 0.00 0.00
! 233 04417/2010 034182010 | 0.0 3.34 0.00 0.00 =
[1 2335 04/26/2010 03/27/2010 | 1.080.00 36.000.00 0.00 0.00 w
Awailable: | 3616000 Total Discount Allowed: | 0.00
Total Applied: | 0.00|
Tatal Charge B acks wfrite-offs: | D_D_D'
[@ 1] J [!‘_:fl:ancel J @Header I
: ) , y 4R
Enfer [1] Auta [2] Disc [3] Mo Disc [4] Man [Iny Detail [Clust Info [Plaid Iny

When you press TAB the following prompt displays #mount of the deposit applied to the order wherotder
was invoiced. Click on OK or press Enter to apply tieposit.
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Apply Deposit Amount of 10,000.00 to invoice 2335 7

Q Yes rI [tif Ma ]

When the transaction is posted the invoice wilph& in full and the deposit amount will be sefto

= - = ) = |l ] L
# Print Cash Receipts Listing =1
File Mavigate Help
0 002 <
a -
s
Date: O02/1Z7Z010 Cash Beceipts Listing
Time: 13:50:E1 ABEC DISTRIEBUTION Page: 1
Document Number: UNASSICGHED Date: O0Z/1EZ7Z010 Check MHumber: 43Z3EZ
Customer: 12 - CLASSIC PARTS UNLIMITED LLCIMNC
Description: Check Amcount: E&000.00
Account Amount
110000000 -000 INWOICE: E335 LOc: 2335 36,000.00 CR
4Z0000000 -000 DISCOUNT ALLOWED l.020.00 DB
110000000 -200 ON ACCOUNT 1,080.00 CR
110000000 -200 DEPOSITS 10,000.00 DB
100000000 -000 CASH ACCOUNT Z6,000.00 DB
Total Debits Total Credits
27.,.020.00 27,.080.00
< | ¥v

Refunding Deposits

In the event that you received a deposit from yaustomer and then they cancel their order withfpdow these
steps to clear the deposit from their account.

Go into Add mode in the Update AR Cash Receiptgiamm.

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

When you press TAB this screen displays:

PN PRE
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Select Item

File Edit Help

oORd'y @

Create Deposzit

Flace on &cocount

| oK

] [{11 Cancel

(B

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

Select Method

File Edit Help

OB Y

2]

Custorner Contract

Custorner Order Murber

Murmber

@k |

[Q:1 Cancel

R
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6. Selecting Customer order will display this screen:

& Deposit Order Input

File Edit Help

Order No: | {[EE

l@ Ok, ] [[:1 Cancel ]

A=l

OF OWREER 00

ONE

Enter The Order Mumber For This Deposit

When you press Enter or click on OK you will regethis prompt:

¢ Answer

Clear Deposit Far Thiz Record?

X/

@ Yes :I [F_H Mo

)

Press Enter or click on Yes to accept and theerent on this screen:

¢ Delete Deposits
File Edit Mavigation Help

142

OF GURPREX 2500ED 0O

Deposit Arnourt: | Deposit Balance:|

Order Mo Order Amount Deposit Amount Clear?
1321 | 100000.00 50000007

’_a Ok J [r;{ Cancel J

D4R
Reverse (Clear) This Deposit Record?
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. 7. Save the transaction and run the edit antingoeports. The GL entry created is:

Debit AR $50,000
Credit Cash 50,000

When you write a check to your customerefoimd the deposit, the GL account you debit shbelthe same
Cash account credited by the posting report.

Print Cash Receipts Listing

This option prints a report listing all un-posteatdments entered and modified under Update A/R Gasieipts
and Update Non-A/R Cash Receipts. This report shbelrun to verify data-entry accuracy. It musphated prior
to selecting Post Cash Receipts. The report isnizgd sequentially by document number: it listsegahinforma-
tion about a cash receipt, as well as each actbanis affected by a transaction.
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Post Cash Recelpts

This process posts all un-posted cash receiptsnoieats to the Accounts Receivable and General Lefigkerity
tables. The cash receipts documents that are poatewt be modified or deleted once they have pested. To
correct an error after posting has occurred yout mnier a new (adjusting) transaction under UpBateeivable
Documents.
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Bank Deposits

After you have entered and posted your cash recthiptnext step in the process is to create bapdsiteentries.
Creating a bank deposit groups posted cash recmtsat one single entry for a receipts depositdde same time
in entered into to the AP bank reconciliation taflbe total bank deposit amount will typically mathe amount
on your bank deposit slip.

Entering Bank Deposits

# Update Bank Deposits

File Edit “iew MNavigation Tools Actions Help
OB QWhPER Bl B00ED 00
‘4 @ O 0 0O 9 &
% Find Frey Mest Add Update Delete Browse
Deposit Date: Deposit D | |
Bank Code: | | Diescription: |BANK OF AMERICA |
Branch: BR100  [&]| Description; |CUMBERLAND i
Aceount Name: '.f_l\_BE SLPPLY |
Hccaunt Number: (012438954373 |
GL Accounth:l TD_DDDD_DDDI Department Code: |_Dijﬂ__|
Deposit Amaunt: | ﬁ-Dﬁ-l Posted: |Ni
Ihclude Fost Mo, Amount
;N 12 500.00
IN 13 1252.00
IN 14 500.00
IN 15 FOE.0R
IN 18 1150.00
IN 17 000
IN 14 40.00
IN 19 35.00
IN 20 30.00
IN 21 32.00
IN 22 18.00
] 23 47.00
Ln1 24 nonn —!
(& ok | [4cancel | [E¥Datal |
R
Enter the deposit date.

Go into Add mode and enter:

Deposit Date
Bank Code

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

Once the bank name and branch are filled in, theafethe information associated with them willplésy.
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A list of all cash receipts posted that have n@rbassigned a deposit ID will display in the dedaittion of the
screen. To add receipts to a deposit go to thildsction and change the Include flag from N tdT'ife deposit
total in the header section of the screen will Big@s cumulative total as receipts are selected.

# Update Bank Deposits L BK

File Edit Wiew Navigation Tools Actions Help

OB UWHEER ARMN BOQ0ED 00

‘4 GO0 0 O &
% Find Prev Mewt Add Update Delete  Browwse

Deposit Date: ID_3£15.;2E'ID f‘ ' Deposit 10 |

Bark Code: |BOA Description; |BANK OF AMER |
Branch: :B_F!_‘I_QD L| D escription: |§U_MI§EF|I:N_\ID |
Account Name: [ABC SUPFLY |

Account Humber: 513_211_1_3!39549?9 |

GL Accnunth:i TEEIEI-DD_DD-D], Department Code:; |-DED_-|
Deposit Amaint: | 3@?_5_1BE| Fosted: |Ei
Include Paoszt Mo Amount a
M 147 2000.00
M 148 340.00
M 143 100.00
M 150 2540.00
M 151 B5.00
M 152/ 450.00
M 154 V.85
M 155 -100.00
i 156 2030.00
i 157 10721.80 2
i 158 26000.00 b
[@ QK. ] ’_P:f Cancel ] E Header ]
OWR

Enter [¥] if you want to include this line,

Once you are done selecting your receipts, clickddiress enter to store the record. A deposit ilDbe& assigned
automatically when you post the deposit.

Run the edit and post program next to record tip@siein the check reconciliation table. The custochecks that
make up the deposit will list on these reports.
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e ] 3 ™ \3 1 - i
# Print Bank Deposits _ EIX]
File Mavigate Help
Q9 Q00D <
s -

~
Date: O02/1Z7Z010 Print EBank Deposits
Time: 14:13%:50 AEC DISTRIEUTION Pags: 1
Bank Code: BOL Eranch Code: BRLOO
Aoccount Name: ABC SUPPLY Account Number: 0243283545732
Depositc ID: 7 Depositc Date: 0371572010 Deposit Amount: 38781.80
————————————— FPost No. ---- Check No. --- Cust Code -----—-------------—--—-—-—- lmount ------------
15E 131312 1= Z0oo._oo
hR-13 31z1E 11 z0.00
1t7 3501 b} zzl. g0
157 FEILEL 1z 1000000
157 34301 E00_00
158 43FIEE X& ze000._00
< ¥ v

Print Receivables Journal

The Receivables Journal is organized by documembey it lists each account posted to by a recédvdbcument
as well as the debit or credit amount of the pgstirhe report includes the invoice number for eiaghsaction.
After selecting Print Receivables Journal, a SaladCriteria screen is displayed allowing you tedfy the starting
and ending date for transactions listed on thertepo

The Receivables Journal Selection Criteria screen:

# Select - dat_rnge EE
File
10

Start Date: ru_ﬁ@'m'u_g'g'i End Diate:

[_ 0k J ’P_:{ Cancel ]

Enter the ending date you wish to select, 2y
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Both the Start Date and End Date default to today&tem date, but the can be changed. ClickiKgbegins
processing.
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Print Cash Receipts Journal

The Cash Receipts Journal is identical to the Rabégs Journal except that the Cash Receipts Jdistseonly
cash receipts information. The Cash Receipts Jbigoaganized by document number; it lists eaatoaat posted
to by a cash receipt document, as well as the delgitedit amount of the posting. The report atkmiifies the
check number for each transaction where the cheoiber was entered. After selecting Print Cash Rézdournal
a Selection Criteria screen is displayed allowing Yo specify the starting and ending date fordaations listed on
the report.

The Cash Receipts Journal Selection Criteria screen

#Select - dat_rnge
File
QO

Start Drate: DS;D_1 2010 EE- End Drate: :

[0 Ok ] [rl{ Cancel ]

OWER

Enter the ending date you wish to select.

Both the Start Date and End Date default to today&tem date, but they can be changed. Clickikgbegins
processing.
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Print G/L Activity

This option produces reports that print AccountsdReable accounting data by ledger account. Aézcting Print
GI/L Activity a submenu is displayed providing yogtwice of a summary or a detail report:

h Print G/L Activity

=3 Print Activity Summary

E b Print Activity Detail

S Exit

The summary report lists a ledger account andata¢ debit or credit amount posted to that accaiuning a speci-
fied period of time. The detail report also listedger account; under each account is a listlafcduments that
posted to the account, as well as the debit oritcaetbunt of those postings.

After selecting either the summary or the detgibre a Selection Criteria screen displays allowing to designate
the starting and ending date for the report.

The General Ledger Activity Selection Criteria sre

#Select - dat_rnge E@

File
: Q

Start Drate: DS;D_1 2010 _EB- End Drate: :

[0 Ok ] [rj( Cancel ]

. . OWR
Enter the ending date you wish to select.

Both the Start Date and End Date default to todaystem date but they can be changed. ClickiKgbegins
processing.
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Create Finance Charge Invoices

The Create Finance Charge Invoices option createsm€e Charge documents. These documents can sieinsisq
be modified or deleted through the Update ReceévBlnicuments option. This report also generateFitmence
Charge report. After selecting this option, a SidecCriteria screen is displayed allowing you pesify which
documents should have finance charges applied.

The Finance Charge Selection Criteria screen:

File

A

Finance Charge Date; |[I
Charge on: D D =Due Date | = Invoice Date
Mumber of Days Due: | 10
Finance Charge Percent: 18000 %
tinimum Charge: R.O0
Take F.C.onF.C:|N

[0 Ok, ] [rj;( Cancel ]

OWER

The Finance Charge Selection screen contains tosvfng fields:

Finance Charge Date

This is the date that will be assigned to the nessbated finance charge documents. This field disfaw to-
day’s system date.

Charge on

This one-character required field accepts an exftByfor “Due Date” orl for “Invoice Date.” This code con-
trols whether the selection of invoices (for apptyfinance charges) is determined by the due datevoice
date of the original document.

Number of Days Due

Charges are created for documents with either dtesdr invoice dates older than this Number of{aye.

Finance Charge Percent

The amount of the charge is determined by the E@&harge Percent. EXAMPLE: enfer5, not .015. for
one and one-half percent.

Minimum Charge

Any finance charge amount less than the figureredtito the Minimum Charge field is convertedhe tnin-
imum amount.
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Take F.C. on F.C.

If you type "Y" into this field the process createfinance charge on any previously posted finahegges
within the entered date range. If you type an "2 system does not create finance charge invoicgs é-
viously posted finance charges. This is a requiiedd.
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Create Recurring Documents

This option automatically creates a new receivdbleument from “recurring documents”—transactiorst tire
entered frequently or periodically. Refer to thscdission of recurring documents under “Update Reabé Docu-
ments”.

Newly created documents are placed in the Recavabtuments table and may be modified or deleteditih the
Update Receivable Documents option.

The Recurring Documents screens are displayedsdtecting the Create Recurring Documents progidmase
screens contain the line description, invoice date, Recurring code. In the recurring code field gan store any
single-character alphanumeric code. This code dhiesignate a particular category of recurring duents. For
example, one code might represent those docunteattsetcur on a monthly basis. When you post rebévdocu-
ments by selecting Post Receivable Documents tthosements with an entry in the Recur field are gobsind
saved for future use in the Receivable Documeils f@heir Posted status is "Y" (yes).

After selecting Create Recurring Documents a Sielecriteria screen displays, allowing you to erther following
information.

& Select ent_data E@@

File
Define Default D ata

Line ltem Dezcrption;  MARCH SWC CHARGE

Irvoice Date: | €6

[G 1]8 ] ’Q:* Cancel ]

YR
Enter the invoice date. Press [EMTER] for no default invoice date,

Line Item Description

Enter the new line item description that will prort the invoices this program creates. For exanipyeu care
creating invoices for the March service charge would enter March Svc Charge.

Invoice Date

Enter the invoice date that should be assignelde@dcurring invoices when they are created. Eh#dds the
date the program will use to determine which Gliqebshould be affected.
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Next, the prompt for the recurring code displays:

File
)
Recuring Code: ,w
IQ 0K ] I';»‘ Cancel J
O

You can enter a single code, several codes, angeraf codes. After clickin@K the recurring documents are
created and stored in the Receivable Documents.tabl

This process generates the Recurring Invoice rephis report lists each recurring document creatsdithe ledger
accounts affected by the recurring transactione document number is assigned to the recurringrdeat,
which can be cross referenced with the edit list.
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Credit Card Processing

When you select this menu option the following sebmdisplays:

k Credit Card Processing

& a Authorize Credit Card Invoices

b Receive Authorization Status

¢ Inwoices Pending Altharization
d Invoices Autharization Declined
e Settle Credit Card Invoices

f Receive Settlement Invoices

B 02 0@ 0 0

g Imvoices Settlerment Declined

]

h Update Declined Invoices

|

&
M
=
%

Authorize Credit Card Invoices

This program is used when you want authorize ahbaftinvoices rather than each individual invoiténaoice
entry time. An example of this would be if you inmpa batch of invoices into the Fitrix database wmaaht to au-
thorize them all at once in batch mode.

This program will find all invoices that have aypaethod of either CCARD or DDEBIT that have not peen
authorized and then sends the invoice informatio8kip Jack.

Receive Authorization Status

Once you have run the authorization program yout mo this program. This program returns the atigabion
code, date, and amount and stores them with thecav

Invoices Pending Authorization

This report will list any invoices that have beemtsfor authorization but authorization has notrbesseived back
from Skip Jack.

Invoices Authorization Declined

This report will list any invoices that were seot uthorization and were declined.
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Settle Credit Card Invoices

Once you have run the edit listing and printed yiouoices, the next step is to run the Settle Grédrd Invoices
program. This program sends the batch of invoioeskipjack for settlement and marks the invoicedesaent flag
to S for “sent”.

Receive Settlement Invoices

Due to the time it takes to settle invoices with thedit card processor, you post invoices afteistnd process is
run and then run this receive program the followimgrning after adequate time has lapsed. This progets the
invoice settle flag to Y for those that settledessfully, to D for those that were declined, aridtp out the set-
tlement report.

Any invoices that did not settle will have a nsdittlement amount. This report can be used to oiecto the
amount wired from your bank and to also apply caskipts.

If email is turned on with Skipjack, the customell veceive an email confirming that their paymevds settled.

Any invoice that does not settle will print on tineoices not settled report (option G on the Cré&ditd Processing
submenu). The customer should be contacted to alekmative payment arrangements. If email isg¢dran with
Skipjack, the customer will receive an email notifion that payment was declined.

Update Declined Invoices

As previously mentioned invoices declined will hakeir settlement flag set to D and because ofthag will print
on the Invoices Not Settled report indefinitely.elike Update Declined Invoices program to resstftag as fol-
lows:

Null- set to null if you wish to resend to Skipfac

C —set to C if you wish to cancel and arrangera#ite payment terms with the customer.
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*Check Database Status
*Check Database Connections
*Update Database Statistics

* Security Reports

*Purge Activity

*Update Batch Information

Administration Menu 157



Fitrix Accounts Receivable User Guide

Administration

The Administration Menu:

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser
File “iew Execute Settngs Help

JemEg@

i iibid 7 General/Administration
fl il o 2 system Administration

3 Bales 5 2 Systen & a Check Database Status

B
=
=
i 4 Purhipy 3 Data IWE b check Database Connections of:u:twh%:iazrgg:n
&
&

” Softwara Selutions. [nc.
7/ P.rudu:ﬂ E”Sﬁ & e Update Database Statistics

‘B Production Planning B m Security Reports

7 Gehera\mdm\m'étréti('ﬁ n Purge Acthity

ﬂ E.K't_" @ Z Update Batch Infarmation

4] et

I Status Idle [:

The following Options are available:

Check Database Status

Note

This function should only be performed by your 8ystAdministrator. Please contact your Fitrix
Representative for further information.

Check Database Status (option a). Use this opticee if the database is up and running. If thestia "Online"
then the database is up and ready for connectirsns the current status of the database such as:

« Database version

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

« Size of memory allocated.

Check Database Connections

Note

This function should only be performed by your 8ystAdministrator. Please contact your Fitrix
Representative for further information.

Check Database Connections (option3fows information about the current users conneotélte database. There
will be one line of information for each user timturrently connected to the database in thevalig format:

» Session ID

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

* Isolation Level

e Errorinfo if any.

Update Database

Note

This function should only be performed by your 8ystAdministrator. Please contact your Fitrix
Representative for further information.

Update Database Statistics (option e). UpdateBithmal statistics of the database. This is dorienprove per-
formance. This should be performed on a regulaisbaspecially after numerous rows of data have lageled to,
or deleted from the database. The user must hBveg2rmission.

Security Reports

This menu option (option m) allows you to printegport of current security settings (ie- who isakal to do what
with the Fitrix software).
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Purge Activity

Purge Activity (option p). This menu option has following submenu:

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

File “iew Execute Settngs Help

JemEg@

i ki 7 General/Administration

Pl BB o system Administration

3 Sales B3 2 Systen g 5 Gheck p Purge Activity 8 = © Copyright 2007
L= . pyright 2

4 Purche 5 3 Data ir-@ b Check & h Merge Customer Activiy Fourth Ganaration

P bt Softwara Selutions. (nc.
& Prod = :

- ucﬂ Euit & e Update 51 | Print Duplicate Customer Info
B Production Planning -

r Becur & | Merge Ship-To Activity
» ruse 5Bt
Euit & z Update Batch Infarmalion

9] et

7 Generaliadministeatic =

SroopEpoDomE

Statug Idle: i

Merge Customer Activity - this program is useful when a company changessand you want to set up a new
customer code that reflects the new company namhérem transfer all sales history/activity to tlevcode.
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# Merge Customer Activity [Z]@J@

File Edit Wiew Mavigation Tools Actions Help

EY-I-Y)

OB UWiREEK B
P @
iomdd
WwAARMING: This program will transfer all activity, open items, and

reference records from the old customer code to the new custamer
code atd then delete the old cuztomer code.

Enter Old Customer Code: ‘_E I_g_!
[PERFORMANCE AUTO PARTS

Enter WNew Custonrer Code: 'I 2 Iml
(CLESSIC PARTS UNLIMITED LLOINC |

’_@ 0K ] [(H Cancel ]

OWRL

Enter Old Customer Code.

Print Duplicate Customer Information - this report program will list any informationathcould not be merged
into the new customer code because it is a dupli¢air example, if old customer 2 has a ship-tediiland new
customer 12 also has a ship-to code 01, ship-ta@1 be merged. What you will need to do in thiseis set up a
new ship-to code under customer 12 for this shigpitdress.

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

Update Batch Information

Update Batch Information (option z). See the chagiitled Batch Control Maintenance in fBetting Sarted
With Fitrix guide for information on this program.
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SQL Queries

*Why SQL Queries are run
¢ SQL Commands - Select, Order By, Group By
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Using SQL

SQL stands for Structured Query Language. It imadard method for accessing a SQL-compatible datbrhis
section of the manual discusses how to use SQAhtteeginformation from the database.

SQL is used primarily to generate ad hoc repoi@. 8ont end tools, such as Informix ISQL, allowwto enter
and run standard SQL queries with a simple sebofroands. Other productivity tools allow you to liddta in the
SQL database to spreadsheets, word-processing @éotsincharts, and graphs. As the information irdéitebase
changes, the spreadsheet changes automatically.

Before you use SQL report generators or produgtiaibls, you must know how SQL itself works. Thowmgpartic-
ular SQL front-end tool may differ, the basic ingtion sets should work in a similar manner. Thistion intro-
duces you to the basic use of these statementgiaeslyou examples of how they are used in a waodktvays

The examples use General Ledger tables and coluim 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 spedffieries in individual applications.
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SELECT Command

The SELECT statement gets information from thelada. There are only six different clauses thatrobwhich
information this SELECT retrieves. They are calidglises since they describe a part of the oveEAIEET com-
mand. Only two of these clauses are required fgrSfpL database query. These commands or clauséstadeand
described below.

SELECT: The SELECT clause is the start of all SQL quetligis. 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 Sisleit is used to tell the system from which filetable
to take the data.

WHERE: The WHERE clause is optional. It lists the selattiriteria for the Select statement. It allows yode-
scribe which records you want to see.

ORDER BY: The ORDER BY clause is also optional. It allowsiyo 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@dtabase with these six clauses. In the next gesections we
will cover these commands in more detail.

Using SELECT and FROM

The format for the most basic SQL query is:

SELECT col umtm- names FROM t abl e- nanes
In this statement, SQL commands are printed inagital letters; however, most SQL tools are nsecgensitive.

Column-names refers to the names of the actuahuddor information categories created in the tabédale-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. Ente

SELECT * FROM st xcntrc

“Stxcntrc is the name of the control table. Typligathere is only one record in this control tahted, in this exam-
ple, the columns in it are company name, addresadtress #2, city, state, zip, county, countrg,first current
asset account, the first fixed asset account,dirstent liability account, the first long termbiéity account, first
capital account, the first income account, firsttaaf goods account, and the first expense account.
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In response to this query, the system displaysahees associated with each of these columns. X&et éormat in
which this information is displayed differs fromssgm to system.

Selecting Specific Columns

If you just want to see specific columns from ddaknter the names of the columns. For exampimufwant 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 theladitanary. In order to select specific columnsy youst know
what they are named in the database. Some SQL gqustgms provide a display of these column anck tabines.
Typically, however, you must work from printed tafulefinitions. There are SQL queries that allow i@tetrieve
information about the names of the columns ancetainl the database, but they are not covered here.

Notice that the different column names are sepdiagecommas. This is usually required. The lastiewl name
does not have a comma after it.

Using Math in the SELECT Statement

You can also include mathematical operations wigloiar SELECT statement. The mathematical operatmsg-
nized are:

+  Addition
- Subtraction
*  Multiplication
/ Division
Here is an example of addition:

SELECT doc_no, anount, amount + 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, anount, anopunt * .077 FROM stgactvd

You do not need to use literal amounts as parbaf ynath. You can use other column names.

SELECT doc_no, anount, anount / doc_no FROM stgactvd

You can combine multiple mathematical operations ékample, you can multiply, divide, add, and saditall in
the same SELECT statement), and you may combingmgohames 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 ordeeoégence of mathematical operations.

SELECT doc_no, anount / (1 + 2)
FROM st gact vd
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This expression adds 1 + 2 before dividing this sutm amount.

Selecting Specific Rows: WHERE

The simplest selection statements show all thennddion in a file or table. However, you may onlgwto see
specific rows (records) that meet a given seledtiiteria. To make such a selection, use the WHERHse.

The format for the WHERE clause is:

VWHERE col um-nane rel ational - operator val ue

This may seem a little complicated, but an exarsptauld clarify how it is used. For example, FitBusiness uses a
table to store all of the accounting detail frora theneral Ledger system. If you want to see theesrfor a particu-
lar original journal, use the following statement:

SELECT * FROM stgactvd WHERE orig_journal = "AP"

The asterisk causes the system to display all csduimthis table. The table named stgactvd is thigiy data table
for the General Ledger system.

In the WHERE clause, you see the name of a colurgn journal, followed by a relational operator =ddmished
by a value, AP. What this statement means isalighe columns in the table stgactvd where thermol
orig_journal contains AP.

In composing this query, you can use any columnenamthe 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&LsE to select rows that contain certain stringepa.

The format is as follows:

WHERE col umm- name MATCHES val ue

In this case, the column name must be a charagieraolumn. This means that it must contain charachot num-
bers. The value is a pattern of characters and baushclosed in quotation marks. For example, canvipus query
of the general ledger activity table could haverbstated using the MATCHES keyword like this:

SELECT * FROM stgactvd WHERE orig_j ournal MATCHES " AP"
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In this example, we require an exact match, wisobxi@actly the same as an = command. The real pafwer
MATCHES comes into play when you use wildcardsiid ft meaningful character string within a longeamcter
column.

MATCH Wildcards

There are three wildcards:
* This matches any set of characters or no chagcter
? This matches any single character.

[ X-Y] This matches the range of characters indicated.

You can use these wildcards in a variety of waysetect the proper rows from a table. For exaniplthe General
Ledger detail table, there is a column that costéie department code. Note that even though depattcodes
typically consist of digits, it is still a charactiéeld, not a numeric field. These codes can bedmaracter string up
to three characters long. Use these codes to digledtem detail in the variety of ways detailegldwv:

SELECT * FROM stgactvd WHERE department MATCHES "1*"

This finds any rows where the department code Isagith the character 1.

SELECT * FROM stgactvd WHERE departnment MATCHES "*10*"

This finds any rows where the department code amtae character string 10 anywhere within it.

SELECT * FROM st gactvd WHERE departnment MATCHES " 210"

This finds any line item where the department ciostéhe characters 10 preceded by any other saiglecter. It
does not find a department beginning with 10, bfihds 110, 210 and so on.

SELECT * FROM stgactvd WHERE departnment MATCHES "1[ 1-5]*"

This finds all rows containing department codes tiggyin with the digit 1, followed by the digitsrough 5, and
then followed by any other characters. This dodgind rows where the digits 1 through 5 do not iethiately fol-
low the beginning digit 1.

Using AND and OR in the Where Clause

You can make your WHERE clause more complicateddiyg AND and OR as follows:

* AND: Makes the clause more restrictive. In order tadlected, the data must pass all tests joinedey th
AND clauses.

* OR: Makes the clause less restrictive. To be seletitedjata only need pass one test or the othersyihe
tax for the use of AND and OR is:

WHERE col unm_nane rel ational -operator val ue
AND col uim_nane rel ati onal - operator val ue

or

WHERE col uimm_nane rel ati onal - operator val ue
OR col um_nane rel ational - operator val ue

In the next example, the WHERE clause selects mviig in which the department code begins with tigé d and
whose document number is greater than one hunBieals in which the department code begins with 1vahdse
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document number is less than or equal to 100 areatected. Rows in which the document numberédstgr than
one hundred, but in which the department code doebegin with 1 are alswt selected.

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"
AND doc_no > 100

In the following example, even more documents atected. All documents in which the department doelgins
with 1 are selected because they pass the fitstneaddition, all documents with numbers greétan one hundred
are selected because they pass the second test.

SELECT * FROM stgactvd WHERE department MATCHES "1*"
OR doc_no > 100

Note

Even though some documents may pass both tesygsatbenly selectednce.

Using Multiple ANDs and ORs

You can use AND and OR to join any number of ptsase

SELECT * FROM stgactvd WHERE department MATCHES "1*"
AND doc_no > 100

AND orig_journal = "AR'

AND anount > 1000

Note

Remember: adding multiple AND statements makesestemore and more restrictive; in order to
be selected, the row must me#tof these criteria.

You can also use parentheses to group ANDs and ORs.

SELECT * FROM stgactvd WHERE (departnent MATCHES "1*"
AND doc_no > 100) OR (orig_journal = "AR'
AND anmpunt > 1000)

In this test, selected records or rows must ettlaee 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 camgl@umn_name relational-operator value phras#smwi
the WHERE clause. It isot used to join separate WHERE clauses or to joinesto a single column_name.

Correct:

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"
OR doc_no > 100
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I ncorrect:

SELECT. ..
OR WHERE doc_no > 100

Correct:

SELECT * FROM stgactvd WHERE department MATCHES "1*"
OR department 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 diéfat wild
cards. Instead of using an asterisk to match cters@ percent sign (%) is used. Instead of questiarks to
match a single character, an underscore is used.

SELECT * FROM stgactvd WHERE departnment LIKE "1%

This finds all departments that begin with 1 anelfatlowed by any combination of other charactetKE 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 ywant 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 aavalue from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shovovwgdo indicate the second set of values.

Correct:

SELECT * FROM st gactvd WHERE anmpunt BETWEEN 10 AND 40

I ncorrect:

SELECT... BETVEEN 10 40

You also must show the values in the proper ordtr tlve smallest value first. The wrong examplesdoet pro-
duce an error message, but no rows are selected.

Correct:

SELECT * FROM st gactvd WHERE anmpunt BETWEEN 10 AND 40

I ncorrect:

SELECT... BETWEEN 40 AND 10

You can also use BETWEEN to specify a range ofgdatealphanumeric characters.

SELECT * FROM st gactvd WHERE ori g_j our nal
BETWEEN "A" AND "Z"
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This query selects all documents with an originarpal code beginning with a capital letter.

wrere USINg i

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 umm-nane IN (list of values)

Here is an example of selection from a list of uesvalues.

SELECT * FROM st gactvd
WHERE orig_journal IN ("AR',"AP","GI")

This select statement finds any rows which congd) 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 sgmor zero and one filled with a NULL value. A aolu with a
NULL value has never had any values entered iro fitas had those values removed. Spaces or the xaio are
not considered NULL.

You may wish to identify the values that are NULbhem selecting records. For this purpose, you h&weULL
keywords for use with the WHERE clause.

The syntax:

VWHERE col umm_nane |'S NULL

For example:

SELECT * FROM stgactvd WHERE department |'S NULL.

This finds all records in the activity table whishve no department code associated with them.

Using NOT

With many WHERE statement keywords, you can uséélygvord NOT to select records that aot matched by
your selection criteria. NOT can be used with tiofving keywords:

* MATCHES
* LIKE
« BETWEEN
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« IN
« NULL

For example, if you wanted to find all records watlralue NOT NULL in the department column, useftilew-
ing:
SELECT * FROM stgactvd WHERE department |'S NOT NULL.

finds all the rows with values in the departmentiom
SELECT * FROM st gactvd WHERE ori g_j our nal
NOT IN ("AR',"AP","GI")
selects all rows that have orig_journal codes d@inatnot equal to AR, AP, or GJ

SELECT * FROM stgactvd WHERE depart nment
NOT BETWEEN "A" AND "Z"

selects rows whose department codes do not bethirevaapital letter

SELECT * FROM st gactvd WHERE department NOT MATCHES "1*"

selects all rows where the department code doelsagin with 1

SELECT * FROM stgactvd WHERE departnment NOT LIKE "1%

selects all rows where the department code doelsayin with 1.

Selecting From Multiple Tables

So far, we have shown only SQL queries that take filam one table. Using the WHERE command youatan
join two tables together and get related informafiom them.

For example, in Fitrix General Ledger, the actitiple, stgactvd, contains the information aboghdame item that
is posted to the system. It does not contain tisechaformation about the document, such as wherag created
and a general description of the document. Thisrmétion 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 informatiouit specific line items, select columns fromhbaftthese
tables and join them together using a WHERE claoshat only the related records are selected.

The syntax for joining multiple tables is:

SELECT [t abl e- nane] . col umm- nan®, [t abl e- nane. ] col um- nane, . ..
FROM t abl e1, table2,...
WHERE t abl el. col unmm- nane=t abl e2. col urm- nane

The WHERE clause causes the SELECT statementumretly those rows where the specified columnesaich
table are identical. The table name after the SELE@tement only needs to be used when the colame mp-
pears in both tables.

In Fitrix Business, the table name must always be used because wherotumns carry matching data used for

joins, they are named identically. You can see Wwiimlumns need to be joined in the WHERE clausadiing
which columns in the two tables have the same name.
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Here is an example of a query that returns a fiswounts for the individual lines that make upamsaction, se-
lected from the general ledger activity table, glavith the corresponding document date and de&mnijoff 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 W entered under the Update General Journal offach line
contains the document number, the document daalebcription of the transaction, and the amousteabfor that
line.

Notice that doc_no after the SELECT is precedethbytable name, stxtranr. This table name is redudecause
doc_no is used as a column in both tables. Theitetds are identical, but you need to specify in.S3@ich table
you want to use.

Also notice that we did not have to use the tahimes for doc_date, doc_desc, and amount. Thic@uke 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 stenif more tables are used, you simply extendMERE
clause to equate columns within each table.

For example, in Fitrix, there is another table thaids information about a transaction. This tasletgtranr and it
contains information such as the accounting pegidl year for the transaction. If you want to séeitiformation
for each of your activity lines, extend your quésynclude this third table.

SELECT stxtranr.doc_no, doc_date, doc_desc, acct_period, acct_year, anount
FROM st xtranr, stgactvd, stgtranr

WHERE st xtranr.orig_journal =stgactvd. ori g_j our nal

AND stxtranr.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: aedbghand acct_year. No tables need to be spediietthese
columns because they occur only in the table stgt@tgtranr has been added to the FROM clauseAN2
clauses have also been duplicated to join the amdunom stxtranr to the matching ones in stgtrahe choice of
stxtranr for the join in this case was arbitramcsi all tables involved contain the same keys.tgacould have
just as easily been used. However, this may naiysvbe the case; many joins may take place on cduhat are
unique to a particular table.
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ORDER BY Command

Use the ORDER BY clause to sort the output. Ifgigamal and can be used in conjunction with angptiptional
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 ofdiws in the General Ledger activity table sortedlbgument num-
ber, use the following command:

SELECT * FROM st gactvd ORDER BY doc_no

If you want to do the same thing but select ongpacific original journal, use the following comnean

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 depamineumber, 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 perfoalculations among the rows selected. Theseadlexlaggre-
gate functions because they work on a group of réiMizen they are used, you do not see the indivicwas them-
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 specifiedifierows selected.
COUNT (*) Counts the number of rows retrieved by the WHERIESE.
MAX (column-name) Finds the maximum value in the column specifiedtii@ 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 thevscselected.

These aggregate functions are used like column safter the SELECT keyword. They do not subtotdésmyou
use the GROUP BY clause (explained in the nexi@gct

Correct:

SELECT sum(anmount) FROM stgactvd WHERE doc_no = 4

This query produces the total amount for documefitdbes not, however, show the document numbelfit
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I ncorrect:

SELECT doc_no, sun{anpbunt) FROM stgactvd

This produces an error requesting a GROUP BY phrase

GROUP BY Command

This clause gives you subtotals for different gaprows using aggregate functions. The syntax:

SELECT colum-1ist, aggregate-functions FROM tabl e- nane
GROUP BY col um-1i st

For example:

SELECT doc_no, sun{anpbunt) FROM stgactvd
GROUP BY doc_no

This produces a list showing each document numfittlze total for that document next to it.

Note

You must have a GROUP BY clause for each columecssdi.

Correct:

SELECT doc_no, acct_no, sum(anmount) FROM stgactvd
GROUP BY doc_no, acct_no

This produces a line for each unique combinatioa dbcument number and an account number. In oibets,
you get the sum for document number one, for tts¢ diccount number, then the sum for document nuore for
the second account number, and so on. Yomotlget the sum for a given document number alone.

I ncorrect:

SELECT. ..
GROUP BY doc_no

This produces a GROUP BY error because you refeceacct_no in the column selection but did not aejten
the GROUP BY column list.
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Chapter 11

Sample Reports

The following pages show examples of the repontegged by Fitrix Accounts Receivable.
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The Receivable Listing Report

1 - - - - 1% | |
# Print Receivable Listing A=
File Mavigate Help
o L R SR R ;iu
Q00D <

e
Date: O03/71z7E010 Beceivable Listing =
Time: 15:13:38 ARC DISTRIEBUTION Page: 1
Document Number: THASSIGNED Doc Date: 0371272010 Type: INVOICE
Customer: 12 - CLASSIC PARTS UMNLIMITED LLCIMC
Manber: 2352
Description:
Currency: TSD Bate:
Aocount TaD Amount

210000000, —00o0 ACCREUEDL SALES TAaM .00 CR

420000000 —-000 OTHEER INCOME Eoo.o0  CR

llooooooo: —za0 ACCOUNTS BRECEIVAELE Lao_.oQx DE

Total Debits Total Credits
Loo. oo S00. 00
£ ! 3w
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Receivable Posting Report

_ e — — -
# Post Receivable Documents A=
File Mavigate Help
o L R SR R ;in
Q00D <
e
Date: O03/71z7E010 Beceivable Documents Posting List =
Time: 15:z0:4Z ARC DISTRIEBUTION Page: 1
Posting Secquence: 7E
Document Number: 2353 Doc Date: 0371272010 Type: INVOICE
Customer: 1Z - CLASSIC PARTS UNLIMITED LLCINC
Muamber: EZ3L5Z
Description:
Currency: TsD Bate:
Aocount TED Amount
Zl0000ooo. —0oo0 ACCRUEDL SALES TAaX .00 CR
430000000 —-000 OTHEER INCOME Eoo.oo  CR
110000800 —z00 ACCOUNTS RECEIVAELE Eoo.00 DE
Total Debits Total Credits
Loo. oo S00. 00
*+** End of Report.
£ 2w

Formss 179



Fitrix Accounts Receivable User Guide

Cash Receipts Listing

# Print Cash Receipts Listing
File Mavigate Help

‘0 00D &

M
Date: O03/1z7E010 Cash Beceipts Listing
Time: 15:Z4:14 AEBC DISTRIEBUTION Page: 1
Locument MNumber: TNASSTGNED Date: 0371272010 Check Numher:
Customer: Z — PERFORMANCE AUTO PARTE
Description: Check Amount: LO0.00
Aocount Amount
llooooooo -oo0 INVOICE: &5 Loc: &5 Loo_oo cR
laooooooo -0o00 CASH ACCOUNT Loo.oo0 DE
Tatal Debits Total Credits
Eoo._ oo Eoo._ oo
**** End of Beport.
< Al
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Cash Receipts Posting Report

# Post Cash Receipts

A=t

File Mavigate Help
:; s T T R ;in
‘O 3002 <
e
Date: O03/1z7E010 Cash Beceipts Posting List
Time: 1&5:Z4:30 ABC DISTEIBUTION Fage: 1
Posting Sequence: 159
Locument MNumber: 391 Date: 0371272010 Check Numher:
Customer: £ — PERFORMANCE AUTTO PARTSE
Description: Check Amount: LO0.00
Account Amount
llo00oood -0o00 INWVOICE: &5 LOc: &5 S00.00 CR
loo0oooon -000  CASH ACCOUNT L0o. 00 DE
Total Dehits Total Credits
Eoo. oo Eoo._ oo
**** End of Beport.
< > |w
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Print Bank Deposits

& Print Bank Deposits
File Mawvigate Help

‘0 @002 &

4
Date: D3/1E52010 Print Bank Deposits
Time: 1E:Z6:33 ARC DISTRIBUTION Page: 1. B8
Bank Code: EOA EBranch Code: EBR1OOD
Account Name: AEBC SUPPLY Account Number: 024339543973
Depositc ID: B Deposzit Date: 03S7LESZ010 LDeposit Amount: EEO0Z_85
————————————— Post No. ---- Check MNo. --- Cust Code ----—---—--—-—--———--———————— Imount --—----—----—--
147 131231 1z Z0oo._.0o
1418 ZEREZE 24000
143 122323 1z 100,00
1&0 Zlzlz ] 4000
1840 3131 3 20000
151 1234 1& &5 00
152 & 11 450,00
£ 3w
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Post Bank Deposits

#% Post Bank Deposits
File Mavigate Help

‘9 00D

Date: 03/1Z5Z2010 Post Bank Deposits
Time: 15:Z5:11 AEC DISTRIEBUTION Page: 1
Eank Code: BOA Eranch Code: BR1OO
Acocount Name: ABC SUPPLY Acocount Number: 02438554279
Deposic ID: 8 Deposit Date: 0371572010 Deposit Amount: 507 _ 85
————————————— Post No. ---- Check No. --- Cust Code ---------------—----——--——-- Lmount -—---—-—-------
147 1231231 1z Z0oo_0o
l4s ZEEZEEE 240,00
149 122323 1z 100,00
150 z13lz ] 40_00
150 2121 2 Zgoo.0o
151 1234 1& &5.00
182 Fid 11 45000

|~
[E¥3

|

| £

Formss
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Receivables Journal

#& Print Receivables Journal

File Mavigate Help

‘0 00D <

| %

Date: 0371z/z010 Accounts Beceivable Journal
Time: 1E5:EZ%:05 AEC DISTRIEUTION Page: 1
Eetween 03/01/2010 and 03/1E7E010
Department 000

Document Date Inwvoice No Customer Code — Customer Business MName
zak0 0230172010 2328 1l - ACTION SUPPLY
ll0000000-000 ACCOUMTS RECEIVAELE Eo._oao LE
ligoooooo-o000 ACCOUMTS RECEIVAELE Lo.oa CE
Z10000000-000 ACCRUED SALES Tax .oo CE
Total Dehbits Total Credits
Subtotal by Customer: Eo._oo LEo_oao
£ [ >
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Cash Receipts Journal

# Print Cash Receipts Journal
File Mavigate Help

‘0 00D <

.
Date: 03/71Z7E010 Cash Beceipts Journal —
Time: 15:31:17 ABC DISTRIEUTION Page: 1
EBetween 0370172010 and 0371272010
Documetit Date Check Mo Reference
387 0271272010 FREIGHT REFUNL
Customer: - MNOT FOUND
loooooooo-000  CASH ACCOUMT Loo. ooDe
E0z0O0000O0-000 FREIGHT OUT EO00._00CER
388 ozf12/2010 23501
Customer: 3 — CENTRAL 4 WHEEL DEIVE IMC.
l00000000-000 CASH ACCOUNMT ZZ1._80DE
110000000-100 ACCOUNTE RECEIVAELE EE_4ECE
1l10000000-100 ACCOUNTS RECEIVAELE EE_4ECE
110000000-100 ACCOUNTS RECEIVAELE EE_4ECER
1l0000000-100 ACCOUNTS RECEIVAELE E5_4ECER
£ 3|
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G/L Activity Summary Report

#8 Print Activity Summary
File Mavigate Help

‘0 00D <

Date: 03/71Z7E010 G/L Actiwity Sunmmary Acocounts Receivable
Time: 1E5:323:39 AEC DISTRIEUTION Page: 1
Eetween 03/01/2010 and 03/1E7E010

Aoct. Dpt. Description Debits Credits Net Actiwity

100000000-000  CASH ACCOUNT

37,.221.80 .00 37,.221.80
110000000-000  ACCOUNTS ERECEIVAELE
Lo.oo F6,550_00 (36,500,000
110000000-100 ACCOUNTS RECEIVAELE
-oo £z1.80 (2z21.80)
110000000-Z00  ACCOUNTES RECEIVAELE
11, 00000 11, 02000 (2000}
Z21l0000000-000  ACCEUED SALES TaX
-oo -oo -oo
400000000-000  PARTE SALES
-oo Eoo_ oo (EQ0_ 0o
4Z0000000-000 RETURNS AND ALLOWANCES
< =l

Fas

[ 4
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G/L Activity Detail Report

4 Print Activity Detail

File Mavigate Help
‘9S00 <
)
Date: 03/71Z7E010 G/L Actiwity Detail —
Time: 1E5:32%:06& AEC DISTRIEBUTION Page: 1
For the Period of: 0372010 - 0372010 0370172010 to 0372172010
Src Doc # Diate Ref Description Debits Credits
Begin Balance: T.rdd ETE 68
110000000-000 ACCOUNTE RECEIVAELE
AR Z3E0 0370172010 1 Lo.0o
AR EZED 0370172010 1 Eo.oo
OE 2331 03/0372010 12 3:34
OE £33z 03710/2010 1 lo.00
CR 320 03/1LEFZ2010 12 26, 00000
CR 391 D3F1lE272010 2 Eoo.ao
OE 2335 03/LEFEQDLID 1E 26, 00000
Total Actiwvity for Account: 110000000-000 26,063 24 26, 5E0_00
End Balance: PL.743, TRE_OE
£ ¥
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Finance Charge Report

& Create Finance Charge Invoices

File Mavigate Help
QO 00D <
. -
L
10 - FISHEERS SUPPLY
Doc# Invoicef Die Date Invoice Balance
250 250 o901 /2008 4._07
774 774 o7 sla s Eo08 Z00o. oo
1352 AD3333 10727 8008 &5 54 =
1353 1353 10727 /2008 109 .40
las0 las0 12728 /2009 131.23
1663 1663 lz /25,2009 21._45
Total Amount Past Due: z40z_EE
Total Finance Charge: F6.04
11 - TaW AUTOSPORT INC
Doc# Invoicef Dnae Date Invoice Balance
z8 AR-Z8 10718 2006 4_19E5
958 9z8 o708 fEZ008 E0oO._00
1578 1578 0908 /2009 210.00
Total Awmwount Past Due: 1314_5F5
Total Finance Charge: 1a.72
< i ¥~
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Recurring Document Report

. = P ——
# Create Recurring Documents - O]
File Mavigate Help
—— =
QO 002 <

ol

Date: 0371272010 Becurring Inwoice

Time: 1E5:45:13 AEBC DISTRIBUTION Page: 1

Document Mumber: zZ33Z2 Date: 0z/fl57Z010
Customer: 172 - CLASSIC PARTS UMNLIMITED LLCINC
Description: MOMTHLY FEE
Account Amount
zlooooooo - 0oo ACCRUED SALES TAX .00 CR
lilo00gooo - 000 FEERUALRY 2VC FEE Eoo.oo CR
llo000000 - z00 ACCOUNTE RECEIVAELE Eoo.oo0 DE
Total Dehits Total Credits
EQo._aa EQo._aa
< | > v
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Invoices Pending Authorization

# Invoices Pending Authorization 3 ] mj (b2
File Mavigate Help
P T G T
QO 002 <
%
Date: 0371272010 Invoices Pending Authorization
Time: 1E5:E51:44 AEBC DISTRIEBUTION Page: 1
Inwvoice Mo Customer Code Inv Date Inw Amoumnt Credit Card No.
13269 14 04202009 E4_70
COMPETETION ZPECIALTIES
% Al
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Invoices Authorization Declined

#& Invoices Authorization Declined

File Mavigate Helg

‘0 OOD &

Date: O03/12/2010 Inwoices Authorization Declined

Time: 15:53:13 AEC DISTRIEUTION Page: 1
Inwvoice Mo Customer Code Inw Date Inw Amcount Credit Card Nao.
990 1 o9sz9 2008 g200.00 WIsa zZzk

ACTION SUPPRLY

Transaction Declined

|

| ¥

Formss
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Settle Credit Card Invoices

% Settle Credit Card Invoices
File Havigate Help

‘0 ®002 <

Date: 031272010 Credit Card Settlement Process
Time: 15:55:01 ABC DISTRIEUTION Fac.
Settlement Batch ID:

Invoice Mo, Doc Mo, Invoice Amount Settlement Amount Status

280 38E Z0.00 0.aon0 Zent to BkipJack
283 3885 10.00 0.0oo0 Sent to SkipJack
Q84 bei=1 L._ono o.on Sent to SkipJack
=1 388 E0.00 0.o0 Zent to BkipJack
287 283 50,00 0.aoo0 Zent to BkipJack
283 33 150,00 0.a0 Zent to BkipJack
Grand Totals: 28500 o.oo
£ | ¥
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Receive Settlement Invoices

= F — — —
# Receive Settlement Invoices - [BEIX|
File Mavigate Help
(D | T R B A
Q00D <
st
Date: 0371272010 Credit Card Settlement Process
Time: 15:E8:27 AERC DISTRIBUTION Page: 1
Settlenent Batch ID:
Inwoice MNo. Loc Ho. Inwoice Amount Settlement Amount Status
280 38E Z0.00 0.00
283 385 1a.00 0.0d
284 388 5.00 0.0d
Grand Totals: 3500 o_oo
< ¥ v
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Invoices Settlement Declined

& Invoices Settlement Declined
File Mavigate Help

QO Q002 <

Y
Date: 0371272010 Invoices Settlement Declined
Time: 15:&592:E7 LEC DISTRIEUTION Page: 1
Invoice No. Customer Code Settlement Amount Decl. Code
2893 1 1E0_00 Z0
Transaction Declined
< IR
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Customer Information Summary Report

#& Print Summary by Name

File Mavigate Help

QO Q00D <

e
Date: 03 1272010 Customer Information Summary
Time: 1&6:02:E3 AEC DISTRIEBUTION Page: 1
Code Business name
ARC ABC SUFPPLY
Contact: JOHN SHITH Phione: 999-0995-0909
ARPASIVE ABPAZIVE SUPPLY CORPORATION
Contact: JACHK WHITE Phone:
< >
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Customer Information Detail Report

# Print Detail by Name

LDate: 03/1z/72010 Customer Information Detail
Time: 1&6:0Z:44 ARC DISTRIEBUTION Page: 1

Customer Code: ARC

Business Name: ABC STUPPLY Tax: NOTAX
Contact: JOHN EMITH FPhione: 333-333-3333
Address 1: 100 WEST WAT
Address Z:

City, State, Zip: ALGER
Country: D2

Currency Code:

Open Item/Bal Fud: Last Statement Date: 0270172010
Statement Cycle: Last Statement Amount: ZBE_Z23
Finance Charges? Last Payment Date: 0&/1&/z2008
Finance Charges Tax Code:

Credit Limit: EOooooo. oo On Account Amount: o.oo
Default AR Account: llO000000-000 Current Balance: ZEG_ 23
Terms Code: A NET 320

Discount Code:
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Customer Labels

# By Customer Code

File Mavigate Help

‘0 Q00D <

ACTION SUPPLY
14307 18T STEREET
PALM EBEACH GARDENZ, FL 33415-1:234

FISHERS SUPPLY

1701 PTEE

DISTRIEUTION CENTEER
SPRINGFEILD, IL 0334& TS

TaW AUTOSPORT INC
1381lZ NE 12cTH PLACE
BOCEFORD, IL 02232 TS

CLASEIC PARTE UNLIMITED LLCIMC
EEEOL 7END

CLEARING POIMNT EUSINEZS CENTER
Z0UTH EED, IN 044394 TS

&

(%
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Customer Terms

& Print Customer Terms

File Mavigate Help
.t
Date: 0371272010 Customer Terms T
Time: 1&:11:04¢ AEBC DISTRIBUTION Page: 1
Code Description Lme days Disc days Diisc percent
A HET =0 30 0.000
E /10 MET 30 DAYE 20 10 Z.000
C HET 1& 15 0.000
o] HMET 45 DATE 45 0.000
E 215 MET 45 DAYS 45 1kt 3.000
CASH CASH ZALES 0.o0o0
HETE0 HET &0 DATE &0 0.000
HET HNET 0N RECEIFT 0.000
< ¥
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Customer Aging Summary Report (By Customer
Code)

Filz Mavigate Help
-~
Date: 03/12/Z010 Customer Aging Summary By Code
Time: l&:1Z:01 ABC DISTRIEUTION Page: 1
Age by: Inwv Date Aging Date: 03/1Z/Z010
Current 1 to 20 Days 31 to &0 Days &1 to 20 91 to 1lZ0 Ower 1Z0
usp
00z-01Z3-4 - JOHN AND CAROL SMITH
Phone:404-333-3456 Last Pay Date: 07/1Z/2007 Last Amt_ Paid: 206,08
Total: E37.Z5 -no -oo .oo .oo -no 5E37.25
usD
1 — ACTION SUPPLY
Fhone: 404 585 4146 Last Pay Date: 07/30/2008 Last Amt._ Paid: 10,000.00
Total: 167,142_9Z 2,867.60 &0_o0 1z3.00 10&.00 11,234.10 153,046 Z2Z
v
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Customer Aging Detail Report (By Customer Code)

& Print Aging Detail By Name

File Mavigate Help
O Q00D <
Ll

LDate: 031272010 Customer Aging Detail By Name
Time: 1l6:19:123 AEC DISTRIBUTION
Age by: Inv Date Aging Date: 0371Z7Z010
Invoice Inv Date Current 1 to 30 Days 31 to &0 Days 61 to 20 9k to 120 Over 1Z0
1z - CLASSIC PARTE TNLIMITED» LLCIMNC
Phone: 219 393 5436 Last Pay Date: 0371272010 Last Amt._ Paid: 26,000.00
On Account
4 Deposits e e e
1235 04/30/2007 1.00
74 04,/20/2007 1l.00
12374 04,/30/2007 &01. 70
1237 04/30/2007 e01._70
1238 04,/20/2007 EEO_00
1233 04,/30/2007 &01.70
1z40 04/30/2007 EEO_00O
1241 04,/20/2007 EE0.00
&3 05/17/2007 3.72
ak QOE/f2E2007 176. 62
95 0e/Sle /2007 7.7
a8 0E/18 /2007 10.00
23 Oe/1l2/ 2007 ls.00
100 ne/fle /2007 lg.00
4 | * W
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Customer Ledger

& Print Aging Detail By Name

File Mavigate Help
Ll
LDate: 031272010 Customer Aging Detail By Name
Time: 1l6:19:123 AEC DISTRIBUTION
Age by: Inv Date Aging Date: 0371Z7Z010
Invoice Inv Date Current 1 to 30 Days 31 to &0 Days 61 to 20 9k to 120 Over 1Z0
1z - CLASSIC PARTE TNLIMITED» LLCIMNC
Phone: 219 393 5436 Last Pay Date: 0371272010 Last Amt._ Paid: 26,000.00
On Account
4 Deposits e e e
1235 04/30/2007 1.00
74 04,/20/2007 1l.00
12374 04,/30/2007 &01. 70
1237 04/30/2007 e01._70
1238 04,/20/2007 EEO_00
1233 04,/30/2007 &01.70
1z40 04/30/2007 EEO_00O
1241 04,/20/2007 EE0.00
&3 05/17/2007 3.72
ak QOE/f2E2007 176. 62
95 0e/Sle /2007 7.7
a8 0E/18 /2007 10.00
23 Oe/1l2/ 2007 ls.00
100 ne/fle /2007 lg.00
4 | * W
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Customer Open ltems

4 Print Customer Open ltems

File Mavigate Help
o L R SR R ;in
Q00D <
oy
Date: O03/71z7E010 Customer Open Items
Time: 1&6:Z5:4%8 ARC DISTRIEUTION Page: 1
Diac No. Invoice LDate Description Balance
1z - CLASSIC PARTS UNLIMITED LLCINC
On Account and Deposits -1,z40_00
TE 1238 04 ,30/2007 1.00
T4 T4 04 ,30/2007 1.00
7k 12374 04 ,20/2007 &01.70
7E 1237 04202007 &01.70
77 1238 042052007 EEO.00
78 1233 04 /202007 &01.70
23 23 05172007 ke
25 25 QL 25/2007 176,63
=l 95 oe/s18/2007 7.7
k] ] Oes1a/2007 1o.00
23 29 Oesle/2007 1z.00
100 100 0122007 1&.00
106 1240 042052007 EEO.00
107 1241 04 /202007 EED.00
123 100l 07 /032007 TEST L45.00
170 170 02/14/2007 FINAMCE CHARGE INCOME G, EE
134 Eoos 09,14 /2007 Loo. oo
4 ™
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Customer Activity

# Print Customer Activity Detail

File Mavigate Help
‘O 300D <
an —
oy
Date: O03/71z7E010 Customer Activity Detail Beport
Time: 1&6:2Z&6:3EF ARC DISTRIEUTION Page: 1
Bales Documents 0Z/017Z010 thruw 0371272010
AfR Actiwity for 12 - CLASSIC PARTS UMLIMITED LLCINC
DLate Inv No Trans Type Amount Ck No Balance TTD Sales
EBeginning Balance 6259, EB6_ 53 44 55066
Oz /O 2010 2323 INWOICE 7.7 e 44 558 45
Oz/1E8/72010 2354 INWOICE LOo. 00 Loo. oo 45, 1523 45
Oz /162010 2325 INWOICE 4.,980_00 4.,980_00 E0,138_45
020172010 2330 INWOICE TR 7R E0,146_ 24
03/03/2010 2331 TNWOICE 3. 34 3,34 E0,145_E&
0Z/1E2/2010 2333 INWOICE 500,00 500, a0 LO,6459_ 58
Q3122010 23358 INVOICE 36,000 00 25,549 _ 58
03/12/2010 2335 PATMENT —-36,000_00 432352 86,645 _ 58
0371272010 2352 INWOICE L00. 00 SO0, a0 87,145 _E&
0371272010 23588 FIN CRZ 91,876 39 91,87&6.39 L7890z a7
O2F1EFZ010 432382 CE 10,000 00 10,000.00 1792 e a7
021272010 223181 CE =10,000_00 =1l0,000_00 179 025397
O23F1E/2010 432358 CE -1,080._040 -1,080._00 172, 025_37
Total Due: 63L6, 88134
€ ™
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Credit Hold Letter

& Print Letter
File Mavigate Help

‘0 00D &

=13

Acotff: E

PERFORMANCE AUTO PARTS
5700 MARTIN PRIMCE DEIVE
ADDE

ROCEFORD, IL Z000&6-1zZ34
s

Dear WALLY EUS3ELL

account :

Invoice No: Invoice Date:

&5 DEF1E/2007
4543 03726/2007
lla 05A1252007
176 0241452007
1&3 ogfzes2007
2Z0E 100252007
1&d 02082007
lag 02/ 192007
Z7E 107142007
270 10/14/2007
£

Date:

Die Date:

03,17 /2007
035262007
055122007
02,14 2007
02,22,,2007
los0g 2007
10 082007
1071972007
1l/1=2/72007
1151372007

[ >

0341272010

This is to inform you that we hawe placed your account on credit

haold. We currently show the following inwoices dus on your

Amount Due:
030,00
33.67
lz5.45
17.z0
£3.37
117.z0
E4000._ 00
zo00og. oo
lt.58
LSES8_ 55
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Past Due Over 30 Days Letter

& Print Letter

=13

File Mavigate Help
:; . L R SR R ;in
‘O 300D <
oy
hooctff: 1 Dace: O03/1E/z010
ACTION SUPPLY ==
14307 15T STREET
PALM EEACH GAPDENS, FL 323418-12Z34
i
Iiear BILL WALEER
e show the following inwvoices are now thirty days past dus:
Inwvoice No: Invoice Date: Tae Date: Amount Due:
Z1e7 122842009 0l/27 72010 15.00
Zleg lEfEsy/z003 0ls27/2010 10,00
b 12/28/20039 ols27 /2010 EL.00
Z171 127282003 Ols27 2010 11.00
Z17E 1Z/E0/2003 L7 2010 1Z.00
Z2173 1252820009 0ls272010 13.00
2174 12220009 OlsE7 2010 lo.00
ZEle Ol/0E 2010 0z 042010 10.00
If payment has not yet been sent please send payment in full or
if this information is incorrect please call us at: 770-43z2-761:2
€ ™
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Past Due Over 60 Days Letter

& Print Letter

File Mavigate Help

‘O 200D <

oy
Acctf: 1 Date: 0371272010
ACTION SUPPLY
14307 13T STREET
PALM EEACH GAPDENE, FL 33418-12324
s
Dear EILL WALEER
WMe show the following involices are now sixty days past due:
Invoice MNo: Invoice Date: Ime Date: Amount Due:
z099 1151320009 125122008 E4_.00
100 115162009 125162008 SE5E0_10
Z1z0 12022009 01012010 1100. a0
2137 lz /0772009 0l/068/72010 Z00.00
2140 lesne/sz003 0Ls07/2010 llo.00
zldgz 1Z2/08/20039 o1s07 /2010 11o.00
Zldd 12082003 oLs07 2010 11lo.00
If payment has not yet been sent please zsend payment in full or
if this information is incorrect please call us at: ?70-43Z-T761Z
Sincerely,
SMITH THOMAS
€
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Past Due Over 90 Days Letter

# Print Letter IZI@EI
File Mavigate Help

‘0O Q00D <

boctff: 1 Date: 0371272010
ALCTION SUPPLY

14307 15T STREET

PALM EEACH GAPDENS, FL 33415-1234

s

Dear EILL WALEER

WMe show the following involices are how hinety days past due:

Invoice MNo: Invoice Date: IDme Date: Amount Due:
1547 10212009 115202008 2&.00

1546 10/EL 2009 11l/202009 1g2_00
1573 1171020089 125102008 3.85

1578 ll/10/200%2 1z/107200%2 7.7

If payment has not yet been sent please send payment in full or

if this information is incorrect please call us at: 770-432-761:Z

Sincerely,

SMITH THOMALE

[

Formss
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Collection Letter

L[]

File: Mavigate Help
Q00D <
as -
Fal

Aooctf: OO0E-01E23-4 Date: 0Z71Z/
JOHN AMND CAROL SMITH

1010 MAIN STREET

(Y

ATLANTA, G4 30333

s

Dear JOHMN ESMITH

e show the following invoices are now 1E0 days or more past due:
Inwvoice No: Invoice Date: Due Date: Amount. Due:

1 07112007 07262007 0.0

z 07,11 ,2007 07 2e 2007 Z0E .96

1&5 02112007 02 26,2007 49_95

0920071 oa/s1es2007 los032 2007 la0.&88
09z0071E oas1e2007 lo/02 2007 FIEL

1011071& 101142007 10/26 2007 &7 .20

1543 o7 102009 07252003 g.05

Please send payment in full within the next 15 days or your
account will be turned over to a collection agency.

If payment has already been sent please disregard this notice or
if this information is incorrect please call us at: ?70-43z2-761Z2
Sincerely,

£ [ v
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Customer Deposits

# Customer Deposits Report g@

File Mavigate Help
‘O 300D <
an —
oy
Date: 03/1lz/7E010 Customer Deposits Beport
Time: 1&6:3Z:48 ARC DISTRIEUTION Page: 1
Customer Code Cuastomer Name
Order HNo Order Amount Deposit Check No
1l - ACTION SUPPLY
373 2,154 23 &0, 00 0z3
748 &0, 53 10,00 211
743 60,53 FE.00 211
L0 g0, 53 1&. 50 2301
7EL &0, 53 1&. &80 2301
TEE &0. L9 1o.00 2930
L3 &0, &9 Z0.00 2920
L& &0. 83 15.11 1
TET 50,53 15.10 1
24F 11z. &0 1z. &0 zoo
243 11z, EE 10.00 zono
S44 1LIZ. 5E 15.00 zon
545 5. E1 1z. 80 zoo
EE 137.81 4500 21&
Customer Total: 3,239_47 Za0.21
10 - FISHERE SUPPLY
1316 E,000. 00 200. 00 Q00E
Customer Total: Z,.000.00 g00._00
< > |
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Print Credit Card Information (Detail)

#& Print Credit Card Information

File Mavigate Help
Q00D <
oy
S
Date: O03/71EZ/z010 Credit Card Information
Time: 16:33:34 ARC DISTRIEUTION Page: 1
Customer Code First/Last Name Card MNames MNunber
1 TOM WIZA ZEZE
ACTION SUPPLY ZMITH
Exp. Month: 03
Exp. Year: 2012
Addres=s: B83E0 TEST TWAY
City: ATLANTA Btate: G Zip: 8EZ54 =S
Country: TS
Telephone: &78 123 4587
Email: testihotmail.com
10 TOM TISA ZEZE
FIZHERS SUPPLY SMITH
Exp. Month: 03
Exp. Year: Z010
Address: B83E0 TEST TAY
City: ATLANTA Btate: G Z2ip: 8EZ54
Country: Ts
Telephone: &78 123 4587
Email: testihotmail . com
AAnpD JOHN WIZA 154
JOHM AMD CAROL CARROL
Exp. Month: 1Z
Exp. Year: Z010
Sl 3|
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Expired Credit Card Report

& Expired Credit Card Report
File Mavigate Help

O 002D <

Date: 03/71zZ7Z2010 Expired Credit Card Report

Time: 1&6:34:34 ARC DISTRIEUTION Page: 1
Customer Code Card MName Card Mumber Exp. Month Exp. Tear

10 WIZA EEEE os zo1n

FIZHERS SUPPLY

Aanph WIZA Zlad 1z zZ0o1n

JOHM AMD CAROL

<5
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Receivable Defaults

#& Print Receivable Defaults

File Mavigate Help

‘0 300D &

Date: O03/71E/z010 Beceivable Defaults
Time: 1&:325:E& ARC DISTRIEUTION Page: 1
Tax Percentage Rate: 7,80
Terms Code: A NET 30
Take Discount on: Mizc: N Freight: N Tax: N

Default Account Numbers
ASR - 1lOoooo0o Bales: 400000000 Msc.Sales: 400000000 Tax: Z00000000
F.C.: 420000000 Freight: 400000000 Cash: 100000000 Discount: 420000000
Mailtilewval Tax
Miscellaneous Maltitax Code: NOTLX Default Multitax Code: MNOTAX
Freight Multitax Code: MNOTAX Gross Inwoice Entry: N
Calculate Tax on cash Discounts: N

Aoge Om: I D=DIMmie Date I=Inwvoice Date

Aging days - (Description, Days)

Current 1l o 20 Days 21 to &0 Days &1l to 20
o 20 &0
I=s AfR Betup Complete?: T Batch - Invoices?: N Beceipts?: N

Bequire Approval to post?: N

[

[£
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Account Groups Report

’rint Account Groups

File Mavigate Help
Q00D <
~
Date: 03/71lz7E010 Aocount Groups
Time: 1&6:36:35 ARC DISTRIEUTION Page: 1
Aocount  Account Group Account Description
Grp Cd. Description Munber
APYVCHE ACCOUMTS PATARLE WOUCHER lz00oQQooo-000 IMWVENTORY
EO3000000-000 PURCHASE LISCOUNTS
ARINYC ACCOUHTS RECEIVAELE INWOICE llo0oooooo-000 ACCOUNTS RECEIVAELE
400000000-000 PARTS SALES
loooooooo-000 CASH ACCOUMT
CALZHAP LsP CASH DISEURSEMENT lo00o0ooo-000 CASH ACCOUMT
EQOooooooo-000 ACCOUNTS PATAELE
EO3000000-000 PURCHASE LISCOUNTS
CALZHAR LfPB CASH RECEIPTE lio0oooooo-000 ACCOUNTS RECEIVAELE
loooooooo-000 CASH ACCOUMT
4Z0000000-000 BETURNS AMND ALLOWAMCES
LEPREC DEPRECIATION EXPENSE 745000000-000 DEPRECIATION EXPENZE
lzlE00000-000 FURNITURE & FIMTURES DEP.
13ZE00000-000 TRAMNSPORTATION EQUIP. DEP.
123500000-000 MACHINERY & OTHER EQUIP. DE
< | » |
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Appendix A

Forms

The standard Fitrix products have been designeeté with forms manufactured by the Harland Comparhese
forms can be ordered through the Harland Compariy-880-346-5316. Sample forms are also available.

Note: Those forms that have 530 in their numbefa@ré&itrix version 530 and higher.

Screen Screen Type
Number
4GEN1 Invoice Continuous
AGENI- Invoice Continuous
530
4GENG6 Invoice Laser
AGENE- Invoice Laser
530
4GEN2 Statement Continuous
4GEN7 Statement Laser
4GENS3 Pick Ticket Continuous
4(?5?(\)'3_ Pick Ticket Continuous
4GENS8 Pick Ticket Laser

Formss
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216

Formss

4(;?(\)'8_ Pick Ticket Laser
4GENS5 Payroll Check Continuous
4GEN10 Payroll Check Laser
4GEN14 AP Check Continuous
4GEN19 AP Check Laser
4GEN11 Purchase Order Continuous
4GEN12 Purchase Order Laser
AGEN14 Ordergé;l;nrg[wled- 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 devlteepresents a category of transactions that mbss
entity has decided to track. All transactions rdedrin a journal are subsequently posted to twoare
accounts. A transaction is posted as a debit alitozatry to an account. The difference betweertdked 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’sioalés either increased or decreased by a debiedit entry
(see Debits and Credits).

Account Number—Each account in the Chart of Accounts is identifigch unique number, up to nine digits long.
Accounts of a given type usually are grouped byaotnumber. For example, all asset accounts nbigin
with a “1” followed by up to eight numbers.

Example: a basic Chart of Accounts

Table 1: A Basic Chart of Accounts

Number Account Description Type
100000000 CASH ACCOUNT ASSET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 PRODUCT SALES INCOME
500000000 COST OF GOODS EXPENSE
600000000 GENERAL EXPENSE EXPENSE

Account Types—There are three basic types of accounts: asdatjtiiaand capital. Capital is also referred to as
owners’ equity. Income and expense accounts anbsesof retained earnings, which is a capital acto
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Accounting Periods (General Ledger Periods}-Each business transaction is time-sensitive. imdystem, a new
accounting period is created every time you clagelte existing period. You are not limited to ajiyen
number of periods during the course of a yearafagaction that takes place in the current yeas fialb one of
these possible periods.

Accrual Method—A method of accounting which records revenues apemses in the period in which they are
earned or incurred and not in the period in whigytare received or paid. Compared to the cashadeath
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 additaytite table. For example, when you add a
new account to the account table, you are addiogveo that table.

Adjusting Entries—Entries that adjust the balances of ledger accoduljsisting entries are usually made for one
of two reasons. One reason is to record unrecagdedts such as revenue earned but not receivedthae
reason is to correct accounting errors.

Age—The number of days between the date on a partidolemment and the “aging date.” When processing an
aging report, the system prompts for the aging;dateuser determines which date to use as an agiteg (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@ashk.in a bank account is an asset, as is
accounts receivable (the money owed a busineds loystomers). Assets need not be paid for to hsidered
assets. Asset accounts are increased by a dehiteanelased by a credit.

Audit Trail— The ability to verify and track accounting trangaics or ledger balances.

Automatic Reorder—The process of generating purchase orders for toveitems whose quantity falls below the
reorder point.

Average Cost—Average cost is a method of calculating the costwdntory 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 blaila

Backup—In computer terms, backup refers to the proces®pying computer files. These copies are usuallgana
to diskette or tape. File backups are insurancsagsystem failure.

Balance—The balance of an account is equal to the sumeofiéibit and credit postings to the account. Account
are in balance if the total debits are equal tadke credits.

Balance Forward Customers—Statements for “balance forward” customers show tm transactions that affect
the current period. For balance forward custonmagments are applied to the oldest invoices finstontrast,
“open item” statements show each outstanding irya@ad payments may be applied to a particulariéevo

Balance Sheet—Fhe balance sheet shows the current financial tionddf a company. The balance sheet lists
assets, liabilities, and capital. It is usuallyated in two main sections. The first section totesets. The second
totals liabilities and capital. Assets must alwagsial liabilities plus capital.

Blanket Order—This is a large order that is split into more tlozwe shipment, possibly to different locations.

Blanket Release—A blanket release is a document that is a subsziarfjer blanket order. It represents a single
shipment for an order that comprises multiple skipts.
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Capital Accounts—(Also called owners’ equity accounts.) These actotecord the difference between what is
owned (assets) and what is owed (liabilities). Taryalso called proprietorship or net worth. Gagitcounts
are increased by a credit and decreased by a debit.

Cash Method—A method of accounting which records revenues apeémses in the period in which they are
received or paid and not in the period in whichythee earned or incurred. Compared to the accre#hod of
accounting, the cash method is less complex aed affed by smaller businesses.

Cash Receipt—Money received as payment for goods or servicesA/cash receipt is a payment that applies to
an outstanding invoice. A non-A/R cash receipt imgment that does not apply to an outstandingiceva\
non-A/R receipt may not even apply to a customactsount.

Cash Receipts Journal—Fhe cash receipts journal is the journal into whatitcash 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 accosimicludes all the different accounts used in
summarizing the transactions and current conditifoa business.

Check Journal/Cash Disbursement Journal-This is the journal into which all cash disbursetseactivity is
recorded, thus affecting the balances of accountse 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 form, the space follgythe colon is the “column” into which informatias
entered. This is the “Company” column.

Cost of Goods (COG) Accounts—Fhese are expense accounts; they track the ctis¢ agme products whose
revenues are recorded in sales accounts. In ottielswthese accounts record the cost of those pt®éaihich
the company sells. This cost is recorded at the tifreale. 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 vithennventory quantity-on-hand is
adjusted—in this case there is no correspondirggaapurchase of inventory.

Count Sheet—This is a list of items and their physical locagan a warehouse(s) to be used by personnel cauntin
inventory.

Credit—The term credit can refer to two different thinggpdnding on its usage. If used in reference todedg
accounts, credit refers to an entry that increaselecreases a ledger account. Some accountscagased by a
credit while others are decreased by a credit. Hanedit or debit affects the balance of an accdapends on
the type of account involved. If used in referet@eustomer accounts, a credit refers to an aclkeagvhent of
payment. When a customer pays you, you creditdinstomer’s account. When you pay a vendor, thadeen
credits your account.

Credit Memo—If referring to customer accounts, a credit menferssto a document notifying a customer that his
account has been credited (reduced). When dealihgrendor accounts you enter a credit memo tceimee the
amount you owe the vendor.

Creditor— A person or company to whom you owe money. Yourdees are creditors when you owe them money.

Current Accounting Period or General Ledger Periddhis-is the accounting period for which you arerently
posting transactions.

Current Assets—Current assets are assets that are normally usddring the operating cycle of a business
(usually one year). Cash and inventory are typmeaimples 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 paatiqubint in time. A customer’s account is summatibyg a
statement.
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Customer Activity—Activity refers to any transaction that affects Haance of a customer or ledger account. A
summary of activity shows all transactions affegtihose balances in the current period.

Customer Aging—The customer aging shows how long any open items haen on the books and how much of a
customer’s debt falls into various aging categorldmse aging categories reflect progressively rsermus
levels of overdue payment.

Customer Balance—The customer balance is the amount owed by or davactustomer. If the customer owes you
money, he is said to have a debit balance. If yoe bim money, he is said to have a credit balaAicaistomer
balance is the total of his current open items.

Customer Terms—Customer terms are the conditions under which ypeet payment from the customer.
Customer terms typically include the period of timighin which you expect to be paid, any discouwaitswed
for early payment, and the time frame within whéttth discounts are allowed.

Database—A database is all the related information withicomputer system to which you have access in one
form or another.

Debit—The term debit can refer to two different thingpeieding on its usage. If used in reference to ledge
accounts, a debit refers to an entry that increasdscreases a ledger account. Some accountscagased by
debits while others are decreased by debits. Hokedit or debit affects the balance of an accoepedds on
the type of account involved. If used in referet@eustomer accounts, when a customer purchases diaom
you, you debit that customer’s account. When yowlpase goods from a vendor, the vendor debits your
account.

Debit Memo—If used in reference to a customer account, a aediho refers to a document notifying the customer
that his account has been debited (increased).

Debits and Credits—Each transaction entered into a journal, and eadligtposted to the subsidiary and general
ledgers, consists of debit and credit entries twawmore accounts. A ledger account balance idlifference
between all debit postings to that account andratliit postings. Whether a debit or credit postingn account
increases or decreases the account balance depetits type of account.

The basic accounting equation is: assets = liagslit capital. Accounts (assets) on the left sidbd@account-
ing equation are increased with a debit. Thoséhermright side (liabilities and capital) are incre@dsvith a cre-
dit. Retained earnings is a type of capital accawvenue and expense accounts are a subsetiobbarn-
ings. Revenues increase retained earnings, andiggcapital accounts are increased with a credignue ac-
counts are increased with a credit. Similarly, erggeaccounts decrease retained earnings and Gaqatalints
are decreased with a debit. Therefore, expensaiatsare increased with a debit.

Deleting a Row—Dbeleting 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 whichfit center” an account belongs to. If
you are not using profit centers, the default depant code is “000.” Refer to the entry for Pr@finters for an
example of the use of department codes to setaffi penters within a company.

Document—Transactions entered in the Fourth GeneradBigsiness system are referred to as “documents.”
Different journals (accounts receivable, accoumatgaple, for example) may be used to record differygres of
documents. Documents consist of debit and credlitesrto two or more ledger accounts. In orderaieesa
document, that document must be in balance; thétéstotal 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 identifigclunique six-character code. Although an
employee’s name and social security number carsée o sort and view data on an employee, the smaplo
code is the key used throughout the Payroll systenmiquely 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 typeiges 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 daisiness. They are a subset of retained
earnings (a capital account). At the end of a pkoittime (usually a year) the difference betwdentotal 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 expensesadecr
capital, expense accounts are increased with & debi

Field—A field is a data-entry or display area on a foArfield may or may not correspond to what is adiual
stored in a table in the database.

FIFO—"“First-In First-Out"—One of several methods of datéing the value of inventory and calculating test
of goods sold. Using the FIFO method, it is assuthatithe “first inventory items in” (the oldesventory
items) are the “first inventory items out” (thestiitems to be shipped).

Finance Charges—Finance charges are charges made by a vendor tigainor made by you against a customer,
for non-payment of an amount due. Finance changeeew charges made against the account because the
payment was not made according to the establigreust

Flat Rate—A value applied on a per-payment basis. Unlikeragrgage rate, which calculates a specified
proportion of an amount, a flat rate ignores thaecexalue of the amount, treating it as a singhaEnt to
which a single unit of the “rate” value is applifichus the “calculated” value due to a flat ratéhis same each
time it is applied.

FOB—FOB stands for “free on board” or “freight on bodrthe FOB point determines when the title to adurct
changes hands; that is, it determines at what ploenbuyer assumes ownership of a product. FOB Smes—
but does not necessarily—affects who pays thehtaibarges for shipping a product. In some busewete
seller pays freight up to the FOB point and thednpays from the FOB point. Similarly, in some Imgsises the
FOB point determines who pays insurance on theastrip.

Form—A form is the template into which information istered. A form may combine information from several
different tables, usually lines of information franfheader” table at the top of the form and sdwenas from a
“detail” table at the bottom.

General Journal—The most basic type of journal in an accountingesyss the general journal. It may be the only
journal. Transactions which consist of a debitttteast one account and a credit to at least aifferght)
account are entered in such a journal. Ultimatalhdransaction is posted from the general joumalgeneral
ledger account.

General Ledger—The general ledger includes each account listékerchart of accounts, along with debit and
credit transaction entries that add up to the aaicbalance.

Income Accounts—T hese accounts are used to track revenues. Salesras, for example, are a type of income
account. They are a subset of retained earningaital account). At the end of a period of timsually a year)
the difference between the total of all income aotdalances and the total of all expense accalanbes is
calculated and that balance is transferred torretagarnings. After transferring this figure taameéd earnings,
the balance of each income and expense accouwtttis sero. Capital accounts are increased witteditcand
decreased with a debit. Because revenue increapéalcincome accounts are increased with a credit

Income/Deduction/Obligation Codes—Each type of income, deduction, and incurred engglapligation is
identified by a unique six-character code. Whenitikeme, deduction, or obligation is used in a plntry it
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is referred to by this code. The code provides sst@ default values and basic information requicechlculate
the income, deduction, or obligation amount.

Income Statement—T he 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 theersues and
expenses and the difference between them for agefitime. The difference between revenues anemsgs is
referred to as a net profit or a net loss.

Inventory Account—This is the current assets account that reprefiemtgalue of the goods in stock.

Inventory Adjustment Account—This is the ledger account that balances changés toathe inventory account
balance that do not result from sales, returnpuochases.

Inventory Control (I/C)— This is the system for tracking goods stored fée s@customers, including calculation
of costs and prices.

Inventory Item— This is a single unit of merchandise from inventory
Item Code—An item code is a unique alphanumeric string idgimti a type of inventory item.

Journal—Journals are used to sequentially record busimassdctions. Each transaction consists of a delhit t
least one account and a credit to at least onte(dift) account. Journal entries are posted toeledgcounts;
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 transaciibe
most basic type of journal is the general jourhahddition there may be an accounts receivablepduan
accounts payable journal, and so on.

Ledger—A ledger consists of a group of accounts and detdtcredit entries representing transactions fiatta
the account balance. A group of accounts is callextiger. The general ledger includes all accdistesl in the
chart of accounts. Subsidiary ledgers compriseetatudf the chart of accounts. The accounts reckevatiger,
for example, comprises all customer accounts. dta of all customer account balances equals tkenba in
the accounts receivable ledger account.

Liability Accounts— Liabilities are debts or anything that is owed.Hili#y accounts are increased by a credit and
decreased by a debit.

LIFO— “Last-In First-Out” is one of several methods ofcegating the cost of inventory items. With the OF
method those inventory items “last in” (most retgpurchased) are considered the “first out” (fasbe sold).

Open Item Customers—Statements for open item customers show each adtatpinvoice and payments are
applied to a specific invoice. In contrast, balafeevard statements show only the transactionsaffatt the
current period. For balance forward customers, gagmare applied to the oldest invoices first.

Open Iltems—Open items are posted invoices that contain oudstgrbalances representing amounts owed by
customers or due to vendors. A document is consitlen open item until that balance is zero.

Order Acknowledgment—An order acknowledgment is a hardcopy version dlas order. Order
acknowledgments may be sent to customers so thatve 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 a@lahcounts 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 incam#employer obligations, as well as the relateanting
data for the document.

Payroll Income—Payroll income comprises wages, reimbursementscasial outlays recorded as part of a payroll
entry. Payroll income normally is an operating engee

Payroll Journal—The payroll journal is the journal into which adlyroll activity—paychecks, income, deductions,
and employer obligations—is recorded. When pogtesd activity affects the balance of accounts i playroll
ledger.

Payroll Ledger—A payroll ledger is the ledger that includes adl #tcounts affected by posted payroll
transactions—paychecks, income, withholding, acdiired obligations.

Payroll Obligation—An employer liability resulting from a payroll traaction, such as withholding federal taxes
from an employee’s paycheck.

Posting—Posting is the process of transferring transactidosuments) from the journal to the ledger.

Posting Sequence Numbers-All processes which “post” entered data into aagerarea for completed documents
have reports that feature a posting sequence nurfibese numbers are used to keep track of regatshould
be permanently stored in your records. Each ofethegorts has its own sequence of posting numbers.

Prepaid Asset—This is an asset that you have paid for, but nbtgeeived.

Profit Center—A “profit center” identifies a part of a company fwhich profits can be calculated separately. Sales
and expenses for that division are designated aviibepartment” number.

Table 2: Simple Account Chart with Two Profit Centes

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 metideafniom a vendor.

Purchasing—The purchasing system is one of seveialix modules. It provides an automated method for treck
purchases, tracking receiving, and projecting caghiirements.

Receivable Documents—Fhere are four common types of receivable documentsstomer invoice, a customer
cash receipt, a customer credit, and a customet. deb

Receivable Journal—The receivable journal is the journal into whichaadcounts receivable transactions—
invoicing, credits, and debits—are recorded. Whested, these transactions affect the balance olatg in
the receivable ledger.

Receivable Ledger—A receivable ledger is the ledger that includestalaccounts affected by accounts receivable
transactions—invoices, cash receipts, and custoneelits and debits.

Retained Earnings—Retained earnings is the increase in equity thawrésulted 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 account ¥dn account table contains as many rows as there
different accounts.

Statement—The customer statement shows the current actigita fgiven customer. The statement shows
outstanding invoices, recent payments, credits,defits to the customer’s account.

Store or Record—Recording or storing a row is the process of saitimgthe computer database after it has been
added or updated.

Table—A table is where information is stored in a compufegiven table contains only a specific type of
information. For example, an account table conttiesdifferent sales and expense accounts usetklsystem.

Transaction—A transaction is an event that is recorded in twanting records. Typically, such an event invslve
the transfer of money, product, or services. Eeafsiiction entered in thsiness system is referred to as a
“document.”

Trial Balance—This is a work sheet used as a preliminary steyeterating a Balance Sheet. The trial balance is a
listing of every ledger account, along with its demd credit balance. The total of all debit baksshould
equal the total of all credit balances.

Update—Updating a table is the process of changing rowkimwit. Whenever you change a description in the
account table, for example, you are updating awithin 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 alhgactions affecting those balances over a spegfedd 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 tiffeicbnt ways. In the first, an aging report can putstand-
ing vendor invoices into categories, ranging frévose currently due to those past due. With thihotwgtthe ag-
ing categories reflect ever more serious levelsvetdue payment.

In the second, an aging report can arrange outistganvéndor invoices into categories, ranging frdvose cur-
rently due to those that will be due in the futdrbis report is a projection of cash requiremelmshis case, the
aging categories reflect amounts due farther irfuhee.

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 vende@s you money, the vendor’s account has a tebdnce.
A vendor’s balance is the sum of all open itemsagieing to that vendor.

Vendor Terms—Vendor “terms” are the conditions under which Weedor 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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