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Accounts Receivable Features

Managing cash flow is strategic to the succesvefyebusiness. A streamlined process to creat®uist
er invoices and capture payments in a timely maisniategral to this. Also of great importance mol-
ing the credit worthiness of your customers raakti A good software solution must be able to givery
staff the information they need to make decisi@uarding extension of credit while keeping overdue
and overextended credit to a minimum.

The Fitrix Accounts Receivable module provides #i@ctive and organized system for maintaining cus-
tomer information that in turn leads to effectivashk flow management, improved customer service, and
profitability. You can access customer credit aalés history information on line, create invoiced a
statements on demand, and apply payments easily.

Features

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

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

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

« Credit Department Notes— ability to enter notes regarding collection vt§i These notes will
be attached to the customer record and storedtiéthser name that entered the note and the date
it was entered

- Finance Charges- automatic creation of finance charges on pastinkoices

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

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

Customer has invoices 60 days past due

Customer has invoices 90 days past due

Final Demand for Payment (invoices over 120 days gae)

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

« Charge backs and Write-offs— option to create customer charge backs and-offsenhile in
cash receipts if a partial payment on an invoiqeasle
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Invoicing — easy freeform data entry complete with zoom Upskto customer and ship-to infor-
mation, tax codes, and payment terms. (Note: freeftecause invoicing tied to inventory items
you stock is handled by the Fitrix Order Entry miejlu

Recurring Invoice Capabilities — Automatically creates recurring invoices such m®nthly pro-
fessional services fee without repetitive datayentr

Sales Tax— multilevel taxing capabilities for multiple Idi&s such as state, county, and city

Account Groups— the ability to set up a group of general ledggrounts by an account group
code that is stored with the customer code. Thie é® then used in when entering customer in-
voices so that you do not have to remember thei@tilaltion for the invoice thereby streamlin-
ing data entry

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

Reporting

Reports available include:

Aging Reports- these can be run by customer code or business,gninvoice date or due date,
by department, by salesperson, in summary or detil an “As Of’ date you specify. You can
predefine the number of aging periods you wantritat fup to seven) and the number of days in
each

Customer Ledger

Customer Open Item Report

Customer Activity Detail

Customer Statements

Sales Orders on Credit Hold

GL Activity By Account Number (for AR Transactions Only)

Customer Labels
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General Information

Reference Files

This section covers the various files that may leatoned throughout the documentation. The disoassi
includes the file name, the menu and menu optied ts maintain the file, and the purpose servethey
file.

Account Groups Program: Use theUpdate Account Groupsption found on the Setup Receivables Men-
us. This table holds group codes and descriptitomgyawith the account names and numbers associated
with each unique code. The information in this & be used to relieve the user from having to caem
rize account names and numbers for various transact

Account Number Ranges Program: lde the Update Account Number Ranges option oneheS
Company Menu. This table stores the range of adcuumbers associated with each type of account:
Asset, Liability, etc.

Accounts Receivable Defaults Programtse the Update Receivable Defaults option on #taBSRe-
ceivables Menu. This table holds default informatised in programs throughout the Accounts Receiva-
ble system. By maintaining this information, younspeed up data-entry and cut down on errors.-Infor
mation pertaining to invoicing, account numbers aging is stored here.

Checking Account Program: Use the Update Checking Accounts option on the Setampany Menu.
This table stores the number and description foh @aset account designated to serve as a cheaking
count.

Company Information Program: Use the Update Company Information option on the@€ompany
Menu. This table includes the name and addresswfgompany. If you are assigning income and ex-
penses to departments within your company, thig tall also contain the code and description facte
department.

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

Customer Terms Program: Use theUpdate Customer Ternaption on the Customer Information Menu.
This table holds information corresponding to emcms code you have setup for billing purposeshEac
code is accompanied by its description, the nurobdue and discount days in addition to the distoun
percent.

Ledger Accounts Program: f you have the General Ledger module installed, ymay make use of the
information in this table. Each document in thisléarepresents one of your general ledger accobmts.
formation stored in this table includes account hars, respective descriptions, and optional subtota
groups. The table also includes information on Wwaethe each account is increased with a credit or
debit.
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Ship-To Program: You can access the Update Customer Ship-To’s offbomthe Customer Infor-
mation Menu or the Setup Receivables Menu. Thie tiablds default shipping information for customers
whose invoices have not otherwise been given spetifpping instructions. The shipping address and
instructions are stored along with reference infation concerning the billing address.

Setup Procedure

Setup is the process by which you enter all thermation needed before you can start recordingaen
tions into the Accounts Receivable, system. Setojudes entering basic control information that the
program needs to run, entering your Chart of Actgiuand entering other reference information.

The setup process is summarized below:

Table 1:
SETUP OPTIONS - ORDER OF EXECUTION
Step Description Menu
1 Enter Company Information Setup Company
2 Modify Account Number Ranges Setup Company
3 Enter Ledger Accounts Setup Company
4 Enter Customer Terms Customer Information
5 Enter Receivable Defaults Setup Receivable
6 Enter Account Groups Setup Receivable
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 red@mtisetup is complete. Documents cannot be positdd u
you have indicated that setup is complete. Redwmtisetup is complete by enteriny & the Accounts
Receivable Setup Complete field in the ReceivaldéDits program. The Receivable Defaults infor-
mation is changed with the Update Receivable Defangtion of the Setup Receivable Menu.

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

If you do reset this flag to N and documents hasentposted, General Ledger orphan transactiondgcor
can and most likely will occur.
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Different Databases

Fitrix Business products come with two distinct sets of data. $tamdard company set contains the real
data for your company; the sample company set tonttata that is used for tutorials and other ingin
purposes. The sample database is used so thateawjanis new to the system can see examples and run
options without risk of damage to the real accoytiata of your company.

In addition to the standard and sample data sifsresht companies may be set up for your system by
your authorized Fitrix reseller so that you can muitiple companies.

The name of the current company/database is disglatthe top of the main menu. To select a diffiere
company/database:

1 Click Settings.

2 Click Change Database Access.

3 Enter the name of the desired database.
4 Click OK. The desired database is active.
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A/R Accounting Cycle

The accounting cycle for Accounts Receivable foldive basic Fitrix Accounting
Cycle. After the general company setup procedheetare A/R-specific setup,
transaction processing, and end of period actgvitie

The A/R-specific Processing Cycle:
« Accounts Receivable Defaults
« Customers and open items
Customer Terms

Receivable Invoices

Cash Receipts

Default Ledger Reports

A/R Accounting Cycle 1
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Accounts Receivable Setup

Basic setup for Accounts Receivable involves entgA/R defaults, customers and ship-to addressels, a
any existing open items.

= D40 Dtabass sample e Lomark NPT (1P Laserie 035 P
File ‘iew Ewscute Seftings Help

demEam

»

Dev 5.40

5 4 PuC @ 3 A @ 2 Custor [ 3 Upaste Recevaoie Deauts

5 Prod ; :
& 8 Produt & 4 Payroll & 3 Semp [E} b Print Receivable Defaults
& 5 Produt & 5 Fixed /5] Exit

¢ Update Account Groups

m

& 7 Custor g 6 Mult-Currency [Z} d Print Account Groups

= 8 G B i
E]'l 1 e.ner. il El e Update Customer Information
lﬁl‘ Eﬁ - ﬂ Exit [El f Update Customer Ship-To's

= g Print Customer Information
@ h Update Customer Open ltems
gﬁ i Print Customer Open ltems

[El ] Update Payment Methods

4] Ext L

I Statuz |dle

Customer Terms

Update Customer Terms

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

Print Customer Terms

This option prints out a listing of customer teramsl term criteria.
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Receivable Defaults

Update Receivable Defaults

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

Print Receivable Defaults

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

Account Groups

Update Account Groups

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

Print Account Groups

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

Customer Information

Update Customer Information

The next order of business is to set up custommet®ater customer address and detail information.
This information can also be added to or changtst Hfe initial setup is complete.

Update Customer Ship-To’s
Customer ship-to’s may be updated at this timevels

Print Customer Information

This option prints out a listing of customer angbsio information.

Customer Open Items

Update Customer Open Items

(mandatory, one time only) This option is used DURING SETUP ONLY for enterimgodifying and
deleting outstanding invoices. Once the systemlisthat A/R setup is complete, no more open items
can be entered, although it is still possible ewall items previously entered.

A/R Accounting Cycle 3



Fitrix Accounts Receivable User Guide

Print Customer Open ltems

This option prints a balance report for each custollisting open items entered during setup. #ds
visable, but not required by the system, to producéedit list” with the Print Customer Open Items
option so that all entries can be checked for amubefore the final “Setup Complete” step causes
them to be posted.

Setup Complete

Setting Setup Complete to Y is the last step befargsaction processing can begin.

r Update Receivable Defaults ‘i@

File Edit View Mavigation Tools Actions Options Help

OB UUhEEQA ALEBY @6

o

A0 90 0 9 &

Find Prev Mext Add Update Delete Browse

Terms Code: A \| NET 30
Take Discount on Misc: Credit Manager:  bettyb
Freight: Over Credit Limit Allowed: 10.00
Tax: Hold Code:  HOLD

Credit Checking Rules Apply:

Multilevel Tax
Miscellaneous Tax Group: NOTAX &, Invoice Default Tax Group: MOTAX
Freight Tax Group: MNOTAY .| Enter Goods Amounts as Gross:
Finance Charge Tax Group: NOTAX .| Caloulate Tax on Cash Discounts:

Account Numbers

AR 110000000 %) Sales: 400000000 (%) Misc: 400000000 % Tax:

FC.:' 480000000 % Freight: 400000000 Cash: 100000000 Disct: 0 |9 Write Off: 600000000 | =

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

Migcellaneous

Is AR Setup Complete?: Batch - Invoices?:
Receipts?: Finance Charges:
Require Approval to post?: Approval Code: Bank Deposit ID: 3
Auto Assign Customer: Next Customer Number:
Auto-Assign Ship-To: Mext ShipTo Number: 1
1of1

When this field is set to “Y”, the system totalsstixng open item A/R transactions, displays thaltot
amount, and prompts you to verify that no additieedup entries are required. By entering anothér “
at this prompt, you tell the system the A/R setbpge is now closed; all existing open items aréeplost
this time.

If A/R setup is complete and additional pre-setpproitems are found and need to be entered, ik fi
may be reset to “N”. Doing this will pull up a wamg and prompt you to continue. Entering “Y” to eon
tinue will “un-post” all transactions from the Afpbsting tables. If transaction processing has eehb
started, no harm is done since only pre-setup @pers have been posted. Now only the additionahope
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items may be entered and setting “Complete?” to¢ai be done again. The additional open items plus
the original open items post at this time.

If transaction processing has been started (expides are entered and posted, receipts are drance
posted, etc.) and the setup complete field is tes®”, ALL posted transactions, i.e., posted ligable
documents and pre-setup open items, are deletedtfre A/R posting tables. This is generally nobady
idea, since not only will all A/R postings be delistbut there will be no effect on the General lezdg
posting tables, leaving orphan A/R transactiornthénG/L posting tables. The ability to reset “Com-
plete?” back to “N” is primarily for entering adidibal pre-setup open items before transaction gsing
has started.
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Accounts Receivable Transaction Processing

Transaction processing for Accounts Receivablelgupdating and posting receivable documents,
then updating and posting Non-A/R and A/R cashiptse

File ‘iew Ewscute Seftings Help

demEam

»

Dev 5.40

[SEMEIENE 1 Financial Management !
(SRR LUl R WL 5 Accounts Receivable

& 3 Sales g 2 Accowr &5 1 Recen TN Ledger

i i e . ) Copyright 2010
I= 4 Purchz &5 3 Accour = Custor; @ a Update Receivable Documents : ation

Software Solutions, Inc.

5 Prod @b
= rodut &5 4 Payroll & 3 setup [Z} b Print Receivable Listing
& 6 Produ & 5 Fixed /S BXit | @ c Print invoices
& 7 Custor &5 6 Multi-Currency

m

[Z} d PostReceivable Documents
E‘ﬂ 8 Gener: & 7 Multi-Level Tax = e Process Cash Receipts/Bank Deposits
ﬂ Em = ﬂ Exit f Print Receivables Journal

E, g Print Cash Receipts Journal

& h Print GIL Activity

&) i Create Finance Charge Invoices

g | Create Recurring Documents

B3 k Credit Card Processing | 4

[E5 z Batch Maintenance

o] et

| Status 1

Receivable Documents

Update Receivable Documents

A document starts its life cycle as an entry intthmlate Receivable Documents menu option. In A/R,
Update Receivable Documents is the place for emgemodifying, and deleting invoices, credit
memos, or debit memos. Account groups can alseée with this screen to aid data entry. Docu-
ments that are copied periodically from pre-essiigld documents are made available in the Update
Receivable Documents screen through the CreateriR@gDocuments option.

Print Receivable Listing

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

Once a satisfactory edit list is produced, invoites/ be printed. Invoices are printed on pre-pdnte
forms and can use either pre-numbered forms oeyassigned invoice numbers.

Post Receivable Documents

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

The posting of documents also updates or crea&s itgm balances. For a new invoice, an open item
is created for that customer. For a receipt, creditno or debit memo, an existing open item is updat
ed to reflect a new balance.

Cash Receipts
Update A/R Cash Receipts

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

Update Non-A/R Cash Receipts

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

Print Cash Receipts Listing

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

Post Cash Receipts

This option posts all un-posted cash receiptsed®tR and G/L posting tables and generates a pstin
report. Cash receipts are also applied to opersitehen posted.

Create and Post Bank Deposits

In prior versions of Fitrix every cash receipt gakfor each customer made a separate entry into the
check reconciliation table. Now you can group a&sieipts by deposit ID so that a single entry is
made into the check reconciliation table for mitipash receipts.
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Accounts Receivable End of Period

Reporting of transaction processing activity notgnatcurs at the end of a period. Various type& thf
and A/R reports are available.

Ledger Reports

Print Receivables Journal

This option prints out a listing sorted by uniqueEdment numbers, so that each document’s effect on
the various ledger accounts can be traced. Thetriggie each ledger account posted to, debits and
credits, and document numbers for receivable dootsn&he system prompts you to input the period
starting and ending dates. Note that both the B¢ and End Date fields default to the currest sy
tem date.

Print Cash Receipts Journal

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

Print G/L Activity

This option prints either a summary or detail réfisting all debits and credits posted to eaclyésd
account. The system prompts you to input the pesiading and ending dates. Note that both the Star
Date and End Date fields default to the currentesgdate.

Invoices and Documents

Create Finance Charge Invoices

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

Create Recurring Documents

This option creates receivable documents autontigtiog copying in specified receivable documents.
Documents can then be modified or deleted throbghJpdate Receivable Documents option.

Customer Reports

Print Customer Statements

This option generates customer statements whiclnsuize activity in a customer's account.
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Print Customer Aging

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

Print Customer Ledger

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

Credit Card Reports

Two reports available: one to print customer credid information and another to print credit catds to ex-
pire.

Customer Deposits

This option prints a report of outstanding depo@its- pre-payments) on sales orders.

Print Credit Letter

This option prints various dunning letters (i.easpdue balances, customer placed on credit higld, e

Print Orders on Credit Hold

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

A/R Accounting Cycle 9
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Chapter 3

Menus Overview

This Chapter briefly describes the options avadaii the menus. More de-
tailed descriptions of the options on each menwgisn in the Chapters that
follow. This Chapter overviews the following menus:

« Fitrix Accounting System Menu
« Accounts Receivable Main Menu

Receivable Ledger Menu
« Customer Information Menu
« Setup Receivables Menu

Administration Menu
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Fitrix Main Menu

Fle ‘iew Execute S:atti'ngs Help

SlymEZ2E

& 1Financial Management |
& 2 temMansgement
&= 3 Sales Order Management

B 4 Purchase Management

B 5 Production Management

[ & Production Planning

= 7 Customer Relationship Management

& 8 GenerallAdministration

are Solutions, Inc.

Status Idie

Depending on the modules that you have installedr fitrix Main Menu may contain the follow-

ing menu options:

« Financial Management:

1 Financial Management

_______________________________

E5 2 Accounts Receivable
B2 2 Accounts Payable
B2 4 Payroll

[E5 5 Fixed Assets

£ 6 Multi-Currency

£ 7 Multi-Level Tax

&) Exit

Menus Overview
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e |tem Management:

2 Item Management

[ 2 Bill of Material

£ 3 Standard Routing
B 4 Standard Costing
£ 5 Engineering Change
& Product Configurator

&S] Exit
« Sales Order Management:

3 Sales Order Management

:[E 1 sales QuotationsiRecurring Orders |

[ 2 Sales Orders

&S] Exit

+ Purchase Management:

4 Purchase Management

. [E3 1 Purchasing

£ 2 Replenishment

&S] Exit
e Production Management:

5 Production Management

£ 2 Production Scheduling
B 3 Labor Processing
B 4 Actual Costing

& Exit
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Production Planning:

& Production Planning

[ 2 Material Planning
[ 3 Capacity Planning

& Exit

Customer Relationship Management:

7 Customer Relationship Management

B3 2 Marketing
1 3 Support
= 4 Utilities
£ 5 CRM Setup

&S] Exit

General/Administrative — contains the following swénus.

8 General/Administration

B 2 System Administration
[ 3 Datalmport/Conversion
£ 4 Web Senvices
£ 5 Archive Data

&S] Exit

Menus Overview
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Accounts Recelvable Main Menu

The Accounts Receivable module allows you to emtertrack your receivables. Through A/R you
enter receivable documents, print invoices, erdshgeceipts, update customer records, and print a
variety of reports that analyze your Accounts Reailglie. Selecting Accounts Receivable from the
Accounting System Menu displays the Accounts Rext#é/Main Menu.

The Accounts Receivable Main Menu:

2 Accounts Receivable

£ 1 Receivable Ledger
£ 2 Customer Information

[ 3 Setup Receivables

S Exit

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

» Receivable Ledger This menu provides options for entering receigaldcuments, printing
those documents, printing and posting invoicesggssing cash received from customers,
printing reports, processing finance charges aagrrimg documents.

« Customer Information: This menu consists of options allowing you to eg&your cus-
tomer files and prints several reports analyzirgt@mer activity.

» Setup ReceivablesThis menu provides options allowing you to mamtl the reference
files that are used throughout the Accounts Rebévsystem. Some programs store infor-
mation that pertains strictly to A/R; other progsahold information relevant to your entire
system (e.g., the Ledger Accounts programs). Ogtiloat pertain to your entire system may
be duplicated for your convenience in the otheiX#ccounting modules.

16 Menus Overview



Fitrix Accounts Receivable User Guide

Receivable Ledger Menu

The Receivable Ledger Menu is the most frequergdumenu of the Accounts Receivable system.
Using this menu, receivable documents are entémedices are printed and posted. Cash receipts
are processed and journals are printed. Finanaggehand recurring documents are also processed.

The Receivable Ledger Menu:

—
1 |
m
0
L}
=
o
g
L]
=
1]
o
(=]
L]
=

a Update Receivable Documenis

b Print Receivable Listing

¢ PrintInvoices

d Post Receivable Documents

e Process Cash Receipts/Bank Deposits

f Print Receivables Journal

M m D E e e

g Print Cash Receipts Journal
£ h Print GIL Activity

i Create Finance Charge Invoices
E—‘. j Create Recurring Documents
£ k Credit Card Processing

£ z Batch Maintenance

&) Exit

This menu contains the following options:

« Update Receivable DocumentsAllows you to enter and modify receivable docutsen
Through this option you enter information aboubatier and the general categories of items
sold (e.g., SALES OF INVENTORY).

» Print Receivable Listing: Prints a report listing the documents enteredraadified under
Update Receivable Documents, organized by documenber. Only un-posted receivable
documents are listed.

« Print Invoices: Prints invoices on invoice forms.

» Post Receivable DocumentsSelects all un-posted invoices, credit and delginos and
posts them to the Accounts Receivable and Geneddér Activity files. Prints a report
identical in format to the report generated byRhiet 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 that
not apply to outstanding invoices or that do nqilgpo customers’ accounts. Each doc-
ument records general information about a cashpticeaddition to the specific
amounts paid.
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18

Update A/R Cash ReceiptsAllows you to enter and modify payments that gppl
outstanding invoices or that are to be appliedusiamers’ accounts. Each document
records general information about a cash receigtidition to the specific invoices and
amounts paid.

Print Cash Receipts Listing Prints a report listing each un-posted cash peckicu-
ment entered through Update Non-A/R Cash Recergtfpdate A/R Cash Receipts. The
report is organized by document number.

Post Cash ReceiptsSelects un-posted cash receipts documents atslthes to the
Accounts Receivable and General Ledger ActivitysilThe Cash Receipts Posting re-
port is generated, identical in format to the CRebeipts Listing report.

Update Bank Deposits Allows you to group posted cash receipts by &esysassigned
bank deposit ID so that one entry is made intoAtReBank Reconciliation table. Typi-
cally this ‘deposit” amount will match a physicapbsit slip.

Print Bank Deposits: Prints a listing of all deposits entered but ndtpasted (an edit
listing).

Post Bank DepositsSelects un-posted bank deposits and posts thém #P Bank
Reconciliation table.

Print Receivables Journal Prints a listing of debit and credit postings to geai ledger
accounts for posted receivable documents and easipts. This report is organized by
document number.

Print Cash Receipts Journal Prints a report listing the debit and credit pusto the
different general ledger accounts for cash receipts report covers only cash receipts,
but is otherwise identical to the report generdtgthe Print Receivables Journal option.

Print G/L Activity : Prints a listing of debit and credit postinggganized by general
ledger account. Selecting this option displayskar®nu giving you the choice of print-
ing a summary or detail listing. If the detail refpis selected, under each ledger account
listed, each receivable document and cash redegtHat posted to the account is print-
ed.

Create Finance Charge InvoicesPrompts you for selection criteria for designgtin
open item invoices for which to apply finance clesgAfter specifying this criteria, the
system automatically creates finance charge doctamethe Receivable Documents
program. These documents can then be modified asteg similar to documents en-
tered directly through the Update Receivable Doatmeption.

Create Recurring Documents Copies the specified posted recurring documents a
creates new receivable document in the ReceivateiDents file. Recurring docu-
ments are transactions that are entered frequenggriodically.

Credit Card Processing Use the options on this submenu to authorizeioea) settle
invoices, receive settlements, and update decimazces (see the section on Credit
Card Processing for more information).

Batch Maintenance If batching is turned on, this program is usedpprove invoice
and cash receipts batches. Read3#iting Started with Fitrix Guide for more infor-
mation on Batch Processing.

Menus Overview



Fitrix Accounts Receivable User Guide

Customer Information Menu

The Customer Information Menu contains optionsnfiaintaining a variety of customer infor-
mation. Customer statements, aging reports, ledgerppen items can also be printed from this

menu.

The Customer Information Menu:

2 Customer Information

[E] a Update Customer Information
£ b Print Customer Information
B c© Print Customer Labels

[E d Update Customer Terms

= e Print Customer Terms

[E] f Update Customer Ship-To's
B2 g Print Customer Statements
B2 h Print Customer Aging

{= i Print Customer Ledger

E J Print Customer Open ltems
g k Print Customer Activity Detail
£ | Customer Credit Management
g m Customer Deposits Report

£ n Credit Card Information

&) Exit

This menu provides the following options:

Update Customer Information: Allows you to enter new customers or update agstus-
tomers. Customer name, address, shipping instngctice examples of the information that
is stored through this option.

Print Customer Information : Displays a submenu allowing you print reportsriig the
customer information added under Update Custonferriration in summary or detail for-
mat, organized by customer name or by customer. code

Print Customer Labels: Displays a submenu allowing you to print customame and ad-
dress labels sorted by customer name, code, armbdj

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

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

Menus Overview
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Update Customer Ship-To’s Allows you to maintain the Shipping informatiorhi$ pro-
gram stores any number of shipping addressesgartecular customer. Each document
stores the customer code and shipping informatétajming to a specific ship-to location.

Print Customer Statements Prints statements listing customer activity dgrinperiod of
time.

Print Customer Aging: Prints a summary or detail report listing outgiag amounts owed
your company. These amounts owed are aged oveyocege of time ranging from “current”
to “over 60 days” (by default). Both reports argamized by customer code. The detail re-
port lists all outstanding invoices for a custonike summary reports lists outstanding total
amounts by customer.

Print Customer Ledger: Prints a report listing customers’ account atgiechronologically.
Information provided includes the type of transactjinvoice, credit memo, etc.), descrip-
tion, amount, and balance.

Print Customer Open Items: Prints a customer balance report, organized by mest
code, listing open items entered and modified ukifefate Customer Open Items from the
Setup Receivables Menu. The report lists custombeshave a balance greater that zero.

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

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

Customer Deposit Report Provides a listing of any customer deposits rambbut not yet
applied to invoices in cash receipts.

Credit Card Information: Use the options on this submenu to enter credit icdormation
for your customers, print that information, ancbgtsint a report on credit cards due to ex-
pire.
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Setup Receivables Menu

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

The Setup Receivables Menu:

3 Setup Receivables

El[a Update Receivable Defaults |

b Print Receivable Defaults

@ ¢ Update Account Groups

=} d Print Account Groups

@ e Update Customer Information
E f Update Customer Ship-To's
E5 g Print Customer Information
@ h Update Customer Open ltems
(o]

1= 1 Print Customer Open ltems

E | Update Payment Methods
& Exit
This menu contains the following options:

- Update Receivable DefaultsMaintains default information that is used thrbagt the Ac-
counts Receivable system. This information includegth of aging periods, default pay-
ment terms, default tax codes, etc.

« Print Receivable Defaults Prints a report listing the information entetedier Update Re-
ceivable Defaults.

« Update Account Groups Allows you to maintain the Account Groups inf@tion: you
can add new account groups or modify and deletingigroups. Account groups are an
optional feature that can be used throughout thmiating system to call up a subset of the
chart of accounts. The user may then choose dest@unts from this subset. These
groups are designed to expedite data entry.

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

« Update Customer Information: Allows you to maintain your Customer Informatidrhis
program stores customer name, address, shippitrgdgtisns, and information about a cus-
tomer’s account.

» Update Customer Ship-To’s Allows you to maintain the Shipping informatidrhis pro-
gram stores any number of shipping addressesgartecular customer. Each record stores
the customer code and shipping information pemaitd a specific ship-to location.

« Print Customer Information : Prints a report listing all information entenaaider the Up-
date Customer Information and Update Customer &fspeptions.
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« Update Customer Open Items During setup (prior to the time when you beging the
A/R system for entering transactions), this opt®used to enter customer open items.

« Print Customer Open Items Prints a listing of customer balances, open ice®j and
memos.

- Update Payment Methods Use this option to set up various payment metisodf as on
account, cash only, or credit card.
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Chapter 4

Setup Recelvables

Setup is a procedure that is performed once mientering transactions into the Ac-
counts Receivable system. Selecting the AccounteiRable Menu options is the
first step in preparing the system for use aftstaation.
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Setup Receivables Menu

The Setup Receivables Menu:

Fie ‘iew Exscute S:atti'ngs Help

JJymEzm@m

Dev 5.40
[SEMEIENE 1 Financial Management

5 2 temW g5 1 Gener P

5 3 Sales & 2 Accowr = 1 Recaiy 3 Setup Receivables

4 Purchz H
& % 5 3 Accoul & 2 Custor: ([ Update Recewvable Defaulls | |

5 5 Produt &5 4 Payroll = 3 Setup
= 6 Produc &= 5 Fixed '

b Print Receivable Defaults

=

& c Update Account Groups

(= 8 Gener & 7 Wulti-Level Tax

=l e Update Customer Information

‘ﬂ- Exit f Update Customer Ship-To's

g Print Customer Information

h Update Customer Open ltems

= i Print Customer Open ltems

| Update Payment Methods

m

Status Idle
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Update Receivable Defaults

This option allows you to maintain the Receivabkfdlts information. Use this option to establigh d
faults that are utilized throughout the Accounte@teable system. These defaults specify what ledger
accounts, terms, tax rate, and aging periods tohmeaghout Accounts Receivable. Many of these de-
faults can be overridden on various screens; otheush as the aging periods—can only be changed on

this screen.

The Accounts Receivable Defaults screen:

P~ Update Receivable Defaults

File Edit View MNavigation Toels Actions Optiocns Help
QOB i ABEOEM 9O
A 0 9 @ @ &F &
Find Prev MNext Add Update Delete Browse Aging
Freight: Over Credit Limit Allowed; 10.00
Tax: Hold Code: HOLD
Credit Checking Rules Apply:
Multilevel Tax
Miscellaneous Tax Group: MOTAX Invoice Default Tax Group: MNOTAX
Freight Tax Group: NOTAX Enter Goods Amounts as Gross:
Finance Charge Tax Group: MOTAX .| Calculate Tax on Cash Discounts:
Account Numbers
AR 110000000 Sales 224000000 Misc.: 200000000 Tax: 200000000
i S 430000000 | %[ Freight: 400000000 |%,| Cash: 100000000 | =, | Disct: 420000000 |9 Write Off: B00000000 | =
Aging Information
Age On: {Check - Due Date, Unchedk - Invoice Date)
Miscellaneous
Is AR Setup Complete?; Batch - Invoices?;
Receipts?: Finance Charges:
Require Approval to post?: Approval Code: Bank Depaosit ID: 10
Auto Assign Customer: Mext Customer Number:
Auto-Assign ShipTo: Next ShipTo Mumber: 1
Streamling AR Setup
Print Receivable List: Print Invoices: Post Invoices: Print Post Report:
Print Cash Receipts: Post Cash Receipts: Print Post Report:
Update Bank Deposits: Print Bank Deposits: Post Bank Deposits: Print Post Repart:

The Accounts Receivable Defaults screen contam$aifowing fields:

Setup Receivables
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Invoicing and Credit Management

1.

Terms Code

When setting up customers under Update Customemirattion this field provides a default for the
Terms Code field. These codes must have previdiesn setup in the Customer Terms table. The
Customer Terms table is maintained with the Up@atstomer Terms option of the Customer Infor-
mation Menu. If no terms code is found in the costorecord, this default terms code will be used.
. Terms Description
After entering a valid code in the Terms Code figékldescription is displayed adjacent to the code
This description is retrieved automatically frone Bustomer Terms table.
Take Discount on
This row contains three check boxes that determvimether terms discount will be calculated on mis-
cellaneous charges, freight, and tax. Check fos &fdeave blank for No. Each field defaults to No.
. Credit Checking Rules Apply

Check this box to turn on real time credit checkimgales order entry. This can be overriddenat th
customer level.

Credit Manager

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

. Over Credit Limit Allowed

Enter percent over credit limit allowed. This candwverridden at the customer level.

Hold Code

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

Multilevel Tax

The following fields appear on the Accounts Redgigdefaults screen, but you can only access them i
the Multilevel Tax module is installed on your ®yst

1

. Miscellaneous Tax Code

This is the multilevel tax code to use for misaedlaus charges that you enter through the Update Re-
ceivable Documents option. It determines the ratehich these miscellaneous charges are taxed. Re-
guired when using Multilevel Tax. Zoom is availal{& characters, alphanumeric)
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. Invoice Default Tax Code

This is the default multilevel tax code used in dfgdReceivable Documents and Update Non-A/R
Cash Receipts in cases where a multilevel tax cadaot be obtained from the Customer Ship-To or
Customer record files. Required when using Mulglelax. Zoom is available. (6 characters, alpha-
numeric)

. Freight Tax Code

This is the multilevel tax code to use for freightirges that you enter through the Update Recevabl
Documents option. Required when using Multilevek. TAoom is available. (6 characters, alphanu-
meric)

. Enter Goods Amount as Gross

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

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

. Finance Charge Tax Code

This is the multilevel tax code to use for finambarges that you enter through the Update Receivabl
Documents option. Required when using Multilevek. TAoom is available. (6 characters, alphanu-
meric)

. Calculate Tax on Cash Discounts

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

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

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

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

Account Numbers

This section provides the default account numbtse when creating invoices or entering cashpecei
All fields are numeric. The default account numbatsst be changed to your actual General Ledger ac-
count numbers before you can begin transactionegsicg.
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1. AIR

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

2. Sales

This field stores your most commonly used Salesofime) account.

3. Misc

This field stores your used Miscellaneous (incoamount.

4. Tax

This field stores your Accrued Sales Tax (liab)liagcount.

5. F.C.

This field stores your Finance Charge Income (ingpatcount.

6. Freight

This field stores your Freight Income (income) ag@o

7. Cash

This field stores your most commonly used CashefasEcount.

8. Disc

This field stores your Discounts Allowed (incomentra) account. Discounts allowed to customers
represent a reduction to income, and thereforec@msidered to be a contra account.

9. Write off

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

Aging Information

This section of the screen determines how your g\gaport is processed.

1. Age On

If this check box is checked aging will be basedioa date. If left blank, aging will be based on in
voice date.
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Aging Periods Setup

1
. Aging . .
Click on the button on the toolbar and the following screempidigs.
¥~ Enter Aging Periods El@
File Edit View Tools Help
OF O ABLEM®E
Setup Aging Periods
Mumber of Aging Periods: E
Description Days
Aging Period One; Current 0
Aging Period Two: 1 to 30 Days 30
Aging Period Three: 31 to 60 Days a0
Aging Period Four: &1 to 90 Days 90
Aging Period Five: 91-120 Days 120
Aging Period Six: Over 120
Aging Period Seven:
*Mare than four periods will require 132 columns or compressed print *
|G QK | |t:‘ Cancel |
Enter number of aging periods, L
2 Enter the number of aging buckets to print on dport.
Note: If more than 4 aging periods are setup, the tepitirneed to be printed in com-
pressed print mode, or printed on 132 column paper.
3 Set the Age On value in accordance with your compaticy:
« Check the Age On box to age on due date. Themsddays to O for the current perio
This allows all invoices within their due date tmw as current.

Setup Receivables
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« Uncheck the Age Onbox to age on the invoice date. Then set the Days torthe
current period. For example, if all invoices witivdice date 30 days > aging date are
considered past due, days should be set to 30.

4 Click OK.

32 Setup Receivables



Fitrix Accounts Receivable User Guide

Accounts Receivable Setup

1. Complete

Check this check box when set up is complete. Dutfie setup procedures (after first installing yAar
counts Receivable system) this box is not checkéle not checked you may enter customer open
items and even delete customers that have a norbaénce.

After completing the setup of your company’s infation (setup using the Setup Receivables Menu op-
tions) and when you are ready to begin enteringstretions, check this box. You must indicate thais
is complete before you are able to post transaxtiéfier checking this box the system will dispthg

grand total of all open items entered. If the tiahcorrect, enter a "N" to the "Continue?" prdrapd
correct your data.

Batch Processing

The Update Receivable Defaults screen:

Step Action

1 Check the Batch Invoices? field if AR invoices shouldgrecessed in batch by Us
ID.

2 Check theReceipts? field if AR cash receipts should be psed in batch by User I

3 Checl Require Approval to Post? field if AR batches reguninagement pproval to
post.

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

5 Press OK tcsave

See the Chapter on "Batch Control" in (etting Sarted with Fitrix manual for more information on
batch processing.

Bank Deposit ID

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

If you charge finance charges on overdue invoibesk this box. When setting up your customers their
finance charge field will default to the value faumere but it can be overridden on a customer by cu
tomer basis.

Auto Assign Customer

Check this box if you want the program to assigtiednext sequential customer number when setting up
new customers.

Next Customer Number

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

Auto Assign Ship-To

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

Next Customer Number

Next sequential Ship-To number. Set this to yowitmgng value and the system will maintain this rum
ber going forward.

Streamline AR Setup

Print Receivable List

» Check the Print Invoices box to automatically pinvoices after the edit report is run
e Check the Post Invoices box if you want to autooadity post invoices after printing
» Check to Print Post Report box if you want a haplycof the posting report

Print Cash Receipts

» Check the Post Cash Receipts box is you want mrattcally post receipts after the edit report
is run
» Check to Print Post Report box if you want a haplycof the posting report

Update bank Deposits

» Check the Print Bank Deposits box to automatigatigit edit report
» Check the Post Deposits box if you want to autaradyi post deposits after printing
» Check to Print Post Report box if you want a harplycof the posting report
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Print Receivable Defaults

This option prints a hard copy of information eetéwith the Update Receivable Defaults option ef th
Setup Receivables Menu.
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Update Account Groups

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

The Account Groups screen program:

; F3 Update Account Groups IEHE

File Edit View MNavigation Tools Actions Help
OB ¢ YLHPE]A BOBN EOO ~
A0 900 0 9 &\

Find Prev MNext Add Update Delete Browse

Group Code: DEPREC
Description: DEPRECIATION EXPEMSE

| Account Dept Description

| 745000000 000 DEPRECIATION EXPEMSE

‘ 181500000 000 FURNITURE & FIXTURES DEP.

| 182500000 000 TRANSPORTATION EQUIP. DEP.

‘ 183500000 000 MACHIMERY 8 OTHER EQUIP. DER
|

The Account Groups screen contains the followietdfi:
Account Groups Screen—Header Section

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

Group Code

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

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

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

Account

This is a numeric column. Each row stores one @leékdger account numbers that is associated with
the account group code specified in the Group Giettof the header. All account numbers must
have been previously setup in Account. Zoom avkilab

Dept

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

Description

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

This option produces a hard copy listing of accayrotips: the account group code, its descriptind, a
the ledger accounts associated with a particulsowad group code.
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Update Customer Information

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

This option is duplicated on the Customer InformatMenu. Please refer to “ Customer Information” in
Chapter Five of this guide.
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Update Customer Open Items

This program is used for one time data set up poigrocessing transactions in Fitrix.

This option allows you to enter, modify, and del&teounts Receivable open items. An open item is an
outstanding invoice. During the setup phase thioprovides a means to enter all outstandingioe®
for your customers into the database. After seaglieen completed, new transactions for custormers a
entered using the Update Receivable Documentsroptio

The Customer Open Items screen:

F" Update Custemer Open ltems |E|E|
File Edit View MNavigation Tools Actions Help
OB & A BLEBEM 9O
A0 Q00 O 9O & ¥
Find Prey MNext Add Update Delete Browse Options
Custorner Code:  BRAYSOM BRAYSOM MFG
On Account: 0.00 Balance: 15945.00 Currency: STD
Invoice Information
Invoice: 279 DocMo.: 279
Description:
Date: 01/15/2014 |34
Original Amount; 600,00
Original Discount: 0.00
Invoice Balance: 0.00
Discount Balance: 0.00
Due Date:  02/14/2014 g
DiscountDate:  01/15/2014 [k
AR Account Mumber: 110000000 =, - 000 |=
Customer P. O.: 311312 PO Date: 01f15/2014 i
Currency Exch. Rate: 1.000000
Home Currency Amount: 0.00
1of1
OVR
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The Customer Open ltems screen contains the fallpyields:

42

Currency

This field displays a 3-character alphanumeric dod¢he customer’s default currency. This will be
U.S. dollars unless set up differently using thdtitwrrency feature.

Customer Code

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

Customer Name

This unlabeled field displays the name of the austoidentified by the entry in the Customer Code
field. This name is retrieved automatically frone tBustomer Information table. This is a displayyonl
field.

On Account

During setup (prior to setting the Accounts Redeigesetup to complete on the Accounts Receivable
Defaults form) you can enter a value in this numéeld. A positive value represents an amount that
the customer owes you. A negative amount represeritsdit that the customer can apply to outstand-
ing invoices (or memos).

A similar On Account field appears on the Customérrmation screen. During setup, you may enter
an on account amount for a customer in either plageu enter a value on the Customer Information
screen, then enter a different value on the Cust@pen Item screen, the on account amount be-
comes the value last entered for that customer.

Balance

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

Invoice

This ten-character alphanumeric field stores theioe number.

Doc No.

The system automatically assigns a document nutolesich open item.

Description

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

Date

This date field records the original date of aroiae 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.
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Original Discount

This numeric field stores the original discountitalde to the customer.

Invoice Balance

This numeric field records the amount still owedamninvoice or memo. This field defaults to the
value entered in the Original Amount field.

Discount Balance

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

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, amtlicing, 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 the
open item. This field defaults first to the Customexord; if no entry is found, it defaults to the-

counts Receivable Defaults record.

Department Code

This three-character alphanumeric field storespadment code that identifies a profit center,\a-di
sion of the company, etc. Note that it is not ladedn the screen. Throughout the Fitrix modules, yo
have the option of posting sales and expensesfgpdepartments. The use of department codes is
optional. This field defaults first to the Custonnecord, if no entry found, it defaults to the Aaats
Receivable Defaults record. If left blank, thediglefaults to 000. Zoom is available.

Customer P.O.

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

Purchase Order Date

This date field records the date of the customechase order.

Currency Exch. Rate

This is a 16-character numeric field which holds tthte of currency exchange between the transaction
currency and the home currency. This can be sasimg the multicurrency feature.

Home Currency Amount

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

This option prints a customer balance report, degathby customer code, listing open items entened a
modified under Update Customer Open Items on the@pSReceivables Menu. You can access this same
option from the Customer Information Menu. The mefiets customers having a non-zero balance.

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

The Customer Open Iltems Selection Criteria screen:

'~ Enter Selection Criteria EI@

File
©

Select Customers

Customer Code:

Customer Mame:

[G oK ] |t:ﬂ Cancel |

L)
]

As you enter data into this screen, you have thiemopo specify a range of values for each fieldyse
wildcards. If you click OK without entering any datyou will get a report of all customers with axno
zero balance in the database.

Update Payment Methods

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

Cash

Credit Card

Debit Card

On Account (i.e. - open terms)
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: P~ Update Payment Methods

File Edit View MNavigation

A0 900 0 ©

Find Prev Mext Add Update Delete Browse

Payment Code: AR

Payment Description: ACCOUNTS RECEIVABLE

Payment Type: A

20f7

Actions  Options  Help

AoOERM o6

=)
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Chapter 5

Customer Information

The Customer Information Menu contains optionsnfi@intaining a variety of cus-
tomer information. You can also print a varietycabtomer-related documents, in-
cluding customer statements, aging reports, ledgetopen items.
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Customer Information Menu

The Customer Information Menu:

demER

O - <o riomsion

2 e sl L 5
& S 3 Accour & 2 custor a Update Customer Information |

5 Produt T G
& & 4 Payroll &5 3 Setup & b Print Customer Infarmation

6 Produt ixed 4 ¢ |
&= &5 Fmed!ﬂ Exit. & c Print Customer Labels
= 7 Custor & & Multi-Currency

=l d Update Customer Terms

i 8 Gener & 7 Multi-Level Tax =) e Print Customer Terms

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

= i Print Customer Ledger

E | Print Customer Open ltems
,g k Print Customer Activity D etail
£ | Customer Credit Management
= m Customer Deposits Report

£ n Credit Card Information

Status Idie
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Update Customer Information

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

The Customer Information screen:

. v Update Customer Information EI@

File Edit View MNavigation Tools Actions Options Help
OB OWiEREA AEBEBN 90

ShipTo Activity AddlIinfo BillgInfo OEInfo ShipMotes CreditMotes Upd Aging Creditltr Credit Card Crder

& @ 0 0 @

= Document Delivery Comm Calc

Customer Information

Code: ROX Contact: SAM WHITE Phane:
Company: ROX DISTRIBUTIOI‘»j Cell: FAX:
Address: 100 SPRING WAY Email: samw @roxdist.com |@ E-Ma\l|

Web Address:

City: ATLANTA Salesperson: JC \g JIM CARSON
State: GA Zp: 3033 AccountType: [DISTRIBUTOR. = | Source: |REFERRAL -]
Country: US EJ UNITED STATES Resale Mo: Resale Expiry: [T
Additional Information Account Balances
Active: [V] Date Established: 01/30/2014 @l Inactive Date: [E]| Credit Limit: 2500.00 Current: 104595
Terms: A @ NET 38 Balance: 1049.59 Over 30: 0.00
PayMethod: [ ~ [A] ACCOUNTS RECEIVABLE Open Orders: 204837 Over60: 0.00
Avg Days to Pay: 1] Avail Credit: -598.36 Over 90: 0,00
Last Pmt Amount: 850.01 LastPmtDate: 01f31/2014 Ii_!.li ¥TD Sales: 8,045 Lifetime Sales: 8,045
Credit Information
Credit Chack: [¥] Send Letters: [¥] Credit Hold: [ Credit Hold Date:
Credit Manager: maryj |§ Credit Limit: 2500.00 Limit Approved: bettyb Approved Date: 02/122014
% Qver Limit Allowed: 0.00 Hold Code:  HOLD @
Collection Contact: SAM WHITE Contact Telephone:  404-567-9287 DUNS Mo: 082376123
Tof1

@ox | [idcanc |

Enter the payment method for this customer.

The Customer Information screen contains the fdlgvfields:

Code

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

Company

This thirty-character alphanumeric field storesdhstomer’s business name. This hame appears on
reports that list customer information, on invoicasd so on. This is a required field.
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Contact

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

Phone

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

Cell

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

Fax

This is a twenty-character alphanumeric field usegkcord the facsimile telephone number for the
customer.

Email

This is email address for the customer contact.

Web Address

This is the Internet URL for the customer.

Address

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

City

This twenty-character alphanumeric field storestifiang city.
State

This two-character alphanumeric field stores thgesabbreviation.
Zip

This ten-character alphanumeric stores the zip.code

Country

This twenty-character alphanumeric field storeshifiang country.

Salesperson

This is the salesperson code that will be assi¢gmedles order for this customer unless changdtkat
sales order level. Zoom is available for thitap
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Account Type

Type of account (ie- distributor)

Source

How you found this customer (ie- trade show)
Resale No

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

Resale Expiry

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

Active

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

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

Enter the date the account became inactive.

Terms

This is the AR terms code. Zoom is available faos tption.

Pay Method

This is the default Payment Method for customeemdZoom is available for this option.
Avg Days to Pay

System maintained. This is the average number ye dldakes this account to pay you. This value is
updated by the system once a month when the BeminPé&riod program is run.

Last Pmt Amount

System maintained. Amount of last payment reckive
Last Pmt Date:

This system-maintained field displays the mostmedate that a cash receipt was received from a cus
tomer. It is updated by the system during the pgstif cash receipt documents. The date is displayed
in the format “mm/dd/yyyy.” During setup, an enimay be made in this field.
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Credit Limit

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

Balance

This system-maintained field displays the customeurrent balance..
Open Orders

This system-maintained field displays the totalogfen sales orders..

Avail Credit

This system-maintained field is Credit Limit lesal&ce less Open Orders.
YTD Sales

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

Lifetime Sales

This field displays the lifetime sales dollars floe customer. It is automatically updated throungh
voicing and cannot be changed on this screen.

Current, Over 30, Over 60, Over 90

@
These aging values are updated by clicking or“P449M2 pytton on the toolbar.

Credit Check

Check this box to turn on real time credit checkingOrder Entry. This value defaults initially to
whatever your Credit Check value is in the Updated®vable program.

Send Credit Letters- When Fitrix is installed all customers will hathes value set to Y. f there are
certain customers that should not receive cretlérg this value should be set to N for thosearust
ers.
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Credit Hold

Entering "Y" will prohibit users from entering a®yR or OE documents. If the email template is ac-

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

F Update E-Mail Templates Elﬂl

File Edit View Mavigation Tools Actions Options Help

Q8 & Wik QABLBEE H00EDE SO

ReplyTo Reports Redpients

4 @

Cc Redpients BecR
@ @ 0 @ &\
Find Prev Next Add Update Delete Browse
Event Code:  CUST_HOLD_ALERT
Description: ADVISE SALESPERSON CUSTOMER OMN CREDIT HOLD
Activer ¥
Type: EMAIL Priority 15

Message Subject; Customer &bus_name has been placed on credit hold

1 This customer has been placed on credit hold and therefore ne orders can be
2 placed. For additional information contact the credit manager.

Tof1

Credit Hold Date

This is the date that the customer was placed dd status.

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

Here is a screen shot of the security table thatdessed from the Security Option on the Execpte O

tion on the main menu toolbar (see the chapteremuiBy in theGetting Sarted with Fitrix Guide for
more information on the security programs).
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r‘ security._usrid.usrid =l ‘E‘

File Edit View Mavigation Tools Actions Help

OB O UREPEHA ALEBEN BO00EDE 960
A6 90 0 @ &
Find Prev Mext Add Update Delete Browse
User and Group Permissions
User Login Last Mame First Mame M/1

toms SMITH TOM
Email: TOMSE@FOURTHGENERATION, COM
Company: FGS5 Department:

Manager: Phone:

Credit Limit

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

% Over Limit Allowed

This percentage is added to the customer’s criedittio determine total exposure allowed. It irliia
defaults to the percentage defined in the UpdateiRable Defaults program.

Hold Code

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

Collection Contact

Who to contact for collection

Contact Telephone

Telephone number for Collection Contact
DUNS No

Dun & Bradtstreet subscriber number should you needn a D&B report.
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NOTE: You can control who has access to credit checklitdneld, credit limit and % over limit al-
lowed by adding users that should not have accetsese fields to the cust_sk security group code
shown here.

r‘:" Ma'inS-creer-t =

File Edit View Mavigation Tools Actions Help
OR CULEHA ALBHE B ~»
A e 90 0 9 &

Find Prev Mext Add Update Delete Browse

Security Groups

Group Code:  cust_sk

Desaiption: CUSTOMER. SKIP

User Login
billj
Jackb

lizh
susans

toms

1of1
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Customer Ship-Tos
@

By selecting the Sl icon, you can access the Ship-To Address screéh.tié Ship-To Address
screen program, you maintain the Ship-To recordig-¥o records can also be maintained with the Up-
date Customer Ship-To’s program on the Setup RabkiWWenu. The Ship-To screen program stores one
or more shipping records for some or all of youstomers.

3 ship-To = el |

File Edit View Mavigation Tools Actions Help

OB Uik QA BLERME 9O
4 ¢ 99 0 9 &

Find Prev Next Add Update Delete Browse

Customer Code: 1 4  ACTION AUTOPARTS
Ship-To: CALIF

ShipTo Mame: ACTION AUTOPARTS WEST Route Code: WEST

Residential: M Taw Code:  NOTAX

Freight Tax Code: MOTAX A Misc Tax Code:  NOTAX
Contact: STAN WAVERLY Phone: 805885 5487

Address 1: 4389 APPLE WAY WEST
Address 2@ APT 10A
City, State, Zip:  VENTURA CA 93003
Country: US % UMITED STATES
Salesperson: IC \ JIM CARSON
Discount: R,
Ship Terms: PREPAID %, FREIGHT PREPAID- DO NOT INVOICE
Cell:
Fax:
Email:
Web Address:

Warehouse Code:

Notes 1o0f3

T
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The following fields are on the Ship-To Addressser.

Customer Code

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

Ship-To

This is a six-character alphanumeric field usedktmrd a customer’s ship-to code. This code identi-
fies a specific ship-to address for a customerafgiven customer each code must be unique. Howev-
er, different customers can have identical Shigdaes. If you enter the co@HIPTO, this shipping
location is used as the default shipping locatiohe Receivable Invoice form of the Update Receiv-
able Documents option of the Receivable Ledger Menu

Ship-To Name

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

Route Code

The Order Entry program first looks at the shigodle to retrieve the routing code, and if not fibun
there it looks at the customer record to retridneerouting code. The routing code selected is then
serted into the  Order Entry summary screen.

The picking ticket print program first prints alcking tickets with no routing code and then
groups subsequent picking tickets by routing cdael may also print picking tickets by routing code
by entering the code in the picking ticket seletioteria screen.

Contact

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

Phone

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

Cell

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

Fax

This is a twenty-character field facsimile telepe@umber at the ship-to location.

Address1

A thirty-character alphanumeric field is providedstore the street address for a ship-to location.
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Address2

This is a thirty-character alphanumeric field whéan be used for suite information or any additiona
address information. This line is displayed dingtiéneath the Addressl line on an invoice.

City, State, Zip

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

Country

This twenty-character alphanumeric field recordsabuntry 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 onithveice. They must be previously setup using the
Update Shipping Terms program found on the UpdatkeCDefinitions Menu in the Order Entry
Module. Zoom is available.

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

« Miscellaneous - default tax code to be used onmaiggellaneous charges.

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

Salesperson

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

Discount

A six-character alphanumeric field stores a dist@ode if the customer is entitled to trade dis¢sun
The Zoom function is available for this field tdesgt a discount code. The system enters a desuripti
in the adjacent field after the code is validated.

Administration



Fitrix Accounts Receivable User Guide

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

Warehouse Code
Default warehouse code to use for sales orderpisigifto this location.
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Customer Activity
e

Click on the “*™¥ icon to view the Customer Activity screen:

= View Activity =
File Edit Help
oB! 90
Type Doc Mo Doc Date Inw/Chk Mo Due Date Amount Balance *
N 1849 09/13/2012 1847-1 10/13/2012 2291 2291
IN 1847 09/13/2012 1847 10/13/202 79.58 10.83
N 1851 09/13/2012 1847-3 127127202 2293 2293
M 1850 09/13/2012 1847-2 1171272012 2291 2291
CM 1833 09/11/2012 1832 -54.50 0.00
CM 1843 08/11/2012 1842 -15.00 0.00
CM 1838 09/11/2012 C1837 -15.00 0.00
IN 1835 09/11/2012 1832-2 11/10/2012 1818 18.18
|IN 1844 09/11/2012 18421 101172012 5.00 500 -
[Q oK | IP:* Cancel ] |M New 5eard’1| [Q Detail |
VR

The Customer Activity screen shows payments anstantling invoices. They are sorted so that the most
recent open item appears at the top of the sc¥emncan change the sort order by clicking the colum
headings. For example, if you wanted the activitgart by oldest date instead of most recent ¢liek

Doc Date heading.

You can also use the scroll bar and the functiors ke move down through this list if there are moug-
standing invoices than appear on the screen. liti@adyou can view the details about an invoice by
clicking the Detail button when the cursor is oniraroice line. The fields on the Customer Activity
screen are display only.

The following is a description of the columns ois ttorm:

Type

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

Doc.No.

This column displays the document number of thm.iteocument numbers are assigned during post-
ing and are used to track the document in the varktrix tables.
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Doc.Date

This column displays the date that the documentemered.

Inv/Chk No.

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

Due Date

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

Amount

This is the original amount of the invoice, paymenédit 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 the
Customer Activity screen you can view the detdilsud an invoice or a cash receipt by clicking thee D
tail button when the cursor is on an invoice (INtash receipt (CR) line. A series of different domvs
is displayed depending on which type of transacjimn select to zoom.

Clicking on Details when the cursor is on an inediae opens a zoom screen to display header infor-
mation for that invoice.

P Invoice Summmary Information E\@

File Edit Help
O RNV A R~ o

Invoice: 947 Doc. Mo.: 947
Description: Date: 05/17/2012 115
Original Amount: 25.00 Original Discount: 0.50
Invoice Balance: 0.00 Discount Balance: 0.50
Due Date: 06/15/2012 i3 Discount Date: 05/27/2012 152
AR Account Number: 110000000 - 000
P.0. Mumber: TEST Purchase Order Date: 05/17/2012 114

(& ok ||@ nvoice | (€ Activity |

]

F

Return

The new screen contains the invoice numbers assigrthe time of printing, the document numbers
used to reference the transactions, the auditdesitriptions of the invoices, the original amoutite
current balances, the A/R accounts posted to, apgharchase order information.

This Zoom has one more step. Clicking the Actititiyton displays all activity that has affected hiad
ance of this particular invoice. The screen isstime as the initial Activity Zoom screen. Using Zlt®m
feature while the cursor is on a cash receiptilibe Customer Activity Zoom screen displays @l i
voices (one line per invoice) that the cash rededstbeen applied to.
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The Customer Activity Zoom screen:

7 Lookup o= sl

File Edit Help

OB} UL 90

Type Doc Mo Doc Date Inv/Chk No Due Date Amount Balance ‘
CM 948 05/17/2012 Co47 -25.00
B 947 05/17/2012 947 06/16,/2012 25.00 0.00

[@ox | [qcancel |

OVR
Additional Customer Information
4
Clicking on the Addlinfe500n launches the following screen program:
'~ Enter Additicnal Information EI@

File Edit View Tools Help
OB VP EABOEMN @O

AcctfTax Information
Acct, Group: ARINWC X ACCOUNTS RECEIVABLE INVOICE
AfR Account:- 110000000 ";. = .000 "\.

Currency Code: Lt
Credit Manager: toms Send Credit Letters: ¥
DAt Tax: NOTAX @ Frt. Tax: NOTAX Q Misc, Tax: NOTAX X

%

Return to the main menu s

Account Group — enter an existing account group if you wantabeount group in AR Invoice
entry to default to this.
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A/R Account — enter an existing AR account number if transastifor this customer should post
to an AR account number that differs from the digfaccount number set up in the Update AR
Defaults program.

Currency Code - if Multicurrency is turned on (see tMulticurrency User Guide for more in-
formation) enter a valid currency code here ififitetls from your home currency code.

Credit Manager - this must be a valid Linux login ID. This IDust also be set up in the securi-
ty table for users so that the program can findhémme associated with the id and print it on the
letter.

Here is a screen shot of the security table thatigssed from the Security Option on the Exe-
cute Option on the main menu toolbar (see the ehapt Security in th&etting Sarted with
Fitrix Guide for more information on the security programs).

!" security._usnd.usrid = IE‘

File Edit Wiew Mavigation Tools Actions Help

OB U UhPERARALLBHN B00EDHEE 9O
A G QO 0 9 &\
Find Prev Mext Add Update Delete Browse
User and Group Permissions
User Login Last Mame First Mame M/1

toms SMITH TOM
Email: TOMS@FOURTHEENERATION, COM

Company: FGSS Department:
Manager: Phone:
| Madule Program Event Description Allo
(New Document)

1 View Detail |

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

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

Clicking on the B1217icon launches the following screen program.
F3 Enter Biliing Information = El_l 23-
OB Ui EER LB M »

Billing Information
StatementDate: 01/23/2014 L5

Statement Amount: 22858.38
Last Pay Date: 01/14/2014 @I
Balance: 2204715

On Account: 0.00
Deposits: 0.00

Credit Limit: 60500.00

Statement Cyde: 1
Open Item/Bal Fwd: ©
Finance Charges: Y

Fin. Chrg. Tax Code: IE

Qok | [4cance |

&
sl

Enter this customer's credit limit.

Statement Date:

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

Statement Amount:

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

Last Pay Date:

This system-maintained field displays the mostmédate that a cash receipt was received from a
customer. It is updated by the system during th&tipg of cash receipt documents. The date is
displayed in the format “mm/dd/yyyy.” During setwgm entry may be made in this field.
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Balance:

This system-maintained field displays the custometirrent balance as of the last posting of re-
ceivable documents and cash receipts.

On Account:

During setup (prior to setting the Accounts Redel@sSetup to complete on the Accounts Receiv-
able Defaults screen) you can enter a value inrthigeric field. A positive value represents an
amount that the customer owes you. A negative am@jmesents a credit that you can apply to
outstanding invoices (or memos).

A similar On Account field appears on the Custoi@gen Items screen. During setup, you may
enter an on account amount for a customer in ejtlzee. If you enter a value on the Customer In-
formation screen, then enter a different valuetm@ustomer Open Item screen, the on account
amount becomes the value last entered for thab et

Deposits:

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

Credit Limit:

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

Statement Cycle:

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

Open ltem/Bal Fwd:

This single-character alphanumeric field accepterary ofO (open item) oB (balance forward).
This code determines the type of statement to bergéed for the customer. If set@then the
statement will print all open items. If setBathe statement will print the balance forward frtiva

previous month and open items for the current monti.

Finance Charges:

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

Fin. Chrg. Tax Code:

If you the customer is taxable and you want to ghagales tax on any finance charges generated
set this value to the appropriate tax code or gumge.
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OE Info Screen
@

0E Infa

Clicking on the icon launches this screen program:

-

£
&3

I3 Enter Order Entry Information (= _'i |

DB | b R
Order Entry Information

Discount/Customer Class:

Salesperson: 1C % JIM CARSOM
Pay.Method: AR
Ship Terms: PREPAID .| FREIGHT PREPAID- DO NOT INVOIC
Split Payment Terms: 3060390 L 30-60-80
UPS Account:
Route Code: SE1000
Residential: ™
Ship Complete: M
Discount Level: 1

Warehouse Code:  ATLANTA A ATLANTA DISTRIBUTION CENTER

| quit |

Return to the main menu

Discount:

This six-character alphanumeric field stores adalist code if the customer is entitled to trade dis-
counts. The Zoom function is available for thiddi¢o select a discount code. After the code is
validated, the system displays a description inuhlkabeled field next to the code. Refer to the
section on Discount Definitions in Chapter Fourtloé Order Entry User Guide for more infor-
mation on how discount codes are used.

Salesperson:

This six-character alphanumeric field is used tore the salesperson code identifying the prima-
ry salesperson for this customer. You can use tlmriZfeature to select a code for this field. After
the code is validated, the system displays a salegp description in the unlabeled field to the
right. It is this salesperson code that will beigresd to sales order unless changed at the sales or
der level.
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Pay Method:

This six-character alphanumeric field can be usestdre the payment method code for this cus-
tomer. The payment method code must have beenopidyisetup through the Setup Order Entry
Menu in Fitrix Order Entry. You can use Zoom ((Z)lto select a payment method code for this
field.

Ship Terms:

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

Split Payment Terms:

Refer to the Order Entry User Guide on how taupethese terms codes. Basically assigning a
split payment terms code to a customer allows gaaffer your customer multiple payment op-
tions (ie- 30, 60, 90 day terms) on a single iogoi

UPS Account:

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

Route Code:

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

The picking ticket print program first prints alkcging tickets with no routing code and then
groups subsequent picking tickets by routing co@er may also print picking tickets by routing
code by entering the code in the picking tickeestbn criteria screen.

Residential:

If the UPS interface is in use and this is a ragidécustomer, set this value to "Y". This infor-
mation will be passed to the UPS World Ship sofewar

Ship Complete:

If this value is set to "Y", the picking ticket arder entry will not print if the sales order hag/a
items that have a back order status.
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Discount Level:

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

Price Levels

Discount Level 1: 1000.00
Discount Level 2: 900,00
Discount Level 3: 800.00
Discount Level 4: 700.00
Discount Level 5: 600,00

Warehouse Code:

Enter the warehouse code that sales orders shetddilito for this customer. If there is also a
warehouse code entered at the ship to level far abhstomer it will override this value. If left
blank the warehouse will default to the warehous#edfound in the Update Order Entry defaults
program.

Shipping Notes
@

Ship Mates

Clicking on the icon launches this screen program:

r Shipping Notes E@

File Edit Help

OBOG Y @

Call Bob Johnson when shipments leave whse.

B00-435-2657 ext 1008

[Gok | [iqcance |

The notes entered here are for special shippingut®ns that relate to this specific customer.

The notes entered here will display when enterimgis. When these notes display the user has the op
tion of changing the notes and will then be prompg®tore These Shipping Notes (Y/N). The default is
Y and these notes will then print on the pickirakéit and packing list. Any changes made to thesiote
order entry will not change the default notes stavith the customer record.
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Credit Notes

Clicking the

24

Creditholes  icon will launch this menu:

P~ Choose an Item EI@

File Edit Help

OB H @

View Credit Motes

Mew Credit Mote
Delete Credit Mote
Edit Credit Note

@ok | [4cancel |

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

70

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 the
user that entered the note will be stored.

Delete Credit Notes:

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

Edit Credit Notes

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

Clicking on theUrd Agina  jcon updates the current, over 30, over 60 arad 80 day values to current
values.

Credit Letter History
@

Clicking on the. Erzl L icon displays this screen program which detaiéstype of letter sent to the customer and

the date it was sent. See the section in this Gs@te that discusses Credit Letters for more infdrom.

¥ P View Dunning Letter History = ||~ (=] -

File Edit Mavigation Help

Letter Date Letter Code

m.|

12/05/2011 L0320
12/05/2011 LD30
12/05/2011 LD30
11/18/2011 LD30

11,/18/2011 LD30 -
|a oK | |F:d Cancel J

Credit Card
5 4

Clicking on the Bz Eere icon launches this screen program where you ctar eredit or debit card information

for your customer. This program can also be laudctiectly from the Customer Information menu andis-
cussed in greater detail later on in this Chapter.
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r3 Update Customer Credit Card
File Edit View Navigation

AOe O 0 9 &«

Find Prev Mext Add Update Delete Browse

Customer Code:
Payment Method:
Card Mame:
Card Mo:

Trans Ref Mot
Account Mo:
Route Mo
Sodal Security:
Driver License:
Exp. Month:
First Mame:

Address:

City:
Country:
Telephone:
Fax:

Email:

B
CCARD
YISA
8781

03
EROWN
B320 SPRING RD

ATLANTA
us i

770 123 4555

johnb @gmail.com

Tof1

%

LEH 96

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

License State;
Exp. Year: 2015
& LastMame: JOHM

State:  GA Zip: 30339
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Update Customer Commission Rates
@

Comm Calc

Clicking on the

icon displays this screen. Use this screen toreagable commission rates that your

salesperson will be paid that are based on themgstcode and the item’s price rather than thbajloommission

rates stored with the the item master record.

p

Enter in item code

LE| Update Customer Commission Rates = ||_IE_I-_||-EI
QR VWP ER 2TU0QEDHEDO
| Item Code Begin Price End Price Commission _ 2
12104 2.0000 3.0000 200 L
‘12104 3.0001 5.0000 300 | fe
[@ox | [G4canca |

Add Contacts
@

Add Contacts

Clicking on the

icon displays this screen used to store additcoact information.
5 Enter Additional Contacts =
File Edit View Tools Help
QR JURLBHER ALEM 9@
Contact Telephone Mumber

DOoUG 404-545-0389

[1‘3 QK | |r;1 Cancel I
Enter label two 2

Administration
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Additional Icons on Toolbar

There are additional icons found on the toolbah&Customer Master record:

S 0 e & @ &

Order Price Sales Aging Terms Document Delivery

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

Terms — launches the Update Payment Terms program.

Document Delivery— used to set up how documents are to be delitergour customer. See the section
on Flexible Document Delivery in thgetting Sarted with Fitrix User Guide.
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Print Customer Information

This option provides you with a choice of seveegdarts listing customer information. You can pent
ther a summary or detail customer report. In addjtyou can sort your report either by customeeocad
by customer name. After selecting Print Customfarination a submenu is displayed providing you
with these choices.

The Print Customer Information submenu:

b Print Customer Information

=) a Print Summary by Name
{= b Print Summary by Code
E=) ¢ Print Detail by Name

!= d Print Detail by Code

& Exit

After choosing an option from the submenu and sielg@ print destination, a Selection Criteria sorés
displayed, allowing you to narrow down the numbfecustomers selected for the report.

The Customer Selection Criteria screen:

P Enter Selection Criteria E\@

File
)

Select Customers

Customer Code:

Customer Mame:

[@ox | [dcanca |

Clicking OK selects all customers for the reporhéf filling the Selection Criteria you can entarges,
wildcards, etc. For examples of these reportsr tefthe Chapter titled “Sample Reports.”
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Print Customer Labels

This option prints customer mailing labels. Aftefexting Print Customer Labels on the Customerrinfo
mation Menu, a submenu is displayed. You have loéce of sorting the labels by customer name, cus-

tomer code, or zip code.

The Print Customer Labels submenu:

¢ Print Customer Labels

{= a By Customer Name
&} b By Customer Code

= c By Zip Code

&) Exit

After selecting from the submenu a Selection detecreen appears allowing you to limit the nurrdfer
customers selected by the label program.

The Customer Labels Selection Criteria screen:

'~ Enter Selection Criteria EI@
File
@

Select Customers

Customer Code:

Customer Mame:

[@ oK ] [[:1 Cancel I

Clicking OK selects all customers. When filling tBelection Criteria you can enter ranges, wildcards
etc. For an explanation of Selection Criteria réfetSelecting Documents With Search Criteria”tie t

Getting Sarted with Fitrix manual.
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Update Customer Terms

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

The Accounts Receivable Terms screen program:

P~ Update Customer Terms =B .

File Edit View Mavigation Tools Actions Help

OB ¢ UhPEHK MUK @O
A0 00 0 O &

Find Prev Mext Add Update Delete Browse

AR Terms Code: NET30
Description: NET 30 DAYS
Due Days: 30
Discount Days: a

Discount Percent: 0.000

1o0f1

The Accounts Receivable Terms screen containsotteing fields:

A/R Terms Code

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

Description

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

Due Days

Due Days is a numeric field that records the nunobeays that are added to an invoice date to de-
termine when an invoice is due (when payment ihisulequired).

Discount Days

This numeric field stores the number of days thataalded to an invoice date to determine the “dis-
count date,” i.e., the date after which the dis¢asinot valid.
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Discount Percent

This numeric (decimal) field stores the percent ihanultiplied times the gross amount of an inegic
resulting in the discount offered a customer. Twocpnt would be entered as 2.0, not 0.02.

Print Customer Terms

This option prints a report listing all terms infeation entered under the Update Customer Termsropti
on the Customer Information Menu. The report isaaiged by terms code.

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

Print Customer Statements

This option generates customer statements. Staterm@mmarize (usually on a periodic basis) activity
a customer’s account. This statement lists allice®that have a balance due. If you enter "Yhat t
Print Detail prompt, the report will list the ongil invoice amount and the any payments appliétite
stead of just the balance due.

The format for the customer statement will usubycustomized by your consultant or programmer. The
default format is designed for Harland form numd@EN2. Samples of these (and other) forms are
available from Harland, (1-800-346-5316). For imfiation on other forms used by Fitrix modules, refer
to Appendix A, “Forms.”

g Print Customer Statements

= a Print Statements By Customer

g b Print Statements By Salesperson

5

E ¢ Print Statements By Department

S| Exit
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Print Customer Aging

Customer Aging reports can be printed in eitherraany or detail format as well as sorted by customer
name , code, salesperson or department. All repbaw the total amount outstanding for a custother,
amount that is current, and amount past due. litiaddo listing these total amounts, the detgilaes
provide a breakdown by outstanding invoice and memo

The aging periods typically are 1-30, 31-60, aneetd60 days.” These periods can be altered on the A
counts Receivable Defaults program. Refer to "Up@Raeceivable Defaults" in the "Setup Receivables
chapter of this user guide.

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

h Print Customer Aging

‘=l a PrintAging Summary By Code

g b Print Aging Summary By Name

,'__'z-_-’" c Print Aging Summary By Salesperson
‘=l d Print Aging Summary By Department
IZ} e Print Aging Detail By Code

IZ} f Print Aging Detail By Name

,'_;_-1 g Print Aging Detail By Salesperson

E, h Print Aging Detail By Department

S Exit

When you select a report this prompt displays:

= Date foraging @

Use Due Date ?

VECEE XL | (@ qut |

The wording of this prompt depends on your entrthm Age On field on the Accounts Receivable De-
faults screen program. If you checked the Age Ontbhe prompt above displays as you want invoices to
be aged based on their due date..

Administration 79



Fitrix Accounts Receivable User Guide

If you did not check the Age On box then invoiwgk be aged based on the invoice date and this
prompt displays:

= Datefor aging @

Use Invoice Date ?

R e | [@aon |

After responding to the aging method prompt, a @ile Criteria screen appears allowing you to desig
nate the “aging date.” All outstanding invoices aged in relation to this date. This date defaults t® th
current system date but can be changed to anylptest

The Customer Aging Date Selection Criteria screen:

P~ Enter Selection Criteria =

File
Q

Enter Aging Date: TEIESIEIER (152

[ ox | | cancel |

Enter the date to use for calculating aging.

Once the Aging Date has been stored, this nexésdisplays. This Selection Criteria screen alltves
user to narrow the scope of the report to specifatomers through specifying names or codes.

The Customer Aging Selection Criteria screen:

P Enter Selection Criteria E\@
File
o
Select Customers
Customer Code:

Customer Mame:

[Q Ok ] |t:_1 Cancel |

Clicking OK without filling in either field, resudtin the selection of all customers with non-zeatabc-
es. If you choose to print the Aging report by spFson or department there is yet another pramapt t
displays.
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By Salesperson (the sales person assigned to thepARitem during AR invoice or Sales Order Entry):

¥~ Enter Selection Criteria = -

File
O]
Salesperson Code:

Salesperson Mame!

|G ok | |t:f Cancel |

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

¥ Enter Selection Criteria E="E

File
Qo
Department Code: ||

Department Description:

|G oK | |r11 Cancel |

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

Print Customer Ledger

This option prints the Customer Ledger report flested customers. This report is organized byooust
er and lists all posted activity for each seleatestomer— each invoice, memo, and payment is listed
sequentially, from oldest to most recent.

Executing this option first displays a Selectioit&ia screen which allows you to specify whichtons-
ers you want to display on the ledger.

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

This option prints a listing of customer open iteifise report lists customers having a non-zeronuala

For an example of this report, refer to “Custompe®Items Report" in the chapter titled “Sample Re
ports”.

Print Customer Activity Detall

This option prints a listing of all invoices and mas and the payment applied to them along witma ru
ning total of year to date sales for a date rapgeifed by the user.

For an example of this report, refer to the chajiled "Sample Reports"

Customer Credit Management

B2 4 Purch: & 3 Accour & 2 Custor E a Updat:

& 5 Produt £5 4 Payroll B 3 SEUD) B b PrntC B o r et .

& Produt ixed {1 Ewit ;
- & 5 Fued /O Nt ¢ PrintC [ » Print Orders on Credit Hold

& 7 Custor & 6 Multi-Currency d Updatt & ¢ Release Orders on Hold
E’ Sl e e PrintC [&] d Update Credit Letter
ﬂ Exll i ﬂ Exit T Update [E] e Update Special Characters
g PrintC [ £ print Credit Letter

h Print C 5] Exit

i Print Customer Ledger

B EEEREDDR T

=] | Print Customer Open ltems

k Print Customer Activity Detail
£ | Customer Credit Management
Eq' m Customer Deposits Report
£ n Credit Card Information

404 ..
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Update Credit Hold Codes

If you have the Credit Checking Rules Apply turmedin the Update Receivable Default program use
this program to set up the hold codes that are dlssigned to customers that have Credit Checkduwne

in the Update Customer Information program. Thegkes control what can and can’'t be done to a sales
order that is placed on hold because the totafrdue the customer exceeds their credit limit.

There are two hold code delivered with the prodilibese can be revised as needed and new codee can b

set up if needed.

!" Update Credit Hold Codes = !" Update Credit Hold Codes =
File Edit View Mavigation Tools Actions Help File Edit View Mavigation Tools Actions Help
ORIV EX QARAERE @0 OB ¢ QA RALEREME @0
A ¢ 909 0 9 W A G @9 0 9 K

Find Prey MNext Add Update Delete Browse

Hald Code HOLD
Description HOLD ORDER. MO PROCESSING ALLOWED,

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

Print Invoice |Mo -

1of1

Find Prey MNext Add Update Delete Browse

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

Functions Allowed

Hold Production Work Order |[No -

Hold Vendor PO for DIR. Orders [Lines | No

Print Pick Ticket No

Update Picked Quantities | No
Update Shipped Quantities \No -
Print Packing Slip No  ~

Create Invoice | No

Print Invoice No -

10f1

(o]
]
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Print Orders on Credit Hold

File

- Enter Selection Criteria
Edit

=
Help
© O 8 iE
Exit

al
O

Run this report to see what customers have satiessoon hold. Contact the customer for payment if
needed and release the orders so product cangyedhib them. See Chapter 9 for a sample of thatrep

= @
Paste Zoom | Help
Customer Code:
Customer Mame:
Order Date: I!I_Zﬂ
Hold Code:
FES X

Enter customer code.

Release Orders on Hold

Use this program to release orders from hold. Gmadd mode, navigate to the detail section of the
screen and check the check box next to each oadewsint to release.
¥ Release Orders on Hold = EE
File Edit View MNavigation Toels Actions Help
OB & A BB BEOOEDE 9O
.ﬂ.
Customer Code: AGGER Mame:; AGGER DISTRIBUTION
Credit Allowed: 1100.00 Credit Exposure: 2000,00 Ower Limit: 400,00
Contact: GEORGE Contact Phone:
Release Order Number Order Date Amount Hold Code
[+ 915-1 01/31/2014 2000,00 HOLD

@

|Il;1Cancel ]lEHeader |

Chedk this box to release the order,

84
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If the email alert is activated in the Update Em@mplates program both the user that enteredrthex o

and the customer’s sales representative will recaivemail notifying them that the order has been r
leased.

E’ Update E-Mail Temptates =i @I

File Edit View Mavigation Tools Actions Options Help

o QBB EQOOED

@0

<) @ 0 9
Find Prev MNext Add Update Delete Browse
Event Code: CREDIT_APPROVED
Description:  SALES ORDER RELEASED FROM CREDIT HOLD
Active: Y
Type: EMAIL Priority Fil=
Message Subject; Sales Order &order_no has been released from credit hold

Seq Text

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

20f 16

If the sales order is attached to a purchase ¢rder a drop ship order or it has DRS or DRN liypges
on it) and the hold code dictates that the purcbeder also be placed on hold, it will be releasech
hold and an email alert sent to the buyer attathéide purchase order or the default buyer codafset
the Update Purchasing Defaults program

E’ Update E-Mail Temptates - @I

File Edit View Mavigation Tools Actions Options Help

OB &gk A BLUEBEMaQ0EDE 90
L -
Q4 @ ® © &\

Find Prev MNext Add Update Delete Browse

Event Code: PO_RELEASED
Description: PO RELEASED FROM CREDIT HOLD
Active: Y
Type: EMAIL Priority Fil=
Message Subject; PO# &po_no created by &user for 50# Rorder_no has been released from credit hold

Seq Text

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

14 of 16
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If the sales order is attached to a production veoder (i.e. it has MTO or MTN line types on it)dathe
hold code dictates that the work order also begalam hold, it will be released from hold and araiém
alert sent to the responsible party assigned tpihehase order or the default responsible pattyse

the Responsible Party program.

F’ Update E-Mail Templates l=la] @I
File Edit View Mavigation Tools Actions Options Help

OB @ik QBB E B0 ED
m @

920

Do < @ 0 9 W
Fnd Prev Mext Add Update Delete Browse
Event Code: WOQ_RELEASED
Description: WORK ORDER RELEASED FROM CREDIT HOLD
Activer ¥
Type: EMAIL Priority 15

Message Subject: WO# &order_ws created by &user for SO# &order_no has been released from credit hold

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

16 of 16
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Update Credit Letter

This is where the user defines the letter code thadext of the letter. This feature is delivereithw
standard text for each letter but you can changentrding as needed to fit your business needsau Y
can also use the F1 and F2 function keys to deledeinsert lines to fit the address informatiorydor
mailing envelope if a window envelope is being used

rs_,. Update Letter B IE’

File Edit Wiew Mavigation Tools Actions Help
QAEBELBMBOQEDC
A e 909 0 9 =

Find Prev Mext Add Update Delete Browse

@0

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

Minimum Due:

o
]

S e L "
Ay L LRl

Acct#: 871 Date: §7letter_date
872

§73

1

575, 376377

578

Dear 579

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

|Invoice No:  Invoice Date:  Due Date: Amount Due:
&finv_no Sfinv_date  S7due_dste $7balance

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

Sincerely,

5711 5712

10f1

Due Days: Determines what invoice detail will print on tledter. In the example above this
letter will print for any customer that has invadbat are 30 days or more past the due date.
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Credit Hold: This should be set to "N" for all letters excepe {etter that is sent when the
customer is placed on credit hold. The letter amsigcode CRHLD is the base template de-

livered with Fitrix for notifying a customer theyate been placed on credit hold.

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

print.

Update Special Characters

This is where the user creates the definition lier $pecial characters used within the letters ddfin

Update Letter.

88

'~ Update Special Characters = EoR <= .

File Edit View Mavigation Tools Actions Help
OB VULEEQRA AOBM HO0QXED«
A4 6 @ 0 @&

Find Prev Mext Update Browse

@0

Letter Code: LD30 30-59 days past due

§71 select cust_code from strcustr where cust_cede = §7cust_code

572 select bus_name from strcustr where cust_code = 57cust_code

873 select addressl from strcustr where cust_code = $7cust_code

by select address2 from stroustr where cust_code = S¥cust_code

575 select city from strcustr where cust_cede = $7cust_code

§76 select state from strcustr where cust_code = Sicust_code

57 select zip from strcustr where cust_code = §7cust_code

§78 select country from stroustr where cust code = §fcust_code

79 select contact from stroustr where cust_code = $7cust_code

5710 select data from steentrd where record_key = 'telephone

5711 select fname from stusecur, stroustr where user_id = credit_manager and cust_code = $7cust_code
5712  select Iname from stesecur, strcustr where user_id = credit_manager and cust_code = $7cust_code

1or1

&
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Each special character represents an SQL queryéhadves information from the database that will
print on the letter. These special charactersremeried into the text of your letter in the appiagerplac-
es. For example, in the screen shot above theapgwracters defined will print the following imfo
mation on the letter that is printed when the austois placed on credit hold:

$?1 - Customer Code

$?2 - Business name

$?3-$78 - Address information

$79 - Contact name found in customer record

$10? - Your company's telephone number as fourttienUpdate Company Information pro-
gram

$117 - First name of credit manager
$12? - Last name of credit manager

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

Print Letters

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

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

Letter Date: 09/25/2012 [¥d]
Print All Past Due Invaoice?: M

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

[G K l |P11 Cancel |

b

Enter letter code.

Zoom is available from both the letter code andamer code fields. The date is the date that wititp
on the letter. For example if you are printing tH230 letter (selects all invoices that are betw86érb9
days past the due date) and you enter a date tér8ker 25th , the program will select all invoiteat
match this criteria as of September 25th.

If you enter a "Y" in Print All Past Due Invoiceal] invoices > 30 days past due will print, evbnde
with a due date > than the next past due lettaist Bue 60 Days).
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This program will only print letters for customéhst 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 tin a
tomatically via CRON every night.

Past Due 30 (letter code LD30) customer has invoices that are 30-59 days pest d
Past Due 60 (letter code LD60) customer has invoices that are 60-89 days pest d
Past Due 90 (letter code LD90) customer has invoices that are 90-120 days pest d

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

Customer Deposit Report

This report lists all deposits received from custesrthat have yet to be applied to an AR invoiEater-
ing deposits is discussed in the AR Cash Receguisos in Chapter Six of this user guide.

90

F= Customer Deposits Report
File Mavigate Help

O 300D <

BN =5

Time: 16:23:1&

Customer Code Customer Name

Date: 05/2572012 Customer Deposits Beport

RBC DISTRIBUTICOH

— i

FPage: 1

Order No Order Zmount Depogit Check No
14 - COMPETETION SPECIALTIES
3807 28,451.30 10,000.00 4234224
Customer Total: 28,451 .30 14,000_00
Report Total: 23,451.30 10,000.00
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Credit Card Information

When you select this menu option this submenu alspl

n Credit Card Information

@ a Update Customer Credit Card
E b Print Credit Card Infarmation

= ¢ Expired Credit Card Report

5] Exit

Update Customer Credit Card

Use this program to set up credit card informafmryour customers. This program can also be aedess
from the Update Customer Information program.

- Update Customer Credit Card =N |
File Edit View Mavigation Tools Actions Help

0% o QAREORE 9O

a6 00 0 0 =

Find Prey MNext Add Update Delete Browse

Customer Code: 8 4|  LAKE CITY AUTO PARTS
Payment Method: CCARD u CREDIT CARD
Card Name: VISA Primary Card: Y
Card Mo: 6781 Security Code:

Trans Ref No:
Account Mot
Route No:

Sodial Security;

Driver License: License State:
Exp. Month: 08 Exp. Year: 2015
First Name: BROWN A LastMame: JOHN

Address: 3320 SPRING RD

City: ATLANTA State: GA Zip: 30339
Country: US 3 UNITED STATES
Telephone: 770 123 4555
Fax:
Email: johnb@gmail.com

1o0f1

The following information is required for creditrds and therefore must be filled in:
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Customer code
Card Name
Card Number
Security Code
Exp Month
Exp Year
First Name
Last Name
Addressl

City

State

Zip

Phone

Email

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

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

Exp Year

First Name
Last Name
Address1

City

State

Zip

Phone

Email

If the customer has multiple cards at least onet imeisnarked as primary. It is this primary card bem
that is used if you run invoice authorization indiesince you are not prompted to select the coedit to
be charged.

When you store the credit card information you velteive this prompt:
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rs Message

=5 Eol )

Validate credit card with Skip Jack?

Selecting Yes will temporarily authorize $1.00 on your account

Click on Yes to validate the card with Skip JackisTwill temporarily put a $1.00 charge on your-cus
tomer’s card that will then be reversed by SkigkJabis validation is needed to make sure the tredi
card is a valid card. This also returns a Transad@ieference Number that Skip Jack will use to@nigh
and settle transactions so that the entire credit cumber does not need to be stored in the Ei#ta-
base. Note that when you validate the card, thasTRef No is filled in and now only the last fougits

of the card number you entered display.

Print Credit Card Information

This report will list in either summary or detadrfnat the credit cards you have on file for youstom-

ers. Here is a sample of the detail report:

¥~ Print Credit Card Information
File Mavigate Help

O Q002 <

o]

Date: 08/25/2012
Time: 1&:54:44

Customer Code

First/Last Hams

Credit Card Informaticn
ABC DISTRIBUTICH

— I

Card Names

»

m

Page: 1

Humber

LRKE CITY RUTO PRRTS JOHN
Exp. Month: 08
Exp. ¥ear: 2015

Eddress: 8320 SERING RD
City: ATLANIR

Country: TS

Telephone: 770 123 4555

Emzil: johnb@gmail_com

=] BROWH

State:

VISR

Gh Zip: 203235
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Expired Credit Card Report

This report will list all credit cards that are aib¢o expire so that the user can contact the mestand
get updated information.

When printing this report you will receive two prpts:

'~ Enter Selection Criteria EI@

File
)

Select Customers
Customer Code: ||

Customer Mame:

[@ox | [dcance |

r‘ Enter Selection Critenia = | =] :

File
9
Selection Criteria
Select Card With Expiration Date Before: TEIEEIENRG [Lid]

["’ OK ]|[:1Cancel |
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Date: 05/25/201Z

Expired Credit Card Report

Time: 1&:57:55 ABC DISTRIBUTICH Page: 1
Customer Code Card Name Card Numbker Exp. Month HExp. Year
VISR &781 og 2015

a
LAFE CITY AUTO PRARTS

Administration
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Chapter 6

Receilvable Ledger

Using this menu, receivable documents are entémedices are printed and posted. Cash re-
ceipts are processed and journals are printednEgmeharges and recurring documents are
processed.
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Update Receivable Documents

This program is used to enter, modify, and deleteivable invoices. The Receivable Documents table
stores all un-posted and posted documents. Wheexexute the Update Receivable Documents pro-
gram, the Receivable Documents screen displays.

'~ Update Receivable Documents | [==]
File Edit View Mavigation Tools Actions Options Help
OB &k A BB S00EDE 9O
& S 3 @
Addl Info AcctoInfo  Batc ions Customer Cr =hit Card
A0 90 O ek
Find Prev MNext Add Update DCelete Browse
DocDate: 10/02j2012 14 Inv Date: 10/02/2012 %] Dept Mo: 000 8, Gross Amt Entry: N
Cust.: 12 CLASSIC PARTS LMLIMITED ShipTo: SHIFTO 5 RefiNo.:
Type.: I Invoice 424242 Recur: Tax: MOTAX
Desc.: MONTHLY SvC FEE Acct, Group: \ Pay Method: AR
Terms: NET30 4| |NET 30 DAYS PO.: Posted: M
i Item No Oty Unit Description Tax Cd Price Amount
!OCTOBER 10 EA SWC FEE MNOTAX 500.0000 500.00
-¥13| Amounts
Currency: Sub-Total: 500,00
Misc, : 0.00 |%| Freight: 0.00
MNet: 500.00 Tax: 0.00 Total: 500.00 =,
Account Information
(New Document)

Receivable Documents Screen—Header Section

Doc Date:

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

Inv Date

This date field stores the invoice date. If lefirit, it defaults to the system date. After leavirig
field, terms are calculated based on the dateeamhtarthe default system date. The customer’s pay-
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ment terms code is used to calculate a discountiatramd discount dates. The invoice date is akso th
date that will be used to age tine invoice whemig AR Aging reports.

Dept. No.

This three-character alphanumeric field storespadment code that identifies a profit center,\a-di
sion of the company, etc. Throughout the Fitrix oled, you have the option of posting sales and ex-
penses to specific departments. The use of depattndes is optional. The field defaults to 000e Th
Zoom feature is available in this field to selectegpartment code.

Gross Amt Entry

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

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

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

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

Posted

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

Customer

This twenty-character alphanumeric field storesairtomer code for the customer being billed. This
code must have been previously set up in the Custarformation program. The Customer table is
maintained from the Customer Information Menu @ 8etup Receivables Menu (Update Customer
Information option found on both). This is a reguiffield. You can use the Zoom function to select
the customer code you want to use.

Customer Name

This is an unlabeled display only field that digl@o the right of the customer code, once a \alit
tomer code has been entered in the Customer Tibklcustomer name is automatically retrieved from
the Customer table.

Ship-To

This alphanumeric field stores the shipping desitinecode for this invoice. If left blank, this fie
always defaults to SHIPTO. If you enter a shipgdesin this field, that code must have previously
been set up for a customer in the Ship-To proghéon. can use Zoom to select a Ship-to code. The
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Ship-To code is maintained from the Setup Receasmblenu (Update Customer Information or Up-
date Customer Ship-To's).

Doc. Type
This is a one-character field which accepts a vafue

| invoice

Ccredit memo

Ddebit memo

F finance charge invoice

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

Invoice, Credit, or Debit Number

After entering a document type or accepting thaulef/alue, the word Invoice, Credit, or Debit is

displayed to the right of the Doc. Type field. Jfield is the number for the invoice, credit mermio,
debit memo. In this numeric field, you can enteakue or leave the field blank. If you leave thedd

blank, a number identifying the document is assigmken you store the document.

Recur

This one-character alphanumeric field can be usatbre a character representing a category of re-
curring documents. Recurring documents represansactions that are repeated, usually periodically.
Setting up categories (using a different code ¢mfidly each category) of recurring documents pro-
vides you with greater control when you run Cré¢eurring Documents. You could set up a unique
category for those documents that recur monthlyMige another code for those that recur quarterly
(ie- Q), and so forth.

Ref. No.

This numeric field allows you to associate a debitredit memo with an open item number. For ex-
ample, if you are creating a credit memao, it prépalpplies to an existing invoice. If that invoiise

still open, (i.e. it has not been paid in full)uycan enter its document number in this fieldhé t
memo is associated with an open item, the systezs dot create a new open item when posting oc-
curs. Instead, the existing open item is updatethé&t than listing a separate open item, your tepor
will list the modified open item. If the currentaament is an invoice rather than a debit or credit
memo, this field is skipped. The Zoom feature mvjated.

Tax

This six-character field stores a valid tax codgoifi are using multilevel tax. The entry determines
whether tax is to be calculated on the documeris fléld defaults to the tax setting establishethim
Ship-To record or if null, the customer record.
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The tax default is displayed as soon as you entatiéicode in the Ship-To field. If there is ndaldt
specified for the Ship-To code, the Customer cedearched for a default value. If there is nowefa
specified in the Customer record, then the defaultken from the Accounts Receivable Defaults ta-
ble. Refer to “Update Receivable Defaults” undenéTSetup Receivables Menu,” in this user guide.
Desc

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

Acct. Group

This six-character field stores a default accowatig. Account groups expedite data entry by display
ing a list of accounts that you can use when argdransactions. You can enter an account group, an
therefore, do not have to remember specific ledgeount numbers. Account groups entered must
have been previously entered in the Account Grgogram. When you enter an account group, the
ledger accounts that are part of the group willnavige any existing detail lines. After you leavest
detail section of the screen, rows with incompietermation are eliminated and the Acct. Groupdiel
is again set to null. You can use the Zoom fundimselect an account group for this field.

Terms

This six-character alphanumeric field records mgecode. All codes entered must have been previ-
ously set up with the Customer Terms program. Yanuse the Zoom feature 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 termdeo
entered in

P.O.

This is a nine-character alphanumeric field whikdres an optional purchase order number. This
number may be useful in tracking the invoice anarmmnicating with the customer about an invoice.

Receivable Documents Screen—Detail Section

Item No.

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

Quantity

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

Unit

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

This twenty-character alphanumeric column stordsszription of the item.

Cd

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

Keep in mind that the tax rate for freight or mika@eous lines is determined by the multilevel tax
codes entered in the fields Freight Tax Code arst&ianeous Tax Code in either the ship-to record,
the customer record, or the AR Defaults record.

Price

This numeric (decimal) column stores the unit pdtéhe item entered in the ltem No. column.

Amount

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

Receivable Documents Screen—Totals Section

Currency

This 3-character alphanumeric field is the defauttency code for the current customer recordnit o
ly applies if the Fitrix Multicurrency module isstalled and you have specified a value for currency
code when doing multicurrency setup.

Sub-Total

This system-maintained field totals all chargestendocument, 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 freightrges that are added to the total amount chargad to
customer.

Net

This field holds the value that is basically Gréssount minus Tax. When Gross Amounts (i.e. tax
included) are entered, the net amount is calculayduhcking out the tax amount. This net amount is
posted to the ledger account specified througtptbgram Update Multilevel Tax Codes.

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

Total

This system-maintained field totals all chargest@invoice/memo including tax.

Receivable Documents Screen—Accounting Info Screen

When the cursor is on a line item on the docuntemntcount number and department will displayat th
bottom of the screen. The account number defaukgther the sales account number defined in the Up
date Receivables Default program or from the Act@noup entered in the header section of the screen
The department defaults to the department entardteiDept No. field in the header section of the
screen.

e

h Acctg Info

If you need to change the account number, depattpmerboth click on t .icon on the toolbar

and this screen will display:

¥ Select Item E\@

File Edit Help

OBOG Y @

Departrnent
Account Number and Department

[Gok | [iqcance |
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Receivable Documents Screen—Additional Informatiorscreen

&

&ddl Info

Click on the icon on the toolbar to access this screen whéineitneader portion of the screen.

This screen lets you to enter additional informatdout the header and totals sections of the fgath.
ues in the fields on this screen (except for ti@& Pate) will be recalculated if the Customer, Date
Terms fields on the main Receivable Documents scaee modified.

P~ Enter Additional Information | = =}
File Edit WView Tools Help
O g dhREa BLUERM 9
Disc. % :| NN Disc. Date: 10/02/2012 [tkd] Due Date: 11/01/2012 [t
PO, Date: iid|  Invoice Notes:
|Q oK HQ:*CanceI |

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 tbtal i
paid on or before the discount date. This fieldad#§ to the appropriate percentage based on the
Terms code in the Customer Information record lierdustomer. The Customer Information record is
maintained from the Customer Information Menu dral$etup Receivables Menu (Update Customer
Information option found on both). If the Custonfigiormation record does not contain a default
terms code for the customer, the terms code freniRétceivable Defaults record is used. The Ac-
counts Receivable Defaults record is maintaineohftioe Setup Receivables Menu (Update Receiva-
ble Defaults). The Discount Percentage is usedlmtate the amount of discount that a customer
may subtract from the total if paid on or before tliscount date. Remember, a percentage such as 5
percent would be entered &s0, not 0.05.

Disc. Date

This date field is the last date that a customey pay an invoice or memo and still receive a distou

for early payment. This field defaults to the ajprate date based on the Terms code in the Customer
Information record for the customer. The Customéorimation record is maintained from the Cus-
tomer Information Menu and the Setup ReceivablesuM& pdate Customer Information option

found on both). If the Customer Information recdms not contain a default terms code for the cus-
tomer, the Terms code from the Receivable Defaattsrd is used. The Accounts Receivable De-
faults record is maintained from the Setup Recdasablenu (Update Receivable Defaults).
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Due Date

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

P.O. Date

This date field may be used to record the datecofséomer’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 pagscvedit card or debit card, user will be promptad-
thorize Credit Card Now Y/N?” when the invoice isred.

Authorize Credit/Debit Card Mow?

L‘Q Yes J ’#;1 Mo ]

If an N is entered the invoice will be stored wihoredit card authorization. Each time an invafet is
paid via credit card is updated and stored andutiwoaization code is found, the user will receilis t
prompt.

A list of valid credit cards for the customer widikplay when the user stores the invoice. Fromlittis
select the credit card the customer is using barete type of credit card and the last four digftthe
card the customer is using.
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Zoom ccardz |:||E|E|
File Edit Help
OB W90
Card Mame Card/Acct Mumber ExpYear Exp Month

2009

’ oK. ] [t:f[ﬁancel ] [M New Search

R

Select the credit card and click on OK. The nertea displays additional information to confirm yane
using the correct credit card. To authorize th@icw, click on OK.

¢ Add on header ccard
File Edit Help
OB O i 4 90
Customer Code: |1 | |ACTION SUPPLY
Card Name: | EE =

Card No: [222 |
Trans Fef No: [30000005162157.107

Account Mo

Route M

Social Security;

Driver License: | License State: D

|

|

|

|_.
Primary Card: m

E:-cp.Month:i_@ Ex=p. Vear |m
First Name: | TOM | [ ] LastMame: [SMITH |
Address: (8320 TEST WAY |
Address: | !
City: [ATLANTA, | State: [GA| Zip (B84 |
Cauntry; |15 |

Telephone; B78 123 4567 |
Email: itest@hotmail.com
Fax: | |

[ 0k, ] ’Q:{Cancel J

Enter credit card name. S
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If the credit card is approved the invoice willétered with the following information (to view this-

@

Credit/Dehit Card

formation click on the icon on the toolbar):

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

Auth Amt- amount authorized

¢ Extension ccarde

File Edit Help
OB QWEhRER @0
Credit/Debit Card Information
Pyrnent Method: ICE.NE!E)_ |
Card Mamne: ) ]
Credit/Debit Number. [222 ] |
Avtharization Amount: —1@&
Autharization Code: ]W'
Autharization Date: _09329.1"_2_00_8_@;3:
Auth. Decline Code: |
Suth, Decline Message: | |
Settle Decline Code: 7|

I

L]

Seftle Decline Megzage: T ]
Trans Rlef No:[20000003205177.106
Settled: ||
BaichiD: |

[@ k. J [r:{ Cancel J

(&)
Enter Card Marne, S

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

If email is turned on with Skipjack, an email ims&om SkipJack to the email address stored vhigh t
credit card used.

If the credit card is declined the following scretgplays and user has the following options:
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File
@
Decline Code: |-20
Meszage: |Declined
Retny:
Enter Mew Credit Card:
Hald:
Enter Mew Pmt Method:

Cancel Invoice:

’G k. ] [Q:f Cancel ]

Check with (X} to retry credit card R

Retry —check this box if you would like to try to authm@iagain using the same infor-
mation.

Enter New Credit Card- check this box if you would like to return to tl& of credit
cards for this customer and select another cande¢o

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

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

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

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

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

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

Note: If the credit card is declined you will receve a decline code of 20.
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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 hasnbegthorized, you will be prompted “Authorize Add
tional Amount Y/N” If you decrease the invoice ambyou ill be prompted “Reduce Authorized
Amount Y/N".

You also have the option of changing the custonmeaisnent method to Credit card for a specific iogoi
by entering the payment method on the invoice scrié¢here is credit card information in the systfor
the customer a list of these credit cards will Bigplf there is not, a screen will display so that may
add the credit card information.
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Print Receivable Listing

This option generates the Receivable Listing Refdris report is organized sequentially by document
number and lists un-posted transactions entereeruhd Update Receivable Ledger option. General in-
formation about each invoice/memo and each lineimgakp the transaction are printed. This reporttmus
be run prior to printing the documents and postiregn. It should be reviewed to verify data entrguac
racy.

Print Invoices

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

When you select the option you receive this prompt:

'~ Confirm

Reprint selected invoices ?

Q Yes X | (G a | | D quit |

Select Yes to reprint previously printed invoices, to print invoices that have yet to be printedAbL
to both print for the first time and reprint thabat have been previously printed (Helpful Hintydu are
printing an invoice and are not sure if it has bpented or not, select ALL)

Next you will receive this prompt:

P~ Enter Selection Criteria EI@

File

Invoice Mo.: ||

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

[O oK l |r;1 Cancel |

Enter invoice number to select.

Leave the invoice number filed blank if you warg fbrint program to assign the next sequential tevoi
number or if you entered invoice numbers while engethe documents.
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This next prompt displays:

F= Confirm @

Print alignment template ?

@ . X | @qut |

If you are using pre-printed forms, you may wanptimt a template to ensure the printed text limes
properly on the form.

Post Receilvable Documents

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

Selecting this menu option will display this submen

e Process Cash Receipts/Bank Deposits

@ a Update Non-A/R Cash Receipts
[El b Update AR Cash Receipts

{= c Print Cash Receipts Listing

= d Post Cash Receipts

[E] e Update Bank Deposits

{=! f Print Bank Deposits

/=l g PostBank Deposits

&) Exit

Update Non AR Cash Receipts

The Non-A/R Cash Receipts program is used to rettmrdeceipts of cash that do not apply to outstand
ing invoices on a customer’s account. Receiptsredtender this option may be modified until sucheti
as you select Post Cash Receipts.
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r’ Update Non-A/R Cash Receipts || == .

File Edit View Mavigation Tools Actions Options Help

OB VU WLEBREQARAIBMNM B00ED L

@0

Batch Options

A6 00 0 O &

Find Prev Mext Add Update DCelete Browse

Check Information Cash Account
Date: 10/02/2012 Jixd Fosted:
Check Number: 32312 Cash Account: 100000000 (= - 000
Description: FREIGHT REFUND

Receipt Amount: 384.75

I Account Dept Account Description Received Amount Credit

i

L=}

502000000 000 FREIGHT QUT 384,75 384.75 CR

Totals
Total Paid: 384.75

Balance Remaining: 0,00

(New Document) Batch ID: 139

Non-A/R Cash Receipts Screen—Header Section
The header section of the screen provides gendaamation about the document.

Date

This date field records the date that your compangived the payment and will be the date used vplsting
to the General Ledger. It defaults to today’s systiate.

Check Number

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

Description

Thirty characters (alphanumeric) are availablesfutering a brief description of the payment and ti@scription
prints on the GL Activity report.

Posted:

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

This numeric (decimal) field stores the total reeeél.

Cash Account

This field stores the ledger account number foryash account that will be increased by this tatign. It de-
faults to the account set up for Cash in the Actd&®Receivable Defaults program.

Non-A/R Cash Receipts Screen—Detalil Section

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

Account

This numeric column stores the ledger account nusnthat are affected by a cash receipt (other than
the Cash Account listed in the header; the Cashumtcspecified in the header is automatically debit
ed by the amount entered for each line in the detation). The Zoom feature is provided.

Dept.

This three-character alphanumeric field storespadment code that identifies a profit center,\a-di
sion of the company, etc. Throughout the Fitrix oied, you have the option of posting sales and ex-
penses to specific departments. The use of depattndes is optional. If left blank, the field delts

to 000. The Zoom feature is provided.

Account Description

This system-maintained field displays the naménefledger account once a valid ledger account
number is entered in the Account field.

Received

This numeric field stores the amount that is posbeah account.

Credit/Debit

This numeric column shows the amount that is eitledited or credited to an account.

Non-A/R Cash Receipts—Totals Section

The totals section of the screen is system-maiatain

Total Received

This numeric field displays the amount of the figjim the Receipt Amount field (in the header) that
has been accounted for in the detail section.

Balance Remaining

The difference between the receipt amount enterdlaki header section of the screen and the sum of
the amounts entered in the detail section of theesc The two must match before the receipt can be
saved.
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Update A/R Cash Receipts

The A/R Cash Receipts program is used to recorthpais that apply to outstanding invoices or that ar
to be applied to customers’ accounts.

Multiple cash receipts can be created per cust@aeposting run. This allows you to create recdipts
multiple invoices per customer.

The A/R Cash Receipts screen:

'~ Update A/R Cash Receipts |E”E

File Edit View Mavigation Tools Actions Options Help

OB U LR EA BORN HOOELE 00

Batch Options

A0 90 0 9 @

Find Prev MNext Add Update Delete Browse

Customer
Date: 10/02/2012 [ti3| Currency Code:
Customer: 1 3 Mame: ACTIOMN AUTOPARTS
Check Number: 312313123 Description:
Receipt Amount Account
Receipt Amount: 500,00 Posted:
On Account: 0.00 Cash Account: 100000000 |= - 000
Deposits: 0.00 Mon-Attached:

Automatic Pay: ¥

Crc Irvoics Inv, Date Orig ount Cue Date D=sc. Date Disc. Bal Balance Due D it Applied ~
131 09/20/2010 10.00 10/20/2010  09/20,/2010 0.00 0.00 0.00 1000 X
144 09/20,/2010 10.00 10/20/2010  09/20/2010 0.00 0.00 0.00 10.00
145 09/20/2010 337 10/20/2010  09/20,/2010 0.00 0.00 0.00 337
146 09/20,/2010 3.37 10/20/2010  09/20,/2010 0.00 0.00 0.00 337

Totals

Available: 0.00 Total Discount Allowed: 0.00
Total Applied: 500.00 Total Charge Backs/Write-offs: 0,00

(New Document) Batch ID: 139

Documents entered under Update A/R Cash Receiptdmenodified until such time as you select Post
Cash Receipts. Posting is the process that perriangualates a customer’s account balance and record
an entry in the GL Activity tables. When enteringash receipt in the A/R Cash Receipts program you
have a choice of applying the payment to spedifimices (or memos), applying the receipt “automati

cally” to the oldest outstanding invoices, entgithe receipt On Account to be applied later, eating a
deposit for an outstanding sales order.
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A/R Cash Receipts Screen—Header Section

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

Date

This date field records the date that your compangived payment from a customer and is the date
the transaction will post to the General Ledgedelfaults to today’s system date.

Currency Code

This 3-character alphanumeric field is the defauttency code for the current customer recordndt o
ly applies if the Fitrix Multicurrency module isstalled and you have specified a value for currency
code when doing multicurrency setup. SeeMiuéticurrency User Guide for more information.

Customer

This twenty-character alphanumeric field storesaistomer code. Customer codes must have been
previously set up in the Customer Information pamgr The Customer Information record is main-
tained from the Customer Information Menu or theuSé&keceivables Menu (Update Customer In-
formation option found on both).

Zoom is available for this field. On the query sarehat displays, users can also query by Invoice
Number in the event they do not recognize the naintiee company that sent the check (ex., Third
Party payment).

Customer Name

This unlabeled system-maintained field displaysigt@mer’'s name, once a valid customer code is en-
tered in the Customer field. The customer nametigeved automatically from the Customer Infor-
mation record.

Check Number

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

Description

Thirty characters (alphanumeric) are availablesfatering a brief description of the payment that
prints on the GL Activity report.

Receipt Amount

This numeric field stores the total received froguatomer.

On Account

This column represents an amount that a customes ¢avpositive figure) that is not associated with
an invoice or an amount that a customer has dlaita apply to outstanding invoices (a negative
figure). This is a system-maintained field. Theldiis updated when receipts entered as “Non-
Attached” are stored (i.e., it is not updated imiatsdy but is updated when the receipts are posted)
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If the customer has an existing On Account amoyou,enter a receipt amount, and then and you se-
lect Automatic Pay to select oldest invoices fiysty will receive this prompt. If you enter Y thenO
Account Amount will also be applied.

= Answer @

Apply to On Account Amount?

|Q Yes | |t:1 No |

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 gkaron a customer’s account. Leaving the field
blank, or enteringN (no) prevents the automatic payment of charges.

Cash Account

This field stores the ledger account number fory@msh account that will be increased by this trans
action. It defaults to the account set up for daghe Accounts Receivable Defaults program.
Department

This three-character alphanumeric field (unlabestdjes a department code that identifies a profit
center, a division of the company, etc. ThroughbatFitrix modules, you have the option of posting
transactions to specific departments. The usepédment codes is optional. If left blank, thddfie
defaults to 000.

Non-Attached

This is a single-character alpha numeric fieldndty contain a value of Y or N. The default valudlis
You would change it to Y only if the current docutheepresents a transaction (receipt of cash)shat
not attached to or associated with a customer éevoi other open item or you want to create a cus-
tomer deposit and attach it to an outstanding saldar (sed’rocessing Customer Deposits in the
Chapter).

Posted:

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

A/R Cash Receipts Screen—Detail Section

The detail section records the individual chargestich a payment is applied. Click on Details @93
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 the
screen and operate as follows:
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1 Automatic: typingl[ TAB] means an invoice listed on the same line is pagtlany dis-
count is allowed as long as the payment date (gsezhin the Date field at the top of the
screen) is within the allotted time allowed (spedifin the terms set up for the customer).

2 Discount: typing2 [ TAB] applies available cash to an invoice or memo #odsaa dis-
count regardless of the receipt of payment date.

3 No Discount: typing3 [ TAB] applies available cash to the invoice or memo. élew,
this command prevents a discount from being allowedn if payment was received with-
in the allotted discount time (as specified intirens offered the customer).

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

I Invoice Detail: typing [ TAB] opens a screen providing information about th@ite/
From this screen you can view even more detailédnmtion about the invoice by select-
ing the Activity command from the command prompt.

C  Customer Info: typing @ TAB] opens the customer information record. From hgoa,
can view customer activity and also the detail bhtvmakes up the on account amount.

P Paid Inv: typing H TAB] displays a query screen. From here you can fiedipusly paid
invoices. This feature is used when a customer makauplicate payment. Do a (F)ind to
find the paid invoice and then use options 4 tdyappsh to it. When the record is stored
and posted, a new open item with a negative anisumeated.

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 valleis t
amount of a cash receipt still available that campplied to additional charges on the customer's a
count.

Total Discount Allowed

This field displays (on-line) the amount of discballiowed a customer during the processing of a
cash receipt.

Total Applied

The figure displayed in this field represents thie-ljne) sum of cash applied plus discount allowed
during the processing of a cash receipt.

Total Charge backs / write-offs:

The figure displayed in this field represents thm of charge backs / write-offs created.
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Carry Over Cash

With all the commands described above, if the arhauailable to be appl
greater than the invoice:

If the total amount applied is less than the togakived, the user is

ied to an invoice or memo is

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

prompted "Amount Received

exceeds amount Applied." Do you want to apply teisaining cash to another customer?" If N is
entered, the record will be stored and the excasis will be put on account. If a Y is entered, an-

other cash receipts screen displays with the exxasgsas the recei
plied to another customer account.

Creating Chargeback Memos or Write Offs
If the amount applied to an invoice is less thanitivoice amount, you wil

= Answer

Create a Memo Y N?

L;g Yes

XIE

If “No” is selected the receipt amount will be &ipd to the invoice thereb

pt amount - available to be ap-

| receive the followingopmpt:

y leaving a balance du¢he

invoice when the receipt is posted. If "Yes" isssttd, the following screen displays:

P~ Enter Memo Information

File Edit MNavigation

OB ik

Help
HALTO00ED

Memao Entry

Invoice Balance: 1064.88 Memo Amount: 1064.88

i Ln Typ Date
C 10/02/2012

Memo Mo, Amo

Ch7

Description

unt

4 oK

| |l'_11 Cancel |

Enter the amount for the memo.

Typ: This field defaults to "C" for chargeback. Thisused when a cus
their check and you want to identify this deductiath a chargeback n
than just leaving a balance associated with th&tiagiinvoice number.
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If you want to write off the deduction amount chafgyp to" W". When the record is stored and post-
ed a credit memo will be automatically created thilltclear the invoice balance.

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

Amount: Defaults to the difference between invoice amauntt cash applied. You can change this
amount if you need to create multiple charge baeksnvoice. However, the total of all amounts
must equal the difference between the invoice amamith cash applied.

Clearing an Overpayment from a Customer’s Account

If a customer has a negative on account amounttthey overpaid you and they may then request a re-
fund. Follow these steps to clear the on accoumigrnand process the refund check.

This customer has overpaid $70 and therefore has account amount of $(70.00).

Invoice Inv Date Current 1l to 30 Days 21 to &0 Days 61 to 230 Days 21-1Zz0 Days 1Z1-1&0 Days Ower 160

135123 S5M PRIVATE DUTY OF NW MO

Phone:&E0-EEE-75085 Last Pay Date: Last Awmt.Paid: a.oo

On Account

& Deposits -70.00

Total -70.00 -70.00 -oo -oo -oo -oo -oo -oo

Aging Totals:

Total Current 1l to 30 Days 21 to &0 Days 61 to 230 Days 21-1Zz0 Days 1Z1-1&0 Days Ower 160

=70.00 =70.00 ) ) .oao ) ) )

To clear this amount from the customer’s accoultdviiothese steps.

1. Go to Update Receivable Documents and enter ancieh-2-1-a).
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iy 1) pdate receivabie Documenis

File Edit Wieww Mavigation Tools Actions Ciptions Help
OB QURFEDAALBE S00ED&E SO
addl Info  Acckg Info  Esich Gptions  Customer  CredibfDebit Card

A @ 9 9 o0 @ =

i Find Prew Mext Add Update Delete Browse

Doc Date: |07/27/2012 34| InvDate: |O7fzFizoiz 24|  Dept Mo: [o0O & Gross Amt Entry: [M |
Cust.: (135129 /| |55M PRIVATE DUTY OF N MO | shipTo:[sHIPTG A Ref. Mo | |

Tvpe.: El | Inwvoice | iCLEARfOF\ | Recur: Tax: | MOTAK -4.]|
Desc.: ECLEF\R 20 SCCTOUMNT SMOUNT |F\cct. Group! |7 e Pay Method: | AR "Li

Terms: |30 “ |MET 30 | PO | Posted: [N |
Item Mo ke nit Descripkion Tax Cd Price Arnount |
(=] 1.0 EA CLR O& BALANCE MOTAY 70,0000 70,00

MOTAR

Total Armounks

Currency: ! iSub-TUtaI: | ?_D_Dle
Misc.: 0.00 @, | Freight: | 0,00 &
met: | 70.00 | Tax: | 0.00]  Total: | 70,00 @
Account ImFormation
| 310000 |- (000 |[sALES Il 7o.00 | [k |

You'll notice at the bottom of this screen shottttie account # is defaulting to sales. To change

this account # put cursor on the detail line amkabn the Acctg Info button on the toolbar. This
screen will display:

= Select ltem

File Edit Help

OEOY @

Deparktmenk

Account Mumber and Department

[& Ok ] [t:{ Cancel

CWR

Select account number option and then find thewadc® you want to use. In the example above |

am clearing an overpayment so | am going to useati@meous income. When | post this trans-
action the GL affect will be:

Debit AR
Credit Miscellaneous income
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5 Look Up Acccounts

File Edit Help
T OoBE] it 9

Accounk

Descripkion acck Type

IMCOME

F40000 MISCELLARMECLS IMCOME

Cat Cred

[a ] 4 ] [[:1 Cancel ] [M Mew Search]

2R

Click OK once you've found the account # you wantise and account # on invoice screen has

now changed:

Ikemn Mo by Lnit Description Tax Cd Price
ol E]l 1.0 EA CLR Of BALANCE MOTAR
. MOTAX
Tokal Amounts
CUFFEncy: | |Sul:|-T|:|taI: | ?III.IZIIII|
Misc.: | 0.00 | Freight: | 0.00 =
Net: | 70,00 Tax:| 0.00/  Total: | 70,00 « |

Account Infarmation

| 340000 |-|000 ||MISCELLANEOUS INCOME |

7000 |[cR |

Save invoice and then run edit and post.

To apply this invoice to the on account amountiaqgopdate AR cash receipts, enter 0 as the receipt
amount and select the invoice. The program wilbeattically apply the OA amount to the invoice.

Run edit and post.
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#8 Update 4/R Cash Receipts

File Edit View Navigation

Lo RL=H VXS

Tools  Actions  Options

Help

AR S00ED G 9O

)
wr
: Batch Options

40 9 @ 0O 9 .

Find Prev MNext aAdd Update Delete Browse

Customer

Date: |07/27{z012 | curency Code:| |

Customer: | 135129

| Marne: | S50 PRIVATE DUTY OF My MO |
Check Humber: [CLR OA | Description: | CLEAR 04 AMOUNT |

Agency Invoice Mo: | ‘L!

Receipt Amount

Account
Receipk Arnounk: Iﬂ| Posked: |:|
On Account: ,73-0-56-! Cash Aecount: | 106000 -‘.i- 000 =
Deposits! '_70001

Mon-sttached: ﬂ

Aukomnatic Pay! Wl

Cmd? | Invoice Mo, Irvv, Date Drig. Amount bue Date Disc, Dake Dsc. Bal Balance Due Discount Applied
CLEAR-CA, 0727 (2012 F0.00 08f26/2012 07j27 /2012 .00 .00 .00 F0.00
Totals
Avalable: | 0.00 | Total Discount Allowed: | 0.00 |
Total Applied: | mfﬁﬂ Total Charge BacksWrite-offs: | 07507|

3. To reimburse the customer for this overpaymentremtNon AP check for this customer and use the
same account you used in #1 (in my example | ussdetfaneous income).

GL Transaction summary:

Enter AR invoice:

Debit AR
Credit Miscellaneous income

Enter 0 cash receipt to clear OA

Debit AR
Credit AR

Process check for customer:

Debit Miscellaneous income
Credit cash
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Net result of all transactions:

Debit AR
Credit cash

Processing Customer Deposits

Cash receipts entered as deposits display on ipen8ht Tracking screen and also on the customer in-
voice, aging, open items report, and in the custowword. This all assumes there is a sales indbe
system prior to the deposit being entered and oméydeposit/one order can be entered at a timssuitle
is deposit for a contract (multiple sales ordarkdid together by a contract number) . If it is atcact

then the deposit entered will be split amongsbers on the contract.

Entering a Customer Deposit

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

1. Enter the deposit as a Non Attached payment ubim@ypdate AR Cash Receipts program and
post the transaction. This will post the deposibant to the customer’'s On Account balance (un-

applied cash).

2.  When you do have the order in the system, rexbes©n Account amount by entering a nega-
tive Non Attached payment and post the transacTibis will clear the existing On Account.

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

To apply a deposit to an order or several orders contract, enter the payment amount as a Non At-
tached payment by entering a Y in the Non-Attadiedd. This screen will display:
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!__9 Select Item E\

File Edit Help

OBrCGH @

Place on Account

Create Deposit

[0 oK ] [gﬁ Cancel ]

Select Create Deposit and this screen displays:

F) Select Method o ==

File Edit Help

OBOG Y @

Customer Order Mumber

Customer Contract Mumber

[Gok | [iqcance |

If you are applying the deposit to a single ordetect Customer Order Number and this screen isil d
play so you can enter the customer order number;

= Additional Informtion = e |

File Edit Help
O GHhPER 9O
Order No: m IE]

E@ oK ] [P:{ Cancel ‘

OVR
Enter The Order Number For This Deposit =
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When you press Enter or click on OK this screepldiss:

I3 Additional Information = @»

File Edit Mavigation Help

OF O WiRBE

Deposit Entry
Deposit Amount: 4000,00 Deposit Balance: 0.00
Qrder MNo. Order Amount  Deposit Amount
3631 12000.00 m

(@ ox | 4 cancel |

Enter the amount for the deposit.

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 Numbeéhen
Select Method screen above rather than Customer@haimber. When selected, this screen will display:
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¢ Deposit Input

File Edit Mavigation Help
O QUihEEA 2Y00ED OO
Deposzit Entry

Deposit Amount: | 10000.00|  Deposit Ealance:! EI.DD]

Order Mo Order simount Deposit Amount

1318 | 375000 2500008

1317 | 376000 250000

1318 | 3750000 250000

1319 | 3750000 250000

[ 0K, ] ’r;‘ Cancel J

OWR

Enter the amount for the deposit,

The amount of the deposit will be evenly distrilsigenongst all orders on the contract but the ansount
can be changed if needed. Any changes made mualttbguamount of the total deposit.

When the transaction for the single order aboymsted it creates this General Ledger entry:

Debit Cash

$10,000
Credit AR

10,000

Contracts are discussed in greater detail in tlleCEntry User Guide.
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Invoicing the Sales Order:

When you invoice an order that has a deposit aghpdiét, the deposit amount will print on the ineei
and the invoice total that prints will be net oé ttheposit amount. The amount of the deposit apdicile
invoice also displays on the Update Invoices sciedime Deposit Applied field:

O Qi

A ¢ 9@

Sales Order: 3631
Pay Method: AR
BillTo: 12

Ship Terms: PREPAID

Auto Approve?

= Update Invoices/Memas
File Edit View MNavigation

Batch Options  Lot/Location  Freight

Invoice Date: 10/02/2012

Discount :

@ &

Find Prev Mext Add Update Delete Browse

Tools  Actions  Options  Help

SR BLEBEMEB00EDC

o] CLASSIC PARTS UNLIMITED

.| ACCOUNTS RECEIVABLE

2% Order Type: REG

Inv.Stage:

FREIGHT PREPAID- DO NOT INVOICE BUYE

0.000 % Tax: NOTAX

@0

PST

Ship-To:

Terms:

Deposit Applied:
Invoice:
Inv.Frght?;

Currency:

EAST
MET30

18905

= BT =

.| Split Terms:
4000.00

A Ln Stg Item Code UM Quantity Price Met Amount »
¥ 1 P5T GMS504100 EA 4,000 3000.0000 1200000
Sub-Total: 12000.00
Discountable?: Discount: 0.00
Taxable?: Freight Amount: 0.00
Line Tax Code: Freight Tax Code: NOTAX
Ship Weight: Total Tax: 0.00
Pic Ticket No.: Restock Fee: 0.00
Spedial Handling Fee: 0.00
Total Invoice: 12000.00
1of1

(@]
=

Partial shipmen

ts:

If you are unable to ship and invoice the entiiprsient due to the merchandise not being availdtble,
could happen that the deposit amount exceeds vo&emamount of the first shipment. For example, th
order amount is $100,000, you have applied a depb$b0,000 to it, and the first shipment is for
$30,000. When this happens $30,000 of the $50,800sit will be applied to the invoice (net invoice

amount that prints will be zero), and the remairdegosit amount of $20,000 will be applied to fatur
shipments for this order.
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Applying Deposits When Applying Cash Receipts:

When you receive the payment form your customdri¢haet of the deposit, here is how you process th
cash receipt.

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

r'{-’ Update A/R Cash Receipts EI .

File Edit View Mavigation Tools Actions Options Help

OB 9 U AALEMBOQEDE OO

tions

Find Pre Mext Add Update Delete Browse

Customer
Date: 10022012 7] Currency Code:
Customer: 12 Mame: CL.-;-\SSIC PARTS UNLIMI‘I‘Eb
Check Number: Description:
Receipt Amount Account
Receipt Amount: 8,000.00 Posted:
On Account: -53,735.37 Cash Account: 100000000 |= - 000
Deposite: -4000.00 Non-Attached:

Automatic Pay: N

|Cmd? Invoice No. Inv. Date Orig. Amount Due Date Dsc, Date Dsc. Bal Balance Due Discount Applied -
1898 10/01/2012 4046 10/31/2012  10/01/2012 0.00 4048 0.00 0.00
1899 10/02/2012 50,00 11/01/2012  10/02/2012 0.00 50.00 0.00 0.00
1902 10/02/2012 5.00 11/01/2012  10/02/2012 0.00 -5.00 0.00 0.00
|1 1905 10/02/2012 1200000 11/01/2012  10/02/2012 0.00 12,000.00 0.00 0.00
Totals
Available: 65,736.37 Total Discount Allowed: 0.00
Total Applied: 0.00 Total Charge Backs/Write-offs; 0.00
Batch ID: 141

I@ 0K | |t:1 Cancel ] |E Header |

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

When you press TAB the following prompt displays #mount of the deposit applied to the order when
the order was invoiced. Click on OK or press Etdexpply the deposit.

= Answer @

Apply Deposit Amount of 4,000.00 to invoice 1905 ?

@ Yes 1 Ilr:1 Mo |
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When the transaction is posted the invoice wilpb&l in full and the deposit amount will be sebto

¥ Post Cash Receipts
File Help

O Q00D <

MNavigate

fo o

—:

Date: 10/0Z/72012 Czsh Receipts Posting List [
Time: 17:4Z:50 RBC DISTRIBUTICON Page: 1
Batch: 141 Owner: bettyk Posting Segquence: 37
Documant Number: 1535 Date: 1070272012 Check Humber:
Customer: 12 - CLASSIC PARTS UNMLIMITED
Description: Check Amount: 8000.00
Eocount Zmount
110000000 -000 INVOICE: 1305 DOC: 1905 12,000.00 CR
110000000 -200 DEPOSITS 4 ,000.00 OB
100000000 -000 BANE OF AMERICR 2,000.00 LB
Total Debits Total Credits
12,000.00 1z,000.00
wwk¥% End of Report.

Refunding Deposits

In the event that you received a deposit from yustomer and then they cancel their order withfebu

low these steps to clear the deposit from theioact

Go into Add mode in the Update AR Cash Receiptgnamm.

Enter a 'Y in the Non Attached field.
When you press TAB this screen displays:

el

For the receipt amount enter a negative dollar amequal to the deposit amount.
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Select Item E]@

File Edit Help

T OBRG i @

Flace on &ccount

Create Deposit

[@ Ok ] [{:1 Cancel

R

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

Select Method

File Edit Help

OBRGE O

Cuztarmer Order Mumber
Cuztomer Contract Mumber

[a Ok ] [Q:i Cancel

[% OWR
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6. Selecting Customer order will display this screen:

¢ Deposit Order Input E|E|E|
flenotiier
OF @ WBE

Order Mo |

(@ ox | [gcance |

VR
Enter The Order Murmber For This Deposit

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

& Answer

Clear Depogit For T his Record?

@Yes :I ’r_:ﬂN-: ]

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

¢ Delete Deposits

File Edit' Mavigation Help
Q= @gWinB:
Deposit Amount: ! Deposit Balance: |

Order Ho: | Order Amount Deposit Amaunt _ Clear?

1321 | 10000000 50000.00Y

[ )4 ] ’!:a Cancel ]

YR

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 customer to refuradeposit, the GL account you debit should be
the same cash account credited by the postingtrepor

Print Cash Receipts Listing

This option prints a report listing all un-postamtdments entered and modified under Update A/R Cash
Receipts and Update Non-A/R Cash Receipts. Thizrtghould be run to verify data-entry accuracy. It
must be printed prior to selecting Post Cash Réx€lne report is organized sequentially by documen
number: it lists general information about a cadeipt, as well as each account that is affectesl by
transaction.

Post Cash Receipts

This process posts all un-posted cash receiptsertis to the Accounts Receivable and General Ledger
Activity tables. The cash receipts documents thapasted cannot be modified or deleted once theg h
been posted. To correct an error after postingohasrred you must enter a new (adjusting) transacti
under Update Receivable Documents.
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Bank Deposits

After you have entered and posted your cash rectiptnext step in the process is to create bgmbsite
entries. Creating a bank deposit groups postddreaipts so that one single entry for a recelpfos-
ited at the same time in entered into to the AFklvanonciliation table. The total bank deposit antou
will typically match the amount on your bank depatip.

Entering Bank Deposits

= Update Bank Deposits =
File Edit View MNavigation Tools Actions Help

OB OWRhBRLEQABALBH BO00EDE 90

A\ @ 9 @ O @
Find Prev Next Add Update Delete v3e
Deposit Date: 10/02/2012 4] Deposit 1D
Bank Code: BOA |§ Description: BANK OF AMERICA
Branch: :="';!-E§ HEE! |E Description: CUMBERLAI:‘JD

Account Name: ABC DISTRIBUTION

Account Number: 0291038109

GL Account No: 100000000  Department Code: 000

Deposit Amount; 0,00 Posted: N

Include Post Mo Amount .

M 72 9919.29

N 73 200,00

N 74 10,00

N 75 75000.00

N 78 2,00

M 77 8.67

N 78 394886

M 79 499,06

M 30 2495

N 81 5.00

N 82 700,00 -

(Gok | |4cancel | [FEDeta |
Enter the branch YA

Go into Add mode and enter:

Deposit Date

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

Once the bank name and branch are filled in, thieafethe information associated with them willplésy.

A list of all cash receipts posted that have neatrbassigned a deposit ID will display in the detaittion
of the screen. To add receipts to a deposit gbhisadetail section and change the Include flag fivio
Y. The deposit total in the header section of treen will display as cumulative total as recegtsse-

lected.
ri Update Bank Deposits || ==
File Edit View MNavigation Tools Actions Help
OB OQWRRE] ALEBEN B0Q0EDHE OO
A @ © 0 O @ =
Find Prev MNext Add Update Delete Bro
Deposit Date:  10/02/2012  [LE4 Deposit ID;
Bank Code: BOA 1 Description: BANK OF AMERICA
Branch: BRAMCH #1 A Description: CUMBERLAND
Account Mame: ABC DISTRIBUTION
Account Number: 0231038103
GL Account No: 100000000  Department Code: 000
Deposit Amount: 90287.88 Posted: M
Indude Post Mo. Amount ™
b FE: 200.00
i L 10.00
1 75 T75000.00 :
i'f' 76 200
¥ 77 867
¥ 78 394886
b 79 459.06
M a0 2495
[N 81 5.00
|‘r’ 82 700.00
|: 83 0.00 =
|IG oK | |QH Cancel J [E Header I
Enter [Y] if you want to indude this line. YR

Once you are done selecting your receipts, clickdDldress enter to store the record. A depositilD w
be assigned automatically when you post the deposit
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Run the edit and post program next to record tip@siein the check reconciliation table. The custom
checks that make up the deposit will list on thegmrts.

T— = — - = —— L
7 ST —_
!,5. Enter Selection Criteria =) ||
File Edit Help
©UURRER @
WIS E RS
Selection Criteria
Bank Code: | 81
Branch:
Account Name:
Account Mot
Deposit ID:
Deposit Date:  10/02/2012
-
[@oc | [egcence |
OVR
Enter bank code,
T print Bank Deposits =) ) 5|
File Mavigate Help
900D <
-
— ‘
Date: 10/02/201Z DPrint Bank Deposits
Time: 17:50:43 RBC DISTRIBUTION Dage: 1 5
Bank Code: BOR Branch Code: BRANCH #1
Account Name: RBC DISTRIBUTION Account Number: 02951038105
Deposit ID: 23 Deposit Date: 10/0Z/2012 Deposit Amount: 20z87.88
————————————— Post No. ——-— Check No. -—— Cust Code Emount
7z 1 48 10019.29
7z SERGIO i -100.00
73 - 47 200.00
73 & 48 0.00
74 1z i1 10.00
75 iz 75000.00
k3 CHECE 1 T z.00
77 1 3.87
72 1z 20.00
78 123456 1z 293412
73 723 1z 758_43
78 7830 E 236.25
5 113 100.00
73 3131 9 355._06
8z 3 &00.00 -
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Print Receivables Journal

The Receivables Journal is organized by documeanbeq it lists each account posted to by a recéivab
document as well as the debit or credit amounth@fposting. The report includes the invoice nunfitver
each transaction. After selecting Print Receivabitegnal, a Selection Criteria screen is displal&niv-
ing you to specify the starting and ending datar@msactions listed on the report.

The Receivables Journal Selection Criteria screen:

P~ Enter Selection Criteria = ][ =[]
File

)
Start Date: NEETEER (L8] End Date: 08/31/2012(j144]

|Q oK | |r_:* Cancel |

Enter the beginning date you wish to select.

Both the Start Date and End Date default to todaysem date, but the can be changed. These prompt
screen display next so that you can narrow dowmatheunt of information that prints.

I Enter Selection Crifena = || B (=]
File
O}
Customer Code: ||
Department:
[@ox | [idcancel |
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I~ Select Document Types EI@

File
Document Type
Print Doc Type Description o
ﬁ I INVOICE
¥ C CREDIT MEMO
¥ D DEBIT MEMO
Y F FINAMNCE CHARGE
[a oK ] ’(J Cancel ] lc; Append

Indude document type [Y]es or [N]o
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Print Cash Receipts Journal

The Cash Receipts Journal is identical to the Rabéés Journal except that the Cash Receipts Journa
lists only cash receipts information. The Cash Res&ournal is organized by document numbersts i
each account posted to by a cash receipt docuaentell as the debit or credit amount of the pgstin
The report also identifies the check number fohdeensaction where the check number was entered.
After selecting Print Cash Receipts Journal a SieleCriteria screen is displayed allowing you peai-

fy the starting and ending date for transactiostedl on the report.

The Cash Receipts Journal Selection Criteria screen

P~ Enter Selection Criteria | = || = |
File
Start Date: [0 (kg End Date: 10/02/2012 ]

|G ok | rd cancel |

Enter the beginning date you wish to select.

Both the Start Date and End Date default to todaysem date, but they can be changed. ClickiKg
begins processing.
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Print G/L Activity

This option produces reports that print AccountsdReble accounting data by ledger account. After s
lecting Print G/L Activity a submenu is displayeyiding you a choice of a summary or a detail repo

h Print G/L Activity

= 5 Print Activity Surmmary

=

=l b Print Activity Detail

o Ewit

The summary report lists a ledger account andafaé debit or credit amount posted to that accolunt
ing a specified period of time. The detail repdsbdists a ledger account; under each accounliss of
all documents that posted to the account, as wah@debit or credit amount of those postings.

After selecting either the summary or the detgibréa Selection Criteria screen displays allowjag to
designate the starting and ending date for thertepo

The General Ledger Activity Selection Criteria sare

P~ Enter Selection Criteria = ][ =[]
File

)
Start Date: SEETEEN (L8] End Date: 03/30/2012144]

[@ox | [i4cancal |

Enter the beginning date you wish to select.

Both the Start Date and End Date default to today&em date but they can be changed. ClickiKg
begins processing.
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Create Finance Charge Invoices

The Create Finance Charge Invoices option createsmé€e Charge documents. These documents can
subsequently be modified or deleted through thedtfpBeceivable Documents option. This report also
generates the Finance Charge report. After setgttis option, a Selection Criteria screen is digptl
allowing you to specify which documents should héiwance charges applied.

The Finance Charge Selection Criteria screen:

E ar.p_fichgr.screenl EI@
File
~
Finance Charge Date: m
Charge on: D D = Due Date I = Invoice Date

MNumber of Days Due: 15
Finance Charge Percent: 1,800 %
Minimum Charge: 5.00
Take F.C.onRC.: N

[O OK l |l;:* Cancel |

=]

el

The Finance Charge Selection screen contains Hogviiog fields:

Finance Charge Date

This is the date that will be assigned to the nesmbated finance charge documents. This field de-
faults to today’s system date.

Charge on

This one-character required field accepts an aftfyfor “Due Date” orl for “Invoice Date.” This

code controls whether the selection of invoices &faplying finance charges) is determined by the du
date or invoice date of the original document.

Number of Days Due

Charges are created for documents with either dtesar invoice dates older than this Number of
Days Due.

Finance Charge Percent

The amount of the charge is determined by the [Em&harge Percent. EXAMPLE: enfer5, not
.015. for one and one-half percent.
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Minimum Charge

Any finance charge amount less than the figureredtato the Minimum Charge field is converted to
the minimum amount.

Take F.C.on F.C.

If you type "Y" into this field the process createfinance charge on any previously posted finance
charges within the entered date range. If you &yp&N" the system does not create finance charge in
voices for previously posted finance charges. &harequired field.
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Create Recurring Documents

This option automatically creates a new receivdblument from “recurring documents”—transactions
that are entered frequently or periodically. Rédethe discussion of recurring documents under ‘afigd
Receivable Documents”.

Newly created documents are placed in the Receabtuments table and may be modified or deleted
through the Update Receivable Documents option.

The Recurring Documents screens are displayedsdtecting the Create Recurring Documents program.
These screens contain the line description, invdéte, and Recurring code. In the recurring coeld fi

you can store any single-character alphanumerie.cbds code should designate a particular categfory
recurring documents. For example, one code migitesent those documents that recur on a monthly
basis. When you post receivable documents by §&jelebst Receivable Documents those documents
with an entry in the Recur field are posted ancdder future use in the Receivable Documents table
(their Posted status is "Y" (yes).

After selecting Create Recurring Documents a Sele@riteria screen displays, allowing you to enter
the following information.

= Enter Selection Criteria EI@
File
Define Default Data

FMBER

Line Item Description:

Invoice Date:  09/30/2012 k4]

[G oK l |P;{ Cancel |

]
bl

Enter the description. Press [ENTER] for no default description.

Line Item Description

Enter the new line item description that will pramt the invoices this program creates. For exaniiple,
you care creating invoices for the March servicargh you would enter March Svc Charge.

Invoice Date

Enter the invoice date that should be assigneldaodcurring invoices when they are created. Ehis i
also the date the program will use to determinewi@L period should be affected.
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Next, the prompt for the recurring code displays:

F= Enter Selecti... [ - || = |[=5]

File

Recurring Code: M|

|Q oK. | |l‘1‘ Cancel |

You can enter a single code, several codes, argeraf codes. After clickin@K the recurring docu-
ments are created and stored in the ReceivablerDarts table.

This process generates the Recurring Invoice repbis report lists each recurring document createt!
the ledger accounts affected by the recurring &etin. A new document number is assigned to the re
curring document, which can be cross referenceld thi edit list.

To finish processing these newly created recumioguments:

Print Receivable Listing
Print Invoices
Post Receivable Documents
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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
Z] b Receive Authorization Status
Z ¢ Invoices Pending Authorization
& d Invoices Authorization Declined
= e Settle Credit Card Invoices

= f Receive Settlement Invoices

p'__;-". a Invoices Settlement Declined

@ h Update Declined Invoices

&S] Exit

Authorize Credit Card Invoices

This program is used when you want authorize ahbattnvoices rather than each individual invoiténaoice
entry time. An example of this would be if you inmpa batch of invoices into the Fitrix database aaaht 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 lgeen
authorized and then sends the invoice informatioBkip Jack.

Receive Authorization Status

Once you have run the authorization program youtmow this program. This program returns the autiadion
code, date, and amount and stores them with tledev

Invoices Pending Authorization

This report will list any invoices that have beentsfor authorization but authorization has notrbeseived back
from Skip Jack.

Invoices Authorization Declined

This report will list any invoices that were seot &iuthorization and were declined.
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Settle Credit Card Invoices

Once you have run the edit listing and printed yiauoices, the next step is to run the Settle Gr€drd Invoices
program. This program sends the batch of invoioekipjack for settlement and marks the invoicéesrent flag
to S for “sent”.

Receive Settlement Invoices

Due to the time it takes to settle invoices with thedit card processor, you post invoices afteisdnd process is
run and then run this receive program the followimgrning after adequate time has lapsed. This progrets the
invoice settle flag to Y for those that settledessfully, to D for those that were declined, aridtg out the set-
tlement report.

Any invoices that did not settle will have a nsgittlement amount. This report can be used to céeao the
amount wired from your bank and to also apply caseipts.

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 tiheoices not settled report (option G on the Cr@iitd Processing
submenu). The customer should be contacted to altmative payment arrangements. If email isedran with
Skipjack, the customer will receive an email natifion that payment was declined.

Update Declined Invoices

As previously mentioned invoices declined will hakeir settlement flag set to D and because ofttag will print
on the Invoices Not Settled report indefinitely.elise Update Declined Invoices program to resstftag as fol-
lows:

Null- set to null if you wish to resend to Skipac

C —set to C if you wish to cancel and arrangeradite payment terms with the customer.
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Chapter 7

Administration Menu

«Check Database Status
«Check Database Connections
«Update Database Statistics
*Role Based Menus Setup

« Security Reports

«Purge Activity

«Update Batch Information
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Administration

The Administration Menu:

i U e e e
File Wiew Ewecute Settings Help

dem=z@E

Fitrix Complete V 5.4

= 2 temM &= 1 comp: 2 Sys:em Administration

5 3 Sales &5 2 systen) _:k a Check Database Status

& 4 Purcht &5 3 Datalr b Check Databa.se Connect-lons
& 5 Produt &5 4 webs & e Update Database Statistics
S 6 Produt & 5 Archive ﬁ f Role Based Menus Setup

&= 7 Custmﬂ E‘Xﬂ B m Security Reports
(=] General/Administratic © &5 p Purge Activity

I;ﬂ E’m ~ E z update Batch Information
ﬂ Exit

[ERRMEIEY 8 Ceneral/Administration !

m

Statuz Idle

The following Options are available:

Check Database Status

Note

This function should only be used by your Systenmixdstrator. Please contact your

Fitrix Representative for further information.
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Check Database Status (option a). Use this opticee if the database is up and running. If thesia
"Online" then the database is up and ready for eations. Shows the current status of the datahase s
as:

- Database version
« Status- Online/Quiescent/Offline
« Number of days the database has been up

+ Size of memory allocated.

Check Database Connections

Note

This function should only be used by your Systenmixdstrator. Please contact your
Fitrix Representative for further information.

Check Database Connections (option3s)ows information about the current users conndotéte da-
tabase. There will be one line of information fack user that is currently connected to the dataimas
the following report:

- Session ID

« SQL Statement type - Select/Insert/Update/Delete
- Database name

 Isolation Level

« Error info if any.

Role Based Menus Setup

Use these programs to set up custom menu strudtureach role/user. See tetting Started with Fitrix User
Guide for instructions on how to do this.

Security Reports

This menu option (option m) allows you to printegort of current security settings (ie- who is akal to
do what with the Fitrix software).
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Purge Activity

Purge Activity (option p). This menu option has fbkowing submenu:

p Purge Activity

[El h Merge Customer Activity
'=! i Print Duplicate Customer Info

& j Merge Ship-To Activity

&] Exit

Merge Customer Activity - this program is useful when a company changetsesand you want to set
up a new customer code that reflects the new coynpame and then transfer all sales history/actiaty
the new code.

s Merge Customer Activity |- |- B | ]
File Edit View Mavigation Tools Actiens Help
OB WRPE] BLERK @O
.a.
WARNING: Thiz program will transfer all activity, open items, and

reference records from the old customer code to the new customer
code and then delete the old customer code.

Enter Old Customer Code:  [B (=)
CLASSIC PARTS UNLIMITED

Enter New Customer Code: 16 =)
WILD WEST MOTOR. RANCH

(@oc | [fqcancal |

Enter Old Customer Code,

Print Duplicate Customer Information - this report program will list any informationathcould not be
merged into the new customer code because ituphcdte. For example, if old customer 2 has a-ghip
code 01 and new customer 12 also has a ship-toG@hdship-to 01 can’'t be merged. What you will need
to do in this case is set up a new ship-to codeuoastomer 12 for this shipping address.

Merge Ship To Activity - This program transfers all sales history/actititghe new code and then de-
letes the old code.
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Update Batch Information

Update Batch Information (option z). See the chagg¢itied Batch Control Maintenance in tBetting
Sarted with Fitrix User Guide for information on this program.
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Chapter 8

SQL Queries

» Why SQL Queries are run
* SQL Commands - Select, Order By, Group By
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Using SQL

SQL stands for Structured Query Language. It imadard method for accessing a SQL-compatible data-
base. This section of the manual discusses howae®&QL to gather information from the database.

SQL is used primarily to generate ad hoc repod. Bont end tools, such as Informix ISQL, allowwyo
to enter and run standard SQL queries with a sirsgi®f commands. Other productivity tools allowayo
to link data in the SQL database to spreadsheetsi-processing documents, charts, and graphs.eAs th
information in the database changes, the spreatishaeges automatically.

Before you use SQL report generators or produgttaitls, you must know how SQL itself works.
Though a particular SQL front-end tool may différe basic instruction sets should work in a similar
manner. This section introduces you to the bascfishese statements and gives you examples of how
they are used in a variety of ways

The examples use General Ledger tables and colimts all accounting transactions eventually end

up in the General Ledger, it is a common applicafar SQL queries. The point of this section, hogrev
is to cover the basics of SQL, not to teach you tmereate specific queries in individual applioas.
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SELECT Command

The SELECT statement gets information from theluga. There are only six different clauses that con
trol which information this SELECT retrieves. Thane called clauses since they describe a pareof th
overall SELECT command. Only two of these clausegequired for any SQL database query. These
commands or clauses are listed and described below.

SELECT: The SELECT clause is the start of all SQL quetligis.required for all information retrieval.
It is used to tell the system which informationetgries or fields—in SQL they are called columns+-yo
want to access.

FROM: The FROM clause is also required for all SQL Sslelt is used to tell the system from which
file or table to take the data.

WHERE: The WHERE clause is optional. It lists the selattriteria for the Select statement. It allows
you to describe which records you want to see.

ORDER BY: The ORDER BY clause is also optional. It allows yo tell the system in what order to
put retrieved records.

GROUP BY: The GROUP BY clause is also optional. It allows yo tell the system how to group rec-
ords for totals and subtotals.

HAVING: The HAVING clause is also optional. It allows yimutell the system which groups to select.

You can retrieve any type of information from a Sdtabase with these six clauses. In the nextakever
sections we will cover these commands in more Hetai

Using SELECT and FROM

The format for the most basic SQL query is:

SELECT col utm- nanes FROM t abl e- nanes

In this statement, SQL commands are printed inagdital letters; however, most SQL tools are nekeca
sensitive.

Column-names refers to the names of the actuahro@ior information categories created in the table.
Table-names refers to the database tables thatindhte data.

Selecting All Columns

When you don’t want to specify specific column namgu can use the asterigh (o indicate that you
want the values in all columns. For example, suppasl want to see all information from a contrdilléa
Enter:

SELECT * FROM stxcntrc
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“Stxcntrc is the name of the control table. Typligathere is only one record in this control taated, in
this example, the columns in it are company naméress #1, address #2, city, state, zip, countyn-co
try, the first current asset account, the firseflxasset account, first current liability accotim, first long
term liability account, first capital account, thest income account, first cost of goods accoant] the
first expense account.

In response to this query, the system displaysdhees associated with each of these columns. X&e e
format in which this information is displayed diffefrom system to system.

Selecting Specific Columns

If you just want to see specific columns from ddabnter the names of the columns. For exampi@uif
want just the name and address information frond#itabase, enter:

SELECT co_nane, addrl, addr2, city, state, zip, county, country
FROM st xcntrc

The names used are those that are part of thelidétanary. In order to select specific columnsy youst
know what they are named in the database. SomeqB@ly systems provide a display of these column
and table names. Typically, however, you must Wk printed table definitions. There are SQL que-
ries that allow you to retrieve information abdug names of the columns and tables in the databake,
they are not covered here.

Notice that the different column names are sepatagecommas. This is usually required. The last col
umn name does not have a comma after it.

Using Math in the SELECT Statement

You can also include mathematical operations witoiar SELECT statement. The mathematical opera-
tors recognized are:

+  Addition
- Subtraction
* Multiplication
/ Division
Here is an example of addition:

SELECT doc_no, anpunt, anount + 1 FROM stgactvd
The result of this query shows the document nuntheramount of the transaction, and that amount + 1

Here is an example of multiplication:

SELECT doc_no, anpunt, anount * .077 FROM stgactvd

You do not need to use literal amounts as parbof ynath. You can use other column names.

SELECT doc_no, ampunt, ampunt / doc_no FROM stgactvd
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You can combine multiple mathematical operations ¢ikample, you can multiply, divide, add, and sub-
tract all in the same SELECT statement), and yoy coanbine column names 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 ordeecégence of mathematical operations.

SELECT doc_no, amount / (1 + 2)
FROM st gact vd

This expression adds 1 + 2 before dividing this guimamount.

Selecting Specific Rows: WHERE

The simplest selection statements show all therimétion in a file or table. However, you may onlgmw
to see specific rows (records) that meet a givéstten criteria. To make such a selection, use the
WHERE clause.

The format for the WHERE clause is:

WHERE col um-nane rel ational -operator val ue

This may seem a little complicated, but an examptuld clarify how it is used. For example, Fitrix
Business uses a table to store all of the accounting dftaih the General Ledger system. If you want to
see the entries for a particular original journiak the following statement:

SELECT * FROM stgactvd WHERE orig_journal = "AP"

The asterisk causes the system to display all aodlimthis table. The table named stgactvd is thigia
ty data table for the General Ledger system.

In the WHERE clause, you see the name of a coluignjournal, followed by a relational operator =
and finished by a value, AP. What this statemerdanmmaés: list all the columns in the table stgaatdtre
the column orig_journal contains AP.

In composing this query, you can use any columnenianthe table.

Relational operators consist of the following:
Symbol Meaning
= Equal To
<> Not Equal To
> Greater Than
< Less Than
>= Greater Than or Equal To

<= Less Than or Equal To
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Matching Character Patterns

The keyword MATCHES can be used within the WHER#&UsE to select rows that contain certain string
patterns.

The format is as follows:

WHERE col um- nane MATCHES val ue

In this case, the column name must be a charagtercblumn. This means that it must contain charac-
ters, not numbers. The value is a pattern of clier®and must be enclosed in quotation marks. ¥or e
ample, our previous query of the general ledgevisctable could have been stated using the MATCH-
ES keyword like this:

SELECT * FROM stgactvd WHERE orig_j ournal MATCHES "AP"

In this example, we require an exact match, whiakxiactly the same as an = command. The real power
of MATCHES comes into play when you use wildcamléind a meaningful character string within a
longer character column.

MATCH Wildcards

There are three wildcards:
* This matches any set of characters or no chagacter
? This matches any single character.

[ X-Y] This matches the range of characters indicated.

You can use these wildcards in a variety of waysetect the proper rows from a table. For exaniple,
the General Ledger detail table, there is a coltimhcontains the department code. Note that even

though department codes typically consist of digits still a character field, not a numeric fielThese

codes can be any character string up to three cdieasdong. Use these codes to select line itemildet

the variety of ways detailed below:

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"

This finds any rows where the department code Isagith the character 1.

SELECT * FROM st gactvd WHERE department MATCHES "*10*"

This finds any rows where the department code amhthe character string 10 anywhere within it.

SELECT * FROM st gactvd WHERE departnment MATCHES " 210"

This finds any line item where the department dostthe characters 10 preceded by any other single
character. It does not find a department beginmiity 10, but it finds 110, 210 and so on.

SELECT * FROM st gactvd WHERE departnment MATCHES "1[ 1-5]*"

This finds all rows containing department codes biegin with the digit 1, followed by the digits 1
through 5, and then followed by any other charactEhis does not find rows where the digits 1 tigitou
5 do not immediately follow the beginning digit 1.
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Using AND and OR in the Where Clause

You can make your WHERE clause more complicatedgiyg AND and OR as follows:

» AND: Makes the clause more restrictive. In order tedlected, the data must pass all tests joinedey th
AND clauses.

» OR: Makes the clause less restrictive. To be seletieddata only need pass one test or the othersye
tax for the use of AND and OR is:

WHERE col um_nane rel ati onal - operator val ue

AND col utm_nane rel ational - operator val ue

or

WHERE col um_nane rel ati onal - operator val ue

OR col um_nane rel ational - operator val ue

In the next example, the WHERE clause selects mmjg in which the department code begins with the
digit 1 and whose document number is greater tm@rhoindred. Rows in which the department code be-
gins with 1 and whose document number is lessdhaqual to 100 are not selected. Rows in which the
document number is greater than one hundred, lwihiich the department code does not begin with 1
are alsmot selected.

SELECT * FROM st gactvd WHERE department MATCHES "1*"
AND doc_no > 100

In the following example, even more documents atlecsed. All documents in which the department
code begins with 1 are selected because theyipadisst test. In addition, all documents with nwersd
greater than one hundred are selected becauspdhsyhe second test.

SELECT * FROM stgactvd WHERE department MATCHES "1*"
OR doc_no > 100

Note

Even though some documents may pass both tesgzath@nly selectednce.

Using Multiple ANDs and ORs

You can use AND and OR to join any number of prsase

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
AND doc_no > 100

AND orig_journal = "AR'

AND anount > 1000

Note

Remember: adding multiple AND statements makesetstemore and more restrictive; in
order to be selected, the row must nakof these criteria.
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You can also use parentheses to group ANDs and ORs.

SELECT * FROM stgactvd WHERE (departnent MATCHES "1*"
AND doc_no > 100) OR (orig_journal = "AR'
AND anount > 1000)

In this test, selected records or rows must eltlage a department code that begins with 1* andca-do
ment number greater than 100 or they must haveigimal journal code of AR and an amount greater
than 1000.

Improper Use of AND or OR

Remember the AND and the OR are used to join campldumn_name relational-operator value
phrases within the WHERE clause. Ihit used to join separate WHERE clauses or to joinesto a
single column_name.

Correct:

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
OR doc_no > 100

Incorrect:

SELECT. . .
OR WHERE doc_no > 100

Correct:

SELECT * FROM st gactvd WHERE department MATCHES "1*"
OR department MATCHES "*1"

Incorrect:

SELECT. . .
OR MATCHES "*1"

WHERE Using LIKE

LIKE is a keyword that works almost identicallyMATCHES. The major difference is that it has differ
ent wild cards. Instead of using an asterisk tacinaharacters, a percent sign (%) is used. Ingiead
guestion marks to match a single character, anrsogoie is used.

SELECT * FROM stgactvd WHERE departnent LIKE "1%

This finds all departments that begin with 1 arelfatiowed by any combination of other characters.
LIKE can only be used for character columns (Isttardigits). The values used must be enclosed with
guotation marks.
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WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that want to select a value between two other val-
ues.

SELECT * FROM st gactvd WHERE anount BETWEEN 10 AND 40
This selects all rows in which the amount columa daalue from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shovovwpdo indicate the second set of values.

Correct:

SELECT * FROM stgactvd WHERE anpunt BETWEEN 10 AND 40

Incorrect:

SELECT... BETWEEN 10 40

You also must show the values in the proper ordér thhe smallest value first. The wrong examplesdoe
not produce an error message, but no rows aretedlec

Correct:

SELECT * FROM stgactvd WHERE anpunt BETWEEN 10 AND 40

Incorrect:

SELECT... BETWEEN 40 AND 10

You can also use BETWEEN to specify a range ofgdatealphanumeric characters.

SELECT * FROM stgactvd WHERE orig_j our nal
BETWEEN "A" AND "Z"

This query selects all documents with an originakfjal code beginning with a capital letter.

wHere USING N

Use the keyword IN to compare the value in a colwith a list of possible values. You could do the
same thing using a series of ORs, but IN makesstiizewhat more straight-forward.

The syntax:

WHERE col um-nane IN (list of val ues)

Here is an example of selection from a list of faes/alues.

SELECT * FROM st gactvd
WHERE orig_journal IN ("AR',"AP","&")

This select statement finds any rows which condd®n 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 ="@&"
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You can see the advantage of using the IN keyword.

Matching NULL Values

SQL discriminates between a column filled with sggaor zero and one filled with a NULL value. A col-
umn with a NULL value has never had any valuesredtato it or has had those values removed. Spaces
or the value zero are not considered NULL.

You may wish to identify the values that are NULhem selecting records. For this purpose, you have |
NULL keywords for use with the WHERE clause.

The syntax:

WHERE col um_nane 1S NULL

For example:

SELECT * FROM st gactvd WHERE department |S NULL.

This finds all records in the activity table whichve no department code associated with them.

Using NOT

With many WHERE statement keywords, you can us&elygvord NOT to select records that act
matched by your selection criteria. NOT can be weigll the following keywords:

» MATCHES
* LIKE

» BETWEEN
« IN

« NULL

For example, if you wanted to find all records watlralue NOT NULL in the department column, use the
following:

SELECT * FROM stgactvd WHERE departnent 1S NOT NULL.

finds all the rows with values in the departmertiom

SELECT * FROM stgactvd WHERE orig_j our nal
NOT IN ("AR',"AP","Q&")

selects all rows that have orig_journal codesdhatot equal to AR, AP, or GJ

SELECT * FROM st gactvd WHERE depart ment
NOT BETWEEN "A" AND "Z"

selects rows whose department codes do not betfiravaapital letter

SELECT * FROM stgactvd WHERE departnment NOT MATCHES "1*"

selects all rows where the department code doelsagin with 1

SELECT * FROM st gactvd WHERE department NOT LI KE " 1%
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selects all rows where the department code doelsagih with 1.

Selecting From Multiple Tables

So far, we have shown only SQL queries that taka flam one table. Using the WHERE command you
can also join two tables together and get relatéatination from them.

For example, in Fitrix General Ledger, the activéple, stgactvd, contains the information aboahea
line item that is posted to the system. It doescoatain the basic information about the documsmnth

as when it was created and a general descriptithealocument. This information is in a generatref
ence table for all transactions on the system. fEttile is called stxtranr.

To see the document date as well as the informationit specific line items, select columns fromhbaft
these tables and join them together using a WHHRIESe so that only the related records are selected

The syntax for joining multiple tables is:

SELECT [t abl e- nanme] . col um- nane, [t abl e- nanme. ] col um- nane, . . .
FROM tabl el, table2, ...
WHERE t abl el. col um- nane=t abl e2. col uim- nane

The WHERE clause causes the SELECT statementumrehly those rows where the specified columns
in each table are identical. The table name dfISELECT statement only needs to be used when the
column name appears in both tables.

In Fitrix Business, the table name must always be used because whearotumns carry matching data
used for joins, they are named identically. You saa which columns need to be joined in the WHERE
clause, by noting which columns in the two tablageithe same name.

Here is an example of a query that returns a fishwounts for the individual lines that make upaams$ac-
tion, selected from the general ledger activitydablong with the corresponding document datedsd
scription of the transaction from the general teation 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 west entered under the Update General Journal option
Each line contains the document number, the docudsa, the description of the transaction, and the
amount posted for that line.

Notice that doc_no after the SELECT is precedethbytable name, stxtranr. This table name is reduir
because doc_no is used as a column in both taliles. contents are identical, but you need to $péai
SQL which table you want to use.

Also notice that we did not have to use the tabimes for doc_date, doc_desc, and amount. This is be
cause these columns only appear in one table mtltiee.
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Joining More Than Two Tables

You can use any number of tables in a SELECT sttenf more tables are used, you simply extend the
WHERE clause to equate columns within each table.

For example, in Fitrix, there is another table thaltls information about a transaction. This takle
stgtranr and it contains information such as ttemanting period and year for the transaction. I yant
to see this information for each of your activityes, extend your query to include this third table

SELECT stxtranr.doc_no, doc_date, doc_desc, acct_period, acct_year, anmpunt
FROM st xtranr, stgactvd, stgtranr

WHERE st xtranr.orig_journal =stgactvd. ori g_j our nal

AND st xtranr.orig_journal =stgtranr.orig_journal

AND st xtranr.doc_no = stgactvd. doc_no

AND st xtranr.doc_no = stgtranr.doc_no

Notice that two new columns have been added: aedbgand acct_year. No tables need to be specified
for these columns because they occur only in thie tstgtranr. Stgtranr has been added to the FROM
clause. The AND clauses have also been duplicatfirt the columns from stxtranr to the matching
ones in stgtranr. The choice of stxtranr for the jo this case was arbitrary since all tables ined con-

tain the same keys. Stgactvd could have just aly b&en used. However, this may not always be the
case; many joins may take place on columns thatrscgie to a particular table.
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ORDER BY Command

Use the ORDER BY clause to sort the output. ljgsamal and can be used in conjunction with angpth
optional clauses.

The syntax:

ORDER BY col um- nane

Column-name must be an element in the SELECT flisblumns; that is, you cannot ORDER BY a col-
umn that has not been selected. For example, tallsefethe rows in the General Ledger activityléab
sorted by document number, use the following contman

SELECT * FROM st gactvd ORDER BY doc_no

If you want to do the same thing but select ondpecific original journal, use the following comnaian

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 ogbin
journal, and within each original journal, orgamizgy department number, 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. These are
called aggregate functions because they work aow@pgf rows. When they are used, you do not see th
individual rows themselves, but the results ofdperation on all rows or groups of rows.

The aggregate keywords and their functions are:
AVG (column-name) Calculates the average of the column specifiedhierows selected.
COUNT (*) Counts the number of rows retrieved by the WHERIEs®e.
MAX (column-name) Finds the maximum value in the column specifiettii@ rows selected.
MIN (column-name) Finds the minimum value in the column specifiedtfe rows selected.

SUM (column_name)Adds the column specified and totals it for thesselected.

These aggregate functions are used like column salfter the SELECT keyword. They do not subtotal
unless you use the GROUP BY clause (explainedaméxt section).

Correct:

SELECT sum(anmount) FROM stgactvd WHERE doc_no = 4
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This query produces the total amount for documetit@dbes not, however, show the document number
itself.

Incorrect:

SELECT doc_no, sum(anount) FROM stgactvd

This produces an error requesting a GROUP BY phrase

GROUP BY Command

This clause gives you subtotals for different goaprows using aggregate functions. The syntax:

SELECT col um-1ist, aggregate-functions FROM t abl e- nane
GROUP BY colum-1i st

For example:

SELECT doc_no, sum(anpunt) FROM stgactvd
GROUP BY doc_no

This produces a list showing each document numiittize total for that document next to it.

Note

You must have a GROUP BY clause for each columecssd.

Correct:

SELECT doc_no, acct_no, sun{anount) FROM stgactvd
GROUP BY doc_no, acct_no

This produces a line for each unique combinatioa dbcument number and an account number. In other
words, you get the sum for document number onghofirst account number, then the sum for docu-
ment number one, for the second account numbers@od. You dmot get the sum for a given docu-
ment number alone.

Incorrect:

SELECT. ..
GROUP BY doc_no

This produces a GROUP BY error because you refetkacct_no in the column selection but did not
repeat it in the GROUP BY column list.
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Sample Reports

The following pages show examples of the reportegeted by Fitrix Accounts Re-
ceivable.
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The Receivable Listing Report

(e E=E=]

I3 Print Receivable Listing

© 00D &

»

m

Receivable Listing

Dzte: 1070272012
Time: 18:11:55 RBC DISTRIBUTICON Page: 1
Documeant Number: UHRSSIEHED Doc Dete: 1070272012 Type: INVOICE
Customer: 12 - CLASSIC PARTS UNMLIMITED
Humber: 424242
Descripticon: MONTHLY SVC FEE

Locount Imount
210000000 -000 ACCRUED SRALES TRX a0 CR
400000000 -000 DPRRETS SRLES 500.00 CR
500.00 DB

IVABLE

110000000 -Z00 LACCOUNTS R

Total Credits
500.00

Total Debkits
500.00

wkkd End of Report.
i
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Receivable Posting Report

F Post Receivable Documents
File MNavigate Help

O Q00D <

| »

Date: 10/0Z/72012 Receivakle Documents Posting List
Time: 18:1Z:5% RBC DISTRIBUTICON Page: 1
Posting Sequence: 113

Documant Number: 130& Doc Dete: 1070272012 Type: INVOICE
Customer: 12 - CLASSIC PARTS UNMLIMITED
Humber: 424242
Descripticon: MONTHLY SVC FEE

Locount Imount
210000000 -000 ACCRUED SRALES TRX a0 CR
400000000 -000 DPRRETS SRLES 500.00 CR
110000000 -200 ACCOUNTS RECEIVAELE 500.00 DB

Total Debkits Total Credits
500.00 500.00

wkkd End of Report.
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Cash Receipts Listing

¥~ Print Cash Receipts Listing
File Mavigate Help

Q00D <

m

Date: 10/03/2012

Cash Receipts Listing
Time: 08:38:09

BBC DISTRIBUTION

Page: 1
Batch: 142 Owner: kettyb
Document MNumber: UMASSIGNED Date: 1070372012 Check Number: 34Z5
Customer: 12 - CLASSIC PRRATS UNLIMITED
Description: Check Amount: 530.4¢
Aoccount Amount
110000000 -000 INVOICE: 1858 DOC: 1858 40.48 CR
110000000 -000 INVOICE: 1853 DOC: 1853 50.00 CR
100000000 -000 BANE OF RMERICA 50.4& DB

Total Debkits Total Credits
50.48 50.48

#ws% End of HReport.
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Cash Receipts Posting Report

F

¥~ Post Cash Receipts

File Mavigate Help

Q00D <

#ws% End of HReport.

Total Credits

30.4%8 30.4%8

Date: 10,/03/2012 Cash Receipts Posting List
Time: 08:38:55 ABC DISTRIBUTION Fage: 1
Batch: 142 Owner: kettyk Posting Seguence: 58
Document Mumber: 1&0 Date: 1070372012 Check Number: 34Z5
Customer: 12 - CLASSIC PRRATS UNLIMITED
Description: Check Amount: 530.4¢
Aoccount Amount

110000000 -000 INVOICE: 1858 DOC: 1858 40.48 CR
110000000 -000 INVOICE: 1853 DOC: 1853 50.00 CR
100000000 -000 BANE OF RMERICA 50.4& DB

Total Debkits

m
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Print Bank Deposits

File Mavigate Help

990902 <

Date: 1070372012
Timae: 08:42:-14

Brint Bank Deposits
ABC DISTRIBUTICON

Page: 1

Bank Code: BOA
Lecount Name: RRC DISTRIBUTION

Branch Code: BRANCH #1
Aecount Number: 0231038103

Depogit ID: Z4 Depositc Date: 10/02/2012 Deposit RAmount: L
————————————— Beat: Ma == ChERRIRNS Y =SBl Didls. se=rheastsnnens st
a5 i3
95 312313122 1.
a5 3231z
56 2312312 1z
a5, iz
338 34Z5 1z

3475.21

4000.00
8000.00
50.4¢&

+

L.,

| s

m
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Post Bank Deposits

File Mavigate Help

990902 <

Date: 10/03/Z01Z
Time: 08:43:01

EBost Bank Deposits
ABC DISTRIBUTION

s

m.

Page: 1

Bank Code: BOA
Lecount Name: REC DISTRIBUTION

Branch Code: BRANCH £1

Depogit ID: Z4 Depositc Date: 10/02/2012

Aecount Number: 0291038105

Deposit RAmount:

————————————— Best:- Mo~ CheekBar S it Shde —S——TarssmsnT st
a5 i3
35 312313123 x4
85 FE31Z
Se 2312312 iz
a5, iz
338 34Z5 1z

13475.21

400080
8000.00
50.4¢&
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Receivables Journal

File Mavigate Help

0002 <

Total Debits
Subtotal by Customer: ]

Subtotal by Department: =00

Total Credits
500.00

500.00

Date: 10,/03/2012 Zocpunts Beceiwvabkle Journzal

Time: 05:44:-03 ARC DISTRIBUTION Page: 1
Between 10/01,/201Z and 1070372012

Department 000

Document Date Invoice No Customer Code - Customer Business MName

1308 10/0272012 424242 12 - CLASSIC PRRTS UMLIMITELD
£10000000-000 ACCRUED SALES TR -aa CR
400000000-000 PARTS SALES 500.00 CR

*

m
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Cash Receipts Journal

T it Cosh ReceipsJournal

File

Mavigate

© 300D

Help

Date: 1070372012 Cash Receipts Journal
Time: 03:45:01 RBC DISTRIBUTICON Eage: 1
Between 10/01/2012 and 10/03/2012
Document Date Check Mo Reference
155 la/02/,2012 FREISHT REFUND
Customer: - HNOT FOUND

100000000-000 BANEKE OF BEMERICR 384 .7:5LCB
502000000-000 FREIGHT OUT 384.75CR

158 1070272012 312313123

Customer: 1 - ACTION AUTCEARTS

100000000-000 BRNE OF RAMERICR 500.00CB
110000000-000 ACCOUNTS RECEIVABLE 3.37CR
110000000-000 RACCOUNIS RECEIVABLE 3.37CR
110000000-000 ACCOUNIS RECEIVABLE 2.37CR
110000000-000 ACCOUNTS RECEIVABLE 3.37C2
110000000-000 ACCOUNTS RECEIVABLE 3.37CR
110000000-000 ACCOUNIS RECEIVABLE 3.37CR
119000000-000 ACCOUNTIS RECEIVRABLE 3.37CR
110000000-000 RAROCOUNTS RECEIVABLE 3_.37CR
110000000-000 ACCCOUNTS RECEIVAELE 3.37CR
110000000-000 ACCOUNIS RECEIVABLE 3.37CR
110000000-000 ACCOUNTS RECEIVABLE 3.37CR
110000000-000 ACCOUNTS RECEIVABLE 3.37C2
110000000-000 ACCOUMTIS RECEIVABLE 3.37CR
110000000-000 ARCCOUNIS RECEIVABLE 3.37CR

*

1
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G/L Activity Summary Report

T Print Acti

Summary
File Mavigate Help

© 300D

— I

Date: 1070372012
Time: 08:45:53

*

G/L Zctivity Summary Leocounts Receivable
RBC DISTRIBUTICON Eage: 1
Between 03/01/2012 and 03/30/2012

n

Bcct. Dpt. Description Debits Credits Net Beotiwvity

100000000-000

110000000-000

110000000-300

BANK OF EMERICH
41

,225.00
ACCOUNTS RECEIVABLE
1,289,500.560

ACCOUNTS RECEIVABLE

-aa

1,817,825.10

41 225_00

{28,324.50)

-aa 10,000_00 {10,000_00) o
115000000-000 ALLOWANCE FOR DOUBTFUL A/R'S
95 .50 .aa 59_50
210000000-000  ACCRUED SALES TaX
-aa -aa B [a}
400000000-000 PBARTS SRLES
-0a @,000.00 {&,000.00)
600000000-000 BAD DEBTS
3,000_00 -aa 3,000_00
————————————————————————————————— K o e e e
Debits Credita MNet Activity

1,335, 825.10 1,333,825.10 o_aa

176 Sample Reports



Fitrix Accounts Receivable User Guide

G/L Activity Detail Report

P Print Activity Detail
File Mavigate Help

© 300D

—

Date: 1070372012 E/L Zctivity Detail Zeoocounts Heceiwvakle
Time: 03:4&6:44 RBC DISTRIBUTICON Eage: 1
Between 03/01/2012 and 03/30/2012

Src Doc § Inv/Chk # Date et Description Debits Credits
Begin Balance: 00

100000000-000 BANE OF AZMERICA

CR 148 TESTBLOCK 03/03/2012 14 5.00

TEST LOCK

Cc2 143 31231z 08/04,2012 1 20_00

CR 152 CHE1 0%/2Z5/2012 1 30,000.00

CR 153 CHEZ 08/25/2012 1 1,200.00

CR 154 4z34224 08/25/2012 14 10,000.00

DEPOSIT ON 50§ 3607

Total RZctivity for AZccount: 100000000-000 41, 225.00
End Balance: 41 225.00
Begin Balance: -aa
110000000-000 ACCOUNTS RECEIVRABLE
CR 142 TESTBLOCE 0370372012 14 5.00
TEST LOCE
&R 1827 INV1 05/04/2012 CWI1 Z2,000.00
AR 1828 INvz 0%s/04/2012 CWI1 3,000.00
23 1823 INV3 0%9/04,/,2012 CWI1 1,000.400
CR 143 31231z 0%9/04,2012 1 159 .50
CR 143 31z31z 05/04/72012 1 20.00

*
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Finance Charge Report

E Create Finance Charge Invoices

File Mavigate Help

Q002 <

Date: 10/03/201Z Finance Charge Invoices
Time: 08:47:33 ZBC DISTEIBUTION Page: 7

Finance Charge Date: 03/30/2012
Charge cn: Due Date
Humber of Days past Due: 15
Finance Charge Percent: 1.80 %
Take FC on FCo N

ZE RR-ZZ 10/28/200%8 443 _ 95
533 533 07/28/2011 30.040
21 AR-Z21 10/05/2006 2548_.00
610 &10 08s10/2011 5353_80
all oll o8s10/2011 4.00
als &l5 08s17/2011 Z21a.00
725 T25 1z/08/2011 33.38
305 TEST 0&es15/2011 5_43
308& 5004-4 06/15/2011 Z1.z4
201 201 12/08/2010 I1g9.599
1802 TEST 0l/28/2011 27 _285
587 587 0772872011 80.0a4a
S5EY Lo 07/01/2011 28.32
444 4445 0570372011 15.32
444 444 a5/01 /2011 £73.50 i
447 447 05/03/2011 7.668 |=|
245 245 03/03/2011 50.00 il
13545 135 12/707/2010 155_143
Total Amount Past Due: zZ0za0.80
Total Finance Charge: 385_05
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Recurring Document Report

t?-: " ful 3 i: : a
File Mavigate Help

© 300D

— I

*

Date: 1070372012 Becurring Invoice
Time: 08:50:31 BBC DISTRIBUTICON Eage: 1
Document MNumber:- 450 Date- 01/728/2011

Customer: 12 — CLASSTC PRRTS UNLIMITED
Description: MAY FEES

m

Account Ampunt
210000000 - 000 ACCRUED SALES TAX _00 Cr
450000000 - Q0aQ HRY FEES 1,800.00 CR
110000000 - 2040 LCCOUNTS RECEIVRABLE 1,800_00 DB
Documernt Number: 451 Date: 01/2Z6/2011

Customer: 3 — CENTRAL 4 WHEEL DRIVE INC. =
Description: MAY FEES

Account Amount
210000000 - aoa LCCRUED SALES TRX -0a €r
450000000 - a0d MAY FEES 1,800_00 CR
110000000 — Z00 ACCOUNTS RECEIVABLE 1,800.00 DB

Total Dekits Total Credits
3,400.00 3,400.00
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Invoices Pending Authorization

P Invoices Pending Authorization =N EoR

File Mavigate Help

O Q002 <

—

| »

Date: 1070372012 Invoices Pending Zuthorization

Time: 08:51:18 ABC DISTRIBUTICH Fage: 1
Invoice No Customer Code Inv Date Inv Amount Credit Card No.
o444 a8 08/19/2011 500.00

LEKE CITY RUTO PARTS
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Invoices Authorization Declined

& Invoices Authorization Declined

File Mavigate Help

‘9 00D &

Date: O03/1E/2010 Invoices Authorization Declined

Time: 1E5:E53:13 AERC DISTRIEUTION Page: 1
Inwvoice No Customer Code Inwv Date Inwv Awmouant Credit Card No.
290 1 oo s20,/2008 g00._.00 WISA ZZzk5

ACTION SUPPLY

Transaction Declined

|Fa
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Settle Credit Card Invoices

& Settle Credit Card Invoices
File Mavigate Helg

0 00D -

Date: 0371252010 Credit Card Settlement Process
Time: 1E5:E5:01 ABC DISTRIEBUTION Pac,
Settlement Eatch ID:

Invoice Mo, Doc Ho. Invoice Amount Settlement Amount Status

Qa0 28E Z0.00 o.0o Sent to EBkipJack
283 2885 10,00 o.0o0 Sent to BkipJack
T 288 L_on o.0o Sent to BkipJack
k=1 388 E0.0d a.00 Sent to SkipJack
287 389 S0.0d o.0a Sent to SkipJack
289 39E 150.00 o.0o Sent to BkipJack
Grand Totals: 8500 o._oo
< | |

182 Sample Reports



Fitrix Accounts Receivable User Guide

Receive Settlement Invoices

= £ — — —
# Receive Settlement Invoices =13
File Mavigate Help
I R B |
Q002 <
A
Date: 0371272010 Credit Card Settlement Process
Time: 15:58:27 ABC DISTEIBUTION Page: 1
Settlement Batch ID:
Invoice No. Doc No. Inwoice Amount Settlement Amount Btatus
[0 I8E z0.00 0.00
o83 285 l0.00 0.00
Sad fel=1- L.oo 0.00
Grand Totals: 2E.00 0.00
< »lw
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Invoices Settlement Declined

& Invoices Settlement Declined

File Mavigate Help
Y
Date: 0371272010 Invoices Settlement Declined
Time: 1&5:E59::z7 ARC DISTRIEUTION Page: 1
Invoice Mo, Customer Code Settlement Amount Decl. Code
289 1 150.00 z0
Transaction Declined
< » W
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Customer Information Summary Report

F Print Summary by Name EI

File Mavigate Help

O 3002 <

— :
Date: 1050372012 Customer Information Summary

Time: 08:53:45 RBC DISTRIBUTION Page: 1

Code Business name

ZE RRC BEST WAY CO

Contact: Phone:

1 ACTICN AUTOPARTS

Contact: BILL WALEER Phone: 404 335 414¢
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Customer Information Detail Report

T Print Detail by Name
File Mavigate Help

© Q00D &

»

m

1070372012 Customer Information Detail
ZBC DISTRIBUIICN

Date:
Time: 08:54:32

Ezage: 1

Customer Code: ZE
Business Name: BRBC BEST WAY CO Tax:
Contact: Phone:
Address 1:
Rddress I:
City, State, Zip:
Country:
Currency Code:
Open Item/Bal Fwd:
Statement Cycle:
Finance Charges? N
Finance Charges Tax Code:
Credit Limit:
Default AR Aceount:
Terms Code:
Discount Code:
Salesperson Code:
Cormission Code:
Account Group:
Payment Method: —Expires:
Card Number:
Cardholder:
Tax: State: County:-

Last Statement Date: 03/7Z5/Z01Z2
Last Statement Emount: =10000.00
Last Payment Date: 05/718/2012

On Eccount Emount: =10000.00
= Current Balanece: =lanoo_0a

City:
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Customer Labels

File Mavigate Help

900002 <

—

LBC BEST WAY CO

»

ACTION AUTOFPARTS
14307 15T STREET
ATLANTR, &R 30333 U5

Sample Reports
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Customer Terms

7 Print Customer Terms

File MNavigate Help

© Q90D &

— I
Date: 1070372012 Customer Terms

Time: 0B8:5B:25 LBC DISTEIBUTION Page: 1
Code Description Tue days Disc days Disc percent

B 2/10 NET 30 DAYS 30 10 2.000

L NET 15 5 Q_000

D WET 45 DAYS 45 0.900

E 3/15 NET 45 DAYS 45 15 3_000

F NET &0 &0 a_aoo
HET30 WET 30 LRYS 30 0_00ad

= NET S0 DA¥S 30 a_00o
ONEREC DUE ON RECEIPFT 5 0.000

% NET 36 30 a._0ooo

2-10 2% BY 10TH OF MONTH 45 45 Z.000
HET30 WET 20 30 0.000
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Customer Aging Summary Report (By Customer
Code)

Aging Summary By
File MNavigate Help

© Q002 ¢

»

m

Date: 1070372012 Customer Rging Summary By Code
Time:- 09:00:00 ABC DISTRIBUTION
Zge by: Due Date Aging Date: 0973072012
Current 1 to 30 Days B3I to 60 Daya €1 to 50 Days 51-120 Days Over 120

1 - RCTION RUTCPRARTS
Phone:-404 3535 4148 Lasat Pay Date: 10/02/2012 Last Rmt._Paid: 500.00

Total: ©35,233.88 627,163.40 4 .53 237.10 538.43 42Z2.08 @,843.38

10 - FISHERS SUPPLY
Phone:217 448 3374 Laat Pay Date: 05/04/2012 Last Amt._Paid: 100.40

Total: —LPZi09 —200.00 4.48 3.24 4_g€3 .00 15:58

11 - T&W AUTOSPCRT INC

Phone:404-544-3865 Last Pay Date: 08/02/2012 Last Bmt._Paid: Z4._35
Total: 425_88 —200.00 -0a 5.85 1z2.34 -0o [ i -
El| i | +
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Customer Aging Detail Report (By Customer Code)

T Print Aging Detail By Code
File Mavigate Help
-

Date: 1070372012 Customer Aging Detail By Code
Time: 05:03:05 ABC DISTRIBUTION Page: 1
Zge by: Due Date Rging Date: 05/30/2012 3
Invoice Cue Date Current 1 to 30 Days 31 to &0 Days &1 to %0 Days 91-120 Days Owver 120
5 - RAVENNR MOTORS INC
Phone:-414 778 4453 Last Pay Date: 07/31/2012 TLast Amt.Faid: 335.06
AR-Z8 10/18/200& as7.30 I
aa 03/31/2007 13.58
20 05/21/2011 1987
790 10/26/2011 13.58
805 10/28/2011 13_44
1783 07/10/2012 Zg.10
Total 996.47 -0o -00 -00 26_10 -0o §70:37
Rging Totala:

Total Current 1 to 30 Days 31 to €0 Days €1 to %0 Days 31-120 Days Cwver 120

996.47 -00 -oo0 -oo 26.10 -00 870.37
4 . |k

190 Sample Reports



Fitrix Accounts Receivable User Guide

Customer Ledger

,;n Print Customer Ledger
File Mavigate Help

Q00D <

Date: 03/26/2013
Time: 17:00:47

A/R Retivity for 18 - GIDEON ALL

Customer Ledgez

ABC MANUFACTURING
Between 01/01/2013 and 08/2€/2013

ARQUND AUTC SUPPLY

Page: 1

Date 0J DocNo TType Tran g Deseripticn Ampunt Balance — —--——---- Zpplied Rgainst ———-----=
Doclo Inwlio Inv. Balance
Beginning Balance -aa
08/28/2013 OE 110 N 110 1,394.86 1,394.86 00
08/28/2013 O 111 fals 111 1,3%4.8% 2,789.7% oo
08/28/2013 OE 112 IH 11z 13,108.12 15,255.84 o0
03/06/2013 OE 114 IN 112 z1.88 15,917.72 z1.88
09/059/2013 OF 115 hod 11s 10.94 15,926_66 10.94
03/058/2013 O 116 fals 1186 5.53 15,337.25 5.53
03/16/2013 AR 120 hos 117 100.00 18,037.25 100.00
09/16/2013 AR 121 N 118 103_40 1g,146.85 103_40
09/18/2013 AR 131 N 13121231 100.00 16,246.65 10000
09/26/2013 CR 27 cR 31212321 -1,3594.86 14,851.79 110 110 -0
03/26/2013 CR 27 cr 31212321 -1,354 86 13,456.83 111 111 _oo
03/28/2013 CR 27 cR 31312331 -13,106.12 350.81 112 112 .0a

»

m

Sample Reports

191



Fitrix Accounts Receivable User Guide

Customer Open Items

File MNavigate Help

© Q2000 &

—

Date: 1070372012 Customer Open Items
Time: 09:15:47 ABC DISTRIBUTION Page: 1
Doc No._ Invoice Date Description Bzalznce

10 - FISHERS SUPFLY

On Account and Deposita —200.00

733 733 1172172011 15.58
1771 1771 07/10/2012 FIMRNCE CHREGCE INCOME L3z
1730 1750 072772012 1.22
1792 17901 Q72772012 40.000% OF INVOICE 1730 4.32
1753 1730-2 07/27/2012 30.000% OF INVOICE 1750 3.24
1754 1796-3 a7/27/2012 '30_.000% OF INVOICE 1730 3.24
Customer Balance =1R2.03

Total Customer Balance b s

»

m

192 Sample Reports




Fitrix Accounts Receivable User Guide

Customer Activity

File Mavigate

© 002 ¢

Help

—

Date: 1070372012 Customer Rctivity Detail Heport
Time: 09:17:05 EBC DISTRIBUTION Eage: 1
Sales Documents 01/01/2012 thru 10/03/2012

A/R Activity for 10 - FISHERS SUPPLY

Date Inv No Tran= Type Amount Ck No Balance YTD Sales

Beginning Balance 15_58 aa

0z/02 /2012 TEST cR 100.00 100.00 a0
02/02/2012 TEST CR —-200.00 —Z00.00 -ao
02/0Z/2012 TEST CR —100._00 —106._00 -aa
02/02/2012 CR —100.00 —-100.00 [a]a]
0z/02/2012 123 CR 300.00 300.00 ag
0Z/0Z2/2012 TEST cR 100.00 100.00 -ao
0Z/02/2012 TEST CR —200.00 —200.00 -0o
03/05/2012 773 INVCGICE 11.13 11.13
03/05/2012 207 CR MEMO =T1_Tg =E1 13 a0
05/04/2012 CcR —-lo00.00 —lo0.00 -a0
o7/10/2012 1771 FIN C2& -31 =31 -21
0F/27 /2012 17951 INVOICE -00 -31
07/27/2012 1750-1 INVOICE 4.32 4.32 4_83
0727 /2012 1790-2 INVOICE 3.Z4 3.24 787
a7/27/2012 1750 INVOICE 1z.02 1.22 159 _HG
07/27/2012 1790-3 INVOICE 3.24 3.24 23.13
a7/27 /2012 1795-3 INVOICE -oa 23.13
07/27/2012 1755 INVOICE -0a 23.13
07/2%/2012 17585-2 INVOICE -oo 23.13
O0F/27 /2012 C1790 CR MEMO =T8. 780 =T6 B0 1Z.33
o07/27/2012 C1795 CR MEMO -0o 12_33
Total Due: —172.:08

»

m
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Orders on Credit Hold

File Mavigate Help

00000 ¢

Crand Total: Z,000.00

Date: 0271372014 Orders on Credit Hold
Time: 11:27:08 RRC MERNUFACTURING Dage: 1
Order Ho Order Date Ampunt Hold Code

Customer: AGGER AGEER DISTRIBUTION
Credit RZllowed: 1,100.00 Credit Exposure: Z,000.00 Cver Credit: 500.00
Credit Contact: GEQRGE Contact Phone:
815-1 01/31/2014 2000_00 HOLD

Total: 2,000_00

m
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Credit Hold Letter

File Mavigate Help

© 00D &

B

Roccti:- ZO Date: 10/047201Z2
MIDWAY SUFER SUPELY
7800 GREEN LRKE WAY

m

SEATTLE, WA 5B524
us

Dear JIM YAN

This iz to inform you that we have placed your account on credit
hold. We currently show the following invoices due on your

account:

Invoice Mo: Invoice Date: Due Date: Amount Due:
1k 10/02/,2008 10/17 /2006 3220.00

15 as/21/2011 0S/21/2011 458 .30

785 10/26/2011 10/2&/2011 43.30

300 10/28/2011 10/28/2011 33.16

1778 07/10/2012 07/1072012 @4.40

Please call us at: 573-876-5350 to arrange payment.
Sincerely,

TCM SMITH
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Past Due Over 30 Days Letter

T Print Letter
File MNavigate Help

© @00

Dectd: 1
ACTION AUTOPARTS
14307 15T STREET

ATLANTR, &=A 30353
us

Dear BILL WALEER

Inveice Mo: Invoice Date:
337-3 as5/17/,2012
342-3 a5/17 /2012
947-3 0s/17/2012
855-2 Oesle/2012
INVCICE 07/23/2012
INVOICE 07/24,201Z
DEBIT ME O7/24/72012

Sincerely,

TCM SMITH

Date:

Cue Date:

08/1572012
0871672012
08/18/2012
0B/17/2012
08/22/2012
08/23/2012
08/2372012

—

1o0/04/2012

We show the following involices are now thirty days past due:

Amount Due:
2_34

3.34

3.34

Z.08

10.00
100.40
100._.00

If payment has not yet been sent please send payment in full or
if this information is incorrect please eall us atc: 573-876-5350

L3

m
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Past Due Over 60 Days Letter

T print Letter =N Eol )
File MNavigate Help

© @00

Lectd: 10 Date:z 10/04/2012
FISHERS SUEELY

1701 PIEE
DISTRIBUIION CENIER
SPRINGFEILD, IL 03345
us

Dear RICH HENDERSON

We show the feollowing involces are now sixty days past due:

Inveice Mo: Invoice Date: Cue Date: Amount Due:
1771 a7/10,2012 a7/10,2012 0_31
IFe0—L a7/Z7/2012 a7/28/2012 4_3Z

If payment has not yet been sent please send payment in full or
this information is incorrect please call us at: 573-876-5350

H-
H

Sincerely,
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Past Due Over 90 Days Letter

T Print Letter
File MNavigate Help

© @00

—

Leoctd: 13 Date:z 10/04/2012
CARDNER GEMEZRAL BARTE CO.

170z WEST PIEE PLACE

AUBURN, WA 38702

us

Dear JANET GEREDMNER

We show the following invoices are now ninety days past due:

Inveice Mo: Invoice Date: Cue Date: Amount Due:
TEST-HHC 0s5/07 /2012 0&8/21/2012 5. 80

If payment has not yet been sent please send payment in full or
if this information is incorrect please call us ac: 573-876-5350

Sincerely,

m
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Collection Letter

File MNavigate Help

© 00D &

Lectd: 18 Date:z 10/04/2012
EIDECN ALL AROUMND RUTO SUPELY

STITVER LAEE DRIVE

LOT zC3

SDORENE, WA 87333

us

Dear ERIC GIDEOH
We show the following involces are now 120 days or more past due:

Inveice Mo: Invoice Date: Cue Date: Amount Due:
T&8 02/1472012 03/30,2012 Z85.25

™

Please send payment in full within the next 15 days or your
gccount will be turned over to a cocllection agency.

If payment has already keen sent please disregard this notice or
if this information is incorrect please call us at: 573-876-5350

Sincerely,
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Customer Deposits

P~/ Customer Deposits Report =R EoR(~>=

File MNavigate Help

O 002 <

—

Date: 1070472012 Customer Deposits Beport
Time: 10:13:3Z LBC DISTRIBUTION Page: 1

| »

m

Customer Code Customer Name
Order MNo Order AZmount Deposit Check No

14 - COMPETETION SPECIALTIES

3607 Z8,451_30 10, 000_00 47342524
Customer Total: 28,451 .30 10,000.00
HEeport Total: 28,451 .30 10, 000.00
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Print Credit Card Information (Detalil)

T~ Print Credit Card Information ==

File MNavigate Help

© 00D &

Credit Card Information

L3

m

Date: 1070472012

Time: 10:20:-17 LBC DISTRIBUTION Bage:- 1

Customer Code First/Last Name Card Name Humber —
a8 BROWN VISR 8781

IAKE CITY RUTO BARTS JCOHN

Exp. Month: 08
Exp. Year: 2015
Rddress: 830 SERING RD
City:- ATLANTA
Country:- U5
Telephone: 770 123 4555
Emzil: johnbfgmail_com

State: G& Zip:- 3033%
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Expired Credit Card Report

P Expired Credit Card Report =8 EoR(~>

File Mavigate Help

O 002 <

—

| »

m

Date: 10/704/72Z01Z2 Expired Credit Card Report

Time: 10:2E:3% LBC DISTRIBUTION Page: 1
Customer Code Card Name Card Number Exp. Month Exnp. Year

a VISR a8781 1a 201z

LAFE CITY RUTO PARTS
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Receivable Defaults

File Mavigate Help
O 002 <
-
— 1
Date: 10/04/2012 Beceivable Defaults
Time: 10:23:45 ABC DISTREIBUTION Dage: 1
Tax Percentage Rate: 7850 i
Terms Code: A NET 20 3
Take Discount on: Mise: N Freight: N Tax: W
Defsult Account Numbers
/R - 110000000 Sales: 400000000 Mse.Salea: 400000000 Tax: 200000000
F.C.: 480000000 Freight: 400000000 Cash: 100000000 Discount: 420000000
Multilewvel Tax T
Miscellaneous Multitax Code: NOTRX Default Multitax Code: NOTAX
Freight Multitax Code: NOTAX Grosa Invoice Entry: N
Calculate Tax on cash Discounts: N
Age Cn: D D=Due Date I=Invocice Date
BAging days — {(Description, Days)
Current 1 to 30 Days 31 teo &0 Daya &l to 30 Days
1] 30 =0
Is BR/R Setup Complete?: ¥ Batch - Inwoicea?: N Heceipta?: ¥
Ragquire Epprowval to post?: N
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Account Groups Report

P~ Print Account Groups
File Mavigate Help
-
Date: 10/04/Z01Z2 Zccount Groups E
Time: 10:Z4:Z3 ZBC DISTRIBUTICH Dage: 1
Zeocount Rccount Sroup Account DCescripticn £
Erp Cd. Description Humber
ARTHNVC BCCOUNTS RECEIVABLE INVOICE 110000000-000 ACCOUNTS RECEIVABLE
400000000-000 BRETS SALES
100000000-000 BANE OF BAMERICR
CRSHAD &/D CRSH DISBURSEMENT 100000000-000 BRANE OF BEMERICR
Z00000000-000 ACCOUNTS PAYRRLE
503000000-000 PURCHASE DISCOUNTS
CREHRR L/ CASH RECEIPTS 110000000-000 ACCOUNTS RECEIVABLE
100000000-000 BANE OF ZMERICR
420000000-000 RETUANS AND ALLOWANCES
DEPREC DEPRECTIATION EXPENSE T745000000-000 DEPRECIATION EXPENSE
181500000-000 FURNITURE & FIXTURES DEP._
182500000-000 TRANSPORTRATION EQUIP. DEP.
183500000-000 MRACHINERY & OTHER EQUIE. DE
EXBANE BANEINGE EXPENSES 710000000-000 BAME CHAREES
711000000-000 INTEREST EXPENSE
EXINWV INVENTCRY EZXPENSES 120000000-000 INVENIORY
503000000-000 PURCHASE DISCOUNIS
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Appendix A

Forms

The standard Fitrix products have been designatk with forms manufactured by the Harland Com-

pany. These forms can be ordered through the Hhfampany, at 1-800-346-5316. Sample forms are

also available.

Note: Those forms that have 530 in their numberf@r€&itrix version 530 and higher.

Screen Screen Type

Number

4GEN1 Invoice Continuous

AGEN1- Invoice Continuous
530

4GEN6 Invoice Laser

AGENG- Invoice Laser
530

4GEN2 Statement Continuous

4GEN7 Statement Laser

4GEN3 Pick Ticket Continuous

4%@'(\)]3_ Pick Ticket Continuous

4GENS8 Pick Ticket Laser

Sample Reports
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4%2'818' Pick Ticket Laser
4GEN5 Payroll Check Continuous
4GEN10 Payroll Check Laser
4GEN14 AP Check Continuous
4GEN19 AP Check Laser
4GEN11 Purchase Order Continuous
4GEN12 Purchase Order Laser
4GEN14 | OrderAcknowl- Continuous
edgement
4GEN20 Packing List Continuous
4GEN21 Packing List Laser
DW2 Double Window Envelopes
DW73 Double Window Envelopes
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Appendix B

Glossary

Account—An account is a classifying or summarizing deviteepresents a category of transactions that ambss
entity has decided to track. All transactions rdedrin a journal are subsequently posted to twoare
accounts. A transaction is posted as a debit @itazatry to an account. The difference betweertated of all
debit entries and the total of all credit entriested to a single account is referred to as theuatts “balance.”
Depending on the type of account, an account’'snigalés either increased or decreased by a debiedit entry
(see Debits and Credits).

Account Number—Each account in the Chart of Accounts is identifigch uniqgue number, up to nine digits long.
Accounts of a given type usually are grouped byaotnumber. For example, all asset accounts nhigin
with a “1” followed by up to eight numbers.

Example: a basic Chart of Accounts

Table 1: A Basic Chart of Accounts

Number Account Description Type
100000000 CASH ACCOUNT ASSET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 PRODUCT SALES INCOME
500000000 COST OF GOODS EXPENSE
600000000 GENERAL EXPENSE EXPENSE

Account Types—T here are three basic types of accounts: assgtjtijaand capital. Capital is also referred to as
owners’ equity. Income and expense accounts anbsesof retained earnings, which is a capital aeto
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Accounting Periods (General Ledger Periods}-Each business transaction is time-sensitive.isystem, a new
accounting period is created every time you clagelte existing period. You are not limited to ayiyen
number of periods during the course of a yearafidaction that takes place in the current yeas fialb one of
these possible periods.

Accrual Method—A method of accounting which records revenues apeémses in the period in which they are
earned or incurred and not in the period in whieytare received or paid. Compared to the cashadeth
accounting, the accrual method of accounting isena@curate, but tends to be more complex.

Adding a Row—Adding a row means creating a new row and additgtie table. For example, when you add a
new account to the account table, you are addiogvao that table.

Adjusting Entries—Entries that adjust the balances of ledger accoluljsisting entries are usually made for one
of two reasons. One reason is to record unrecagdedts such as revenue earned but not receivedtiibe
reason is to correct accounting errors.

Age—The number of days between the date on a partidoleument and the “aging date.” When processing an
aging report, the system prompts for the aging;da&euser determines which date to use as an 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@ask.in a bank account is an asset, as is
accounts receivable (the money owed a busineds lsystomers). Assets need not be paid for to beidered
assets. Asset accounts are increased by a debiteaneiased by a credit.

Audit Trail— The ability to verify and track accounting transaics or ledger balances.

Automatic Reorder—The process of generating purchase orders for toweitems whose quantity falls below the
reorder point.

Average Cost—Average cost is a method of calculating the costwédntory items by averaging the per unit cost of
all items currently in stock.

Backorder—If items are out of stock, these items can be putack order. When the item comes in, it is usually
shipped. The backorder document is a modified warsf the original sales order and represents egeagent
to ship the item as soon as the item becomes alaila

Backup—In computer terms, backup refers to the procesepying computer files. These copies are usuallgana
to diskette or tape. File backups are insurancemsasystem failure.

Balance—The balance of an account is equal to the sumeofiibit and credit postings to the account. Account
are in balance if the total debits are equal tadked credits.

Balance Forward Customers—Statements for “balance forward” customers show the transactions that affect
the current period. For balance forward custonmgagments are applied to the oldest invoices finstontrast,
“open item” statements show each outstanding iry@ad payments may be applied to a particularié¢evo

Balance Sheet—Fhe balance sheet shows the current financial tonddf a company. The balance sheet lists
assets, liabilities, and capital. It is usuallyatet! in two main sections. The first section totasets. The second
totals liabilities and capital. Assets must alwagsial liabilities plus capital.

Blanket Order—This is a large order that is split into more tloae shipment, possibly to different locations.

Blanket Release-A blanket release is a document that is a subsetarfyer blanket order. It represents a single
shipment for an order that comprises multiple slapts.
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Capital Accounts—(Also called owners’ equity accounts.) These actotgcord the difference between what is
owned (assets) and what is owed (liabilities). Tamyalso called proprietorship or net worth. Gatcounts
are increased by a credit and decreased by a debit.

Cash Method—A method of accounting which records revenues aperses in the period in which they are
received or paid and not in the period in whichytaee earned or incurred. Compared to the accreghoad of
accounting, the cash method is less complex armd offed by smaller businesses.

Cash Receipt—Money received as payment for goods or servicesAcash receipt is a payment that applies to
an outstanding invoice. A non-A/R cash receipt mgment that does not apply to an outstandingiceva\
non-A/R receipt may not even apply to a customactount.

Cash Receipts Journal—Fhe cash receipts journal is the journal into wratttcash receipts activity is recorded,
thus affecting the balances of accounts in theivabke ledger.

Chart of Accounts—A “chart” is a list of accounts. A chart of accosiimcludes all the different accounts used in
summarizing the transactions and current conditifoa business.

Check Journal/Cash Disbursement JournaThis is the journal into which all cash disbursetseactivity is
recorded, thus affecting the balances of accouriise payable ledger.

Column—A column is a category slot into which you entdoimation in a table. For example, if the computer
puts “Enter Company:” on the form, the space foltaythe 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¢ same products whose
revenues are recorded in sales accounts. In othrelswthese accounts record the cost of those proehich
the company sells. This cost is recorded at the bfrsale. The balance of these accounts is inedeaih a
debit and decreased with a credit.

Count Adjustment Account—This is a balancing account that is posted to vtherinventory quantity-on-hand is
adjusted—in this case there is no correspondirg@gburchase of inventory.

Count Sheet—This is a list of items and their physical locagan a warehouse(s) to be used by personnel cguntin
inventory.

Credit—The term credit can refer to two different thinggpednding on its usage. If used in reference todedg
accounts, credit refers to an entry that increasetecreases a ledger account. Some accountscaeased by a
credit while others are decreased by a credit. Hanedit or debit affects the balance of an accdepends on
the type of account involved. If used in referetceustomer accounts, a credit refers to an ackeugvhent of
payment. When a customer pays you, you creditdiistbomer’s account. When you pay a vendor, thatiaen
credits your account.

Credit Memo—If referring to customer accounts, a credit menferseto a document notifying a customer that his
account has been credited (reduced). When dealihgvendor accounts you enter a credit memo tceizse the
amount you owe the vendor.

Creditor— A person or company to whom you owe money. Youidees are creditors when you owe them money.

Current Accounting Period or General Ledger Peridtiis-is the accounting period for which you arerently
posting transactions.

Current Assets—Current assets are assets that are normally usédring the operating cycle of a business
(usually one year). Cash and inventory are tymeamples of current assets.

Customer Accounts—Though not an account in the general ledger sensestomer account is used to summarize
what a given customer owes or is owed at a pagiqubint in time. A customer’s account is summatibg a
statement.
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Customer Activity—Activity refers to any transaction that affects badance of a customer or ledger account. A
summary of activity shows all transactions affegtinose balances in the current period.

Customer Aging—The customer aging shows how long any open iteme haen on the books and how much of a
customer’s debt falls into various aging categorid®se aging categories reflect progressively rser®ous
levels of overdue payment.

Customer Balance—The customer balance is the amount owed by or dwadustomer. If the customer owes you
money, he is said to have a debit balance. If yoe lbim money, he is said to have a credit balaAcristomer
balance is the total of his current open items.

Customer Terms—Customer terms are the conditions under which ymeet payment from the customer.
Customer terms typically include the period of timi¢ghin which you expect to be paid, any discoultswed
for early payment, and the time frame within whéttth discounts are allowed.

Database—A database is all the related information withicoanputer system to which you have access in one
form or another.

Debit—The term debit can refer to two different thingpeleding on its usage. If used in reference to ledge
accounts, a debit refers to an entry that increasdecreases a ledger account. Some accountscagased by
debits while others are decreased by debits. Horedit or debit affects the balance of an accoepedds on
the type of account involved. If used in referet@ceustomer accounts, when a customer purchasels diam
you, you debit that customer’s account. When yowglpase goods from a vendor, the vendor debits your
account.

Debit Memo—f used in reference to a customer account, a adediho refers to a document notifying the customer
that his account has been debited (increased).

Debits and Credits—Each transaction entered into a journal, and eadigtposted to the subsidiary and general
ledgers, consists of debit and credit entries awmore accounts. A ledger account balance igifference
between all debit postings to that account andretfiit postings. Whether a debit or credit postmgn account
increases or decreases the account balance depettus type of account.

The basic accounting equation is: assets = ligslit capital. Accounts (assets) on the left sfdb® account-
ing equation are increased with a debit. Thosénemright side (liabilities and capital) are incregsvith a cred-
it. Retained earnings is a type of capital accorgvenue and expense accounts are a subset ofec&arnings.
Revenues increase retained earnings, and becauita eacounts are increased with a credit, reverogeunts
are increased with a credit. Similarly, expenseants decrease retained earnings and capital atscarende-
creased with a debit. Therefore, expense accommisnereased with a debit.

Deleting a Row—beleting a row is the process of removing it frdra tomputer database after it has been added or
updated.

Department Code—A three-character department code identifies whpehbfit center” an account belongs to. If
you are not using profit centers, the default depeant code is “000.” Refer to the entry for Pr&inters for an
example of the use of department codes to setafft penters within a company.

Document—Transactions entered in the Fourth GeneradBiasiness system are referred to as “documents.”
Different journals (accounts receivable, accoumatgaple, for example) may be used to record diffengres of
documents. Documents consist of debit and credlitesrto two or more ledger accounts. In orderateesa
document, that document must be in balance; thdtegotal of all debit entries must equal thaltof all credit
entries.

Drop Ship Order—This is an order that is shipped directly to youstomer. The items ordered never enter your
warehouse. The items go directly from your vendoydur customer.
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Employee Code—Each employee in the Payroll system is identifigdlunique six-character code. Although an
employee’s name and social security number carsée o sort and view data on an employee, the smglo
code is the key used throughout the Payroll systeamiquely identify an employee.

Employee Type—Each employee in the Payroll system can be assdcigith an employee type which is identified
by a unique six-character code. The employee typeighes access to default setup values for the @yepl and
provides a means for grouping employees.

Expense Accounts—Expense accounts are used to track the cost of drisiness. They are a subset of retained
earnings (a capital account). At the end of a geoittime (usually a year) the difference betwdentbtal of all
income account balances and the total of all ex@ansount balances is calculated and that balance i
transferred to retained earnings. After transferthis figure to retained earnings, the balanceagh income
and expense account is set to zero. Capital accanatdecreased with a debit. Because expensesdecr
capital, expense accounts are increased with & debi

Field—A field is a data-entry or display area on a foArfield may or may not correspond to what is adfual
stored in a table in the database.

FIFO—"First-In First-Out"—One of several methods of datining the value of inventory and calculating tioest
of goods sold. Using the FIFO method, it is assuthadthe “first inventory items in” (the oldestwentory
items) are the “first inventory items out” (thestiitems to be shipped).

Finance Charges—Finance charges are charges made by a vendor againor made by you against a customer,
for non-payment of an amount due. Finance changesew charges made against the account because the
payment was not made according to the establigretst

Flat Rate—A value applied on a per-payment basis. Unlikeragretage rate, which calculates a specified
proportion of an amount, a flat rate ignores thacéxalue of the amount, treating it as a singhgrpnt to
which a single unit of the “rate” value is appliddhus the “calculated” value due to a flat ratéhis same each
time it is applied.

FOB—FOB stands for “free on board” or “freight on boartihe FOB point determines when the title to aduat
changes hands; that is, it determines at what plegnbuyer assumes ownership of a product. FOB soee—
but does not necessarily—affects who pays thehtaibarges for shipping a product. In some busewtdse
seller pays freight up to the FOB point and thedsypays from the FOB point. Similarly, in some Ingsises the
FOB point determines who pays insurance on thensdip.

Form—A form is the template into which information istered. A form may combine information from several
different tables, usually lines of information frarfheader” table at the top of the form and sdweras from a
“detail” table at the bottom.

General Journal—The most basic type of journal in an accountingesysis the general journal. It may be the only
journal. Transactions which consist of a debitttteast one account and a credit to at least adifferg@ht)
account are entered in such a journal. Ultimatabhetransaction is posted from the general joumalgeneral
ledger account.

General Ledger—The general ledger includes each account listélderchart of accounts, along with debit and
credit transaction entries that add up to the agicbalance.

Income Accounts—These accounts are used to track revenues. Salegras, for example, are a type of income
account. They are a subset of retained earningagiéal account). At the end of a period of timsuaily a year)
the difference between the total of all income antdalances and the total of all expense accaalahbes is
calculated and that balance is transferred torretbearnings. After transferring this figure taameéd earnings,
the balance of each income and expense accougtttis zero. Capital accounts are increased witleditcand
decreased with a debit. Because revenue increap#alcincome accounts are increased with a credit

Income/Deduction/Obligation Codes—Each type of income, deduction, and incurred enmgrlopligation is
identified by a unigue six-character code. Whenitlkeme, deduction, or obligation is used in a pHyntry it
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is referred to by this code. The code provides sste default values and basic information requioechlculate
the income, deduction, or obligation amount.

Income Statement—The income statement (also referred to as a “paofit loss” statement) records the changes in
equity associated with business operations foreaifipd period of time. This statement lists theereues and
expenses and the difference between them for acgefitime. The difference between revenues aneérmsgs is
referred to as a net profit or a net loss.

Inventory Account—This is the current assets account that represiatgalue of the goods in stock.

Inventory Adjustment Account—This is the ledger account that balances changés teathe inventory account
balance that do not result from sales, returnpuochases.

Inventory Control (I/C)— This is the system for tracking goods stored fée sgacustomers, including calculation
of costs and prices.

Inventory Item—This is a single unit of merchandise from inventory
Item Code—An item code is a unique alphanumeric string idginty a type of inventory item.

Journal—Journals are used to sequentially record businassactions. Each transaction consists of a delit t
least one account and a credit to at least onkefdift) account. Journal entries are posted tceledgcounts;
therefore, every entry made in a journal ultimatedg an effect on the balance of two or more ledgeounts.
An accounting system may include multiple journaksch used to record a specific type of transaclibe
most basic type of journal is the general jourtrabddition there may be an accounts receivablenpduan
accounts payable journal, and so on.

Ledger—A ledger consists of a group of accounts and detitcredit entries representing transactions ffiedtta
the account balance. A group of accounts is callktiger. The general ledger includes all accdisté&l in the
chart of accounts. Subsidiary ledgers compriseetalzd the chart of accounts. The accounts recksivatiger,
for example, comprises all customer accounts. dted of all customer account balances equals theba in
the accounts receivable ledger account.

Liability Accounts— Liabilities are debts or anything that is owed.Hiliay accounts are increased by a credit and
decreased by a debit.

LIFO— “Last-In First-Out” is one of several methods ofccdating the cost of inventory items. With the OF
method those inventory items “last in” (most reteptirchased) are considered the “first out” (fbsbe sold).

Open Item Customers—Statements for open item customers show each adisthinvoice and payments are
applied to a specific invoice. In contrast, balafarevard statements show only the transactionsdfiatt the
current period. For balance forward customers, paymare applied to the oldest invoices first.

Open Iltems—Open items are posted invoices that contain outsigrbalances representing amounts owed by
customers or due to vendors. A document is coresitian open item until that balance is zero.

Order Acknowledgment—An order acknowledgment is a hardcopy version sdlas order. Order
acknowledgments may be sent to customers so thattve a record of the sales transaction.

Payable Document—Fhere are four common types of payable documentsndor invoice, a cash disbursement, a
vendor credit, and a vendor debit.

Payable Ledger—A payable ledger is the ledger that includes ald@hcounts affected by accounts payable
transactions—invoices, cash disbursements, andovemedits and debits.

Payroll Deduction—A payroll deduction is any amount withheld fromemployee’s check. For every deduction
there is typically an employer liability incurred.
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Payroll Document—A payroll document is the complete record of a plytisbursement. This document includes
an employee’s gross income, deductions, net incamet employer obligations, as well as the relatedanting
data for the document.

Payroll Income—Payroll income comprises wages, reimbursementscasia outlays recorded as part of a payroll
entry. Payroll income normally is an operating exgee

Payroll Journal—The payroll journal is the journal into which aliyoll activity—paychecks, income, deductions,
and employer obligations—is recorded. When podtes activity affects the balance of accounts i playroll
ledger.

Payroll Ledger—A payroll ledger is the ledger that includes a# #tcounts affected by posted payroll
transactions—paychecks, income, withholding, awcdrred obligations.

Payroll Obligation—An employer liability resulting from a payroll treaction, such as withholding federal taxes
from an employee’s paycheck.

Posting—Posting is the process of transferring transactidnsuments) from the journal to the ledger.

Posting Sequence Numbers-All processes which “post” entered data into aesjerarea for completed documents
have reports that feature a posting sequence nuifibese numbers are used to keep track of regatshould
be permanently stored in your records. Each ofethegorts has its own sequence of posting numbers.

Prepaid Asset—This is an asset that you have paid for, but nbteeeived.

Profit Center—A “profit center” identifies a part of a company f@hich profits can be calculated separately. Sales
and expenses for that division are designated afibepartment” number.

Table 2: Simple Account Chart with Two Profit Centeas

Number Dept|  Account Description Type
100000000 CASH IN BANK ASET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 100 PRODUCT SALES INCOME
400000000 200 PRODUCT SALES INCOME
450000000 100 SERVICE SALES INCOME
450000000 200 SERVICE SALES INCOME
500000000 100 COST OF GOODS EXPENSE
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500000000 200 COST OF GOODS EXPENSE
600000000 100 GENERAL EXPENSE EXPENSE
600000000 200 GENREXPENSE EXPENSE

Purchase Order—A purchase order represents the purchase of matigeafiom a vendor.

Purchasing—The purchasing system is one of seveitdix modules. It provides an automated method for track
purchases, tracking receiving, and projecting caghirements.

Receivable Documents—Fhere are four common types of receivable documentastomer invoice, a customer
cash receipt, a customer credit, and a customét. deb

Receivable Journal—The receivable journal is the journal into whichaalcounts receivable transactions—
invoicing, credits, and debits—are recorded. Whestqd, these transactions affect the balance oluats in
the receivable ledger.

Receivable Ledger—A receivable ledger is the ledger that includestedlaccounts affected by accounts receivable
transactions—invoices, cash receipts, and custaneelits and debits.

Retained Earnings—Retained earnings is the increase in equity thetrésulted from profitable operations; net
income to date minus dividends to date.

Row—A row is one set of specific information withinabte. For example, an account table contains all th
information about a single account in an accoumt ¥n account table contains as many rows as iere
different accounts.

Statement—The customer statement shows the current actioity fgiven customer. The statement shows
outstanding invoices, recent payments, credits,datiits to the customer’s account.

Store or Record—Recording or storing a row is the process of saitingthe computer database after it has been
added or updated.

Table—A table is where information is stored in a compufegiven table contains only a specific type of
information. For example, an account table conttiedifferent sales and expense accounts usduklsystem.

Transaction—A transaction is an event that is recorded in ttemanting records. Typically, such an event invelve
the transfer of money, product, or services. Eeatistaction entered in tiBrsiness system is referred to as a
“document.”

Trial Balance—This is a work sheet used as a preliminary steget®rating a Balance Sheet. The trial balance is a
listing of every ledger account, along with its Wleimd credit balance. The total of all debit baksshould
equal the total of all credit balances.

Update—Updating a table is the process of changing rovisiwit. Whenever you change a description in the
account table, for example, you are updating awithvin that table.

Vendor Accounts—Though not an “account” in the general ledger seasendor account is used to summarize
what a vendor is owed at a particular point in tidieendor’s account is summarized by an agingstant.

Vendor Activity— Activity refers to any transaction involving a vemdhat affects the balance of a vendor or
ledger account. A summary of activity shows alhfactions affecting those balances over a spe@feidd of
time.
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Vendor Aging—A vendor aging report lists outstanding vendor inge categorized by number of days from the
vendor invoice date or due date.

Vendor aging reports can be setup to “age” in tiffeicent ways. In the first, an aging report can putstand-

ing vendor invoices into categories, ranging fréwsie currently due to those past due. With thidhotktthe ag-
ing categories reflect ever more serious levelveidue payment.

In the second, an aging report can arrange ouisigreéndor invoices into categories, ranging fréwose cur-
rently due to those that will be due in the futdrkis report is a projection of cash requiremelmtshis case, the
aging categories reflect amounts due farther irffuhege.

Vendor Balance—The vendor balance is the amount owed to or oweal\mndor. If you owe a vendor money, the
vendor’s account has a credit balance. If the vend@s you money, the vendor’s account has a thakdnce.
A vendor’s balance is the sum of all open itemsgpeing to that vendor.

Vendor Terms—Vendor “terms” are the conditions under which ¥eador expects payment from you. Vendor
terms typically include the period of time withirhigh you expect to pay that vendor’s invoices, disgounts
allowed for early payment, and the time frame witiwhich such discounts are allowed.
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