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TRAINING OBJECTIVE

The purpose of this workbook is to help you, the AutoPower end-user, master the basic
elements of BusinessPro Accounts Payable. It is designed as a self-help tool, consisting
of step-by-step explanations and examples. Fill-in-the-blank and multiple-choice
exercises will follow each topic. This will emphasize the knowledge that is needed to get
your job done accurately and quickly.

You are encouraged to use this training book in combination with your AutoPower
applications database, or by using the examples in this workbook. However, all the
examples may not be hands-on. I will let you know what these examples are when we get
to them.

In combination with this workbook, you will need a PC to follow along with the exercises
in this workbook.

When you have completed the exercises in this Accounts Payable Workbook you will be
able to complete the tasks given below with 100% accuracy. You will be measured by
short fill-in the blank and multiple choice questions at the end of each lesson. The results
will be provided to management upon completion of training.

Task List:

Create and Edit Control Files

Create and Maintain Accounts Payable Vendors

Create Accounts Payable Invoices and Postings

Create Accounts Payable Prepaid and ACH Transactions
Create Recurring & Accrual Invoices

Create Regular, Manual and Quick Checks

Print Regular, Manual and Quick Check Journals

Post Regular, Manual and Quick Checks to General Ledger
Create Voided Posted Checks

Create Voided Unused Checks

Create and Maintain Bank Reconciliation
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GETTING STARTED
System standards throughout BusinessPro.

Before we get started, in BusinessPro you are allowed to use
your Escape Key. All throughout the BusinessPro Accounting
Suite the following four Function keys will maintain the same
definition.

e (F1) Help: This function will describe the purpose of the field. You may use
the function key at any field in the Accounts Payable Module to help
determine what the field is requiring. You can place your cursor over any
field for help information also.

e (2] Save: If you have made changes to the data currently being displayed,
make sure to click the (F2)-function key to save your changes.

e (FB) Lookup: The lookup feature will allow you to view all of the selections you
have for a field. Throughout this manual, this is referred to as "intuitive help".

o Delete: The delete function will delete an entire record. Once a record has been
deleted, it is permanently deleted. If you only want to delete the data in a field,
use the (\] backslash key, not the (F4]-function key.

Printer Dialogue Box

In BusinessPro when you send a print job to the printer, the printer dialogue box will
display so that you may select the printer, screen, auxiliary printer or cancel.

r

SB+ Dialog

Reportto Screen or Printer?

Screen Auxiliary Ftr Cancel

Your options are:

Printer: A printer dialogue box will display so that you may select the correct printer to
send your print job to.

Screen: Displays the print job to the screen.

Auxiliary Ptr: If you have a slave printer attached to your PC and it has been setup in
BusinessPro, you may print the report to that printer.

Cancel: This will cancel your print request.
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Exiting Business Pro

The proper way to exit out of Business Pro is to press your Escape key until you are
completely out of Business Pro. Do not click on the “X” to close the window. This can
freeze up your session. If you accidentally click on the “X”, a call to AutoPower Support
will be necessary. Just remember, “Escape all the way out until you are disconnected
from your session is the proper way to exit.”

Clicking on the
12804 BPRO AP Accounts Payable 26 MAY 2005 =D X to exit the

j Business Pro is
a no-no.

Maintenance  Transactions Inguiries Reports Updates Help

To Exit from BusinessPro press
your Escape key until you are
disconnected. Do not click on
the X to exit the window.

Remember: When you return to the AutoPower order entry system, there are only a few
areas of the system that you can use the Escape key, Backspace key, Space Bar and the
Delete key. These keys can cause control characters in some of the data records and
should not be used except where they are valid.
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LOGGING ON

Use your username and password to logon to the BusinessPro Accounts Payable System.
This user name and password will be assigned to you by your manager. If you should
forget your user name and password, please see your manager so
that it can be reset for you.

SBClient

In this workbook we are assuming that the session for BusinessPro has been setup in
SBClient when it was loaded. If a configuration has not been setup and saved, you must
click on Setup and then click on communications and setup the IP address for your
server, select a term type of TV220 and a Telnet session and save these settings.

Also, the bitmaps below must exist on each PC that SB Client is loaded on. They must
reside in a folder on the C:/ called BMP. This will allow for the background on the PC to
have the grey bubble effect and our AutoPower Logo. The AutoPower trainer will load
these bitmaps in the BMP folder.

BPROTILZ.BMP APCLOGO.BMP
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52 Default Network - SBClient

Fle Edit ‘“iew Setup Transter  Utlities  Script  Help

Select Default Network.

I Welcome to SBClient /D:‘JA Selact Cannaction Profile:

Click on Start a Session.

—

Fmmnid

Set Up Start a Session
Terminal Emulation

=
g =

Set Up
Script for a Session

I Move your mouse over an "Active" area and watch this space

2" Default Network - SBClient
Fle Edit ¥Yiew Setup Transfer Utlites Script Help
EHE 2R % Dm0 ANYS B¢ BN

Welcome to the IBH UniVerse Telnet Server.
Enter user name: mm
Enter passuord:

These passwords are to logon to the Network\ Type in your user name and
press (Enter—).

Type in your password and

press :

AutoPower Corporation Copyright 2017
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7 Default Network - SBClient
Fle Edit Vew Setup Transfer Utlities Script Help
EHdE BRBR +8 Dms AAL &@ (=]

GOOD MORNING!?

WELCOHME TO SB+

Please Enter User Id : CYNTHIA
<

Please Enter Passuord:

Yalidating...

Terminal Id Cor * for list)> CADDSVP.APC) : %

ADDSYP. APC ADDS VIEWPOINT MODE
U.VT220. 6UL SB+ GUI TERMULATOR
U.vrz2ze SB+ CHARACTER TERMULATOR

erminal Id {or % for list)} (ADDSVP.APC) : TU.VT220.GUI

Type in your BusinessPro

User ID and press (Enter~].

Type in your password and

press :

-
<

The Main Menu screen below will display.

Verify that the terminal
emulation is
TU.VT220.GUI. This is
the emulation used only for
GUI screens.

2

General Ledger
Accounts Payable

ko

Click on Accounts Payable.
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MAIN MENU

The Main Menu is the starting point for every function in the Accounts Payable module.

i1 5640 BPRO AP Accounts Payable 25 FEB 2009

Maintenance Transactions Inquiries Reports Updates Help

Menu Selections

Select a menu option by using the arrow keys t b r I to move to the desired selection and
then pressing (Enter~=]. You can also type in the “hot” letter to select the option or click
on the highlighted menu option:

Maintenance: This selection accesses the Maintenance Menu where all setup and
maintenance functions are performed.

Transactions: This menu selection will access the Transactions Menu. This menu is
where the majority of Accounts Payable processing is performed. These functions can
range from entering invoices to reconciling your bank statement.

Inquiries: This option will display an Inquiry Menu. From this menu you can view data
relating to open and paid vendor invoices.

Reports: This option leads to the Reports Menu. This menu will display a list of the
reports that are available through the Accounts Payable Module.

Updates: This option leads to the Updates Menu. The updates menu consists of a single
option to update the Accounts Payable End of Month.

Help: This option leads to the On-line Reference Manual (Coming Soon!)

After an option is selected and processing has been completed, the menu redisplays and
then another option can be selected.
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FILE MAINTENANCE
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File Maintenance

We will start our Accounts Payable training entering the file maintenance setup. The
setup must be completed prior to entering invoices into the Accounts Payable system.

Terms Code (Required)
The first Control File we will cover is the Terms Code.

i1 5640 BPRO AP Accounts Payable 25 FEB 2009

LTI EDIEN Transactions Inquiies Reports Updates Help

Utilities 4 Currency

Logto AutoPower Vendor Type

Logoff Buying Group
Vendor
Alocation H H
s Click on Maintenance
AP Customization - -
G/L Distribution Templates CIICk On COﬂtrOl Flles
Truck Expense G/L Maintenance .

Click on Terms Code

The Terms Code Maintenance screen will display as shown.

5'_;""_:' Terms Code Maintenance

Term Cade F1-Help
Description
Mo Of Payments FZ-Save

konth Of Payment

Discount Pct

Discount Day Due
Mo Of Days Disc

Met Due Day
Mo Of Days To Pay

The Terms Codes Maintenance will enable you to set up the payment terms you have
with your vendors. The system will calculate the due dates, discount due dates and
discount amounts based on how the terms code is set up when entering an accounts
payable invoice. You must have at least one terms code setup.
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Field Descriptions

Terms Code

Type in the terms code and press (Enter~=). The Terms Code is user-defined. If the terms
code that you are typing in already exists, the data for that code will display.

Description

Type in the description of the terms code you are entering for the first time. You may also
change an existing terms code description.

Number Of Payments

Type in the number of payments you are allowed to pay off an invoice that is entered
with this terms code. If you are allowed to pay off an invoice in 4 payments, type in the

number 4 and press (Enter«—).

Month Of Payment

Month of Payment is the frequency you must make payments on an invoice. The Month
Of Payment can be used to detail deferred payments of an invoice. For an invoice with no
payment due for 4 months, the Month Of Payment would be equal to 4. For an invoice
with 3 equal payments due in 30, 60, & 90 days, the Month Of Payment should be 1,1,1.
For an invoice with no payment due for 90 days, and 3 equal payments, the Month of
Payment should be 3,1,1. As each value in this field is increased by 1, it indicates that the
respective due date for that payment is another 30 days in the future. It is a required
entry.

Discount Percent

Type in the discount percentage offered by the vendor and press (Enter~—]. Example: for
2% enter 2.00.

Discount Day Due

Type in the day of the month that the discount is due (i.e.: 10) and press (Enter<=]. This is
the day of the month the invoice is due to receive the discount. If you make an entry in
this field, the cursor will advance to the Net Due Day field.

Number Of Days Discount

Type in the number of days to pay in order to earn the discount and press (Enter—). This
means the number of days from the date of the invoice to receive the discount. The
cursor will only stop at this field if you do not make an entry in the previous field,
Discount Day Due.
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Net Due Day

Type in the day number of the net due (i.e.: 30) and press (Enter<=]. This is the day of the
month the total invoice is due. Do not enter a Net Due Day if you wish to use the next
field, Number Of Days To Pay. If payment is always due on the 30" of the month, type in
30 here.

Number Of Days To Pay

Type in the number of days to pay and press (Enter~=]. Do not enter a Number Of Days To
Pay if you wish to pay the invoice on a specific day (Net Due Day). If payment is always
due 30days from the date of the invoice, type in 30 here and not in the Net Due Day.

Remember: Press the Function Key to save your work.
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CURRENCY CODE (IF YOU DO NOT USE MULTI-CURRENCIES, SKIP THIS
OPTION.)

AutoPower Corporation highly recommends that you do not use the currency code
feature if you do not conduct business with multi-currencies. Your system will default
to your correct currency code. The Accounts Payable module allows you to set up
additional currency codes if you do business in other countries that require a payment in
foreign currency. You must set up the currency codes to allow the system to generate
expenses, payments, and reports based on the currency.

The Currency Code Maintenance screen shown below will display when you select
Currency from the Control File Menu.

i1 5248 BPRO AP Accounts Payable 10 MAR 2009
Maintenance

Tems Code Click on Currency
Logto AutoPower Vendor Type
Logoff Buying Group
Vendor
Allocation
Bank
AP Customization
G/L Distribution Templates
Truck Expense G/L Maintenance

Transactions Inquiries Reports Updates Help

The Currency Code Maintenance screen will display.

=

il Currency Code Maintenance

Currency Code I F1-Help

Description | F2-Save
Check Motation |
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Field Descriptions

Currency Code
Type in the Currency Code for the international currency and press (Enter~=).

Description
Type in a meaningful description for the Currency Code and press (Enter<=).

Check Notation

Type in the notation you would like to see on your checks and press (Enter~]. ;W
E.g. Canadian Dollars. =

Exchange Rate f g J/

Type in the conversion rate with a 4 decimal point placement and press

o«
(Enter<—). This field is for informational purposes only. /“&K’/

Remember: Click to save your entries.

r

il Currency Code Maintenance

Currency Code |CDN F1-Help

Description CANADIAN| F2-Save
Check Notation [DOLLARS

Exchange Rate | 15731
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VENDOR TYPE (NOT REQUIRED)

In the Vendor Type option you can set up different “types” of vendors and then assign to
the vendor. This is useful for bill paying and reporting. Example, in the "Select Invoices
to Pay Option" you can select your Utility Vendors by Vendor Type and only print
checks for these vendors.

The type could be a word to define the industry type of the vendor.

Examples of vendor types may be:

To access Vendor Type Maintenance as illustrated in the screen below:

Inventory Vendor
Utilities Vendor
Administrative Vendor
Miscellaneous Vendor

i 5640 BPRO AP Accounts Payable 25 FEB 2009

UELICHERN Transactions Inquiries Reports Updates Help

Control Files id  Terms Code

Click on Maintenance

Utites Y Currency Click on Control Files
Logto AutoPover .
Logof Buying Group < Click on Vendor Type

vendor
Allocation

Bank

AP Customization

G/L Distribution Templates
Truck Expense G/L Maintenance
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Field Descriptions

Type

Type in the Vendor Type Code and press (Enter—=]. This is a user-defined code. If you
enter a Vendor Type Code that already exists, the data will display on the screen.

i) Vendor Type Maintenance

Type Fl1-Help

Description m

F2-Save

F4-Delete

o

=

Description

Type in a description for the Vendor Type and press (Enter-).

Remember: Click to save your entries.
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BuYING GROUP MAINTENANCE (NOT REQUIRED)

Each vendor may be assigned to a Buying Group. This enables you to select and pay all
your vendors who belong to a specific buying group. Examples of buying groups might
include HD America, VIPAR, and Truck Pride. If you are not associated with any
specific buying group, entering a Vendor Buying Group is not necessary.

i Buying Group Maintenance

Group Code I F1-Help
Description |
F2-Save
F3-Lookup
F4-Del

Field Descriptions

Group Code
Type in the Vendor Buying Group Code and press (Enter-=]. This code is user-defined.

Description
Type in the full description that will best describe the Buying Group and press (Enter«—).
Remember: Click to save your entries.

You be can view the default Buyer’s groups A — AutoPride, H — HDA, P — Power Heavy
Duty, T — TruckPride, V — Vipar by clicking on the F3- Lookup in the Group Code Field.
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VENDOR FILE MAINTENANCE (REQUIRED)

The Vendor Maintenance screen is where you will enter information specific to a vendor.
You can also define a default General Ledger Template that can be used when expensing
purchases from this vendor.

The Vendor Maintenance screen shown below will display when you select Vendor from
the Control File Menu.

' 5248 BPRO AP Accounts Payable 10 MAR 2009

[UETIGIEL W Transactions Inquiries Reports Updates Help CI'Ck On Maintenance

ey Click on Control Files

Logto AutoPower Vendor Type -

Logoff Buying Group CI ICk On Vendor
Vendor
Allocation
Bank
AP Customization
G/L Distribution Templates
Truck Expense G/L Maintenance

a

The Vendor Master Maintenance screen will display.

it Vendor Master Maintenance

Vendor No 100 F1-Help
Name Name | F2-Save
Address [525 TECHNOLOGY PARK Address | —
Address [sTE 109 Address [

City [LAKE MARY City [ F4-Del
State [ Zp [ 32746 State [ e [

Country I— Country I— FoinIiEs
Same Remit? I_ Currency I— F6-Activity
Contact-1 [MIKE MALLORY Phone-1 (4076957300 | Fax-1  [407-695-8001

Contact-2 | Phone-2 | Fax-2 I F7-GL Accts
Email |mma||ory@autopower.com

PayTemms  [B | 2% 10THNET 30TH Inventory Vendor No B77s

Buying Group IW INDEPENDENT WAREHOUSE DISTR  Vendor Acct Mo 112 el
Type [OTe ] uTy 1099 1D [ E
Tax Exempt IN_ Discount Cores IY_ Allow Duplicate Invoices? IN—

Disc PastDue IY_ Disc Freight IN_ MNotes Activity Y GL Accounts Y
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Field Descriptions

Vendor Number

Type in the Vendor Number to be assigned to this vendor and press (Enter«—]. If the
vendor number exists, the data for the vendor will display.

The (F3]-function key will execute a vendor search. When you select the Lookup
function, you will be given different options on how to search for a particular vendor.
The options are:

By Name Beginning With
By Name Ending With
By Name Containing
By City

By State

By Zip

By Contact

By Phone

By Vendor Group

By Vendor Type

List All

After selecting your search option the list of vendors will display. Select the existing
vendor from this display.

Same Remit?

Some vendors may have a different location where to send payments. If the location is
different than the vendor's mailing address as entered in the above fields, enter an for no.
If you answer no, the cursor will advance to second Name field. The Remit To: name and
address will print on the accounts payable check. If you answer for yes, the cursor will
not advance to the second Name field.

When entering a new remit-to the required entry fields are Vendor name, address, city,
state, zip.

Currency

Press thru this field if you do not use multi-currencies. Enter an optional
currency code to use if this vendor is a foreign vendor. If you have no international
vendors, do not enter anything in the currency field. The system will default to the correct
currency code and this field will remain blank.
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Pay Terms

Type in the Terms Code for this vendor and press (Enter<=]. The system will default to this
Pay Terms code when entering an Accounts Payable invoice. At the time of invoice
entry, you still have the option to change the terms. The Pay Terms will calculate the
correct due date and discount for the invoice.

Buying Group

Type in an optional Buying Group Code and press (Enter<=]. E.g. HDA, VIPAR. This will
be a Buying Group that was set up in the Buying Group Maintenance screen under the
Control Files menu.

Type

Type in an optional Vendor Type Code and press (Enter~]. This can be used to categorize
your vendors. The Vendor Type must be set up in the Vendor Type File maintenance to
display in the F3 Function Key Lookup option. You can setup the type in the Vendor
Type File Maintenance screen.

Tax Exempt

The Tax Exempt field indicates if this vendor charges sales tax. The options available
are:

e Yes, the vendor does not charge sales tax
e No, the vendor will charge sales tax.

Discount Past Due

Does this vendor allow you to take the discount even if the due date of the invoice has
past? Valid entries for this field are:

e Yes, the vendor will allow discounts on past due invoices.
e No, discounts on past due invoices are not permitted.

Discount Cores
Does this vendor allow you to take discounts on cores? Valid entries for this field are:

e Yes, the vendor will discount cores.
e No, the vendor will not discount cores.

Note: Whether or not cores are discountable is based on hierarchy. First, if the G/L
account number for cores (which must have the word CORE somewhere in the
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description) is flagged as not eligible for discount, core charges will never be discounted.
If the G/L number is flagged , then the determining factor is the vendor record.

Discount Freight
Does this vendor give a discount on freight? Valid entries for this field are:

e Yes, the vendor will discount freight.
e No, the vendor will not discount freight.

This will affect how discounts are calculated in invoice entry.

Note: Whether or not freight is discountable is based on hierarchy. First, if the G/L
account number for freight (which must have the word FREIGHT somewhere in the
description) is flagged as not eligible for discount, freight charges will never be
discounted. If the G/L number is flagged , then the determining factor is the vendor
record.

Inventory Vendor Number

Type in the Inventory Vendor Number and press (Enter<=). This can be used to match up
invoices from vendors with the receipts recorded during the receiving process.

Vendor Account Number

Type in the Vendor Account Number assigned to you by the vendor and press (Enter<=).
This account number can be printed on the check.

1099 ID

Type in the 1099 ID for this vendor and press (Enter—]. If this vendor is not a 1099 type
vendor no entry is required in this field.

Allow Duplicate Invoices

Type in and press if this vendor uses duplicate invoice numbers. If this field is
marked an invoice number can only be entered once for this vendor. You will not be
allowed to reuse invoice numbers.

Notes

If vendor notes have been entered using the Function key option this field will
display a .
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‘endor in Buginess sinca 1969,

Activity

If activity exists for this vendor then this field will display a . You can access the vendor
activity via the (F6 )-function key.

General Ledger Accounts

If a General Ledger Distribution Template has been assigned to this vendor, this field will
display a . If you need to assign a template click the (F7]-function key.

r

i1 G/L DISTRIBUTION TEMPLATES

Vendor No AUTOPOWER CORPORATION

Template Mo Description
INVENTORY
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F6 - Activity

You may also view Vendor Activity from the Vendor Maintenance screen. Click or press
the Activity function key. This screen is display only that shows YTD totals,
previous year's YTD, as well as life to date totals. The last check number and amount
include Prepaid check (type 3) and ACH transaction (type 4) entered into the invoice
entry screen.

When you select for Activity, the following screen will display.

r

i AP Activity for Vendor 100 - AUTOPOWER CORPORATION

Mo of Days PastDue Future Due E YTD Purchases 101483729.76
1-30 21346.00 2551.00 Y¥TD Credits -67811.25
31-60 0.00 0 0.00 YTD Discounts -683.14
61-90 0.00 0 0.00 PYR Purchases F6-Paiditms
91-120 9543 009 0.00 PYR Credits
120+ 83567.62 79.58 0.00 PYR Discounts
Total 105009.05 | 9763 255100 ~ L LG
Grand Total 107560.05 LTD Credits -

LTD Discounts -683.14

LastPaid Date  02/17/09

Last Check No. 2150

Last Paid Amt 362.00

F5-Openltms
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GL DISTRIBUTION TEMPLATE (NOT REQUIRED) BUT WILL MAKE INVOICE
ENTRY LESS LABOR INTENSIVE.

When you select the GL Function Key, the General Ledger Distribution Templates
assigned to this vendor will display. This screen is used to assign a default General
Ledger Account Distribution Template to this vendor that can be used during invoice
entry. When this vendor is entered in invoice entry, the template assigned will display the
company, branch, department and General Ledger Account Numbers as the default in the
expense distribution. The General Ledger Account Numbers may be changed at time of
invoice entry.

The General Ledger Account Distribution Template Screen will display as illustrated
below.

4 G/L DISTRIBUTION TEMPLATES

Vendor No 100 AUTOPOWER CORPORATION F2-Save
Template Mo Diescription F5-New Temp
INVENTORY

’\0 ‘,{Y
£

To setup a new template, click the (5 ])-function key. Please refer to the Template File
Maintenance Section in this workbook for instructions on entering a new template.
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ALLOCATION (NOT REQUIRED)

The Accounts Payable system will allow you to set up how invoices are to be distributed
amongst branches, departments, and general ledger accounts. This is done using
Allocations. These tables determine a percentage of an invoice to be distributed across
several General Ledger Accounts or across several branches and departments.

For example, an allocation table may specify that 50% can be applied to Branch 2,
Department 1, and General Ledger Account 1200 and the remaining 50% applied to
Branch 2, Department 2, and General Ledger Account 1200. By setting up an allocation
table the system will automatically make the appropriate distributions to the desired
general ledger accounts.

Once this table has been established it can be utilized in the Invoice Entry screens. In
invoice entry at the Template number field instead of entering your General Ledger
Template number just enter the Allocation Table number and it will distribute your
expense accordingly.

The Allocation Maintenance Screen is illustrated below:

[

i Allocation Maintenance

Alloc Code F1-Help

Description F2-Save
Company

Variable?

Br| Dept|Account o Account Description F4-Del

BgaD UNIFOPME EXPENSE
5880 UMIFORME EXPENSE . feealcEiny
BgaD UNIFORMS EXPENSE
8610 SUPPLIES- GENERAL

8910 SUPPLIES- GENERAL

Field Descriptions

Allocation Code

Type in the Allocation Code and press (Enter<=]. Only enter the number of the allocation
code. The system will prefix the code with "AL".

Description
Type in a description for this allocation code and press (Enter«).
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Company
Type in the Company Number and press (Enter~—).

Variable?

If you select yes for variable, you will determine the General Ledger Account Numbers
distribution at time of invoice entry. If you select no, the General Ledger Account
Numbers used for distribution will be predetermined based on how this allocation is set

up.

Br
Type the Branch Number and press (Enter~=].

Department
Type in the Department Number and press (Enter~—].

Account Number
Enter the General Ledger account number.

If you know the description of the account number, enter the first characters of the
description then click (F3)-Lookup. This will display only the general ledger accounts
whose descriptions begin with the characters you entered.

If you know the first digit or digits of the account number, enter that then click -
Lookup. This will display only the general ledger account numbers that begin with the
digits you entered

Account Description
After typing in the general ledger number the description of the account will display.

PCT
Type in the allocation percentage for this department or branch. E.g.

20 and press (Enter~].

Total

This field indicates the Total. This is a display only field and cannot
be modified.

NOTE: The system will not allow you to save an allocation code that does not total
100%.
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Function Keys

e (F5) Calculator: To use a calculator on the computer, click for the
Calculator from the Allocation Screen.

o Copy: Click to copy the allocation distribution to another company.

Copy Allocation

You may have several allocation codes that are similar. The Accounts Payable module
will allow you to copy one allocation code to another allocation code. Click (F6)- Copy
function key from the Allocation Maintenance screen. This feature is useful if an
allocation table has been defined and you need to copy it over to another company or
another allocation table.

The Copy Allocation Screen is illustrated below.

i Copy Allocation

Mew Allocation Code '

Company To Copy From I
Company To Copy To I

Ok To Copy I_

Field Descriptions

New Allocation Code
Type in the New Allocation Code for the new allocation and press (Enter~].

Company To Copy From

Type in the company number to copy from and press (Enter—]. The company must exist in
the Company file in the General Ledger control file maintenance.

Company To Copy To

Type in the company number to copy to and press (Enter~—). The company must exist in
the Company file in the General Ledger control file maintenance.

OK To Copy
Type in for yes and press to copy, otherwise enter for No.
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BANK (REQUIRED)

The Accounts Payable system allows multiple bank accounts to be used within each

company. The Bank Maintenance screen defines the bank information for each account

to be used. Each bank account can have a unique check numbering sequence, and

transactions can be setup to post to unique General Ledger account numbers.

The Bank Maintenance Screen is illustrated below.

it Bank Maintenance

Company

Bank No Motes

Account No

Name
Address
Address
City

State
Phone No

Zip Code

Fax

Contact

Cash Acct |
Mext Check | Positive Pay | Bank 1D |
Check Form | Number of Remittance Lines |

AT T

F1-Help

F2-Save

F3-Lookup

F4-Delete

F5-Motes

Field Descriptions

Company
Type in the Company Number and press (Enter-—).

Bank Number

Type in the Bank Number and press (Enter~=). Each Bank that you have setup in

BusinessPro will be assigned a numerical number. Example, bank 1 for one of your

company’s bank and then bank 2 for your other company’s bank. 1, 2, 3, 4 etc.
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Notes

If there are notes attached to this bank record then this field will display "Present". Notes
can be added by selecting the (F5 J-Notes function key.

Cash Account

Type the General Ledger Cash Account Number that will be affected when recording
payments on checks written with this Bank Code and press (Enter~].

If you know the description of the account number, enter the first characters of the
description then click (F3)-Lookup. This will display only those accounts whose
descriptions begin with the characters you used.

To perform a lookup, type in the first number or numbers of the general ledger account
number then click (F3])-Lookup. This will display only those general ledger account
numbers that begin with the digits you entered.

Next Check

Type in the number of the next check to be printed and press (Enter~—). This number will
advance when a check is written.

Check Form

The check form designates which check form layout program is used when checks are
printed for this bank. The Check Form information will be entered by AutoPower
Corporation as well as the Number of Remittance Lines that are available for use on the
check stub.

Bank Notes

You may enter notes that pertain to a Bank by selecting the (F5) -Notes function key from
the Bank Maintenance screen. A window of text will display for the entry or viewing of
notes related to this bank.

Positive Pay
Do you submit a Positive Pay file to your Bank? Y/N

Bank ID
Type in the Bank ID for Positive Pay file transfers. This ID is supplied by your bank.

Number of Remittance Lines
Type in the Number of Remittance Lines allowed on the bank stub of your check.
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AP CUSTOMIZATION (REQUIRED)

The Accounts Payable Customization Screen is used to specify defaults and parameters
that will be used throughout the Accounts Payable system. By defining these defaults on
this screen, the BusinessPro Accounts Payable software will present the operator with the
defined default when a particular response is required. The operator can override the
defaults at any time.

The AP Control Maintenance Screen is illustrated below.

r

i AP Control Maintenance

Company Mo F1-Help

Current Year F2-Save
Current Period
Default Bank No
Default Branch
Default Deparment

MNo of Years of History

F3-Lookup

Multi-Currency
AP Acct
AP Disc
Prevent entry of Invoice Date that is greater than |_ days after period closing date.

Multi-Branch Distribution I— Invoice History Limit |

Invoice Sort Order Vendor Sort- nfA)me or n{U)mber |

‘H_I_I_I_I_I_I“ ]

’{’g’ﬂ

.

Field Descriptions

Company Number
Type in the Company Number and press (Enter<—). The name of the company will display.

Current Year

Type in the current accounting year and press (Enter—). There is NO yearly update in
Accounts Payable. Upon closing period 12, then the system automatically rolls to the new
year.
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Current Period

Type in the current accounting period and press (Enter<—]. The current period will be reset
when closing the AP month from the updates menu.

Default Bank Number
Type in the default Bank Number and press

Default Branch

Type in the default Branch Number and press (Enter~). Once you have entered or selected
a branch number, the name of the branch will display.

Default Department

Type in the default Department Number and press (Enter<—). The name of the department
will display automatically when you enter the Department Number.

Number of Years Vendor History
Type in the Number of Years of Vendor History to be kept on file and press (Enter=).

Multi-Currency

Do you deal with different currencies? Select for Yes or for No. If you conduct
business with different currencies please inform AutoPower Corporation during your
installation of BusinessPro Accounting Software.

AP Account

Type in the General Ledger account number that will be used for posting AP invoices to
the default company, branch, and department in the General Ledger and press (Enter<—).
The description of the General Ledger account will display.

AP Discount

Type in the A/P Discount General Ledger account number that will be used for posting
AP invoice discounts to the default company, branch and department in the General

Ledger and press (Enter~].

Prevent entry of Invoice Date that is greater than _ days after period closing date.

Type in the number of days after the period closing date that Accounts Payable invoices
cannot be entered and press (Enter~).
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In the example below I entered an invoice dated for 03/02/09 and the A/P period is 1 with
a period ending date of 01/31/09, the system flagged me that | entered an invoice that is
more than 15 days after the period ending date. The prompt will display if this is correct
or not?

This will help prevent entering invoices into the wrong period.

© Lo |
® X

Batch No f202  temNo [T | Operator [CYNTHIA Notes Fi-Help
Company [ AUTOPOWER TRUCKPARTS Year [ 2008  Period [T | 01/31/09
BranchNo [T ] JAUTOPOWER TRUCK WAREHOUSE F2gave
VendorNo [fl@ | AUTOPOWER CORPORATION LAKE MARY.FL F3-Lookup
Tems F4-Delete
Discount Percent
Invoice Date = F&Batch Ing
Invoice No | i F6-Notes
Due Dat p37i008
Eu——— 000 F7HoidRsn
FreightAmount [ | 000 F8-Quit
Invoice Amount [ Variance (%) 000

F9-Vnd Notes
DiscountAmount [ |
Pay Code — ﬁ

Multi-Branch Distribution

If you wish to distribute the expenses amongst several branches enter , otherwise enter .
If you enter you will not have balance sheets for a single branch, however, the balance
sheet will be in balance for a sum of all branches.

Invoice Sort Method

Use the invoice sort method field as the basis for all reports. The three possible sorting
methods available are (D] for Invoice due date, for Invoice date and for Invoice
Number.

Invoice History Limit

Enter the number of years for invoice history to be displayed on the invoice inquiry
screens. Enter in the number “0” if all years should be displayed.

Vendor sorting by n(A)me or n(U)mber
Type in (A) to sort the check run by vendor name or enter to sort the check run by vendor

number and press (Enter~—).
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GL DisTRIBUTION TEMPLATES (NOT REQUIRED) BUT MAKES INVOICE
ENTRY LESS LABOR INTENSIVE.

The purpose of the General Ledger Distribution Templates is the time saving feature of
not having to code the accounts payable invoices with the expense account each time one
is entered for a certain vendor. One template can be assigned to one or more vendors.
Templates are built by company and by branch to allow flexibility. The templates are
setup using the General Ledger account numbers for expense accounts that would be
otherwise repeated by a Accounts Payable Clerk during the entry of the invoice.

This is the same GL distribution template that is setup using F7 Function Key in the
Vendor File Maintenance screen.

If you use the same distribution expense accounts for a vendor repeatedly you may attach
the template to the vendor in the vendor file maintenance so that during invoice entry the
system will default to the template. This will help to eliminate posting errors to the
wrong expense accounts in the general ledger. The General Ledger Distribution
Templates is illustrated below.

i 5640 BPRO AP Accounts Payable 25 FEB 2009

UENIEENEEN Transactions Inguiies Reports Updates  Help
Utilities »  Currency
Logto AutoPower Vendor Type
Logoff Buying Group
Vendor
Allocation
Bank
AP Customization

G/L Distribution Templates

Truck Expense G/L Maintenance
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The Distribution Template Maintenance screen will display as shown below.

-
™ Distribution Template Maintenance

Template No | 2 Fl-Help
Template Desc |!E§!iﬂ:§i
CompanyNo  [ALL] ALL COMPANIES (D
Branch FLL ALL BRANCHES
G/L Acct Description Reference Fa-Del
1350 [INVENTORY [INVENTORY | —
8460 |[FREIGHT CHARGES |[FREIGHT |

Field Descriptions

Template Number
Type in the G/L distribution template number or NEW to create a new template and press

:

Template Description
Type in a description for this template and press (Enter<—).

Company Number

Type in the company number this template is applicable to or ALL for all companies and

press :

Branch Number

Type in the branch number that this template will be used for or ALL and press (Enter).
If ALL companies are chosen, ALL branches must be chosen.

GL Acct
Type in the G/L account number associated with this category and press (Enter«].

Reference

Type in a distribution category name and press (Enter~=]. This is a free-form text field.

Remember: Click (F2] to save your entries.
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TRUCK EXPENSE G/L. MAINTENANCE (NOT REQUIRED)

This menu selection will allow you to add expenses (parts or labor) to a truck that will be
sold through the AutoPower system without having to use the Truck & Equipment menus
in AutoPower.

i 5640 BPRO AP Accounts Payable 25 FEB 2009

(ENIEENGCE Transactions  Inquiies Reports Updates  Help

Control Files d Terms Code

Utiities » Currency

Click on Truck Expense G/L Maintenance

Logto AutoPower Vendor Type
Logoff Buying Group

Vendor

Allocation

Bank

AP Customization

G/L Distribution Templates

Truck Expense G/L Maintenance

The Truck Expense Distribution Maintenance screen will display.

Type the General Ledger Account Numbers that
correspond with each field.

¥ & L) D 0
Location F‘\-ﬂ AP CORP F2-Save
Truck - Sold PART SALES F4-D L
Truck- Unsold [fa10 — Click [F2] to save input.
Rehuilt- Sold |4u43

),

Febuilt- Unsold |144D ﬁE’n
Used - Sold |4nzn
Used - Unsold |1420

This completes the Control File Maintenance screens.
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It’s time for a file maintenance test!

1. What is the name of the icon that you click on to access Business Pro?

2. After entering a record or changing data in a record you must press or
click on what function key?

3. What function key do you use to do a Lookup in a valid data field?

4. What function key do you use to delete an entire record?

5. How do you exit BusinessPro?

6. You must have at least one terms code setup in the Terms Code file
maintenance.
a. True
b. False

7. In the Terms Code file maintenance, you can enter a number in the Discount
Day Due field and in the Number of Days Discount.
a. True
b. False

8. In the Terms Code file maintenance screen, you cannot enter in a Net Due
Day and the Number of Days to Pay in these 2 fields.
a. True
b. False

9. Do not enter information in the Currency Code file maintenance if you use
multi-currencies.
a. True
b. False

10. If one of your vendors has a different address to send payments to, you would
answer “N” in the Same Remit? field in the Vendor file maintenance screen.
a. True
b. False
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11.

12.

13.

14.

15.

The Allow Duplicate Invoices field will allow you to use duplicate invoice
numbers. A “Y” is entered in this field in the Vendor file maintenance screen.

a. True
b. False

The Discount Past due field must be answered “Y” if you take discounts on
past due invoices from the vendor.

a. True
b. False

The General Ledger Template makes invoice entry less labor intensive when
you have assigned a GL template to the vendor.

a. True
b. False

At least 2 banks are required to be setup in the BusinessPro Accounts Payable.

a. True
b. False

In the AP Customization file maintenance, the prompt Prevent entry of
Invoice Date that is greater than __ days after period closing date means:

a. That the period must be closed for a certain amount of days before you can
enter another invoice.

b. That this is the number of days AFTER a period closing date that
Accounts Payable invoices cannot be entered.

c. That this is the number of days AFTER a period closing date that
Accounts Payable invoices can be entered.
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TRANSACTIONS
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Transactions

"

15640 BPRO AP Accounts Payable 25 FEB 2009

Maintenance Transactions Inquiies Reports Updates Hep

The Transactions Menu is used to process invoices and perform Bank Reconciliation in
the Accounts Payable system. This is the menu that you will use the most once all file
maintenance setup functions have been completed.

Menu Selections

Select a menu option by using the arrow keys t b r I to move to the desired selection and
then pressing (Enter~—). You can also type in the “hot” letter to select the option or click
on the highlighted menu option: Any menu selection that has an arrow to the right
has another menu (submenu) that will display. Choose an option by entering one of the
following keys:

o Invoice: When you select for Invoice, the Invoice Menu will display with
functions for Invoice processing.

o Recurring Invoice: When you select for Recurring Invoice, the Recurring
Invoice Menu will display with a list of functions for recurring invoice
processing.

o Pay Invoices: When you select to Pay Invoices, the Pay Invoice Menu will

display. The Pay Invoices Menu has three types of payment processing; Regular
Checks, Manual Checks and Quick Checks.

o Void Posted Checks: When you select the Void Posted Check menu will
display. You will use the functions listed on this menu when you need to void a
check that has already been posted to the Paid Item File.

o Void Unused Checks: Select to record unusable or damaged checks to the Bank
Reconciliation file for audit purposes. These checks would not have been used or
posted in the system.

Bank Reconciliation: When you select (€], the Bank Reconciliation menu will
display. You may use these functions when reconciling your bank statement.
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INVOICE ENTRY

The options on the Invoice Entry Menu will allow you to enter and edit invoices that you
receive from your vendors.

The Invoice Entry Menu will display as shown below.

i 5528 BPRO AP Accounts Payable 26 FEB 2009
Maintenance BIEGtEldeytl Inquiies Reports Updates Help

Click on Transactions

Recurring Invoice 4 Batch Proof - -
Pay Invoices 4 Batch Post CI I Ck On I nVO I Ce

Void Posted Checks * Batch Deletion

void Unused Checks C|ICk On |nVOICE Entl’y

Posted Invoice Maintenance

Bank Reconcliation  *|  Posted Invoice Removal

MENU SELECTIONS

. Invoice Entry: To display the Invoice Entry screen, select for Invoice Entry.
This is the option you will use to enter invoices into the Accounts Payable system.
Items entered through Invoice Entry will post to the Accounts Payable General
Ledger and expense accounts

o Batch Proof: Before you can post invoices entered via invoice entry, you must
print a Batch Proof Report. This is used to verify the accuracy of your data entry.

. Batch Post: Once the Batch Proof Report has been printed and verified for
accuracy, you must post the batch of invoices to the Open Item File by selecting
for Batch Post.

e (D) Batch Deletion: To delete a batch of invoices, select (D) for Batch Deletion. You
can only delete batches that have not been posted. Once a batch has been posted,
it cannot be deleted. Each individual invoice would need to be removed.
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o Posted Invoice Maintenance: Posted Invoice Maintenance will allow you to edit
an Invoice that has been posted to the Open Item File. The invoice must be posted
to use this feature.

o Posted Invoice Removal: Posted Invoice Removal will allow you to remove an
invoice that has been posted to the Open Item File and is not selected for
payment.
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The Invoice Entry screen is used to enter a batch of invoices. All invoices in the batch
must be posted to the same Year and Period. If you have invoices that are to be posted to
a different period, they must be entered in separate batches. You may enter as many
invoices as you wish within each batch. You may have multiple batches open and in
process at the same time.

The Vendor Number and the Terms Code may be created on the fly if necessary by using
the word "NEW" instead of the respective codes while the cursor is in the associated
field.

Once you have entered the invoices it is necessary to print a batch Proof Report. This can
be done upon leaving the Invoice Entry screen or at a later time from the menu.

The -Quit function key on this screen enables you to abandon the current invoice
you are entering. This feature is designed so that you can quickly quit the screen without
saving the invoice.

The Invoice Entry Screen is displayed below.

&

1 Invoice Entry

Batch No l ltem No | Operator MNotes Fl1-Help
Company | Year | Period |
N — _reseve |
Vendor No | e
Terms | F4-Delete
Discount Percent |
) F5-Batch Ing
Invoice Date | g
i No Of Po/Shippers
Invoice No | TotPo Cost F6-Notes
Due Date |
o Tat Invoice F7-Hold Rsn
Description | —
Freight Amount | WVariance (3) F8-Quit
Invoice Amount | WVariance (%)
F9-Vnd Notes
Discount Amount |
Pay Code | _

Field Descriptions

Batch Number

Type in the existing Batch Number and press (Enter<=). To create a new batch, type in the
word “NEW?” and press (Enter=]. To list batches which are currently open, press (F3J-
L Lookup. You may select a Batch Number from this list. The Proof Flag reflects if the
batch proof report has been printed for that batch. You must print the proof report to
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allow the batch to be posted. Below is an example of the F3-Lookup option in the Batch
No. field.

Created|Proof Flag
10408/08 M
11108 Y

A28 Y
11414408 v
1119408 v
11/18/08 v

Cancel

Item Number

The open batches will be displayed. They have not been posted. To list the invoices that
have been entered for this batch, press (F3]-L Lookup. You may select an existing item
number from this list to edit the invoice. The window will display the following
information:

Flie Search Tag Help

ltern |Operator Imvoice Mo “endor Mo Invoice Amount|
CYMTHIA - 212525 100 32521.00
CYMNTHIA  B53356 100 3521.00
CYMTHIA  695-8596 100 bE9.00
CYMNTHIA  545-5585 100 32521.00
CYMTHIA - 25212 100 454.00
CYMNTHIA  325-659 100 3z2z21.00
CYMTHIA - 2125-689-TJ 100 54.00
CYMNTHIA 21121 100 25.00
CYMTHIA  545Tv54 100 321.00
CYMNTHIA  4854RT 100 E55.00
CYMTHIA - 252522 100 510.00
CYMNTHIA  BB596 100 2551.00
CYMTHIA 65969 100 144.00
CYMNTHIA 6548 100 544.00
CYNTHIA 2

Cancel

Operator
The system will automatically enter your user ID. This is based on your logon.
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Notes

The data that will display in this field represents if notes are present for the current batch.
These notes are entered via the (F6 J- Notes function key. If the word ABSENT displays
there were no notes entered for this batch.

Company

Type in the Company Number and press (Enter~=). The Company Name will display in
this field

Year

The system will default to the current fiscal accounting year set up in the AP
Customization screen.

Period
Type in the Accounting Period that the batch of invoices will be posted to and press

(Enter—]).

Branch Number

Type in the Branch Number for the invoice that you are entering if it is different from the
default settings and press (Enter<—]. The system will default to the branch number that is
setup as the default in the AP Customization screen.

Vendor Number

Type in the Vendor Number and press (Enter——). To create a new vendor, type NEW and
then press (Enter-—). Intuitive help is available by pressing the (F3]- Lookup key to
execute a vendor search. There are several ways you can search for a vendor. The
window that will display is illustrated below:
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B CEX) |

HAMAANNGA,

Name
After entering the vendor number, the vendor's name will display.

Terms

The terms code from the Vendor Maintenance record will default. You may change the
terms code at this time. You may also create a new terms code, type NEW to create a
new terms code. This field also displays the description of the terms code you enter. To
view a list of the terms codes, press the (F3 )-lookup key. You may select a Terms Code
from the list of records displayed in a dialogue window. The Vendor Master Record
must have a valid terms code attached. This is located in the Vendor Maintenance
Record.

File Search Tag Help

Term Code  [Description

NET 90 DAYS

2% 10 DAY'S, M30

3 PAYS 30,6090
IPAYS 0,120,150
2% 10THMNET 30TH
MET 10 PROX

DUE UFPOM RECEIFT
MET 15

B 10MET 30

1% 10MET 15

RNET 30

2% 15 PROX

1
2

A
A
A
B
c
E
F
G
H
I

J

Discount Percent

The default discount percentage will display based on the terms code you are using. You
may accept it or change it.
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Invoice Number

Type in the Invoice Number and press (Enter~—). Do not use spaces or asterisks.

If you enter an invoice number that was previously entered for this vendor the following
message will display: If in the VVendor File Maintenance, a vendor is flagged as allowing
duplicate invoices, you can reuse the same invoice number.

"Invoice Number Has Already Been Used"

Press to continue with another invoice number.

Invoice Date
Type in the date of the invoice and press (Enter~).

Press (F3] — Lookup to display a pop-up calendar for assistance in calculating an invoice
due date if different from the terms code due date.

Feb ~| |2009 ~|

Sunday | Monday | Tuesday |Vednesda| Thursday| Friday |Saturday

1 2 3 4 5 B 7
B g 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 |26 27 28

Due Date

The system will generate a due date based on the terms code used for this vendor in the
vendor file maintenance. You may change this date if necessary.

Press (F3] in this field to display a pop-up calendar.

Press (F3] — Lookup to display a pop-up calendar for assistance in calculating an invoice
due date if different from the terms code due date.

Description
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Enter a brief description of the invoice. This is helpful to determine what services or
materials were rendered for this invoice. The description can also be printed on the check
stub.

Freight Amount
If the invoice has a freight amount, enter the amount in this field.

Invoice Amount

Type in the invoice amount as it appears on the invoice and press (Enter~—). This amount
should include the freight amount if applicable.

Invoice Distribution

The Invoice Distribution screen is used to enter the General Ledger Account numbers to
expense the invoice. We will cover this screen in a moment.

Pay Code

The Pay Code is used to define when the invoice will be processed. This field has four
valid entries.

- Regular Invoice:

(2] - Hold Invoice: Invoices with this pay code will not be selected for payment until the
pay code has been changed to 1 via posted invoice maintenance.

(3] - Prepaid Invoice: This pay code type would be used if you have prepaid the vendor
and you need to record the invoice, check number and check amount, in the Accounts
Payable and General Ledger files. Several prompts will display when you process an
invoice with this Pay Code. The screen that will display is illustrated below:

(4) - ACH Transaction: These types of invoices will not display as open since they are
being paid when they are entered. Automatic Clearing House. If the Pay Code type 4 is
used, the system will generate an ACH #, no check number is needed. When you enter a
PayCode 4 invoice, you must complete the entry. You cannot back-out. If an error is
made and you need to delete the ACH Transaction, you must delete that particular
invoice from the batch and then re-enter. This must be done prior to posting the batch.

The Prepaid Invoice Screen below will display for Prepaid Invoices and ACH
Transactions.
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i Invoice Entry

Prepaid Invoice
Paycode 3 & ACH
Transactions use
the same entry
screen.

ACH Transaction F1-Help
Branch ALL F2-Save
Bank No [ AMERICAN BANK
Date Paid [p2/2508
Paid Year [ 2009 Paid Period [ 1
Check No [rACH#00072 | 01/31/09 2%
Paid Amount |_m E

Field Descriptions

Branch
Type in the Branch and press (Enter«).

Bank Number
Type in the Bank Number and press (Enter).

Date Paid
The default will be the current date. You may change if necessary.

Check Number
Type in the check number used to pay this invoice and press (Enter~].

Paid Amount
This will default with the amount of the invoice less any discount.

Press (F2 ] to save the information

Once you select the Pay Code, a description of the code will display.
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1 Invoice Entry

Batch No |?181 ltem No |1— Operator  CYNTHIA Notes Fl-Help
Company [ AUTOPOWER TRUCK PARTS Year [ 2009 Period [I | 01/31/09

Branch No [ AUTOPOWER TRUCK WAREHOUSE F2-Save
Vendor No [0 AUTOPOWER CORPORATION LAKE MARY.FL Firloniy
Terms |B 2% 10TH Ngiad F4-Delete
Discount Percent IW SB+ Dialog

Invoice Date 04/09 = F5-Rpt
Invoice No 12523 e
Due Date W s —
Description [TRUCK SUPPLIES 000 F7-HoldRsn

Freight Amount | 2500 Variance (3) 0.00
Invoice Amount | 65556.00 Variance (%) 0.00

Discount Amount | -131062

Pay Code | 4 ACH

F9-Vnd Notes
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GL Batch Template

This screen will default to the template that has been attached to the vendor in the AP
vendor file maintenance. Typing in the word “NEW” in the template field will allow you
to create a new General Ledger invoice distribution template. The template that is
created using the word “NEW” will not be the default for this vendor unless you answer
to save the changes. If answered it will be used only for the present invoice entry.

=

1 Invoice Distribution

Company 1 AUTOPOWER TRUCK PARTS Batch Number 7151 F1-Help
Branch No 1 AUTOPOWER TRUCKWAREHOUSE Item Number 1
Vendor No 100 AUTOPOWER CORPORATION 0K
Invoice No 9654333 Invoice Amount 5147 F3-Lookup
Template E
F5-Verify PO
GL Acct Description Br| Dept Distribution Amount|Reterence
1350 INVENTORY 1 16 43.00 |INVENTORY
8460 FREIGHT CHARGES 1 16 2.47 |[FREIGHT
'{’g”"ﬂ‘
Total Distribution 5147
GL Acct

To delete a General Ledger Account distribution line press the backslash key (\] at the
beginning of the account number field and press enter. The General Account number can
also be edited in this field.

To view a list of the General Ledger account numbers, press the (F3 J-lookup key. You
may select a General Ledger account number from the list of records displayed in a
dialogue window.
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s
@ Fle Search Tag Help LE]
Account Mo | Description
-
o CASH-CHECKING ACCOUNT )
e CASH-LAKE MARY =1
1015 CASH-MOMEY MARKET ESCROMW
1050 CASH IN TRANSIT
1110 ACCOUNTS RECEIVABLE - TRADE
LRRAl ACCOUNTS RECENVABLE- ADJUSTMENTS
1118 ACCTS RECEIVABLE - DISCOUNTS
e (R ACCOUNTS RECEIVABLE - BANK CAPDS
1360 170 INTEREST RECEIVABLE
8460 1200 ACCOUNTS PAYABLE 1
1210 LOAN RECENMABLE ———
1211 LOAN RECENMABLE - 5. JONES
121z NOTE RECEIVABLE - DEPOT ASSOCIATES
1213 RENT RECENVABLE - STILOSKIAUTO
1214 NOTE RECEIVABLE - TEMEY AUTO SALES
1215 LOAN RECENMABLE - DEPOT ASSOCIATES
1216 DUE FROM BOW REMAN, LLC.
1217 DUE FROM ORLANDO REMAN LLC
1218 DUE FROM OLD FOX REMAN, LLC.
1219 DUE FROM AUTOMATIC REMAN, L.L.C.
1zzn INVESTMENT 249 SHAKER ROAD
1222 DUE FROM 401 (k) PLAN - TRANSACTION
1225 LOANREC-DEPOT ASSOCIATES LLC
1226 DUE FROM LAKE MARY REMANUFACTURER, LLC |
1230 MERCHANDISE INVENTORY
1238 PURCHASE DISCOUNT
1320 OFFICE FURNITURE & FIXTURE hdl
Accept ‘ Cancal | ‘ B B

Once a General Ledger number has been selected, the description of the General Ledger
Account will display.

Branch, Department, Invoice Amount

The branch, department and the invoice amount will default to the current information of
the invoice that is being entered.

If there are two lines in the template, and there is a freight amount on the invoice, it is
assumed that the freight amount belongs to the second line, which is assumed to be the
freight G/L account.

Function Keys
Other options can be found by pressing any of the following function keys:

(F5] Verify Line items: This screen allows the A/P clerk to verify that the costs on the
PO and the costs on the invoice equal. Any discrepancies between the PO and Invoice are
keyed here, providing the software with the ability to report on the dollar and percentage
difference. A management decision can then be made whether to pay the invoice or put it
on hold, pending a review of the invoice by the purchasing dept. To verify a PO it must
be issued and received. This feature does not tie in with the General Ledger.
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Field Descriptions

Location
Type in the Location of the Purchase Order and press (Enter<=).

Purchase Order Number
Type in the PO Number and press (Enter<=].

Shipper Number

Type in the Shipper Number and press (Enter<=). The Shipper number must be typed in
exactly as when it was received in the AutoPower PO Receiving Program.

The Part Numbers on the PO will display as shown.

r

i PO LINE ITEM VERIFICATION

Vendor Number 100 AUTOPOWER CORPORATION Amount 6553100 F2-Save
Batch No 7181 [tem No 1
Location Wi PO Number |T2E-?D Shipper Number 1 =R
Fart Mumber | Fec Qty| Fec Cust| Rec Cure| I Qty| Imvoice Cust‘ Invoice Cure| Enended|
BEMNI3716] | 1] 20.36 | 0.0n] 1] 20.36 0.00] 20.36 |

@,

1 2036 0.00 1 2036 0.00 2036
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If the PO has been verified previously the error message below will display.

E X

Vendor Mumber 100 AUTOPOWER CORPORATION Amount 31900 F2-Save

Batch No 7181 ltem No 2
Location Wi PO Number |12S7D Shipper Number 1 =L

Part Mumber | Rec Gly| Rec Cost Rec Core I Oly| Irevoice Cost‘ Invoice Core| Extended|

PO Shipper was already verified on
02-26-2009

After performing the PO Line item verification the front screen will redisplay allowing
you to complete the invoice entry.

i Invoice Entry

Batch No |?‘IB‘I ltem No IE Operator  CYNTHIA Notes Fl-Help
Company |'I AUTOPOWER TRUCKPARTS Year | 2009  Period |'I 01/31/09

Branch No [ | AUTOPOWER TRUCK WAREHOUSE [FeErE

Vendor Mo 100 AUTOPOWER CORPORATION LAKE MARY.FL

Terms |B 2% 10THNET 30TH F4-Delete
Discount Percent | 2.00
Invoice Date |sz23;09 . F5-Rpt

) Mo Of Po/Shippers
Invoice No |‘I2‘IZ‘155 F6-Notes

TotPo Cost

Due Date |03,"I 0/09

= Tot Invoice F7-Hold Rsn
Description | —

Freight Amount | 200 Variance (3) F8-Quit
Invoice Amount | 321.00 WVariance (%)

Discount Amount | m
Pay Code |

ARl

F9-Vnd Notes

@

@
32

Discount Amount

The discount amount will be calculated based on the AP terms code that has been setup
for the vendor. If the vendor allows you to take the discount on the freight it will be
included in this amount. In the Vendor Master File Maintenance the discount freight
must be a for the freight to be calculated with the discount.
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No Of Po/Shippers

Number of PO/Shippers whose line item costs has been verified using Verify Line
Items.

Tot Po Cost
Total dollar value of the PO/Shippers based on purchase order costs.

Tot Invoice
Total dollar value of the PO/Shippers based on invoice costs.

Variance (3)
Total dollar variance between the PO costs and invoice costs above.

Variance (%)

Total percentage variance between the PO costs and invoice costs above.

L] 5
+*+ Invoice Entry

mame Bt enne [ Tloeeer B Neos T_he Variance is the dollar amount that is the _
Company [ AUTOPOWERcORPOR  vear [ 2005 reios || difference between the Total Cost of the Invoice
Branch No |1_ AUTOPOWER TEST AC and the Total PO Cost.

vendorhe A AUTOPOWER CORPOR LAKEMARY.FL | A\I50 the Variance Percentage is the percentage
Terms [ 90 DAY'S NO PAY,3 EQU .

DiscountPercent [ 200 amount difference between the Total PO Cost
Invoice Dete EELE no of Porshippers | @Nd the Total Invoice amount.

Invoice No |rEEGEE TotPo Cost 16.20 F7-Hold Rsn

Due Data |DS£1 0705 Tat Inwvoice 45.00 .

Description [FUTOPOWER CORPORATION-66 m

Freight Amount | 0.0a “ariance ($) 28.80

Inwaice Amaount | 45.00 Wariance (%) 64.00 20,

Discount Armount | m E

Fay Code |_1 Fegular
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Function Keys

(F5] Batch Ing: Select (F5] — Batch Inquiry to list detailed information about all
invoices in the batch. This also may show as Rpt on your screen for batch reporting.

i Batch Status

Batch No 7182 Company 1 Year 2009 Period 1 01/31/2009 F5-Detail
tm Br Wendor Invoice Inv Amt Frt Amt InvDate DueDate Paycode

1] 1{100 455965 150.00 2.00 02410409 03/10/09 | Regular

2| 1{100 415854 365.00 21.00 02/26/09 03/10/09 | Regular

3| 1(100 98789 965.00 65.00 02/26/09 03/10/09 | Regular

4] 1{100 1252565 251.00 9.95 02/26/09 03/10/09 | Regular

El 1]z200 545585 25.00 0.00 02/26/09 03/28/09 | Regular

Batch Invoice Total 1756.00 97.95 %

Vendar PUAT REBUILD Terms A 2% 10 DAYS, N30
Disc% 200 Disc$ 001 Description PARTS
GL Acct Description Br Dpt InvAmt Reference

1360 INVENTORY [ 1] 18] 2500 | INVENTORY [

460 |FREIGHT CHARGES | 1] 18] 000 |FREIGHT |

Click on the item number of the invoice to highlight the item number and then Click on
(F5 )-Detail to view the complete details for a particular invoice that has been entered in
the batch. You must click on the (F5] function key for the detailed information for a
particular invoice to display.

(F6] Notes: Select - Notes to enter notes that concern the payment or recording of
this invoice. The Accounts Payable system will allow you to enter notes about a specific
invoice. To display the Invoice Notes screen, press the Notes function key from the
Invoice Entry screen. Unlimited notes can be entered in this window.

il Invoice Notes

Fi0 Costand the Invoice Cost difference is to HIGHI| | F2-Save

Press (F2] to Save the notes entered into the notes section.

Press to Delete the notes that were entered into the notes section.
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HoldReason: If you entered an invoice using Pay Code '2', you may need to
enter a reason why you are holding payment on this invoice. Select (F7]-HoldReason, to
enter a reason for the hold. The invoice will not be released from hold until you change
the pay code to a 1.

The screen entitled "Why is this Invoice on hold?" is illustrated below.

r

it Why is this Invoice on hold?

This invoice is on hold until the difterence betweaen the cost of the invoice
and the cost of the receivings has been clarified |
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BATCH PROOF

Once a batch of invoices has been entered, a Batch Proof Report must be printed to verify
the accuracy of the data entered. The system will not allow you to post a batch of
invoices unless the Batch Proof Report has been printed to a printer.

The Batch Proof Screen is illustrated below.

SB+ Dialog
& Frint Froof Repon?
wes blo

After you have pressed (F2] to save your invoice batch you will be prompted to print the
Proof Report? The printer dialogue box will display so that you may select the printer,
screen, auxiliary printer or cancel the print job.

=

5B+ Dialog

Reportto Screen or Printer?

Screen Auxiliary Ptr Cancel

Note: To proceed to the next step, Post Batch, you MUST print a Batch Proof Report
either to a Printer or to an Auxiliary Printer. Proof flag must be . If the proof flag is N in
the Lookup dialogue box, this means that a batch proof report has not been printer,
therefore, you cannot post the batch.

If you should exit out of the invoice entry batch and you would like to print the batch
proof, go to the menu option to print the batch proof report.
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i 5528 BPRO AP Accounts Payable 26 FEB 2009 Q@]g\
Maintenance [IENEes N Inquies Reports Updates Help
Invoce Entry
Recurng Inioce  »
Pay Invoices » Batch Post H H
Vo Pt Checs | 5ich Deon Click on Transactions
Vo Unused Checks Posted Invoice Maintenance C I i Ck on I nvo i ce

Bank Reconciiation  »|  Posted Invoice Removal

Click on Batch Proof

Field Descriptions

Batch Number
Enter the Batch Number to print.

[ . |

+*{ Select Batch to Print S| Created|Proof Flag

/ [ ; 10/03/08 M

. 2564 A 11411708 v

- } 2568 ThA 11/12/08

Batch Mo | ﬂ > 2553 VS 11714708

. 2601 Thi 11/19/08

Ok To Print? | 2602 Th 1119708

2603 ThA 11/18/08 %

2622 Thi 11/25/08

2656 Thd 12404708

F‘I _HEIp F3_Luukup 7042 ThA 09/24/08 v

— — 7046 ThA 10/08/08

7048 Thi 11/03/08 N

Press (F3] to display a list of batches that has not been posted. When selected, the
following screen will display:

Type in to print the batch proof report and press (Enter-—).

The printer dialogue box will display so that you may select the printer, screen, auxiliary
printer or cancel the print job.

Printing the report to the screen will not allow you to post the batch. The batch proof
report must be sent to a printer. The Proof Flag column on the F3 lookup screen will
display if the proof report was printed. If the Proof Flag is displaying an “N” then the
proof report has not been printed, therefore, you cannot post the batch until you actually
send the proof report to the printer.
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Example of Invoice Entry Batch Proof Report.

I%] AccuTerm 2K2 - [DEV (2)]

@ File Edit View Tools Reset Window Help - 8 x
AUTOPOWER TRUCK PARTS

Invoice Butch Proof Report By Operotor CYNTHIA
For the Yeor 2009 in the Period 1 with an end dote of @1/31/09

Butch Ho 7182

Printed on 02/26/09 12:55pm Page 1
Item Invoice Mo Wendor Nome Pc Terms Inw Date Due Dote Chid Inv. Amt Disc. Amt Br Dpt Account Amount
1 458963 108 - AUTOPOWER C 1 B 02/10/09 03,1009 150 .06 -2.96 1 16 1330 142 .00
TRUCK SUPPLIES 1 16 8460 2.0
Totals for Invoice Mo 458985 150. 00 -2.96 150.00
2 415859 100 - AUTOPOWER © 1 B B2/26/09 B3/10./09 2E5. 00 -£.88 1 1& 1350 24400
TRUCK SUPPLIES 1 16 2460 z21.08
Totals for Invoice No 413839 363.00 —6. 88 38500

R¥AP . BATCH¥PROOF

Poge 1 from Column 1+ - Cursor Scraoll or Press <Enter? to Continue + I
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A check register will also print for Prepaid Invoices that may have been entered into the
batch along with the proof report.

%l AccuTerm 2Kz - [DEV (2)]
B Fe Edt Vew Toos Reset Window Help

AUTOPOWER TRUCK PARTS
Check Register for Prepaid Invoices for Batch Mo 7182
Expensed in Feriod 1 - 01-31/2009

Printed On O2/26/0% O1:0%m Poge &

Per  Vendor Nome Invoice No Chi Date Gross Amt Disc Amt Checl: Amt

1 100 AUTOFPOWER CORFPORATION 213251 b2/26, 09

Report Totals

R#AP . BATCH¥FPROOF

Poage & from Column 1+ - Cursor Scroll or Press <Enter’ to Continuel
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BATCH POST

The invoice batch must be posted in order for the invoices in the batch to be reflected in
the Open Item File. The batch post routine below will automatically post all invoice
entries to the Open Item File for each vendor and to the appropriate General Ledger
accounts. The Invoice Batch Posting Screen is illustrated below.

i 5528 BPRO AP Accounts Payable 26 FEB 2009
Maintenance [IEGSmiehSN Inquiries Reports Updates Help

Recurring Invoice 4 Batch Proof

(el
Click on Transactions

Pay Invoices 4 Batch Post

Void Posted Checks  »|  Batch Deletion

Void Unused Checks
Posted Invoice Maintenance

Bank Reconcliation  »|  Posted Invoice Removal

Click on Invoice
Click on Batch Post

Field Descriptions

Batch Number

i Invoice Batch Posting

Total Invoices
Total Distributions F3-Lookup

Batch Mo | F1-Help

Type in the Batch number and
press OR Press (F3 J-
function key to display a list of
batches that have not been
posted.

Ok To Post? | .
kel

2

When selected the following screen will display:
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Fle Search Tag Help

Batch Mo [Operator | Created|PrDDfFIag | |

2601 TH 11419408 -
2602 TH 11419408
2603 T 11/19/08
2622 T 11/25/08
2656 T 12/04/08
7042 T 08/24/08 v
7046 T 10/08/08
7048 T 11403708 N
7049 CYMNTHIA 11/05/08 N
7083 WIALT 11/03/08 N
7060 TH 11403708
7061 CYMNTHIA 11/03/08 N

Click on the batch number that you would like to post.

Total Invoices

This is the total dollar amount of all invoices in this batch. This field is for informational
purposes only.

Total Distributions

This is the total dollar amount of all the distributions in this batch. This is a display only
field and can't be modified.

OK To Post

If you answer for no, you will return to the Main Menu and the batch will not be posted.
If you enter yes, the following prompts will display on the screen:
"You are about to post batch ###”.

“OK to post?"
If you do not want to post this batch, answer .

Answer for yes to complete the posting process. When posting has been completed, the
following prompt will display.

"Posting Complete™

If a Batch Proof Report has not been printed, the following message will display and
posting cannot be completed until the Batch Proof Report has been printed.

"Proof Report has not been printed™
Press to return to the Batch Post Screen.
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BATCH DELETION

The Batch Deletion option will delete a batch before it has been posted. Any invoices
that were entered into this batch will need to be re-entered and posted to reflect in the

Open Item File.

il 5528 BPRO AP Accounts Payable 26 FEB 2009

Maintenance [RICUCIiC] Inquiies Reports Updates Help
Recurring Invoice 4 Batch Proof
Pay Invoices 4 Batch Post

Void Posted Checks  * | e ] b= vel]

Void Unused Checks
Posted Invoice Maintenance
Bank Reconciiation  *|  Posted Invoice Removal

Click on Transactions
Click on Invoice
Click on Batch Deletion

The Delete Batch Entry Screen is illustrated below.

I

i Delete Batch

Batch Mo l
Ok To Deleta? |

F1-Help
F3-Lookup

]

’{’g’ﬂ

Field Descriptions

Batch Number

Type in the Batch Number to be deleted and press (Enter~).
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File Search Tag Help

Batch No | Operatar Created | Proof Flag
10/08/08 N

ey
11412008
11414408 v
11/19/08 v
11/19/08
11419408
114257008
12404508
na/24408 v
10408708
1140308 N
7049 CYNTHIA 11/05/08 N

The window above shows the Batch Number, Operator, Created and Proof Flag.
Click Accept or press on the Batch number that you would like to delete.

The next prompt will be.

OK To Delete?
If you answer for No, you will return the Main Menu and the batch will not be deleted.

If you answer for Yes to delete this batch the following prompt will display:
"You are about to delete the entire batch. Are you sure you want to do this?"

Select NO if you do not want to delete the batch. You will return to the Main Menu and
the batch will not be deleted.

Select YES to continue with the Batch Deletion process. The following message will
display when the deletion process is complete:

""Batch ### deleted""

=

SB+ Error

Click or press on Continue to return to the Main Menu.
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Posted Invoice Maintenance

Occasionally, there may be a reason to change the invoice information after it has been
entered and posted, but not yet paid. This is why the Accounts Payable system has
provided a way for you to make changes to invoices after they have been posted. In these
situations, this screen will allow you to change certain specific data elements of an
invoice. You cannot change the invoice amount or the general ledger distribution as this
invoice has already been posted to the General Ledger using these amounts.

i1 5528 BPRO AP Accounts Payable 26 FEB 2009
Maintenance WIEUC=isy N Inquiries Reports Updates Help

Recurring Invoice *|  Batch Proof

Pay Invoices 4 Batch Post

Void Posted Checks *|  Batch Deletion

Void Unused Checks P
Posted Invoice Maintenance >l

Bank Recondilation  *|  Posted Invoice Removal

=]

Click on Transactions
Click on Invoice
Click on Posted Invoice Maintenance

The fields that CANNOT be changed via Posted Invoice Maintenance are:

Year

Period

Terms Code

Invoice Amount

Freight Amount

GL Account Distribution

The fields that CAN be changed via Posted Invoice Maintenance are:

Invoice Date
Due Date
Description

PO Number
Shipper Number
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e Pay Code
o Discount Amount

If you need to change the year, period, terms or invoice amount, freight amount or the GL
account distribution, you will need to remove the invoice (via Posted Invoice Removal)
and then re-enter the invoice correctly using a different invoice number.

When you select Posted Invoice Maintenance, the Open Item Maintenance Screen will
display as illustrated below.

r

i1 Open Item Maintenance

Company l F1-Help

Vendor No |

Invoice Mo | Entered By

F2-Save

Year F3-Lookup

Period

Terms Code

Invoice Date I
Due Date | Pay Code

Description Invoice Amount

I
PO Number I Freight Amount
I

Discount Amount |

GL Account | Elr| DeptlAccuuntName GLAmDunt|

Shipper No

Field Descriptions

Company

Type in the Company Number and press (Enter<—). Once you have entered the company
number, the company name will display.

Vendor Number

Type in the Vendor Number and press (Enter~—). Once you have entered the Vendor
Number, the name of the vendor will display.
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By MName Beginning VWith
By Mame Ending With
By Mame Containing

By City

By State

By Zip

By Cantact I—
By Phone

By Wendor Group
By Vendar Type —
ListAll
GL Account ‘ Erl DEpllAc:numName GLAmﬂunt‘

Invoice Number
Type in the Invoice Number to be edited and press (Enter«—).

To view a list of open invoices for the vendor, press (F3)- Lookup function key. The list
will display as illustrated.

i’ Open Invoices
File Search Tag Help

Description Invoice Amt
OMERD TRUCKPART Wi
AUTOPOWER TRUCK PAR
12645252 ROMERDO TRUCKPART Wi

ROMERD TRUCKPART Wi
ALUTORPOWER TRIUJCK PAR

ROMERO TRUCKPART ‘Wi
ROMERD TRUCKEART Wi
AUTOPOWER TRUCK PAR
B04-733-557005/08 ROMERO TRUCKPART Wi
504733567005/ 05 ROMERD TRUCKEART ‘Wi

The window shows the Invoice Number, Description and Invoice Amount. Invoice
Number sorts the items in this window. You may use your arrow keys to highlight your

selection, and then press (Enter<=).

Year
This field indicates the year the invoice was expensed to. The year cannot be changed.
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Period

This field indicates the period and period ending date this invoice was expensed to. The
period cannot be changed.

Terms Code

This field indicates the Terms Code and the description of the terms code. The terms code
cannot be changed.

Invoice Date
This is the date of the invoice.

To select a date using the pop-up calendar, Press (F3]- Lookup.

® X
Feb - 2009
Sunday Monday | Tuesday |Wednesday| Thursday Friday Saturday
c ; {2; 30 ‘111 §2 33 :4 GL Amount]
18 15 16 17 18 19 20 il 5553;_83
22 23 24 25 |‘27 28

Due Date
The Due Date is calculated based on the terms code.

For intuitive help to select a date using the pop-up calendar, Press (F3]-Lookup Function
Key.

Description

Type in the Description of the invoice and press (Enter—]. If you do not enter a
description, the name of vendor and the Invoice number will default in this field after you
press return.

PO Number
If a PO Number was entered at the time of Invoice Entry, that information will display.

Shipper Number
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If a Shipper Number was entered at the time of Invoice entry, that information will
display.

Pay Code

The Pay Code is used to define when the invoice will be processed. This field has two
valid entries.

o - Regular Invoice: Pay on or before the due date.
e (2] - Hold Invoice: Invoices with this pay code will not be selected for payment until
the pay code has been changed to 1.

To save the information, Press (F2].

Invoice Amount

The Invoice Amount will display in this field. This field cannot be modified. If you need
to change the invoice amount, you need to remove the invoice (via Posted Invoice
Removal) and then re-enter it via Invoice Entry using a different invoice number. le 123-
RE2 (re-entered a second time)

Freight Amount
The freight amount cannot be edited in the Invoice Maintenance.

Discount Amount

The Discount amount can be changed since it does not affect the General Ledger until the
invoice is paid.

Branch
Displays the Branch Number and cannot be changed.

Department
The Department Number cannot be changed.

Account Name
This field indicates the Account Name and cannot be changed.
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General Ledger Amount

The amount that was expensed to the General Ledger Account will display in this field.
This field cannot be modified once the invoice has been posted. If you need to change
the expense distribution, you need to remove the invoice via Posted Invoice Removal
then re-enter it via Invoice Entry.
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PosTED INVOICE REMOVAL

Posted Invoice Removal will allow you to delete a specific invoice from the Vendors
Open Item File. The system will automatically create the General Ledger entries to reflect

the removal of an invoice. This screen should be used if an invoice was entered

incorrectly or if you do not want to pay an invoice. If you simply need to change the due
date, description, PO number or other static data, you can make such changes in the
Posted Invoice Maintenance screen.

i1 5528 BPRO AP

Invoice

Pay Invoices

The Posted Invoice Removal Screen is shown below.

p

Accounts Payable

g Invoice

Maintenance WIEhE=lsre Sl Inquiries Reports Updates Help

Entry

Recurring Invoice 3 Batch Proof

¥+ Batch Post

26 FEB 2009

Void Posted Checks % Batch Deletion
Void Unused Checks

Posted Invoice Maintenance

i Posted Invoice Removal

=N Eelo Ciis i M| Posted Invoice Removal <

Click on Transactions
Click on Invoice

Click on Posted Invoice
Maintenance

<

Company 1 AUTOPOWER TRUCKPARTS

Vendor No 100 AUTOPOWER CORPORATION

Invoice No 12121154

Description ROMERO TRUCKPART WHS-12121154

Invoice Amount 65556.00

Period 5 105/31/08

GL Account Br Dept|Account Name GL Arnogunt
1230 1 1 MERCHANDISE INWENTORY £5531.00
8300 1 1/ CONTRIBUTIONS 25.00

Entered inwrong invoice amount|

Year To Remove From 2009

Period To Remove From 1

Fl1-Help

F2-Remove

il
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Field Descriptions

Company
Type in the Company Number and press (Enter~—).

Fle Search Tag Help

Comp  [Mame

Z AJTOPOWER SOUTH v

Accept | Cancel ‘ | — ]

Vendor Number
Type in the Vendor Number and press (Enter~—). The vendor name will display.

-
7 5528 BPRO AP Accounts Payable 26 FEB 2009

™ Posted Invoice Removal X

—
—
Ee—

h

By Narne Containing

GL Account | Erl DEpt‘AchunlName By City GL Amaunt
By State

By Zip

By Contact

By Phone

By vendar Group

By Wendor Tvpe

List All

Feason

Invoice Number
Type in the Invoice Number you want to remove from the Vendors Open Item File and

press :

Description
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The description field displays the description of the invoice as it was entered via Invoice
Entry.

Invoice Amount
The invoice field displays amount of the invoice.

Period

The Period field reflects the period the original invoice was posted to. You cannot
remove an invoice from a period prior to the period that the invoice was originally
posted. The period ending date is based on the General Ledger period.

General Ledger Account

The General Ledger Chart of Account Numbers that display will reflect how the original
invoice was expensed to the General Ledger.

Br

This field is the branch that the invoice was expensed to.

Department

The Department Number in this field reflects the department distribution at time of
invoice entry.

Account Name
The Account Name field indicates the General Ledger Account Name.

General Ledger Amount

The General Ledger Amount field will reflect the amount that was expensed to the
General Ledger Account at the time of invoice entry.

Reason

Type in a reason why this invoice is being deleted and press (Enter<=]. This will print on
reports that can be produced from the Reports section.

Year To Remove From

Type in the year the invoice will be removed from and press (Enter~].

Period To Remove From

AutoPower Corporation Copyright 2017 Page 75



Business Pro Accounts Payable Workbook

Type in the Period Number that this invoice will be removed from. If this is a closed
period a warning message will be displayed but will allow you to proceed. If you should
elect to remove from a closed period this will change your totals on your Monthly
Accounts Payable Reports from that period. It is suggested to reclose the periods that you
opened and then reprint the Accounts Payable reports. The opening and closing balance
will change for the period that you remove the invoice from and all subsequent periods
thereafter. Once all information is correct, select the — Function key to remove the
invoice.

The following prompt will display:

e Invoice has been removed

"Invoice has been removed"’

If an invoice was posted to the paid file, and the check was voided, it is best to post the
invoice removal to the same period and year the check was posted as voided.

To select OK, Press (F2). — Save Function Key. You will be prompted to print a
"Removed Invoices Report".

Note: Once an invoice has been removed, it cannot be re-entered using the same invoice
number. Unless the vendor is flagged for duplicate invoices.
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-

151 AccuTerm 2K2 - [DEV (2)]
& Fle Edit View Tools Reset Window Help

Remowved Inwoices Report

Autopower Truck Parts

For period 1 - fiscul yeor zZ0E9

Printed on 02/26/09 01:51pm Poge 1

Inwoice Mumber FO MNumbet Description Irnw Dote Irnw Amt Brch Dept GAL Acct GAL Amount

100 AUTOPOWER CORPORATION
2121 01/13.89 16 13350

Reason Entered in wrong period 16 8460

Totals for 100 - AUTOPOWER CORPORATION

Feport Totuls

F¥AP . REMOMAL¥REP . NEL

Poge 1 from Column 1 - Cursor Scroll o Press <Enter to Continue
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RECURRING INVOICE MENU

The Recurring Invoice Entry Menu will allow you to enter invoices for vendors that you
must pay on a regular basis in the same amounts. This is beneficial so you do not have to
enter the invoices repeatedly each payment period.

The Recurring Invoice Menu will display as shown below.

7 5732 BPRO AP Accounts Payable 27 FEB 2009

Maintenance IEl=:eisSl Inquiries Reports Updates Help CIiCk On Transactions

Invoice

< Click on Recurring Invoices

Pay Invoices > Batch Proof

Void Posted Checks  »  Batch Post CI iCk On Invo i Ce Entry

Void Unused Checks Batch Delete

Bank Reconciiation ¥

Select A Menu Option Menu by using the arrow keys to move to the desired
selection, then press or choose one of the following keys:

o Invoice Entry: To display the Recurring Invoice Entry screen, select for Invoice
Entry.

Batch Proof: Before you can post invoices entered via recurring invoice entry,
you must print a Batch Proof Report.

Batch Post: Once the Batch Proof Report has been printed and verified for
accuracy, you post the batch of invoices to the Open Item File by selecting for
Batch Post.

(D) Batch Deletion: To delete a batch of invoices, select (D) for Batch Deletion.

After an option has been selected and processing is complete, the menu redisplays and
another option can be selected.
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The Recurring Invoice Entry screen is used to enter a batch of recurring invoices. You
may enter in as many invoices you wish within each batch. Recurring Invoices must be
posted manually to the Open Item File for each period. They do not automatically
post.

The Vendor Number may be created on the fly if necessary by using the word "NEW" at
the Vendor Number prompt.

Once you have entered the invoices it is necessary to print a Batch Proof Report. This can
be done upon leaving the Invoice Entry screen or at a later time from the menu.

The Recurring Invoice Entry Screen is illustrated below.

[ - OX|

Updates

e Recurring Invoice Entry BI

Batch No 7184 ftemNo [f Operator  CYNTHIA Notes FlHelp

Company | AUTOPOWER TRUCK PARTS

Branch No i |AUTOPOWER TRUCK WAREHOUSE F2-Save

Vendor No 100 AUTOPOWER CORPORATION LAKE MARY.FL

Terms B 2% 10TH NET 30TH F4-Delete

Discount Percent 200

Invoice No 6565659 F6-Notes

Day Due 15] F7-Hold Rsn

Description [SOFTWARE

Invoice Amount 4000.00 (RISE

Discount Amount -80.00| 2%

Pay Code 1| |Regular E

Batch Number
Enter the Batch Number or type NEW to create a new batch.

Item Number

The system will automatically assign the next Item Number. The item number refers to
the number of invoices in a batch.

If you are adding a new invoice to the batch, enter the next unused item number.

Operator
The system will automatically enter your user ID. This is based on your logon ID.
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Notes

The data that will display in this field will let you know if there are notes present. If
Absent displays, notes are not present. If it says Present, notes are present for viewing.

Company
Type in the Company Number and press (Enter«—).

Branch Number
Type in the Branch Number and press (Enter).

Vendor Number

Type in the Vendor Number and press (Enter~—). To create a new vendor, type NEW and
press (Enter-).

Intuitive help is available by pressing the Lookup Function Key to execute a vendor
search. There are several ways you can search for a vendor. The window that will
display is illustrated below:

B ~ o |

&

didigag,

T

Name
Once you have entered the vendor number, the vendor's name will display.
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Discount Percent

The default discount percentage will display and comes from the terms code you are
using. You may accept it or change it.

Invoice Number
Type in the Invoice Number and press (Enter~—). Do not use spaces or asterisks.

If you enter an invoice number that was previously entered for this vendor the following
message will display:

"Invoice Number Has Already Been Used™

Press to continue entering other invoices.

Day Due
Type in the day this recurring invoice is due and press (Enter<=).

Description

Type in a brief description of the invoice and press (Enter<=]). This is helpful to determine
what the invoice was for. If you press enter the vendor name and the invoice number will
be the default entry.

Invoice Amount

Type in the invoice amount as it appears on the invoice and press (Enter~—]. This amount
may include freight.

Discount Amount

The discount amount will be calculated for you based on whether the vendor allows you
to take the discount on the freight amount.

Pay Code
A Pay Code is the type of invoice. Recurring invoice entry has 2 pay codes available.
. - Regular Invoice
- Hold Invoice: Invoices with this pay code will not be selected for payment until

the pay code has been changed to 1.

NOTE: ACH items cannot be setup in recurring invoice entry.
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Recurring GL Invoice Distribution

The Invoice Distribution feature is used to enter the General Ledger Account numbers to
expense this invoice.

TEMPLATE

This screen will default to the template that has been attached to the vendor in the AP
vendor control. Typing in the word “NEW” in the template field allows you to create a
new General Ledger invoice distribution template. The template that is created using the
word “NEW” will not be the default for this vendor unless you answer to save the
changes. If answered it will be used only for the present invoice entry.

This field can be also used for Allocation codes. You can enter an allocation code and the
G/L distribution will be formed accordingly.

i1 Invoice Distribution

Company 1 AUTOPOWER TRUCKPARTS Batch Number 7134 Fl-Help
Branch No 1 AUTOPOWER TRUCKWAREHOUSE Item Number 1
Vendor No 100 AUTOPOWER CORPORATION

Invoice No 6565659 Invoice Amount 4000.00 F3-Lookup

T B
o F5-Verify PO

GL Acct Description Distribution Amount| Reference
1350 INVENTORY 4000.00 [INVENTORY
G460 FREIGHT CHARGES 0.00|FREIGHT

F2-0K

Total Distribution 4000.00

GL Acct

If the General Ledger Account number needs to be changed you may do so. If a General
Ledger distribution line needs to be deleted you may enter a(\ ] at the beginning of the
General Ledger Account number field and press return. This will delete this General
Ledger Account number distribution line only.

Description
The description will default to the description in the General Ledger Chart of Accounts.

Branch, Department, Invoice Amount
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The branch, department and the invoice amount will default to the current information on
the invoice that is being entered.

If there are two lines in the template, and there is a freight amount on the invoice, it is
assumed that the freight amount belongs to the second line, which is assumed to be the
freight G/L account.

Function Keys

Other options can be found by pressing any of the following function keys:

. Notes: Select (F6) Notes to enter notes pertaining to this invoice. To
display the Invoice Notes screen, press the Notes function key from the Invoice
Entry screen. Unlimited notes can be entered in this window. When you select (F6 ),
the Invoice Notes Screen will display as illustrated below.

i1 Invoice Notes g|
This is the monthly insurance premium. J F2-Save
F4-Del
VY
Click (2] to save the notes entered into the notes section.
o HoldReason: If you enter an invoice with a pay code of 2 (on hold), you

may enter a reason the invoice is on hold. The invoice will not be released from hold
until you change the pay code to a 1.

The screen entitled "Why is this Invoice on hold?" is illustrated below.

57_’:: Why is this Invoice on hold?

his invoice is on hald until PO s verified. F2-0K

Click (F2] to save the notes entered for the Invoice on Hold Reason section.

Click Quit when you have completed entering invoices.

AutoPower Corporation Copyright 2017 Page 83



Business Pro Accounts Payable Workbook

RECURRING BATCH PROOF

Once a batch of recurring invoices has been entered, a Batch Proof Report must be
printed to verify the accuracy of the data. A Recurring Batch Proof Report must be
printed before a Recurring invoice batch can be posted.

The Recurring Batch Proof Screen is illustrated below.

il Recurring Batch Proof B|

Batch No I Fl1-Help
Ok To Print? |
F3-Lookup

Aty

=

Batch Number
Type in the Batch Number you want to print and press (Enter~].

Press the — Lookup Function Key to display a list of batches that has not been
posted. When (F3] is selected the following screen will display:

[ -
s
(]

Fle Search Tag Help
Batch Mo |Operatar Created|Froof Flag Date Posted

07/17/08 09,/22/08

07/e1/08 v

12/04/08 v 12/04/08
02/27/09 N

Accept | Cancel

The window displays the Batch Number, Operator, Date Created and Proof Flag. The
proof flag indicates if the batch proof report has been printed.

You may use your arrow keys to highlight your selection, and then press (Enter—).
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=

i) Recurring Batch Proof

Batch Mo |7134
Ok To Print? H

OK To Print?

If you enter for yes, the printer dialogue box will display:

To proceed to the next step, Post Batch, you MUST print a Batch Proof Report either to a
Printer or to an Auxiliary Printer before posting.

i Recurring Invoice Proof Report
Fle Exit

AUTOPOWER TRUCK PARTS

Recurring Invoice Proof Report By Operator CYNTHIA
Batch Number 7184

Printed on 02/27/09 10:45am Page 1

Item Invoice Number Vendor Name Day Invoice Amount Br Dept G/L Account G/L Amount

1 6565659 100 AUTOPOWER CORPORATION 15 4000.00 1 161350 4000.00

1 168460 0.00
SOFTWARE

Totals for invoice 4000.00 4000.00

Grand Totals 4000.00 4000.00

R*AP BATCH*RPROOF
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RECURRING BATCH POST (MUST BE POSTED MANUALLY) THE SYSTEM
DOES NOT AUTOMATICALLY POST RECURRING BATCHES.

Recurring Invoices must be posted manually to the Open Item File for each period. The
Recurring Batch Post routine below will automatically record all invoice entries made to
the open item file. When you post a recurring batch, an additional screen will display to
inform you when a particular batch was last posted to help avoid an error in double
posting.

"
i# 5732 BPRO AP Accounts Payable 27 FEB 2009
Maintenance [IEUETEWIEN Inquiies Reports Updates Help

Click on Transactions

e Click on Recurring Invoice
ot o crecs TN ¢ Click on Batch Post

Void Unused Checks Batch Delete

Bank Reconcilation ~ »

The Recurring Batch Post Screen is illustrated below.

' Recurring Batch Post

Batch No F1-Help
Total Invoices

F3-Lookup

Total Distributions
Year

Period

Ok To Post

Batch Number
Type in the Batch Number to post and press (Enter<=).

After entering the Batch number following screen will display:
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r

i Batch 7017

LastPosted By
Last Posted On
Last Posted at

Posted To Year
Posted To Period

Posted By: Operator who posted the last batch.

Posted On: The date the batch was last posted.

CYMNTHIA
02/27/09
11:15am

2009
9

Time: The time the batch was last posted.

Posted to Year: The year the batch was last posted to.

Posted to Period: The period the batch was last posted to.

Total Invoices

This is the total dollar amount of all invoices in this batch.

Total Distributions

This is the total dollar amount of all the distributions in this batch.

Year

Type in the Year to post this batch of recurring invoices to and press (Enter«).

Period

Type in the period to post this batch of recurring invoices to and press (Enter-—).

Period Ending Date

This field indicates the Period Ending Date.

OK To Post

If you enter for no, you will return to the Main Menu.
If you enter for yes, the following prompts will display on the screen:
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"You are about to post batch NNN”.
“OK to post?"

If you do not want to post this batch, answer for no.

Answer for yes, to complete the posting process. When posting has been completed, the
following prompt will display.

"POSTING COMPLETE"
If a Batch Proof Report has not been printed yet, the following message will display:

"Proof Report has not been printed” The batch will not be posted until the proof report
has been printed.

Press to return to the Batch Post Screen.

Note: A Recurring Batch can only be posted once per day. If you attempted to post a
Recurring twice in the same day, the following message will display:

"Batch has already been posted today. You may post again tomorrow."
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RECURRING BATCH DELETION

The Recurring Batch Deletion option will allow you to delete a recurring batch.

_—
i 5732 BPRO AP Accounts Payable 27 FEB 2009 CI i Ck on Transacti ons
Maintenance [MIEHCEGISEN Inquiies Reports  Updates Help . . .
noe Click on Recurring Invoices
Pay Invoices 4 Batch Proof
Void Posted Checks  *|  Batch Post A CI I Ck on BatCh De I ete
Void Unused Checks <

Bank Reconciiation  *

The Delete Batch Screen is illustrated below.

=

i Delete Batch

Batch No l F1-Help
Ok To Deleta? |

F3-Lookup

Batch Number
Type in the Batch Number to be deleted and press (Enter~).

Press (F3] — Lookup to display a list of recurring invoice batches that has not been
posted. When selected press (Enter~—], the following screen will display:
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X

Flie Search Tag Help
Batch Mo | Dperator Created|Proof Flag Date Posted |
Cv] 071708 v N2/27 /09

07421408 v

12404408 v 12404408
02/27/09 M

OK To Delete?

If you answer , you will return to the Main Menu.
Type in to delete this batch and press (Enter—=). The following prompt will display:

"You are about to delete the entire batch, Are you sure you want to do this?"
Select NO if you do not wish to delete the batch. You will return to the Main Menu.

Select YES to continue with the Batch Deletion process. The following message will
display the deletion process is complete:

"Batch ### deleted"

Press to continue with other processing and return to the Main Menu.
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It’s time for another test!!!

1.

The Transaction menu is utilized for processing invoices and
performing bank reconciliations.

a. True
b. False

The Invoice Entry screen is used to enter a batch of checks.

a. True
b. False

All invoices must be posted to the same Year and Period in an invoice entry
batch.

a. True
b. False

The Vendor number and Terms codes may be created off the Fly in an invoice
entry batch.

a. True
b. False

To post a batch of invoices you must print the batch proof report.

a. True
b. False

There are 4 different Pay Code types for an invoice.

a. True
b. False

An ACH Transaction can be entered using a Pay Code 4 type invoice.

a. True
b. False

The discount amount for an invoice can be calculated based on the AR Terms
code.

a. True
b. False
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10.

11.

12.

13.

A batch proof report must be printed to a printer in order to post a batch of
invoices.

a. True
b. False

The batch deletion option will delete a batch of invoices after it has been
posted.

a. True
b. False

The posted invoice maintenance option will allow you to change the invoice
date, due date, description, po number, shipper number, pay code and discount
amount.

a. True
b. False

The posted invoice removal option will allow you to remove a posted invoice
and will create the correct entries in the general ledger.

a. True
b. False

Recurring Invoices post automatically to the general ledger at the end of
month.

a. True
b. False

Page 92
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PAY INVOICES MENU

The options on the Pay Invoices Menu pertain to the payment of Accounts Payable
invoices. When an invoice is paid, it will move to the Paid Item File.

i1 5732 BPRO AP Accounts Payable 27 FEB 2009
Maintenance RIELE-sGS8 Inquiies Reports Updates Help
Invoice 4
Recurring Invoice r

Process Regular Checks 4 Select Invoices to Pay ”l
Il

Void Posted Checks * Process Manual Checks 4 Print Payment Worksheet
Void Unused Checks Process Quick Checks 4 Edit Invoices to Pay

Process Met Zero Checks
Bank Reconciiation  * Print Checks

Posttive Pay Upload Remove Checks from Register
Positive Pay History Print Check Remittance Advice
Print Check Register

Delete Check Batch Post Checks

Historical Remittance Advice

(=]

Click on Pay Invoices
Click on Process Regular Checks
Click on Select Invoices to Pay

Menu Selections

To select a menu option, use the arrow keys to move around the menu, then
press when the selection is highlighted. Entering one of the following keys may

also choose an option:

. Select Invoices to Pay: The option, Select Invoices to Pay, will select invoices

for payment based on the criteria you enter.

. Print Payment Worksheet: Select

to print the Payment Worksheet. The

Payment Worksheet will list all of the invoices that have been selected for

payment for each vendor.

e (E) Edit Invoices to Pay: To add or delete invoices for payment, select (E] to Edit
Invoices to Pay. You can use this option to select invoices for payment for just

one vendor.

e (€] Print Checks: To print the checks, select (C] to Print Checks.

o Remove Checks from Register: Remove Checks from Register will allow you to
remove checks that were printed and are not posted from the Check Register so

you will not post a check in error.

This may be necessary if the check run

produces a torn check or if a check is used for alignment purposes.
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Print Check Remittance Report: You may print a Check Remittance Report if
all of the invoices you are paying do not fit on the check stub. To print the report,
select for Print Check Remittance.

Print Check Register: Select to Print the Check Register. This report is a
listing of all checks that were printed during the check run and have not yet been
posted to history.

Post Checks: Once all checks have been successfully printed and agree with the
check register, select to Post the Checks to the Paid Item File.

Manual Check Entry: Manual Check Entry is used to “pay off” invoices that
were paid with a ‘hand written” check. Manual Checks do not print a check.

Print Manual Check Register: The Manual Check Register will print a listing
of checks that have been entered via the Manual Check Entry process.

Post Manual Checks: Select to Post Manual Checks to the Paid Item File.
Quick Checks: The Quick Check feature will allow you to enter an invoice and

issue a check quickly in one step. You may also pay invoices that are already in
the open item file.

After an option is selected and processing is complete, the menu redisplays and another
option can be selected.

Page 94
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SELECT INVOICES TO PAY

The option, Select Invoices to Pay, will allow you to select available invoices with a
paycode of “1” based upon specific criteria. You may select invoices to pay for a single
branch or for all branches.

The Select Invoices to Pay Screen is illustrated below.

=

i Select Invoices to Pay

Company

Branch

Date Type
Date
QOnly Those with Discounts

Vendaor Type
Buying Group
Currency Code

CheckYear
Check Period

Sort Payment Worksheet

0K to Select Invoices to Pay?

Company

Type in the Company Number you want to select invoices for and press (Enter<—]. After
entering Company Number the name of the company will display.

Branch
To select invoices based on a per branch location, type in the single branch number and

press :

To select invoices for all branches, enter the word ALL. Once you have selected a branch
number, the name of the branch will display in this field. If you are setup for Multi-
Branch distribution, then you must use ‘ALL’ as your branch throughout the payment
processing.
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Date Type
o X
Company |‘l AUTOPOWER TRUCK PARTS F1-Help
Branch lELL All branches

Select For Payment Options

Irvoice Date Discount Due Date

Check Year |
Check Period |

Sort Payment Worksheet |
OKto SelectInvoices to Pay? |

Due Date

The invoice selection process will select invoices that are due on or before the Due Date
that you enter in this field. The current date will default in this field. You may change
the due date if necessary.

To select a date using the pop-up calendar, press (F3 - Lookup function key.
Invoice Date Type

The invoice select process will select invoice with the Invoice Date on or before the date
that you enter in this field. The current date will default in this field. You may change the
invoice date if necessary.

Discount Due Date

The Discount Due Date select process will select invoices with the Discount Due Date on
or before the date that you enter in this field The current date will default in this field.
You may change the Discount Due Date if necessary.

Only Those with Discounts?

To select only the invoices with discounts, enter for Yes. If you select for No, all
invoices meeting the other criteria will be selected.
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Vendor Type

If you want to select invoices based on Vendor Type, enter the vendor type in this field or
you may enter the word “ALL” to select all vendor types. The vendor type must be setup
in the Vendor Type Table. If you do not use Vendor Types, use the word “ALL”.

=

i Select Invoices to Pay

Company |‘| AUTOPOWER TRUCKPARTS F1-Help
Branch IZLL All branches

F3-Lookup
Date Type |Due Date
Date |DZ£2?IDS‘
Only Those with Discounts |N
Vendor Type m
Buying Group | 20,
Currency Code | E
CheckYear |
Check Period |
Sort Payment Worksheet |
OKto SelectInvoices to Pay? |

Buying Group

If you wish to select invoices based on Buying Group, enter the buying group in this field
or “ALL” for buying group. The name of the Buying Group will display.

Currency Code (If you do no use Currency Codes “press (Enter<)”)

NOTE: Enter a Currency Code only if it is different from your default. If the currency
code is not different from your default, press return. LEAVE BLANK. This field will
display the Currency Description once you have selected a currency code.

Check Year/ Check Period
Type in the Check Year and the Check Period.
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Sort Payment WorkSheet?

The Sort Payment WorkSheet option has six sorting options for the Payment Worksheet
that may be selected.

Vendor#, Inv Date, Inv No
Vendor#, Due Date, Inv No
Vendor #, Disc Date, Inv No
Vendor Name, Inv Date, Inv No
Vendor Name, Due Date, Inv No
Vendor Name, Disc Date, Inv. No

S R A

OK to Select Invoices to Pay?

If you select for no, the cursor will return to the company number field.

To proceed with the invoice selection process, select for yes. Once the selection process
has been completed, the following screen will display:

i Selection Results

Mo of Checks 180
Mo Of Invoices 802
Total Amount 498.139.14
Batch No 2727

The Select Results screen will display the number of checks that will be printed, the total
combined number of invoices that the system selected for payment. The total amount
field displays the total amount of the invoices. The invoices that have been selected will
be assigned a Batch Number.
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Select OK to continue with the invoice selection process. The following prompt will
display:

"Would you like to print the payment worksheet for batch number ####”?

r

5B+ Dialog

& Would you like to print the payment

wiorksheet for batch number 27277

If you select for no, the next prompt will display. If you select for yes, you will be
prompted for an output selection in the printer dialogue box.

We suggest that you print the payment worksheet to review the invoices that were
selected.

The next prompt that will display is:

=

SB+ Dialog

& Wiould you like to editthe selected

invoices?

“Would you like to edit selected invoices?"

If you select for no, you will return to the Main Menu ready for the next step in the
check printing process.

If you select for yes, the Edit Invoice to Pay Screen will display.
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PRINT PAYMENT WORKSHEET

If you did not print the Payment Worksheet during the invoice selection process, you may
print the report from this menu option. The Payment Worksheet is a listing of all
invoices that been selected to be paid in this check run.

g e Click on Pay Invoices
Soect voces o oy .
Void Posted Checks  »|  Process Manual Checks ' ' Cllck On Process Regular Checks

Void Unused Checks Process Quick Checks *|  Edit Invoices to Pay

Bank Reconciiaton  * Process Het zero Checks Print Checks C I I Ck O n P ri nt Paym e nt WO rkSh eet

Positive Pay Upload Remove Checks from Register
Posttive Pay History Print Check Remittance Advice

‘ - . Print Check Register
Delete Check Batcl Post Checks

Historical Remittance Advice

The Print Payment Worksheet screen will display as shown below:

i Print Payment Worksheet

Batch No | F1-Help

Company F3-Lookup
Branch
Check Year

Check Period

Type 2

-"ﬂ
Currency Code E

Sort By I_
OKtoPrint? [

To display a list of the check batches that are not posted, press (F3]- Lookup function
key.
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OK to Print?
Type in for no and you will return to the Main Menu.

Type in to continue with the printing of the payment worksheet. The printer dialogue
will prompt you for an output selection.
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Example of Payment Worksheet is shown below.

21 AccuTerm 2K2 - [DEV (2)]
B b £dt vew Toos Reset window Help

AUTOPOWER SOUTH
Payment Worksheot For Batch Number 2430

Printed On 09/22/88 12:23:57 For Period 6 In the Year 2008 Page 1
Sorted by vendor Name, Disc Date, Inv No . Selected by Invoice Date
vondor Name & Address Tnvoice No. PC InvDate DueDate Dschate Inv At Prev et DISC Not Pt
100 AUTOPOWER TRUCK PARTS 555555 1 05/29/088 08/27/88 08/10/08 589.00 000 o000 §39.00
375 TECHNOLOGY PARK 1471123089 1 07/17/08 08/15/08 150.00 000 -2.50 147.50
SIE 109
LAKE MARY | FL 32746
7% 10TH NET 30TH
Totals for vendor 100 - AUTOPOWER TRUCK PARTS 7139.00 0.00  -2.50 736.50
Report Totals 7139.00 0.0 -2.50 736.50

R*AP_PAY*PHT WORKSHEET
Page 1 from Column 1 - Cursor Scroll or Press <Enter> to Cont Lnue

EEX]

o
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EDIT INVOICES TO PAY

The Edit Invoices to Pay Screen will allow you to add, change, or delete invoices selected
for payment to a vendor. You may add or remove invoices using this option. It is also
possible to remove a particular vendor and all of his invoices from the payment
worksheet by simply using the Delete function key after pulling up the invoices.

The (F5]) Add Invoices function key will enable you to add invoices to the payment
selection for this vendor.

To remove an invoice from the payment list place the cursor in the first position of the
invoice number and then press the (\ ] backslash key.

It is also possible to do a vendor Inquiry by using the Vendorlng function key.

You can perform a Reach-Thru by pressing the Reach-Thru function key while your
cursor is placed on any Invoice Number. This will display the invoice details.

You may bypass the “Select Invoices to Pay” screen and instead, create a batch by going
directly to this screen and typing in the word “NEW?” for the batch number and then press
the (F5 J-AddInv function key to add just this vendor’s invoices. This is a great way to
pay just one vendor.

After editing the invoices to pay it is suggested to re-print the payment worksheet to
reflect your changes.

The Edit Invoices To Pay Screen is illustrated below.

@

i Edit Invoices To Pay

P

Batch No I Check Year F1-Help

Company I_ Check Period I_

Branch | Currency Code [P

Vendor | Terms F3-Lookup

Address Take Discount On Past Due? FA-Delete
F5-Add Invoice

Invoice Number Due Date Amnount Due Amt To Pay Percent Disc Amount Net Payment‘ ey endoning

F7-WorkSheet
F8-Sort

F10-RchThru

AR,

=
&
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Batch No.
Type in the Batch Number to Edit.

Once you have entered the company number, the name of the company, branch, check
year, check period and currency code will display.

You may also start a new batch by keying the word “NEW?” in the batch number field.
Vendor
Type in the Vendor Number whose invoices you want to edit and press (Enter<—].

Once you have entered the vendor number, the invoices that were selected for payment
will display on the screen.

r

i1 Edit Invoices To Pay

Batch No E?Z? Check Year IZDDS\ F1-Help
Company [ AUTOPOWER TRUCKPARTS Check Period i 01/31/09
Branch FLL All branches Currency Code | [P
Vendor 100 AUTOPOWER CORPORATION Terms B 2% 10TH NET 30TH [FAetary
Address 525 TECHNOLOGY PARK Take Discount On Past Due? Y F4-Delete
LAKE MARY FL 32746 Selected by Due Date

F5-Add Invoice
Invaice Number Due Date Amount Due Amt To Pay Percent Disc Amount MNet Payment: | Foafemiler i)
ﬁ 06/14/03 -0.67 -0.67 033 |
59873 07/14/08 -0.68 -0.66 | || T
25552 06/10,/03 £,565.00 6555.00 6555.00| —
2212 06/10/08 252.00 262.00 262,00 F8-Sort |
12121154 06/10/03 £5,556.00 BEEEE.00 65556.00
12546262 06/10/03 -150.00 -150.00 1.00 1.50 14850 F10-RchThru
22222 06/10/03 365.00 365.00 2.00 -7.30 357.70
32121 06/10/08 65.00 BE.00 152 -0.99 64.01 .
66666385 06/10/03 365.00 365.00 41.10 150.00 51600 « g

103,786.62 103,786.62 -352.00 10343662

Terms & Terms Description

The Terms code & name will display based on the terms entered on the Vendor

Maintenance Screen.

Discount On Past Due?

This field will display a or an to indicate if the vendor will allow you to take a discount

on invoices that are past due.

Invoice Number

The open invoice numbers will display when the vendor number is entered.
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If the Invoice Number you want to pay does not appear when you enter the vendor
number, you may enter the invoice number in this field. The invoice must already exist in
the system. You cannot enter a new invoice from this screen.

If you do not wish to pay any of the invoices selected for this vendor, select the -
Delete function key to delete this vendor from this selection. To delete one invoice from
the selection, enter a backslash (\ ] in the first position of the Invoice Number column.
Your screen will momentarily be black and then the invoice will be removed.

You may also add invoices, by selecting (F5 )-Add Inv function key. When you select
(F5J-Add Inv function key the following prompt will display:

""Select invoices by due date?"'

If you type in for no, the system will automatically select all invoices that are open for
this vendor.

If you select for yes, a prompt to enter the desired due date will display. Type in the due
date and press (Enter——]. The system will select all invoices up to the due date entered.
You can also enter — Lookup function key and then use the multi-tag option to
select the invoices that you would like to pay.

Due Date
This is a display only field and it reflects the due date of an invoice.

Amount Due
Amount Due will display the invoice balance due amount.

Amount To Pay

Type in the dollar amount to be applied to this invoice and press (Enter<—]. The amount
cannot exceed the amount due.

Disc Pct

If there was a discount taken on this invoice, you may change it at this time. Enter the
discount percentage to be taken on this invoice. The amount due minus the discount
amount will be the net amount paid.

Discount Amount
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You may enter a discount amount. The discount amount entered will be subtracted from
the amount due to determine the net amount to be paid.

Net Payment
The Net Payment will equal the Amount to pay minus the Discount.

Totals
The column totals are displayed at the bottom of the screen. The totals that display are:

e Total Amount Due

e Total Amount to Pay
e Total Discount

e Total Net Payment

When you press to save your entries, the following prompt will display:
"Total check amount is $X,XXX.XX”. Is this correct?"
If you select for no, you will return the Edit Invoices Screen.

If you select for yes, your changes will be updated to the payment worksheet. You will
return to a blank Edit Invoices Screen for entry of another vendor to edit.

Function Keys
Other options can be found by pressing any of the following function keys:

e (F5) AddInvoices: To add invoices to the selection of payments, select -
AddlInvoices function key. You may select the invoices to be added by due date or
you may select all invoices for a particular vendor.

o VendorIng: To view information about the vendor that you have entered on the
Edit Invoices to Pay screen, select (F6)-VendorIng. This will display a screen that
looks like the Vendor Master Record. It is inquiry only, so no changes can be made
from here. You may view Vendor Notes, the default General Ledger Distribution for
this vendor, Open Items, Paid Items, and Activity on his account.

. Worksheet: The Worksheet feature will allow you to print a worksheet from the
Edit Invoices to Pay screen.
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o Sort: The Sort feature will allow you to change how the invoices are being
sorted on the screen. You can change the sort to be by Due date, Invoice Date or
Discount Due Date.

o ReachThru: The ReachThru feature will allow you to view information about a
particular invoice. Highlight the invoice you want to review, select the — Reach
Thru function key which will display a screen similar to the Invoice Entry Screen.
You will not be able to make changes from this screen. From this screen, you can
view Invoice Notes and a Hold Reason for this invoice.
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REGULAR PRINT CHECKS

To print checks, select the Print Checks option on the Pay Invoices Menu. Checks may be
printed as many times as necessary before posting. This is useful in cases where the
checks are torn in the printer, or the checks are out of alignment.

The BusinessPro Accounts Payable check-printing feature is designed to efficiently use
your pre-printed check. Each check has a number of invoices that it can accommodate on
the check stub. If the number of invoices on the check exceeds the number of print lines,
the phrase "SEE ATTACHED REMITTANCE ADVICE" prints on the check stub. After
the checks have been printed a dialog box appears asking if you would like the remittance
advice to be printed. The remittance advice will only be printed when you tell the system
to do so. This gives you time to change your stationery if you don't have a dedicated
check printer.

i1 5732 BPRO AP Accounts Payable 27 FEB 2009

Maintenance [RIEHESSTShEN Inquiies Reports Updates Help
»

Click on Pay Invoices
Click on Process Regular Checks
Click on Print Checks

Invoice
Recurring Invoice ~ »
scect nvoces o 7ay
Void Posted Checks »|  Process Manual Checks *|  Print Payment Worksheet
Void Unused Checks Process Quick Checks *|  Edit Invoices to Pay
Process Met Zero Checks

a

Bank Reconcilation ~ » Print Checks
Positive Pay Upload Remove Checks from Register
Posttive Pay History Print Check Remittance Advice
Print Check Register

Delete Check Batch Post Checks

Historical Remittance Advice
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The Print Check screen will display as shown below.

=

i Print Checks

Batch Mo | 2727 Fi1-Help
Company 1 AUTOPOWER TRUCKPARTS F2-Pri Chks
Branch ALL All Branches -
Check Year 2009 | ol
Check Period 1 01/31/09

Type R REGULAR CHECKS

Currency Code Do

Bank Mo |_1 AMERICAN BANK H

First Check | 2800

Check Date m—

Field Descriptions

Batch No.

Type in the Check Batch Number for the checks you would like to print. To display a list
of Check Batches that has been entered into the system, Press — Lookup.

Once you have selected the batch, the company number, the name of the company,
branch, check year, check period, type of check run and currency code will display.

Bank No.
The Bank Number field will display your default bank number.

First Check

The First Check number field will default to the first check number that is setup in the
Bank Control File. The First Check number does not advance when checks have been
printed, only after the check batch has been posted. Always verify that this is indeed the
correct number prior to running checks.

Check Date

The Check Date is the date that will print on the Accounts Payable checks. It can be
changed to reflect another date.
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Once you have answered the last field and you press Enter or the Press F2 — Prt Chks
function key the following prompt will display:

=

5B+ Dialog

You are aboutto print checks starting with
check number 2800. |s this correct?

wes Mo

You are about to print checks starting with check number XXXX. Is this correct?"

If you select no, you will be prompted for a different starting check number.
If you select yes, you will proceed with the check printing process.

Once the checks have printed, the following prompt will display on the screen:

"Did all the checks print successfully?”

SB+ Dialog

If you select no, you will be prompted for the
last good check number printed or enter
NONE if none of them printed successfully.

& Did all the checks print successfully?

y ¥

]
+# SB+ Prompt

Enter the last check number printed or NONE

Accept ‘ Cancel

If you enter the last good check number printed, you may continue processing this
check run including printing the check register. After posting, you may go back and
reprocess the balance of the check run.

In a failed check run, when the operator answers that not all checks printed properly, and

then escapes when asked what the last good check number was, the system will react as if
they had entered “NONE” and delete ALL the check records in that batch. You will have

to re-print the checks again.
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If you type in the word NONE, all the checks in this batch will be removed from the
check work file. All the invoices will still be in the payment worksheet file so you can
re-print your checks in this batch. You will return to the Main Menu.

If you select yes, the following prompt will display:

=

SB+ Dialog

Wwiould you like to print the remittance
achice?

"Would you like to print the remittance advice?"

If you answer for yes, the following screen will display.

Answer (ves to print remittance advice for
every check. Answer (Mo to print
remittance advice for only those checks
with overflaw.

Answer “Y” for Yes to print the remittance advice for every check in the check run.
Answer “N” for No to only print those checks that will have a overflow of invoice
information that will not fit on the check stub.

When answering Yes to the above question, the printer dialogue box will display.
Then you will advance to the next prompt.

If you answer for No to the previous question and you do not wish to print the
remittance advice, you will advance directly to the next prompt.

[~ A

SB+ Dialog

& Would you like to print the check register?

res Mo

AutoPower Corporation Copyright 2017 Page 111



Business Pro Accounts Payable Workbook

"Would you like to print the check register?™

If you answer for Yes, the printer dialogue box will display so that you may select your
output option.

If you answer for No, you will advance directly to the next prompt.

-

SB+ Dialog

& YWould wou like to post the checks?

"Would you like to post checks?"

NOTE: Do not post until after you have compared the printed checks with the
payment worksheet and the check register. They must all agree before you
post.

If you answer for No, you will return to the Main Menu.
If you answer for Yes, the system will prompt you through the check posting process.

The batch number will display in the Post Checks dialogue box. Type in and press
to Post the Check Batch.

£ Post Checks

Batch No | 2727 Fi-Help
Company 1 AUTOPOWER TRUCK PARTS

Branch ALL All Branches

Check Year 2009

Check Period 1 01/31/09

Bank No 1 AMERICAN BANK 0%
Type R REGULAR CHECKS E
Currency Code

OKto Post? | H

The “Checks Have Been Posted” screen will display as shown below.

5B+ Dialog

\in) Checks Hawve Been Fosted
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REMOVE CHECKS FROM REGISTER (PRIOR TO POSTING AFTER CHECKS
HAVE BEEN PRINTED.)

The Remove Checks from Register option will remove the check from the check register
prior to posting and void the check.

i1 5732 BPRO AP Accounts Payable 27 FEB 2009
Maintenance [RIEUETaWISN Inquires Reports Updates  Help

Invoice
Recurring Invoice

»
Process Regular Checks » Select Invoices to Pay

Void Posted Checks  * Process Manual Checks 3 Print Payment Worksheet

Void U d Check: P Quick Checks 4 Edit I to Pz H M H
ST s et e s =2 Click on Edit Invoices
Bank Reconcilation  * Print Checks .
postve ray Upead
Positive Pay History Print Check Remittance Advice CI ICk On PrOCeSS RegL'IIar CheCkS
Print Check Registe H
ekt Creck ath prnt ek Regeter Click on Remove Checks

Historical Remittance Advice

from Register

The option to Remove Checks from the Check Register will allow you to remove any
checks in the check work file that you do not want to post. The invoices attached to these
checks will remain in the payment worksheet file. You must remove these invoices from
the payment worksheet file via Edit Invoices to pay option before you post the other
checks.

The screen will display any checks that are found within the range of checks you specify,
together with the Vendor Number and Check Number.
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The Remove Check from Check Register Screen is illustrated below.

i Remove Check from Check Register

Company I Fl1-Help
Branch | :
Bank No | T
Starting Check No | F3-Lookup
Ending Check No |

Yendor |Vend0rName Check Murnber Amount|

Field Descriptions

Company

Type in the Company Number of the check you want to remove from the Check Register
and press (Enter-—). When you have entered the company number, the Company Name
will display in this field.

Branch

Type in the Branch Number you want to remove checks from or you may enter ALL for
all branches and press (Enter<—]. It is a required entry. The Branch Name will
automatically display in this field when you enter the branch number. This field is for
informational purposes only.

Bank Number

Type in the Bank Number the checks were written from and press (Enter——). The Bank
Name will display when you have entered the bank number.

Starting Check Number

You may enter a range of Check Numbers to remove. At the Starting Check Number
field, enter the first number in the range.
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Press (F3] to display a list of check records to choose from. The following screen will

display:

-

i! Remove Check from Check Register

|‘I AUTOPOWER TRUCK PARTS

Company F1-Help
Branch M All branches
Bank No I‘I— AMERICAN BANK (R
Starting Check No |§194—
Ending Check No E19‘1’
Edor Yendor Name Check Mumkber Amount|

Qv REBUILD 2194 £4.25

You may use your arrow keys to highlight your selection and press (Enter<—).

Ending Check Number

In the Ending Check Number field, type in the last check number in the range you want
to remove. If you only want to remove one check, the ending check number will be the
same as the starting check number.

Press (F3) - Lookup function key to display a list of check records to choose from. You
may use your arrow keys to highlight your selection, and then press (Enter«—).

Once you have entered the Ending Check Number, the fields listed below will display.

Vendor
The vendors for each of the checks that are being removed from the register will display
in this column.

If a check displays that you do not want to remove, highlight that vendor for that check,

then enter the backslash (\] (Enter~=).
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Vendor Name
This field will display the name of the vendor.

Check
This column will list the check numbers marked for removing.

Amount
The data in the Amount column is the amount of each check.

Once you have entered your selections, select to remove the checks on the Check
Register.

The prompt below will display, informing you of how many checks were removed from
the check register.

e 1 check has been removed from the check
register

Continue
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PRINT CHECK REMITTANCE REPORT

If all the invoice numbers cannot be printed on the check stub, then a remittance note will
be generated on the check stub stating that there is a remittance advice attached. Using
this option can generate the Check Remittance Report. This remittance note can then be
attached to the check for payment. This is the same Remittance Advice that we printed
previously in the check run. This is just another access to it from the menu.

i 5732 BPRO AP Accounts Payable
Maintenance [RIEUE=wisl N Inquiries Reports Updates Help
»

Invoice
Recurring Invoice

Void Unused Checks Process Quick Checl

Bank Recondiiation ~ *
Positive Pay Upload
Positive Pay History

Delete Check Batch

ks

Process Net Zero Checks

Historical Remittance Advice

27 FEB 2009

Process Regular Checks [d  Select Invoices to Pay

Void Posted Checks  *» Process Manual Checks

Print Payment Worksheet
Edit Invoices to Pay

Print Checks
Remaove Checks from Register

Click Transactions
Click Pay Invoices
Click Process Regular Checks

Click Print Check Remittance
Advice

Print Check Remittance Advice :
Print Check Register
Post Checks

The Print Check Remittance Screen is illustrated below.

3

i Print Remittance Advice

| 2706

1 AUTOPOWER TRUCKPART

Batch Mo

Company
Branch
CheckYear
Check Period
Type
Currency Code
Print All ltems?
OK to Print?

ALL

1
R

NI
—

All Branches
2009
01/31/09
REGULAR CHECKS

F1-Help
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Batch No.
Type in the Batch Number and press to print the remittance advice.

Once you have selected the batch number, company number, name of the company,
branch, check year, check period and currency code will display in these fields.

Print All Items? If you would like to print ALL of the invoices that the check is paying
on the remittance advice, type in for Yes. If you would like to only print the invoices that
did not print on the check stub, type in for No.

OK to print?

If you select for yes, the printer dialogue box will display so that you may select your
output option.

If you select for no, the cursor will return to the Batch Number field.
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PRINT CHECK REGISTER

The Check Register prints the checks that were printed and not posted in a check run.
Once the checks have been posted, the checks are moved to the Check History file, which
will be reported on the Monthly Check Register.

i 5732 BPRO AP Accounts Payable 27 FEB 2009

Maintenance [IENEes N Inquies Reports Updates Help
Invoice 4
Recurring Invoice ~ * H -
Select Invoices to Pay Click on Pay Invoices
Void Posted Checks  » Process Manual Checks L3 Print Payment Worksheet -
Void Unused Checks | Process Quick Checks | Edit Invoies to Pay Click on Process Regular Checks
Bank Recondiiation  * FProcess Net Zero Checks Print Checks H H H
Positive Pay Upload Remove Checks from Register CI ICk On Prl nt CheCk ReQISter
Positive Pay History Print Check Remittance Advice
Print Check Register :

Delete Check Batch
Historical Remittance Advice

Post Checks

The Print Check Register Screen is illustrated below.

E""_f Print Check Register

Batch Mo | F1-Help

Company F3-Lookup

Branch

Check Year
Check Period
Type

Currency Code

Detail or Summary? |

QK to Print? |

Batch No.
Type in the Batch Number for the Check Register and press (Enter~].

Once you have selected the batch number, company number, name of the company,
branch, check year, check period and currency code will display in these fields.
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The Summary Check Register is illustrated below:

@

i Summary Check Register
Fle Exit

AUTOPOWER TRUCK PARTS
Summary Check Register

For Bank Number 1

Batch Number 2670

For Period 12 in the Year 2008

Printed on 02/27/09 01:31pm Page 1

Co Check Payee Chk Date OrigInv PrevPay Disc Amt Net Amt
1 2136 1559 TED REBUILD 12/16/08  31.65 0.00 0.00 31.65
1 2138 8877 AD CONVERSION SERVICES 12/16/08  12.65 0.00 0.00 12.65

Report Totals for 1- AMERICAN BANK  44.30 0.00 0.00 4430

General Ledger Distribution

Company Branch Department G/L Account Distribution
1 1 1 1350 12.65

The Detail Check Register is illustrated below. The Detail Check Register prints with the
Invoice Numbers and the GL distribution that the check is paying.

=

i Detailed Check Register
Fle Exit

AUTOPOWER TRUCK PARTS 1
Detailed Check Register

For Bank Number 1

Batch Number 2670

For Period 12 in the Year 2008

Printed on 02/27/09 01:38pm Page 1

Co Check Payee Chk Date OrigInv Prev Pay Disc Amt Net Amt
1 2136 1559 TED REBUILD 12/16/08  31.65 0.00 0.00 31.65
Invoice Number Date Orig Inv Prev Pay Disc Amt Net Amt

675598 11/15/08 31.65 0.00 0.00 31.65

Report Totals for 1- AMERICAN BANK 31.65 0.00 0.00 31.65

1 2138 8877 AD CONVERSION SERVICES 12/16/08  12.65 0.00 0.00 1265

Invoice Number Date Orig Inv Prev Pay Disc Amt Net Amt

643322 10/05/08 12.65 0.00 0.00 12.65 D
Report Totals for 1- AMERICAN BANK 12.65 0.00 0.00 12.65
Report Totals for 1- AMERICAN BANK 44.30 0.00 0.00 4430
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i Detailed Check Register

File Exit

AUTOPOWER TRUCK PARTS
Detailed Check Register

For Bank Number 1

Batch Number 2670

For Period 12 in the Year 2008

Printed on 02/27/09 01:38pm Page 1

Co Check Payee Chk Date Origlnv Prev Pay Disc Amt Net Amt

Company Branch Department G/L Account Distribution
1 1 1 1350 12.65

<@RPT.NAME>

Start Prev 1 2 Next End

OK To Print?

If you select for yes, a dialogue box will display so that you may select your output
option.

If you select for no, the cursor will return to the Company Number field.
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PosT CHECKS

Checks must be posted to move invoices from the Open Item File to the Paid Item File.
The check posting routine will also post the check run totals to the General Ledger and
Bank Reconciliation files. If you wrote a check for a partial payment, the invoice would
remain in the open item file noting the balance remaining.

The Post Checks Screen is illustrated below.

=

il Post Checks

Batch Mo | 2670 F]-ﬂelp
Company 1 AUTOPOWER TRUCKPARTS

Branch ALL All Branches

Check Year 2008

Check Period 12 12/31j08

Bank No 1 AMERICAN BANK L%
Type R REGULAR CHECKS E
Currency Code

OK to Post? | ﬂ

Field Descriptions
Batch No.
Type in the Check Batch Number and press (Enter«).

Once you have selected the batch number, the company number, the name of the
company, branch, check year, check period, bank number, type and currency code will
display in these fields.

OK To Post?

If you select for no, the cursor will return to the Batch Number field.
If you select for yes, the following prompt will display on the screen:

e Checks Hawve Been Fosted

CHECKS HAVE BEEN POSTED!
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Select CONTINUE to return to the Main Menu.

You cannot edit a posted check. The check will need to be voided. This will put the
invoice back into the open invoices for payment again. If the invoice amount is not
correct, it will have to be removed via posted invoice removal. Then you must re-enter
the invoice again with the correct information via invoice entry. Then you will follow
thru with the correct check process.
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MANUAL CHECK ENTRY OR ACH TRANSACTION

There may be situations when you will be re

quired to write a manual check. That check

must be reflected in the Accounts Payable system to accurately keep track of vendors
who have been paid and to keep the check numbers for reconciliation purposes and for

General Ledger accuracy. The Manual Che
has been handwritten. The invoice must a

i 5732 BPRO AP Accounts Payable 27 FEB 2009

ck Entry option is used for a check that
Iready exist in the system.

Maintenance [RICHECWICSHEN Inquires Reports Updates Help
»

Invoice
Recurring Invoice

Process Regular Checks

Void Unused Checks Process Quick Checks »|  Print Check Register

5 Process Net Zero Checks Post Checks
Bank Recondiiation  *

Positive Pay Upload
Positive Pay History

Delete Check Batch
Historical Remittance Advice

NGRS Ne o Gl Process Manual Checks »| Manual Check Entry

Click on Pay Invoices
Click on Process Manual Checks
Click on Manual Check Entry

The Manual Check Entry Screen is illustrated below.

=

i Manual Check Entry ﬁ|
Batch No I Check Year | Fl-Help
Company | Check Period
Branch | Currency Code | (P
Vendor | Terms e COKID
Address Take Discount on Past Due? F4-Delete
F5-Addinv
Invoice Nurmber Due Date Amount Due Amt To Pay Percent Discount MNet Pﬁymem‘ el
F10-RchThru
n"gj"ﬁ
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Field Descriptions

Batch Number

Type in the Batch Number or type the word NEW to create a new batch and press
(Enter—).

To list manual check batches that are currently open, press the -Lookup function
key in this field.

Company
Type in the Company number and press (Enter—). The name of the company will display.

Branch

Type the Branch Number or the word ALL for all branches and press (Enter~=). The
Branch Name will display after the branch number has been entered.

Vendor
Type the Vendor Number that you wrote the manual check to and press (Enter).

Address
The Address field will display the vendor's street address, city, state, and zip code.

Terms
The terms code that is assigned to this vendor will display in this field.

Take Discount On Past Due?

This field will display a or an to indicate if you take discounts on invoices that are past
due for this vendor. This is setup in the Vendor File Maintenance. If an is in this field
you will not be allowed to take a discount if this invoice is past due.

Check Year & Check Period

Type in the Check Year and Check Period. This fields will default to the current year and
period.
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-

i Manual Check Entry

Batch No IE?ZS Check Year IEDDS‘ FilHelp
Company [ AUTOPOWER TRUCK PARTS CheckPeriod [1 01/31/09
Branch FLL Allbranches Currency Code | FrEme
Vendor 00 AUTOPOWER CORPORATION Tems B 2% 10THNET 30TH (ALl
Address 525 TECHNOLOGY PARK Take Discount on Past Due? Y F4-Delete
LAKE MARY.FL 32746
F5-Addinv

Invoice Number | Due Dale| Amount Due‘ AmtTo Pay‘ Percent| Discuum‘ MNet Paymem‘ (FEALETE L]

| 02/10,/09] 1.500.00] 1500.00] 1.95] -29.28] 147072 F10RchThru

’{’E"’v
1,500.00 1,500.00 -29.28 1470.72

Invoice Number

Type in the Invoice Number or ACH Transaction you will be paying with this manual

check and press (Enter~—).

If you select - Lookup, all open invoices for this vendor will display on the screen.

If there are any invoices displaying that should not be paid with this manual check,
highlight that invoice then press the backslash key (\]. This invoice will not be included
in this check run but will remain in the system to be paid at a later date.

If you select - Delete, this vendor's invoices will not be selected for manual check

entry.
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If you do not see the invoices that this manual check should be written for being
displayed, select - AddInvoices. This will display the following prompt.

r

SB+ Dialog

& Selectinvoices by due date?

If you select Yes, you will be prompted to enter the due date for the invoices that you
wish to pay.

If you select No, all open invoices regardless of their due date will display.

You may use the -Reach Thru to view more detailed invoice information.
Highlight the invoice; select -Reach Thru, to display the Invoice Detail Inquiry
Screen. From this screen you may view a hold reason if this invoice is a pay code 2. Or
you may view invoice notes that were entered.

Due Date
The Due Date is the date that the original invoice is due.

Amount Due

The information in Amount Due field reflects the amount of each invoice that you must
pay.

Amount To Pay

In the Amount to Pay field, type in the dollar figure you will be paying against this
invoice. The amount to pay cannot exceed the amount due.

Discount Percent

Type in the discount percentage to be applied against the amount being paid and press
(Enter——). The amount to pay minus the discount amount will equal to the amount net
payment field.

Discount

If you do not know the discount percentage you may also enter a discount amount. The
amount entered will be subtracted from the amount to pay field to determine the amount
being paid.
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Net Payment
The Net Payment column will display the net payment of each invoice.

Totals
The column totals are displayed at the bottom of the screen. The totals that display are:

Total Amount Due
Total Amount to Pay
Total Discount
Total Net Payment

When you press - Save your entries, the following prompt will display:

""Total check amount is $N,NNN.NN.
Is this correct?"

If you select for no, you will return to the Manual Check Entry Screen.

If you select for yes, the Manual Check Data Entry Screen will display as shown below.

3

% Manual Check Data Entry

Bank No I Fl-Help

Check Date —

Check Number or ACH | F2-Save
F3-Lookup

o

=

Field Descriptions

Bank No.
Type in the Bank Number you wrote the check from and press (Enter«—].

Check Date
Type in the Check Date as it was written on the check and press (Enter~=).

Check Number or ACH
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Type in the Check Number or ACH (Automatic Clearing House) Transaction Number
and press (Enter«).

Press (F2] - Save the data entered. You will then return to the Manual Check Entry
Screen.

Function Keys

Other options can be found by pressing any of the following function keys:

e (F5) AddlInvoices: To add invoices to the selection of payments, select -
AddInvoices. You may select the invoices to be added by due date or you may
select all invoices for a particular vendor.

. VendorIng: To view information about the vendor that you have entered
on the Vendor Maintenance screen, select -VendoriIng. This will display a
screen that looks like the Vendor Master Record. It is an inquiry only screen so
no changes can be made. You may view Vendor Notes, the default General
Ledger Distribution for this vendor, Open Items, Paid Items, and Activity on this
account.

e (Fi0 ReachThru: The ReachThru feature will allow you to view information
about a particular invoice. Highlight the invoice you want to review, select (F10),
which will display a screen similar to the Invoice Entry Screen. You will not be
able to make changes from this screen. From this screen, you can view Invoice
Notes and a Hold Reason for this invoice.
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PRINT MANUAL CHECK REGISTER

This report will list all manual checks that were printed but have not been posted. This

check register is only for the manual check entry.

i1 5732 BPRO AP Accounts Payable 27 FEB 2009
Maintenance [IEGSEmiehN Inquiries Reports Updates Help

Invoice 4

Recurring Invoice  *

Process Regular Checks 4
Void Posted Checks  » Process Manual Checks 4 Manual Check Entry
Void Unused Checks Process Quick Checks 4 Print Check Register

Click on Pay Invoices
Click on Process Manual Checks
Click on Print Manual Checks

Process Net Zero Checks Post Checks
Bank Reconcliation ~ *

Positive Pay Upload
Pogitive Pay History

Delete Check Batch
Historical Remittance Advice

The Print Manual Check Register Screen is illustrated below.

=

i Print Check Register

F1-Help

OK to Print?

Batch No | 2728

Company 1 AUTOPOWER TRUCKPARTS
Branch ALL All Branches

Check Year 2009

Check Period 1 101/31/09

Type M MANUAL CHECKS
Currency Code

Detail or Summary? E

—

Batch Number

Type in the Batch Number and press (Enter<—].
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The Company Number, Branch, Check Year, Check Period, Check Type and Currency
Code will appear from the manual check entry.

Detail or Summary?

To print the Manual Check Register in Detail, type in a (D] at the prompt and press
(Enter—). The detailed register will show the invoice information.

To print the Manual Check Register in Summary, type in an at the prompt. The
summarized Manual Check Register will not include the invoice information.

Below is an example of a Manual Check Register printed in Summary format. It does not
have the invoice information on the register.

OK To Print?

If you select for no, the Main Menu will display.

If you select for yes, a dialogue box will display with a prompt to print the report to the
printer or screen.

i Summary Check Register

Fle Exit

AUTOPOWER TRUCK PARTS
Summary Check Register

For Bank Number 1

Batch Number 2728

For Period 1 in the Year 2009

Printed on 02/27/09 04:45pm Page 1

Co Check Payee Chk Date OrigInv Prev Pay Disc Amt Net Amt

1 3600 100 AUTOPOWER CORPORATION 02/27/09 1,500.00 0.00 -29.281,470.72
Report Totals for 1- AMERICAN BANK 1,500.00 0.00 -29.281.470.72

General Ledger Distribution

Company Branch Department G/L Account Distribution

1 1 16 1350 1,464.00

<(@RPT.NAME>
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Below is an example of a Manual check register with detailed invoice information.

i1 Detailed Check Register

Fle Exit

AUTOPOWER TRUCK PARTS
Detailed Check Register

For Bank Number 1

Batch Number 2728

For Period 1 in the Year 2009

Printed on 02/27/09 04:47pm Page 1

Co Check Payee Chk Date OrigInv Prev Pay Disc Amt Net Amt
1 3600 100 AUTOPOWER CORPORATION 02/27/09 1,500.00 0.00 -29.28 1,470.72
Invoice Number Date Orig Inv Prev Pay Disc Amt Net Amt
2525695 01/15/09  1,500.00 0.00 -29.28 1,470.72
Report Totals for 1- AMERICAN BANK 1,500.00 0.00 -29.281,470.72
Report Totals for 1- AMERICAN BANK 1,500.00 0.00 -29.28 1,470.72
General Ledger Distribution
Company Branch Department G/L Account Distribution
1 1 16 1350 1,464.00
<@RPT NAME>
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PosT MANUAL CHECKS

Just like the regular checks, Manual Checks must be posted so that they will be reflected
in the Paid Item File. In other words, the manual checks must be posted to show that the
invoices are paid in the vendor inquiry and General Ledger.

il 5732 BPRO AP Accounts Payable 27 FEB 2009 H H
Maintenance [IELEEweNN [nquiries Reports Updates Help CI ICk on Pay I nVO I Ces
Invoice 4 i
o e Click Process Manual Checks
Process Regular Checks 4 1
Void Posted Checks *» Manual Check Entry CI ICk on POSt C heCkS
Void Unused Checks Process Quick Checks 4 Print Check Register
Process Net Zero Checks <

Bank Reconcliation ~ »
Positive Pay Upload
Positive Pay History

Delete Check Batch
Historical Remittance Advice

The Post Checks Screen is illustrated below.

E""_f Post Checks

Batch Mo | F1-Help

Company F3-Lookup

Branch
Check Year
Check Period
Bank Mo

Type

Currency Code

OFK to Post? |
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Batch Number

Type in the Batch Number and press (Enter<—]. To list the open check batches that are
currently unposted, press the - Lookup function key. You may select a Batch
Number from this list of records.

The Company Number, Branch, Check Year, Check Period, Bank No., Type, Currency
Code will default when you select the batch number of the checks that are to be posted.

OK To Post?
Type in for no, the cursor will return to the Accounts Payable Menu Bar.

Type in for yes, to continue with the manual check posting process. The following
prompt will display when the process has completed:

"CHECKS HAVE BEEN POSTED"

Press CONTINUE to return to the Main Menu.
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Quick CHECKS

Quick Checks is a feature of BusinessPro that allows you to print a single check for an
invoice that either already exists or does not yet exist in the Accounts Payable system.
The Quick Check program is not a substitute program for the Regular Check
Program. It is just as its name says “QUICK”. Updating of the General Ledger is
performed automatically when the check has been printed. The invoices you enter via
Quick Check will automatically be posted to the Paid Item File since the entering of the
invoices and the paying of the invoices are done at the same time. In other words, you
will not be answering “yes” to Post Quick Checks. The process will be done for you.

You can print a Check Register after posting of the quick check from the menu. You can
also print a Remittance Advice using the Historical Remittance Advice Menu option.

You cannot exit the Quick Check process. You must follow thru with all steps.
If you inadvertently entered the incorrect Quick Check, you must follow thru with

posting the quick check and then void the quick check and then start the quick
check process over.

i 5732 BPRO AP Accounts Payable 27 FEB 2009 C“Ck on Pay InVOiceS
Maintenance [IEUEEGIGHEN Inquiries Reports Updates Help . .
e Click on Process Quick Checks
e Click on Quick Check Entry

Void Unused Checks Process Quick Checks | Quick Check Entry

Process Net Zero Checks Print Check Register
Bank Reconciiation  *

Positive Pay Upload
Positive Pay History

Delete Check Batch
Historical Remittance Advice
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The Quick Check Entry screen is shown below.

1 Quick Check Entry

Batch No I Check Year | Fl-Help

Company | Check Period

Branch | Currency Code | (T

Vendor | Terms F3-Lookup

Address Take Discount on Past Due? F5-Addinv
F6-Vending

Invoice Number Due Date Amt Oue Amt To Pay Percent Discount MNet Paymem‘ (R
F10-RchThru

Field Descriptions

Batch Number
Type in the word “NEW?” to enter a new quick check batch.

Company

Type in the Company number. The Company Name will display to right of the company
number.

Branch

Type in the Branch Number you want to create quick checks for or you may enter the
word ALL for all branches and press (Enter~—). The Branch Name will display after
entering the branch number.

Check Year, Check Period

Type in the General Ledger Year and Period that the check will be posted to and press
(Enter-).

Currency Code (Press return if you do not use currency codes)

Type in the Currency Code or press return for the default currency code. If you do not use
multiple currencies do not enter data in this field. Press return.
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Vendor

Type in the Vendor Number and press (Enter——). If the vendor number already exists, the
data for the vendor will display. The list of vendors will display and you can select an
existing vendor from the display.

Vendor Name, Address, City, State and Zip code will display to right of the vendor
number when the vendor number has been entered.

Terms

The Terms Code and description will display in this field. These are terms that are set by
the vendor.

Take Discount on Past Due

If this vendor allows you to take a discount on invoices that are past due, a will display
in this field. If you cannot take a discount on past due invoices, an will display in this
field. This is setup in the vendor maintenance record.

Invoice Number

To select all open invoices, press the -AddInv function key. A dialogue box will
display as shown below. “Select Invoices by due date?”

r

5B+ Dialog

& Selectinvoices by due date?

Select Yes if you would like to select the open item invoices by due date. Type in the due
date of the invoices you wish to pay with this quick check as shown in the display below.

Select No if you would like all open item invoices regardless of due date to display for
this vendor Number.

=

i) SB+ Prompt gr

Enter the due date ||]2,.f2?|.f|]9

Accept ‘ Cancel
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Click Accept.

r

i Quick Check Entry

Batch No IE?ZQ Check Year IEDDS‘ Fi1-Help
Company |‘\ AUTOPOWER TRUCK PARTS CheckPeriod |1 01/31/09
Branch F\LL All branches Currency Code | EESaNg
o F3-Lookup
Wendor 100 AUTOPOWER CORPORATION Terms B 2% 10THNET 30TH
Address 525 TECHNOLOGY PARK Take Discount on Past Due? Y F5-Addinv
LAKE MARY FL 32746
F6-Vending
Irvoice Number ‘ Due Date| At Due‘ Armt To Pay| Percent| D\scount| et Paymem‘ iRt =tehing
03/10409 2,551.00 2551.00 197 -50.30 2500.70
I | | | [ || o genran
’\GE"N
2551.00 2.551.00 -50.30 2500.70

New Invoice Details

If you enter an invoice number that does not exist in the system the screen below will
display. If would like to add the new invoice, click Yes.

SB+ Dialog

& Irvoice 123545 is not currently on file.

=

i Quick Check G/L Distribution

G/L Account Description

Would you like to add it?

Br Dept Amount

1200 [ACCOUNTS PavABLE

L1l ]
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Type in the G/L Account Number, Branch, Department and invoice amount and click

(F2] Save.

G/L Acct

Type in the General Ledger Account numbers for this distribution or press (F3] to display
a list of the chart of accounts.

Branch/Dept

Type in the Branch and Department number that will be posted to the General Ledger for
the distribution of this invoice and press (Enter<=).

Amount

Type in the distribution amount for this invoice and press (Enter<—). The total of the
distribution amounts must match the invoice amount. The General Ledger Distribution
Templates are not used in the Quick Check Program.

The cursor will now be in the second invoice number field so that you may enter the next
invoice.

Press after last invoice.

A dialogue box as illustrated below will appear asking you if the Total check amount is
$NNN.NN. Is this correct? Yes or No. If you answer Yes, the Payee Maintenance Screen
will appear as illustrated. If you answer No, that the check amount is not correct, the
cursor will go back to the Invoice number allowing you to make the necessary changes.

=

5B+ Dialog

Total check amaount is $4.000.75. 1= this
correct?

As you go through the Quick Check Process, the last prompt to display is Check
Information. The Check Information Screen determines what will be printed on the check
as the payee.
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r

i Quick Check Payee Maint

Payee AUTOPOWER CORPORATION| F2-0K

Address 1 |525 TECHNOLOGY PARK

Address 2 [STE 109
City. State Zip  [LAKE MARY. FL 32746

Payee

The payee will default with the name of the vendor. You may change the payee if
necessary. The Payee will show on the reach-thrus in the general ledger.

Address 1

The first line of the payee's address will display in this field. You may change this if
necessary. This data is pulled from the Vendor Maintenance Record.

Address 2

The second line of the payee's address will display in this field. You may change this if
necessary. This data is pulled from the Vendor Maintenance Record.

City, State Zip

The payee's city, state, and zip code will display in this field. You may change this if
necessary. This data is pulled from the Vendor Maintenance Record.

Page 140 AutoPower Corporation Copyright 2017



Business Pro Accounts Payable Workbook

Press (F2] to save this information. The Print Checks Screen will display as shown below.

r

i Quick Check Print

Batch Mo | 2729

Company 1 AUTOPOWER TRUCKPARTS
Branch ALL All Branches

CheckYear 2009

Check Period 1 01/31/09

Type Q QUICK CHECKS

Currency Code

Bank No
First Check
Check Date

The Company Number, Branch, Check Year, Check Period, Check Type, Currency Code
will default with the information that you entered in the Quick Check Entry Screen.

The Bank Number, First Check Number, and the current Check Date will default to the
setup in the Accounts Payable control files. Press enter after entering the check date.

The following prompt will display.

=

SB+ Dialog

You are aboutto print checks starting with

check number 1033, |s this correct?

"You are about to print checks starting with check number XXXX. Is this correct?"

If you answer for no, you will return to the Quick Check Entry Screen.

If you answer for yes, you will proceed with printing the checks to the printer.
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Example of Check

AUTOPOWER CORPORATION Check Date
Tnvoice Number Date Gross Amount Digcount

123545 04/19/05 540.00 0.00

Check Totals:
$540.00 $0.00

1033
Five Hundred Forty and 00/100 Dollars
04/19/2005
AUTOPOWER CORPORATION

PO BOX 5749000
ANYWHERE, FL 32763

04/19/2005

Net Amount

540.00

$540.00

$540.00

Once the check printing process has been completed, a prompt will display on the screen:

OK to Post?

The system will automatically post Quick Checks. When the OK to Post ? prompt
displays no action is required. The posting of a quick check is immediate. The system
will post the invoice to the Paid Item File. When the process is complete, the following

message will

display.
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6232 BPRO AP Accounts Payable

Batch Mo 236 Check ‘vYear 2005 F1-Help
Cornpany 1 ALUTE ...—rA_—.‘
Branch mmIENIT; = |Post Checks ﬂ
F3-Lookuy
Vendar oo Batch No 236 Fl-Help H ﬁ
F4-Del
Address PO BOX 57 Company F3-Lookup —
ANTWHER Branch F5-Addinv
Invoice Number Due ChecKYea.r 9 Checks Have Been Posted Fé-Vending
(2353 o413 | Check Period 000
Bank Mo 0% F10-BRchThru
e =
Currency Code
OK to Post? A 4%
| T =
540.00 540.00 0.00 540.00

""Checks Have Been Posted"*

Press to continue and return to the Accounts Payable Main Menu.

Quick Checks are also used to pay miscellaneous vendors. You must setup
the Miscellaneous Vendor in the Vendor File Maintenance using a vendor number of
your choice, example #99999. Type in the vendor name as Miscellaneous Vendor. Type
in the Remit to? Field as “N”. Process the Miscellaneous check via Quick Checks so that
you get the prompts to enter the payee’s name and address. When changing the Payee
name and address for this quick check it does not change the vendor file maintenance
record for your miscellaneous vendor.

AutoPower Corporation Copyright 2017 Page 143



Business Pro Accounts Payable Workbook

PROCESS NET ZERO CHECKS

From time to time you may have a credit invoice and a debit invoice on a vendor’s
account and you wish to net these two invoices to be zero. You would use this menu
option to get this task done.

i 5732 BPRO AP
Maintenance [IEUEEGIGHEN Inquiries Reports Updates Help

Accounts Payable 27 FEB 2009

CEX

Invoice
Recurring Invoice

Void Posted Checks
Void Unused Checks

Bank Reconciiation  *

»
»

Process Regular Checks 4

*|  Process Manual Checks 4
Process Quick Checks 4

Process Net Zero Checks <

Click Transactions
Click Pay Invoices
Click Process Net Zero Checks

Positive Pay Upload
Positive Pay History

Delete Check Batch
Historical Remittance Advice

The Net to Zero screen is displayed below.

-
i Net to Zero

-

X

Batch No IE?SD Check Year IEDDS‘ F2-Save
Company |'I AUTOPOWER TRUCKPARTS CheckPeriod |1 01/31/09
Branch LL All branches Currency Code | F3-Lookup
Vendor [fo0 AUTOPOWER CORPORATION Tems B 2% 10TH NET 30TH (AR
Address 525 TECHNOLOGY PARK Take Discounton PastDue? \d
LAKE MARY FL 32746
Irvoice Murnber Due Date Amount Due At To Pay Pearcant Discount MNet Payment
32112 02410409 150.00 150.00 150.00
121121-CR 02410409 -150.00 -160.00 -150.00 299,
0.00 0.00 0.00
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Field Descriptions

Batch Number

Type in the Batch Number or type the word “NEW” to create a new batch or press the
(F3] — Lookup function key to select from the existing Net Zero batches. You may use
your arrow keys to highlight your selection, and then press (Enter~).

Company Name

The Company Name will display to right of the company number when it is entered in
the previous field.

Branch

Enter the Branch Number you want to create a Net to Zero Check entry for or you may
enter ALL for all branches. The Branch Name will display automatically once you have
entered the branch number.

Check Year, Check Period
Enter the General Ledger Year and Period that the Net to Zero check will be posted to.

Currency Code

Enter the Currency Code or press return for the default currency code. If you do not use
multiple currencies do not enter data in this field. Press return.

Vendor

Enter the Vendor Number. If the vendor number already exists, the data for the vendor
will automatically display. The list of vendors will display and you can select an existing
vendor from the display.

Vendor Name, Address, City, State and Zip code will display to right of the vendor
number when it has been entered.

Invoice Number

To select the credit and debit open invoices, press the function key in the Invoice
number field and select the credit and debit invoice from the listing of open items.
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i) Net to Zero )
Batch No IE?SD Check Year IEDDS‘ F2-Save
Company |T AUTOPOWER TRUCK PARTS Check Period 1 01/31/09

Branch LL All branches Currency Code | ALty
Vendor 00 AUTOPOWER CORPORATION Terms B 2% 10THNET 30TH [FhiEED
Address 525 TECHNOLOGY PARK Take Discount on Past Due? Y

LAKE MARY FL 32746

Invoice Nurmber Due Date Amount Due Arnt To Pay Percent Discount MNet Payment
32112 02/10/09 150.00 160.00 150.00
121121-CR 02/10/09 -150.00 -150.00 -150.00 o,

0.00 0.00 0.00

Amount To Pay

The Amount to Pay field will display the dollar figure you will be paying against this
invoice.

Discount Percent

Type in the discount percentage to be applied against the amount being paid for this
invoice. The amount to pay minus the discount amount will equal to Net Pmt field.

Discount

If you do not know the discount percentage you may also enter a discount dollar amount.
The amount entered will be subtracted from the amount to pay field to determine the Net
Payment.

Net Payment

The Net Payment column will display the net payment of each invoice.

After selecting the invoices that you would like to Net to Zero, click on the F2-Save
Function Key.

The total amount of the invoice will net to zero as shown in the display below.
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SB+ Dialog

& Total amount is $0.00. |s this correct?

Click on Yes if the total amount is correct. A dialogue box with Net Zero Posting has
Completed.

If you click on No the cursor will go back to the first Invoice Number field so that you
can correct your entries.

Batch No p730 Check Year 009 Ee—

Company 1 AUTOPOWER TRUCKPARTS Check Period 1 01/31j09

Branch [RLC | Al branches Currency Code e LoDk

Vendor [0 AUTOPOWER CORPORATION Terms  |B 2% 10TH NET 30TH [Rhsls

Address 525 TECHNOLOGY PARK Take Discounton PastDus? \d

LAKE MARY FL 32746

Invoice Mumber Due o Net Zero Posting has Completed Percent Discount Met Payment

32112 02/ 150,00

121121-cR 02/1 H50.00 a0,
=

0.00 0.00 0.00

A dialogue box with Net Zero Posting has completed.

Click Continue
This will clear the vendor’s open items for these 2 invoices.

Net Zero Entry Example:

Invoice #15895 for Vendor 100 was in the amount of $2500.00. You wrote a quick check
for $2450.00. This would leave a balance of $50 on the vendor AP unpaid items.

You have made an agreement that you do not owe the $50 with the vendor and you will
not be paying it.

To clear the $50.00 from the Vendors Unpaid items, you will need to create an
invoice/credit in AP entry for -50.00. You could use 15895-WO (Write-Off) as the
invoice number and then pay the invoice and credit via Net Zero Check. No Check will
be created and both invoices will get moved to the AP paid items file.

AutoPower Corporation Copyright 2017 Page 147



Business Pro Accounts Payable Workbook

DELETE CHECK BATCH

The Delete Check Batch Menu will allow you to delete a batch of checks that have not
been posted. This can be Regular or Manual Checks. When you are entering check
batches and then you discover you would like to delete the check batch and start over,
you can. This option is to be used when you have entered the checks and have answered
no to post. This option will not delete a posted batch of checks. This will remove the
check batch and make the invoices eligible to be paid again.

27 FEB 2009

il 5732 BPRO AP
Qe Inquiries  Reports  Updates  Help
Invoice 4
Recurring Invoice  »
Pay Invoices 4 Process Regular Checks 4
Void Posted Checks  »|  Process Manual Checks
Void Unused Checks Process Quick Checks 4
Process Net Zero Checks

Accounts Payable

Click Transactions
Click Pay Invoices
Click Delete Check Batch

Maintenance

Bank Reconcliation ~ *
Positive Pay Upload
Positive Pay History

Delete Check Batch

Historical Remittance Advice

Batch Number
Type in the Batch Number of the Checks to delete and press (Enter«).

E‘E Delete Check Batch

Batch Mo F1-Help

Company F3-Lookup
Branch

Check Year

Check FPeriod

Type

Currency Code

Ok To Delete?
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The (F3] Lookup function key option will display a dialogue box listing the Check
Batches that are either posted or waiting to be posted with their batch number, Company,
Check Year, Check Period, Operator, Date Created and Check Type.

Using you arrow keys select the batch to delete and press (Enter<=).

The next prompt as shown below will be “OK to Delete?” If is selected, no un-posted
check batch will be deleted. If is selected, the un-posted check batch will be deleted.
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HisTORICAL CHECK REMITTANCE ADVICE

The Historical Check Remittance Advice Screen will allow you to print a Historical
Check Remittance at any time. If you forget to print it at the time of check printing you
may select the option to print it at a later date.

i1 6732 BPRO AP

Invoice 4
Recurring Invoice  *
Pay Invoices 4
Void Posted Checks  *
Void Unused Checks

Bank Reconcilation ~ *

Accounts Payable

Maintenance WIEUC=isy N Inquiries Reports Updates Help

Process Regular Checks 4
Process Manual Checks 4
Process Quick Checks 4
Process Net Zero Checks

Positive Pay Upload
Positive Pay History

Delete Check Batch

27 FEB 2009

Click on Transactions
Click on Pay Invoices

Historical Remittance Advice

Click on Historical Remittance Advice

The Historical Check Remittance Advice screen will display as shown below.

=

i Historical Check Remittance Advice

Batch Mo

Starting Check No
Ending Check Mo

Company
Branch
Check Year

727
802
802

Check Period

Type

Currency Code
Print All ltems?
OKto Print?

F1-Help

F2-Save

AUTOPOWER TRUCK PARTS
All Branches

01/31/09
REGULAR CHECKS
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Batch No.
Type in the Historical Check Batch Number to print the Check Remittance Advice.

Starting Check No.

Type in the Starting Check Number. If you do not know what the check number is, you
can press to view the checks that were in this batch.

Ending Check No.

Type in the Ending Check Number. If the ending check number is the same as the
starting check number, enter the starting check number again.

Print All Items? The Print All Iltems? prompt gives you the option of listing all checks
that were in the check batch or just the checks where a remittance advice would have
been necessary.

OK to Print?
Type in and press if you would like a Historical Remittance Advice report to
print. Type in and press if a Historical Remittance Advice is not to be printed.

Enter — Save to select the Batch number for the check remittance that you wish to
print.
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Example of Check Remittance Advice Report.

1003

8585 NEW LANE

Invoice No

AUTOPOWER TRUCK PARTS

GRFJT CONVERSION SERVICES

Inv_Date Payment Amt

10/05/08
10/05/08
10/06/08
10/07/08
10/08/08
10/08/08
10/09/08
10/14/08
10/15/08
10/15/08
10/16/08
10/18/08
10/19/08

12.25
52.14
50.44
12.14
98.11
125.00
54.22
97.41
12.44
50.00
65.22
62.12

22.54

Check No 2803

Check Date 02/27/2009

Report Date 02/27/09 at 05:19pm
Year 2009 Period 1

Discount Net Amount

0.00 12.25
0.00 52.14
0.00 50.44
0.00 12.14
0.00 98.11
0.00 125.00
0.00 54.22
0.00 97.41
0.00 12.44
0.00 50.00
0.00 65.22
0.00 62.12
0.00 22.54
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VOoID POSTED CHECKS

The options on the VVoid Posted Checks Menu will allow you to void checks after the
original check run has been posted. When you void a posted check, the system will
automatically move the invoices paid by those checks from the Paid Item File to the
Open Item File so you may select them for payment again.

Note: If you void a check and then also void the invoices for this check, you must use the
same period value for both the voided check and the invoice removal. The invoice cannot
be removed in a period prior to the period the invoice was paid or removed.

The Void Posted Checks Menu will display as shown below.

il 5732 BPRO AP Accounts Payable 27 FEB 2009

Maintenance Inguiries Reports Updates Help

e oee Click on Transactions
Click on Void Posted Checks

id d Check: id Check H H
e e omore s o vor Check Rogetr Click on Voided Check Entry

»
Bank Reconciiation Post void Checks

Menu Selections

To select a menu option, use the arrow keys to move around the menu, then
press when the selection is highlighted or enter one of the Hot keys to select a
menu option:

e (E) Voided Check Entry: To enter checks that need to be voided, select (E) for
Voided Check Entry.

o Voided Check Register: The Voided Check Register is a listing of checks that
you have voided.

o Post Voided Checks: Once you entered the checks you want to void, select to
Post the Voided Checks.
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After an option has been selected and processing is complete, the menu redisplays and
another option can be selected.

Voided Check Entry

The Void Posted Check Entry option will allow you to enter one or several posted checks
to void. When you void a posted check, the invoices that were paid with that check will
be moved to the Open Item File and can be reselected for payment.

The Void Posted Check Screen will display as shown below.

i Void Check Entry

Batch No

[ 1
Company I_

I_

I—

F1-Help
F2-Void

Year Period | F3-Lookup

Starting Check No | Ending Check No |

Bank No

F10-RchThru

Check NMumber |Payee | CheckAmount|ReasonfDrVDiding

Field Descriptions

Batch Number
Type in the word NEW to create a new Void Posted Check Batch.

Company

Type in the Company Number and press (Enter-—). The Company Name will display.
Branch

Type in the Branch Number where the check or checks were originally posted. The

Branch Name will display to the right of the branch number.

Bank Number
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Type in the Bank Number for the checks that were written and press (Enter=).

Bank Name

The Bank Name will display to the right of the bank number. This is a display only field
and cannot be modified.

Starting Check Number

Type in the first Check Number for the range of checks that needs to be voided in the
Starting Check Number field and press (Enter<=).

Ending Check Number
Type in the last Check Number in the range in this field and press (Enter~—].

i Void Check Entry

Batch No Fl1-Help
Company AUTOPOWER TRUCK PARTS

Bank No AMERICAN BANK
Year Period | 3 03/31/09

Starting Check No Ending Check Na IEQSS

Check NMumber Check Amount{Reason for Voiding
2986 3650.00

F2-Void

F10-RchThru

All of the checks in the range entered will display on the screen. If a check displays that
you do not want to void, highlight that check then press the backslash key (\ ] then press
(Enter——). This will remove only the check that was highlighted from the void list.

If you need to void only one check, enter the same check number in the Starting Check
Number and Ending Check Number fields.

Check

The Check Number will display in the Check column.

Payee
This field reflects the Vendor Number this check was written for.
Amount
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The Amount of the check will display in the amount column.
Reason For Voiding

Type in the reason the check is being voided. This reason will print on a Voided Check
Report. After typing in the “Reason for Voiding” on the first line, you may press
to duplicate the reason on the following lines.

Click (F2] = Void to continue with the check voiding process.

=

i1 Void Check Entry

Batch No | 121 Fl-Help
Company |‘I AUTOPOWER TRUCK PARTS
Bank No |‘I AMERICAN BANK F2-Void
Year | 2009 Period | 3 03/31/09
Starting Check No 986 Ending Check No 986

F10-RchThru
Check MNurnber Payee Check Amount|Feason for Yoiding
2986 100 3650.00 [CHECKS TORM IN PRINTER]

'3
9
]

D@

After Clicking on F2 -Void, the message below will display. It will display that the
check number has been marked for voiding.

Click OK.

sl = Marked for Voiding X
2986 Marked | oK
Check Number Payes
2986 T00

""Would you like to print the void check register now?"*
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If you select for no, you will return to the Accounts Payable Main Menu. If you select
for yes, the Print Void Check Register will display on the screen.

Click Yes.

":‘ 5704 BPRO AP Accounts Payable 19 MAR 2009

1 Void Check Entry

Batch No [ w1 Fl-Help
Company ] AUTOPOWER TRUCK PARTS
BankNo [ AMERICAN BANK F2-Void

Year 2009, Period 3 o3p1/09

Statting CheckNo ~ [2986 Ending Check No .
5B+ Dialog F10-RehThru

Check Number [Pavee | CheckAmoy|

2986 [100 | 3660, Wouldyoulike to printthe void check
register now?

If you select YES, the Print Void Check Register will display on the screen.

.;‘. 5704 BPRO AP Accounts Payable 19 MAR 2009

1 Void Check Entry

2 Print Voided Check Register

Batch No 121 Year 2009 Period 3 03/31/09 Fl-Help Q

Company 1 AUTOPOWER TRUCK PARTS
Bank No 1 AMERICAN BANK
T 209,
Van Y

Ok To Print?

Ok To Print? N

Type in Yand press to print the check register, you will be prompted for report
output.
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PRINT VOIDED CHECK REGISTER

The Voided Check Register will print the check numbers that were voided in the run. If
you decide not to print the Voided Check Register during the Void Check process, you
may use the menu option to print the report.

The Print Voided Check Register Screen is illustrated below.

E‘E Print Voided Check Register

Company |1 AUTOPOWER CORPORATION
Branch |1 AUTOPOWER TEST ACCOUNT
Bank Mo |1 FIRST MNATIOMNAL BAME

Ok To Print? F

Fl1-Help ‘

Company

Type in the Company Number used during the void check process and press (Enter~]. The
Company Name will display to the right of the company number.

Branch

Type in the Branch Number you used during the void check process and press (Enter«—).
The Branch Name will display to the right of the branch number when you have made the
entry.

Bank Number

Type in the Bank Number the voided checks were written from and press (Enter~~]. The
Bank Name will display to the right of the bank number.

OK To Print?
If you are ready to print the Voided Check Register, enter for yes. This will display the
prompt to select a printer.

If you are not ready to print the Voided Check Register, enter for no. The cursor will
return to Company Number field.

Example of the Voided Check Register is shown below.

Page 158 AutoPower Corporation Copyright 2017



Business Pro Accounts Payable Workbook

AUTOPOWER TRUCK PARTS

Voided Check Register

For Bank Number 1 - AMERICAN BANK

Void Batch: 121
Printed on  03/19/09 10:50am For the Year 2009 in Period 3 with an ending date of 03/31/09 Page 1

Co Buk Check Payee Chk Date Reason For Voiding Gross Amount Discount Amt Check Amount
1 1 2986 AUTOPOWER CORPORATION 03/19/09 CHECKS TORN IN PRINTER 3,650.00 0.00 3,650.00

Totals for 1 - AMERICAN BANK 3.650.00 0.00 3,650.00

The Voided Check Register will list the Company, Bank, Check #, Payee, Date of Check,
Reason for voiding, Gross amount of check, discount amount and Net Check Amount.

PosT VoOIDED CHECKS

The next prompt will be:

SB+ Dialog

‘Would you now like to post the voided

checks?

Click on Yes to continue posting the voided checks. The post voided check screen will
display.

Click on No that you would not like to post the voided checks. You will return to the
menu.
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The next prompt will be:

® - DX

™ Post Voided Checks B‘ Q
Void Batch 121 F1-Help Q
Company 1 AUTOPOWER TRUCKPARTS

Check Nurmber Bank No 1 AMERICAN BANK Q [

2965 Year 2009 o —
Period 3 lapioe
Ok To Post? m fon

Field Descriptions

Void Batch

The Void Batch number will default to the current batch you are creating. If you select
this option from the menu, you can select the any void batch not posted. Since we were in
the process of voiding a check batch, the system walked us thru the process.

Company

The Company Number you ran the void check process for will default. The Company
Name will display to the right of the company number.

Bank Number

The Bank Number that the checks you are voiding were written from will default and
press (Enter—). The Bank Name will display once you have entered the bank number.

Year
The fiscal year to post the voided checks to will default..

Period
The period to post the voided checks to will default and display the Period Ending Date.
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OK To Post?

Type in to not post the voided checks. You will return to the Accounts Payable Main
Menu.

If you are ready to proceed with the posting of the voided checks, enter for yes. This
will display the following message.

SB+ Error

e “Yoided checks Hawe Been Posted

"Voided checks have been posted™

Press to return to the Accounts Payable Main Menu.

NOTE: When voiding posted checks, you must post the void in either the period and
year the checks were originally posted or the current year and period, whichever is
greater.

If you need to remove the invoice, you must use the same period and year as the voided
check period and year, or greater period and year when you process the Invoice Removal.

Example

Invoice was entered in Period 3, Year 2009.
Invoice was paid with check written in Period 3, Year 2009.

This check can be voided from period 3 and year 2009. The invoice can also be removed
from period 3, Year 20009.

If for some reason this same check is discovered in Period 10, Year 2009 then it needs to
be voided and the invoice removed you would:

Remove the check from period 10, Year 2009 and also remove the invoice (Invoice
Removal) in period 10, 2009. You would not go back to period 3 and void the check and
remove the invoice.
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VoID UNUSED CHECKS (USED TO ACCOUNT FOR TORN OR DAMAGED
CHECKS)

The Void Unused Checks Entry option will allow you to void the checks that have been
rendered unusable. The unused checks will be posted into the Check Reconciliation File
for easier bank reconciling at the end of the month.

iy 5704 BPRO AP Accounts Payable 19 MAR 2009

Maintenance MICHt-wiohtl Inquiies Reports Updates Help
Invoice 4
Recurring Invoice
Pay Invoices
Void Posted Checks  *

) )
Bank Reconciiation  * CIICk On Transactlons

Click on Void Unused Checks

The unused checks could be checks that were torn in the printer and were not posted.
This could also be for a box of checks that were damaged by water or somehow
destroyed.

=

i Unused Check Entry

Company l Fl-Help

Bank Mo
F2-Save

Starting Check Mo

|_
Ii

Ending Check No | F3-Lookup
|—
|_

Year F4-Del

Period

Reason

Ok To Post? |

Page 162 AutoPower Corporation Copyright 2017



Business Pro Accounts Payable Workbook

Field Descriptions

Company
Type in the Company Number and press (Enter~=). The Company Name will display.

Bank Number

Type in the Bank Number and press (Enter——]. The Bank Name will display once you have
entered the bank number.

Starting Check Number
Type in the Starting Check Number for the first unusable checks and press (Enter~—).

Ending Check Number

Type in the Ending Check Number for the last unusable checks and press (Enter<=). If you
are voiding 1 check then enter the same check number for the starting and ending check
number.

Period

Type in the period that these voided checks will be posted to and press (Enter<—). When
you have entered the period, the Period Ending Date will display to the right.

Reason
Type in the reason these checks are being voided as unused and press (Enter-—].
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OK To Post?

If you do not want to void these unused checks, enter for no. You will return to the
Accounts Payable Main Menu.

I

it Unused Check Entry

Company [ AUTOPOWER TRUCK PARTS Fl-Help

Bank Mo |‘I AMERICAN BANK
F2-Save

Starting Check Mo 200
Ending Check Mo 200

Year 009 ki
Period |3 03/31/2009
Feasan S
Checks Torn in Printer E

Ok To Post? [V

After answering for Ok to Post? Prompt, the message “Unused checks have been
entered into the check register” will appear. Click continue to go back to the menu.

=

SB+ Error

Unused checks have been entered into the

check register
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It’s time for another test!!!

1.

The Select Invoices to Pay option will allow you select invoices for
a particular vendor.

a. True
b. False

The Select Invoices to Pay option will allow you to only select invoices with a
pay code of “1”.

a. True
b. False

The Edit Invoices to Pay option will allow you to add, change or delete
invoices selected for payment in an invoice batch to a vendor.

a. True
b. False

The Edit Invoices to Pay option will allow you to select invoices for one
particular vendor and process the check for this vendor.

a. True
b. False

Regular Checks may be printed as many times as necessary before posting.

a. True
b. False

If you are printing a regular check run and the checks are torn in the printer,
you will answer “NO” to the question, Did all the checks print successfully?
And you will be prompted to enter the check number for the LAST GOOD
check that printed. If you enter the last good check number, you may continue
processing the check run and printing the check register and posting. Then
you may go back and reprocess the checks that were lost due to the printer
issue.

a. True
b. False
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10.

11.

12.

13.

You must compare the printed checks, payment worksheet and the check
register prior to posting. They must all agree.

a. True
b. False

You can edit a posted check.

a. True
b. False

The manual check option is used for a check that has been handwritten and the
invoice already exists in the system.

a. True
b. False

Quick Checks will allow you to print multiple checks.

a. True

b. False

If you should make an error in a quick check process you must follow thru
with the process and post the check. Then void the quick check and start over

again.

a. True
b. False

If you have a debit and a credit invoice on a vendor’s account and you would
like to net these to zero, you will use the quick check process.

a. True
b. False

The Delete Check Batch option will allow you to delete a batch of checks that
has been posted.

a. True
b. False
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14.  The Void Posted Checks option will allow you to void checks after they have
been posted. This option will move the paid invoice to an open invoice status
so that you may pay the invoice again.

a. True
b. False

15.  The Void Unused Check option is the same as the VVoid Posted Check option.

a. True
b. False
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BANK RECONCILIATION

The options on the Bank Reconciliation Menu will allow you to balance with your bank
statement.

The Bank Reconciliation Menu will display as shown below.

"
5 6040 BPRO AP Accounts Payable 09 MAR 2009

Maintenance WIEhEsWivhl Inquiries Reports Updates Help

r::i‘::ﬂg Invoice : CIICk On Transactions
Pay Invoices

Vo e checks + Click on Bank Reconciliation

Void Unused Checks

Bank Recondilation  * Bank Recondiiation

Proof Report
Historical Transactions Report

Cleared Transactions
Outstanding Transactions
Reset Cleared Transactions
Add Manual Transaction

To select a menu option, use the arrow keys to move around the menu, then
press when the selection is highlighted. Entering one of the following Hot keys
will also allow you to choose an option:

. Bank Reconciliation: To mark checks and transactions that have cleared the
bank, select for Check Reconciliation.

o Proof Report: To print a proof report of all cleared and uncleared checks and
transactions.

Historical Transactions Report: To print a Historical Transactions report by date
by “ALL” or a specific source.

Cleared Transactions: To print a list of the check that have cleared, select
for the Cleared Check Listing.

Outstanding Transactions: You may also print a listing of checks that are still
outstanding by selecting for the Outstanding Check Listing.
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e (E]) Reset Cleared Transactions: To “reset” transactions that may have been cleared
in error.

e (A] Add Manual Transactions: To enter Manual Cash Transactions into the Bank
Reconciliation program that are not added automatically.

After an option is selected and processing is complete, the menu redisplays and another
option can be selected.

PREREQUISITE:

The General Ledger Account number in your Chart of Accounts must have the Update
Bank Rec? Flag set to “Y™.

[Z] AccuTerm 2K2 - [DEV (2)]
B Fle Edit View Tools Reset Window Help

Transaction Inquiries Reports Updates Help |
Chart of Accounts
Comparny 1 AUTOPOWER TRUCK PARTS
Account No 1910 Notes Present
Description CASH-CHECKING ACCOUNT
Type B
Status A
Normal Balance D
Eligible for Discount? N
Update Bank Rec?

F1-Help F2-Save F3-Lookup F5-Notes

CHECK RECONCILIATION (THIS IS A MANUAL CHECK RECONCILIATION)

The Bank Reconciliation Entry Screen will display all un-cleared checks and transactions
that have been written so you can reconcile them with your bank statement.
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The Bank Reconciliation Screen is illustrated below.

i Bank Reconciliation

Company No [l AUTOPOWER TRUCK PARTS Statement Date 03/01/2009 FlHelp

Bank No | AMERICAN BANK Statement Balance 4,395,683.68

Starting Date 02701708 D

Ending Date j02/28/2009 Opening Balance -1.266.881.87 F5-Find Trans

Source or ALL | Cleared 0 0.00

LastRec By 94 on 013172009 Ending Balance F&Mrk Rnge
F7-Add/Mntain

Trans No [ Check|SC Date Arnount|Payes Narmg F8Tag

liy L] N 2191 | AP 02/23/08 -1971.751430 UMKA BACK END -

60152 N 2800 | AP 02/27/08 -103436.62 | 100 AUTOPOWER CORPORATION ] F9-Proof

60153 N 2801]AP 02/27/09 -690.00 200 PUAT REBUILD — —

60154 2802|AP 02727/ -31600.00 |64 KGS PAINT AND BODY

60156 803 |AP 02/27§ 31267 GRFJT CONVERSION SERVICES

60156 804 |AP 02727/ -186.22 P TRUCK

B0157 805 AP 02/27/ -133.56 KITRUCKS o

60158 806 |AP 02/27f -7345.80 Ui TRUCK. 0

60159 N 2807 | AP 02/27/08 -2078.65 1028 GNT TRUCKS E

60160 N 2808|AP 02/27/09 -17579.39[1032 RECE PAINT AND BODY

60161 N 2809|AP 02/27/09 -20600.92|1034 UKX{v BALVAGERS

ROARD [ PAIN AR n24274n0 -RRd R 1NA0 MUWFERFRLIED hd

17 [

You may use the arrow keys to move around the screen. You can also use the Page
Down and Page Up keys to move from screen to screen. Use the to move across
the check line.

Company Number

Type in the Company Number you need to reconcile checks for and press (Enter<—]. The
name of the company will display when you have entered the company number.

Bank Number

Type in the Bank Number for the statement you want to reconcile and press (Enter—]. The
Bank Name will display to the right of the bank number.

Starting Date

You may select a range of transactions to reconcile. Type in the Starting date in the
range in the Starting Date field and press (Enter-).

Ending Date
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Type in the last date in the range in the Ending Date field and press (Enter<=]. All of the
un-cleared checks and transactions in that range will display on the screen.

Source or All

Type in a specific Source type or the word “ALL” and press (Enter~]. Press F3 in this
field to view all source types. Example, JE, PR, CR, AP, AR...

Last Received by
This field will display the operator’s name and date when the last bank reconciliation was
performed.

Trans

The Transaction column will display all the Transaction numbers in the range you
selected. These are not check numbers because you could have ACH or other transaction
in the bank reconciliation.

C

The column entitled (€] indicates if a transaction has cleared the bank. You will make an
entry of a oran. This field will default with an .

- Yes, the transaction has cleared the bank.
- No, the transaction has not cleared the bank.

If you need to locate a specific check or transaction to mark as cleared, press the (F5] key
to quickly advance to that check number. When you select (F5], the “Find Transaction”
prompt will display for you to enter the Check Number or Transaction ID to locate.

Type in the check number or Transaction ID that you are searching for and press (Enter<—].

You have the option to tell the system to clear a range of checks. To mark a range of
checks for clearing, press the (F6 ]-function key. When you press (6], the following
prompt will display so you can tell the system the range of checks you want to mark for
clearing.

Check Number to Mark From: Type in the beginning check number in the range to

mark for clearing and press (Enter«=).
Check Number to Mark To: Enter the last check number in the range to mark for

clearing.

OK to Clear Checks?: If answer yes, the checks will be marked for clearing. The
column entitled 'C" will change to a Y. If you answer no, the cursor will remain in this
field until you are ready to clear the checks.
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Check
The Check number for this transaction will display in this field.

SC
The Source for the check or transaction will display in this field.

Date
The Date column will display the date of the check or transaction.

Amount
The Amount column will display the amount of the selected checks.

Payee
The Payee column will display the Vendor Number the check was written to.

Name
The Name column will display the name of the vendor as it was written on the check.

Open Balance Amount
The Open Amount field indicates the dollar figure of the checks that have not cleared yet.

Cleared

The Cleared Amount reflects the number of cleared transactions and dollar figure that
have been marked for clearing.

Ending Balances

The Ending Balances field reflects the total dollar amount of the checks that were in this
selection.

To save the entries on this screen, Press (F2). When you press (F2], the Bank
Reconciliation Entry screen will clear.

Function Keys
Other options can be found by pressing any of the following function keys:

(/5] FindTrans: To quickly locate a check or Transaction, select (F5)-Find Trans.
When you make this selection, a prompt will display so you can enter the check
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number, transaction number or a dollar amount that you are searching for. When
you locate the transaction, the system will automatically bring you to the screen
with that transaction on the top line.

MarkRange: To mark a range of checks for clearing, select (F6)-MarkRange.
When you make this selection, another prompt will display so you can enter the
beginning and ending check number to mark as cleared. Once you have cleared
these checks, a "Y' will display in the 'C' column.

— Add/Maintain: To edit or add a transaction to the bank reconciliation select F7 —
Add/Maintain. When you make this selection, a prompt will display so that you can edit
the transaction that you have selected. To add a new transaction, click on an existing
transaction and type in the word “NEW” in the Transaction number field. You can then
enter in the new transaction information.

@ - OX
i Cash Mgmt Transaction Maint gl
Transaction Number 60166 F2-Save
Company I AUTOPOWER TRUCK PARTS
Bank No 1 AMERICAN BANK
[Trans Mo © Check] &0 uce P
60322 N 2870 -
50327 ] 2571 | Date 02/27/0% 5 ]
60324 N 2972 Amount 26839
60325 N 2873 —_— ~ ES
50326 N 2374| CheckNo 814 ICES
27 75| Payee IBL TRUCK
2 76
2 77
3 78
3 79 (AP | 02427408 -5600.00|FA100 [NB REBUILD
60332 N 2060 AP | 02/27/09| -4000.75 100 |AUTOPOWER CORPORATION =
| [

— Tag: To easily mark a transaction or check has cleared, you can place your cursor
in the transaction number field to be cleared and press or click the (F8]-Tag button.

— Proof: You can easily run a proof report of the Bank Reconciliation to a printer or
to the screen without going out of the Bank Reconciliation process and then to the menu.

You now have the options to Finish Later, Done or Cancel.
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-

' 6040 BPRO AP Accounts Payable 09 MAR 2009

=

Company No i AUTOPOWER TRUCK PARTS Statement Date Fl-Help
BankNo 1 AMERICAN BANK Statement Balance

Starting Date [p2s01709 F2-Save

Ending Date 12/28/2009 Opening Balance F5-Eind Trans
6-Mrk Rnge

Source or ALL lKLL Cleared

LastRec By CYNTHIA on 01/31/2009 Ending Balance
SB+ Dialog F7-Add/Mntain

0274 & Bank Reconciliation Status EACKEND

02/2 OvYER CORPORATION
(LI | p— REBUILD

| FinishUater Done | Cancel | b INT AND BODY

ozy CONYERSION SERVICES
0z/27/09 -186.22 1013 NP TRUCK

02/27/09 -133.66|1020 KITRUCKS

02/27/09 -7345.80/1027 Ubdidiy' TRUCK

0es27/09 -2078.65 1029 GNT TRUCKS

02/27/09 -17579.33(1032 RBQE PAINT AND BODY
02/27/09 -20600.92|1034 UK SALYAGERS

n7/57.4na R4 R 11N30 AV RERLIN D

z|z|z|z|z|z[=z < << [<[<] o

Finish Later — Will allow you to exit out and save your work so that you may complete
it at a later time.

Done — Will allow you to complete your work now and print a proof report and close out
of the bank reconciliation.

\j 5704 BPRO AP Accounts Payable 19 MAR 2009

ﬁ Bank Reconciliation

Company No [ AUTOPOWER TRUCKPARTS Stalement Date 02/28/2009 Fl-Help
Bank No h_ AMERICAN BANK Statement Balance 1454.085.74

Stariing Date piios | s
Ending Date [paragramos Opening Balance 140616120 F5-Find Trans
Source or ALL B Cleared 6 47.924.54 —

LastRec By CYNTHIA on 03/01/2009 Ending Balance 145408574 | _TOMrkRnge

F7-Add/Mntain
SB+ Dialog

[Trans Mo c Check]SC MName F8-Tag
g v AP NP TRUCK -
2 = Bl & Do youwantto run the Proof Repart? TS =l o Proof
v b AP U TRUCK e =
hd 7 AP GNT TRUCKS
v AP o REQE PAINT AND BODY
v AP UKV SALVAGERS
AP /271 664621039 OVF REBUILD o
AP 27¢ -7 74[1040 FE BACK END s
4 AP J27 3 058 [STRUCKS E
5 AP j27 625661 (1072 WPQGJ BACK END
8 AP J27/ £1.09|1107 KSLU CONVERSION SERVICES =
a a5 174 SmiRnR1e1 VGR TR IMkS
4 5 r

Cancel — Will allow you to escape out of the bank reconciliation process and not save
any changes that you have made to the bank reconciliation.
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If you should click done and your Statement balance and your Ending balance do not
equal you will be allowed to make changes to your bank reconciliation or completely
close it out. This is a check and balance to verify that you have cleared all transactions
on your bank statement and also to remind you that you may not have entered in your
bank fees so you may still be out of balance prior to closing out the bank reconciliation.

-

" 5704 BPRO AP Accounts Payable 19 MAR 2009 - D x

7 Bank Reconciliation

Company No [ AUTOPOWER TRUCK PARTS Statement Date 02/28/2009 FiHelp

BankNo [ AMERICAN BANK Statement Balance 1454085 74

Starting Date 01701/09 F2-Save

Ending Date 02/28/2009 Opening Balance -1.406,16120 F5-Find Trans

Source or ALL [ALL Cleared 3 47.92454

LastRec By CYNTHIA on [03/01/2009 Ending Balance 4sa0gsze | _FoMrkRnge
F7-Add/Mntain

SB+ Dialog

Trans No c Check|SC MName F8-Tag

60156 i 2604 | AP B I NP TRUCK a

BO1E7 v 2805 | AP & 0 you wantto run the FProof QFDH KITRUCKS — F9-Proof

60158 i 2508 | AP UMW TRUCK = =

60153 v 2807 |AP GNT TRUCKS

60160 b 2608 | AP es bo RECE PAINT AND BODY

60161 i 2809 | AP e UK:% SALVAGERS

B0162 N 2810|AP 02/27/09 £64.62/1039 0VF REBUILD o

60163 AP 0z/27/ -7004.74]1040 FE BACKEND o

60164 AP 02427/ -224.26 | 1058 LS TRUCKS E

60165 AP 02/27/ -16256.61/1072 WPOGJ BACK END

B0168 AP 02/27/ -51.09[1107 KSLU CONVERSION SERVICES

ROTRG o PR1T AR n2e7/na SANTTRNR 1197 A¥ipi=ln y=IN ') i

17 v

AutoPower Corporation Copyright 2017 Page 175



Business Pro Accounts Payable Workbook

PROOF REPORT

The Proof Report will list all checks and transactions that were marked as Cleared
through the Reconciliation process above.

The Print Proof Report Screen is illustrated below.

Accounts Payable

Company [ AUTOPOWER TRUCK PARTS F1-Help

Bank No '1— AMERICAN BANK
Start Date 01/01/08

End Date 02/28/09

JALL Sources Selected
IA— Cleared and Uncleared

Trans No
BO15E
BO0157
60158
60159
BO1ED
BO1ET
60162

Sort Option
Proof

D BODY
Ok To Print? ERS

60163
B0T64
60165
60168

Recon Status

z|z|z|z|z|Z[< || <<= 2

el
SI0N SERVICES

ROTRG T T TT T CLLIEEE Rl e ey T T T T

4\ v

-

Company

Type in the Company Number you want to run a report of Cleared Checks for and press
(Enter~—). The Company Name will display once you have entered the company number.

To display a list of companies which have been set up on the system, Press (F3). Once
the list displays, you may use the arrow keys to highlight your selection, and then press
(Enter~—). The window shows the Company and Name. The items are sorted by Company
Number.

Bank Number

Type in the Bank Number you want to print a listing of Cleared Checks for and press
(Enter—). The Bank Name will display in this field once the bank number has been
entered.

To display a list of banks which have been set up in the system as shown below. Press

(F3].
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You may use the arrow keys to highlight you selection, then press (Enter-—].

Start Date
The Start Date will default to the current active Bank Reconciliation batch.

End Date
The End Date will default to the current active Bank Reconciliation batch.

Source
The word “ALL” will default in the source field. This can be changed to any valid source
code that was used in the Bank reconciliation process.

Types

This is the types of transactions that you would like to see on the Proof report. You can
see “A” for All checks that have been selected on the Bank reconciliation screen whether
they were cleared or not. You type in “C” to see only the checks that you have cleared.
You type in “U” to see only the uncleared checks.

Sort

The Proof report can be sorted by 4 options:
A By Ascending Date

C By Check Number

D By Descending Date
S By Source and Date

OK To Print?

If you do not want to print the report, press for no. You will return to the Accounts
Payable Main Menu.

To print the report, press for yes.

If you select Printer, you will be prompted to define which system printer. Then you will
return to the Accounts Payable Main Menu.

Recon Status — Reconciliation Batch status. In Progress, there is an active Bank
Reconciliation in progress.
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SB+ Dialog

Reportto Screen or Printer?

Screen Auxiliary Ptr Cancel

Example of the Proof Report is shown below.

Proof Report

AUTOPOWER TRUCK PARTS

For Bank Number 1 - AMERICAN BANK.

Printed on 03/19/09 at 11:3%am Page 1
Starting -1,406,161.20 Ending |-1,454,085.74 Last Bal as of |02/28/09

Ln |Sre |Check |Stat Date Payee Amount Balance

02/27/09 |NP TRUCK -186.22 |-1406347.42
02/27/09 |[KI TRUCKS -133.56 |-1406480.98
02/27/09 [UMWW TRUCK -7345.80 -1413826.78
02/27/09 |GNT TRUCKS -2078.65 | -1415905.43
02/27/09 RBQE PAINT AND BODY -17579.39 | -1433484.82
02/27/09 |[UKXXV SALVAGERS -20600.92 | -1454085.74
02/27/09 |OVF REBUILD -564.62 |-1454085.74
02/27/09 |[FE BACK END -7004.74 | -1454085.74
02/27/09 |LS TRUCKS -224.26 |-1454085.74
02/27/09 {'WPQGJI BACK END -16256.61 -1454085.74
02/27/09 |[KSLU CONVERSION SERVICES -81.09 -1454085.74
02/27/09 [VGR TRUCKS -10118.06 -1454085.74
02/27/09 | XDIQT REBUILD -1177.00 -1454085.74
02/27/09 |IOH PAINT AND BODY -2331.29 -1454085.74
02/27/09 |QT TRUCK -656.33 -1454085.74
02/27/09 NOEHV BACK END -55.45 -1454085.74

2804
2805
2806
2807
2808
2809
2810
2811
2812
2813
2816
2817
2818
2819
2820

2821

FAFAFAFAFA AR A -2 -4 R S

AP
AP
AP
AP
AP
AP
AP
AP
AP
AP
AP
AP
AP
AP
AP
AP
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CLEARED CHECK REPORT

The Cleared Checks Report will list all checks and transactions that were marked as
Cleared through the Reconciliation process above.

The Print Cleared Checks Report Screen is illustrated below

i Print Cleared Transactions

Company n F1-Help

Bank No I_

Ok To Print? | F3-Lookup

Field Descriptions

Company

Enter the Company Number for the printed Cleared Checks report. The Company Name
will display after you have entered the company number.

To display a list of companies which have been set up on the system, Press [ F3 ). Once the
list displays, you may use the arrow keys to highlight your selection, and then press
(Enter—!). The window shows the Company and Name. The items are sorted by Company
Number.

Bank Number

Enter the Bank Number for the printed Cleared Checks listing. The Bank Name will
display in this field once the bank number has been entered.

To display a list of banks which have been set up in the system as shown below. Press

[F3.
You may use the arrow keys to highlight you selection, then press (Enter-—].

OK To Print?

If you do not want to print the report, press for no. You will return to the Accounts
Payable Main Menu.
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To print the report, press for yes.

If you select Printer, you will be prompted to define which system printer. Then you will
return to the Accounts Payable Main Menu.

Example of the Cleared Checks Report:

i Cleared Checks Report

Fle Exit
~

Cleared Checks Report

AUTOPOWER TRUCK PARTS

For Bank Number 1 - AMERICAN BANK

Printed on 03/19/09 at 11:58am Page |1

CO |Bank Valid Check |Date Payee |Amount
1 1_ 10/11/07 3764.00
1 1_ 10/11/07 0.00
1 1_ 10/11/07 6300.00
1 1_ 10/10/07 1154.72
1 1_ 10/10/07 2546.71
1 1_ 10/10/07 169126.03
1 1_ 10/10/07 13451.99
1 1_ 10/11/07 354441
1 1_ 10/11/07 2358.82
1 1_ 10/10/07 3425.09
1 1_ 10/10/07 43.93
1 1_ 10/10/07 355546
1 1_ 10/10/07 1550.00
1 1_ 10/11/07 7250.65
1 1_ 10/11/07 4692.43
1 1_ 10/11/07 26.74
1 1 10/17/07 _17 20 4

After printing the Cleared Checks report, a dialogue screen will display.

SB+ Dialog

& Did the cleared check report print properhy?

Did the cleared check report print properly?
Click Yes and the screen will clear to the menu

Click No and the cursor will go back to the Cleared Check Report screen so that you can
reselect the report to print again.
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OUTSTANDING CHECK LISTING

The Outstanding Checks Listing will print a list of checks that have not been reconciled in the
system and therefore are thought not to have cleared the bank.

The Print Outstanding Checks Screen is illustrated below.

5'_;""_:' Print Outstanding Checks

Company

Bank Mo

Starting Check No
Ending Check Mo
Ok Tao Frint?

F1-Help ‘

Field Descriptions

Company

Type in the Company Number you want to run a report of Outstanding Checks for and press
(Enter~—). The Company Name will display.

Bank Number
Type in the Bank Number for the Outstanding Checks and press (Enter<—].

Bank Name
The Bank Name will display in this field once the bank number has been entered.

Starting Check Number

You may print an Outstanding Check Listing for a range of checks. Type in the first check
number in the Starting Check Number field and press (Enter<=]. If you want ALL checks that are
outstanding press through this field.

Ending Check Number

If you are running this report for a range of checks, type in the last check number in the Ending
Check Number field and press (Enter—]. If you want ALL checks that are outstanding to print,

press through the field.
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OK To Print?

Type in and press if you do not want the listing to print. You will return to the

Accounts Payable Main Menu.

To print the listing to a printer type in for yes and press (Enter~).

If you select Printer, you will be prompted to define which printer to send the report. Then you

will return to the Accounts Payable Main Menu.

Example of Outstanding Checks Report

*¢ Outstanding Checks Report

Fle  Exit

CEX

1 102
1 103

1_ 201

1 300

1_ 500

1__ 1000
1 1002
1_ 1003
1__ 1005
1__ 1006
1 1007
1__ 1008
1__ 1009
1 1010

e e e e e e

This listing will display the Company, bank, and column for reconciling, check number, date of

Printed on 04/27/05 at 11:54am

CO Bank Open Check Date

Outstanding Checks Report

AUTOPOWER CORPORATION

Bank Number 1 - FIRST NATIONAL BANK
From Check Number 1 to 1010

Page 1
Payee

06/26/01 AUTOPOWER CORPORATION
06/27/01 AUTOPOWER CORPORATION
11/23/01 AUTOPOWER CORPORATION
11/23/01 AUTOPOWER CORPORATION
11/26/01 AUTOPOWER CORPORATION
11/27/01 AUTOPOWER CORPORATION
12/13/01 AUTOPOWER CORPORATION
03/21/02 AUTOPOWER CORPORATION
04/12/02 MISCELLANEOTUS VENDOR.

05/03/02 AUTOPOWER CORPORATION
05/28/02 AUTOPOWER CORPORATION
05/29/02 AUTOPOWER CORPORATION
05/29/02 AUTOPOWER CORPORATION
07/18/03 AUTOPOWER CORPORATION

check, payee and the amount of the check.

Amount

147.00
49.00
0.00
0.00
147.00
304.20
100.00
150.00
150.00
12.00
1958.65
300.00
450.00
0.00
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RESET CLEARED CHECKS

The Reset Cleared Checks Option will allow you to reverse a cleared check or transaction to an
uncleared status. You will need to change the status from a to a to unclear the transaction.

"
i Reset Cleared Transactions

Company No F1-Help
Bank No

F2-Save
Source

Start Trans Mo F3-Lookup

Ending Trans No
F7-PageUp

Trans Amount|Payee

F8-PageDown

Field Descriptions

Company

Enter the Company Number for the Check that needs to be reset. The Company Name will
display after you have entered the company number.

To display a list of companies which have been set up on the system, Press (F3). Once the list
displays, you may use the arrow keys to highlight your selection, and then press (Enter—]. The
window shows the Company and Name. Company Number sorts the items.

Bank Number
Enter the Bank Number. To display a list of banks as shown below, Press F3 ).

You may use the arrow keys to highlight you selection, then press (Enter~—]. The Bank Name will
display in this field once the bank number has been entered.

Starting Transaction or Check Number

Enter a Starting Transaction Number for a range of checks. Enter the first check number in the
Starting Transaction Number field.
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Ending Transaction OR Check Number

Enter the last Transaction number that needs to be reset in the Ending Transaction Number field.
If you are resetting just one cleared check number enter that check number in the Starting and
Ending Check Number fields.

[

! Reset Cleared Transactions

Company No |‘I AUTOPOWER TRUCKPARTS Fl1-Help
Bank No |‘I AMERICAN BANK
Source ELL Sources Selected (e

Start Trans No |‘I
Ending Trans No |3ZDD

il

F7-PageUp
Trans C [T |Src Date Amount|FPayee Mame
2mz2 YA AP 06/02/08 317.89/1998 W.B. MASON - F8-PageDown
203 YA AP 06/02/08 127.21 /2098 FUNKHOUSER 7
205 WA AP 06/02/08 3163.94|2136 FREUDENBERGNOK
2016 YA AP 06/02/08 B16.16|2139 WADE TRANSMISSION & GEAR, CO T
20 YA AP 06/02/08 -1450.00)2184 AERO VALLEY PRECISION
2019 YA AP 06/02/08 1200.00| 2196 MNEWY ENGLAND PLASMA
2020 YA AP 06/02/08 357562398 DOWLING FORD SALES, INC. A%
2021 YA AP 06/02/08 234.89|3000 BOB'S AUTO SUPPLY CO.
2022 YA AP 06/02/08 1123.86|3012 TUCKS TRIUJCKS INC. Vo
2023 YA AP 06/02/08 733.04)3047 FLEETPRIDE, INC.
2024 YA AP 06/02/08 4254.05| 3092 GABRIELLI TRUCK SALES OF CT
EDiS | YoOlA L TAR 06/02/08 B8.26/3155 SOMMNAXINDUSTRIES |L
4 3
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ADD MANUAL TRANSACTION
The Add Manual Transaction option will allow you to enter your Bank Services Charges,

Credit Card Service Charges or any other charge that is not automatically added into the
Bank Reconciliation module from Cash Receipts, Sales or Accounts Payable.

i1 Cash Mgmt Transaction Maint

Transaction Number |

Company
Bank Mo

|_
|_
Source |—

Date

Amount
Check No

Payee

Transaction Number
Enter in the word “NEW” to assign a new transaction number for this entry and press

:

Company

Enter the Company Number for this manual transaction entry. The Company Name will
display once you have entered the company number.

To display a list of companies which have been set up on the system, Press (F3). Once
the list displays, you may use the arrow keys to highlight your selection, and then press
. The window shows the Company and Name.

Bank Number

Enter the Bank Number for this manual transaction entry. The Bank Name will display
once you have entered the bank number.

To display a list of companies which have been set up on the system, Press (F3]. Once
the list displays, you may use the arrow keys to highlight your selection, and then press
(Enter~—]. The window shows the Bank Number and Name.

Source
Enter the Source for this manual transaction entry.

AJ ADJUSTMENTS
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AP ACCOUNTS PAYABLE
CC CREDIT CARDS

CR CASH RECEIPTS

CS CASH SALES

To display a list of sources which have been set up on the system, Press (F3]. Once the
list displays, you may use the arrow keys to highlight your selection, and then press
(Enter—!]. The window shows the Source and Name.

Date
Enter the date for this manual transaction and then press (Enter—).

Amount
Enter in the amount of this manual transaction and then press (Enter~.

Check No.

Enter in the check number for this transaction and then press (Enter-—]. If you do not have
a check number, then press thru this field.

Payee

Enter in the Payee for this manual transaction and then press (Enter~—]. You must enter
something in this field.
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Inquiries

The options on the Inquiries Menu will allow you to inquire on specific information
pertaining to Accounts Payable. All functions from this menu are inquiry only.

The Inquiries Menu will display as shown below.

i 772 BPRO AP Accounts Payable 19 MAR 2009

Maintenance Transactions Inquies Reports Updates Help

Click on Inquiries

Menu Selections

To select a menu option, use the arrow keys to move around the menu, then
press when the selection is highlighted; entering one of the following keys may
also choose an option:

o Vendor: This will allow you to view information about a specific vendor.

o Check: This will allow you to view information about a check that was written
through the Accounts Payable module.

o Paid Invoice: This option will allow you to view the date the invoice was paid,
the check information, and the invoice detail invoices paid by the system. These are
paid items.

o Open Invoice: This option will allow you to view the Vendors open invoices. All
of the invoice entry information will display. These are open items.

After an option is selected and processing is complete, the menu redisplays and another
option can be selected.
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VENDOR INQUIRY

The Vendor Inquiry Screen looks identical to the Vendor Maintenance Screen you used
to set up the vendor. The function keys work the same way as they did in vendor
maintenance except all functions on this screen are inquiry only. Modifications to the
vendor record cannot be done through Vendor Inquiry.

You may view open items or paid items through Vendor Inquiry. A ReachThru feature
allows you to get further details about the invoice for open items or check information for
paid items.

Purchases, credits, discount’s, year-to-date, life-to-date, and previous-year-to-date totals
may be viewed using the Activity function key.

i 772 BPRO AP Accounts Payable 19 MAR 2009 QB‘
Maintenan

ce Transactions [UBIIY=N Reports Updates Help

Click Inquiries
Click Vendor
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The Vendor Inquiry is illustrated below.

r

i1 Vendor Inquiry

Vendor No

Mame Mame F3-Lookup
Address Address

Address Address F5-Notes
City City F6-Templates
State i State i

Country Country F7-Open ltem
Same Remit? Currency

Contact-1 Phone-1

Contact-2 Phone-2 F9-Activity

F8-Paid ltem

Email

Pay Terms Inventory Vendor Mo
Buying Group Vendor Acct Mo

Type 1093 1D

Tax Exempt Discount Cores Allow Duplicate Invoices?

Disc PastDue Discount Freight Activity GL Accounts

At the Vendor Number prompt, you have the option to press to lookup a vendor
number. This will display several options to search for a vendor.

i 772 BPRO AP Accounts Payable 19 MAR 2009

Maintenance Transactions Inquiries Reports Updates Help

By Name Beginning VWith
By Name Ending With
By Mame Containing

By Gity

By State

By Zip

By Contact

By Phane
By Vendar Group
By Wendor Twpe

ListAll

e N e L ——
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Function Keys

Other options can be found by pressing any of the following function keys:

(F5) Notes: To view notes that was entered for a particular vendor.

Templates: To view the General Ledger Templates Account Distribution
for invoices for this vendor.

Open Item: To view items that has not been paid yet. Another prompt
will display. To view all of the open items for this vendor, select ALL. To view a
range of open items, select RANGE. If you select RANGE, another prompt will
display. You have the option to view invoices for a specific Invoice Date Range or a
Due Date Range.

Paid Item: To view items that has been paid. Another prompt will display.
To view all of the paid items for this vendor, select ALL. To view a range of paid
items, select RANGE. If you select RANGE, another prompt will display. You have
the option to view invoices by a specific Check Number Range or a Date Paid Range.

Activity: To view purchasing and payment activity for this vendor. This
screen will display Year-to-Date activity, Prior Year activity, Last Check Amount
Paid, Last Paid Date, etc. This screen will also display what is currently owed to this
vendor and the dollar figures in each aging bucket. You may also access Open Items
by selecting the (F5 ] function key or Paid Items by selecting the function key.

Vendor Inquiry — Notes

From the Vendor Inquiry Screen you may view notes that have been entered about this
vendor.

When the vendor's information is displayed on the screen, press (F5 ] for Notes. This will
display the Notes Inquiry Box on the screen as illustrated below.

=

E’E Notes Inquiry

his wendar has been in business for 28 years.

VENDOR INQUIRY — F7 OPEN ITEM INQUIRY
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The Open Items function key will allow you to view invoices that have not yet been
paid for this vendor. You may view all open items or you may select a range of invoices
to view. Pressing will display the following prompts.

SB+ Dialog

Display all open items, open items by date

range or cancel?

Bange ‘ Cancel |

To view ALL open items, click on ALL. This option will display another screen that will
list all open items for this vendor.

EE A S A a A A A e

byl Open Items For Vendor 100 - AUTOPOWER CORPORATION

VendorID 100 Vendor Name ~ AUTOPOWER CORPORATION F2-0K

Invoice Murmber C Invoice Date: Due Date| P Arnount Expected Discount
bobh 07/25/08 08/10/08 950,00 -19.00
2555595 01/15/08]  02/10/09 1500.00 2926 F10-RehThru
EEE 08/25,/08 08/25/08 10000 -2.00 —

746325 10/28/08 1110408 95.43 -1.79
65965 03/19/09 03/19/09 3650.00 oon

F7-Search

No Offtems 5 Totals For All Open ltems 629543 Totals For Expected Discount

If you would like to view a range of open items, click on RANGE. If you select this

option, the following screen will display so you can tell the system what range you want
to view. You may select a range based on Invoice Date or Due Date.
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=

ii Open Item Selection

Invoice Date From I To | F1-Help
Due Date From | To |

oK? I_ F3-Lookup

Invoice Date From
Type in the beginning date of the range in the Invoice Date From field and press (Enter~].

To
Type in the ending date of the range in the To field and press (Enter«—).

If you do not want to search for open items using Invoice Date, press through
these two fields to the Due Date field.

Due Date From
Type in the beginning date of the range in the Due Date From field and press (Enter-=).

To
Type in the ending date of the range in the To field and press (Enter+—).

OK?
If you are not ready to proceed with this inquiry, enter the letter for no. You will return
to the Vendor Inquiry Screen.

If you are ready to proceed with the open item inquiry, enter the letter for yes. This will
display the Open Item Inquiry Screen.

Once you have selected what open items you want to view, the Open Item Inquiry Screen

will display. You have a Reach Thru option on this screen that will allow you to view
details about a specific invoice.

The Vendor Open Item Inquiry Screen is illustrated below.
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™ Open Items For Vendor 100 - AUTOPOWER CORPORATION

VendorID 100 Vendor Name AUTOPOWER CORPORATION F2-0K

pvnice Murmber co Invoice Date: Due Date| PC. Arnount Expected Discount F7-Search
B55E 1 07/25/08 08/10/08| 4 950.00 -14.00

1500.01 282 F10-RchThru

@595 1/15/ 110/

EEE 9/25/ 25/ 100.0 [
745325 0/28/ /107 954 7
65965 3/19/ 19/ 3650.0 0

No Oftems 5 Totals For All Open ftems 629543 Totals For Expected Discount

Invoice Number
This column will display the Invoice Number that is still open.

Company
The column entitled 'Co’ is the Company Number used to enter the invoice.

Invoice Date

The date of the invoice will display in the Date column as it was entered through invoice
entry.

Due Date
The Due Date as calculated through invoice entry will display in this column.

Pay Code
The column entitled 'PC" will display the pay code for each invoice.

e 1- Regular Invoice
e 2-Hold Invoice

Period
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The column will tell you the Period each invoice was expensed to.

Amount
This is the invoice amount.

Payments

The column entitled 'P' will display a or an . If there is a in this column for an invoice,
this means that a partial payment had been sent to the vendor for this invoice. It will not
show you the amount that was sent.

Discount
This column will reflect the expected discount amount for each invoice.

Number Of Items
This field will give the total number of invoices that were selected for viewing.

Totals for All Open Invoices

The Totals for All Open Invoices will display the dollar amount of the invoices that were
selected for viewing.

Expected Discounts
This field will display the total dollar amount expected discounts.

HOW TO SEARCH FOR AN INVOICE

You have several ways you can search for a specific invoice. You may use the arrow
keys to move around the Open Item Inquiry Screen.

If you know the invoice number you want to view, press the Search key to search
for a specific invoice number. Enter the invoice number and then press (Enter~—). This
will advance the cursor directly to that invoice number.

-
++ SB+ Prompt

Entar the imvoice number to search for

Accept ‘ Cancel

HOW TO VIEW INVOICE DETAIL
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The F10 - ReachThru feature will allow you to inquire on the details of a specific
invoice. Highlight the invoice number and press the Reach Thru key to invoke the
ReachThru process. This will display the Invoice Detail Inquiry Screen as illustrated
below.

Invoice Number | COl Invoice Da\e‘ Due Dalel PC‘ Per‘ AmuunllPD ‘ Expected DISCDUM‘ |

E
[ = Invoice Detail Inquiry

:BatchNu 7028 Operator  CYNTHIA Notes  Absent
Company 1 AUTOPOWER TRUCK PARTS Year 2008 Period 7 07/31/08

Vendor No 100 AUTOPOWER CORPORATION

Terms Code B 2% 10TH NET 30TH

Invoice No 16556

Invoice Date 07/25/08

Due Date 08/10/08 Pay Code 4 ACH

Description AUTOPOWER TRUCK PARTS-6556 Invoice Amount 950.00
PO Number Freight Amount 0.00
Shipper No Discount Amount -19.00

GL Account |AC ‘ Br‘ Dept‘AchunlName ‘ Amount
1350 | | 1] 1 [INVENTORY | 950.00

You may view notes about this invoice by selecting Function Key - Notes or you
may view the reason the invoice is on hold by selecting Function Key - Hold
Reason.

To return to the previous screen, press (Enter~=]. This will re-display the Open Item
Inquiry Screen.

Function Keys
Other options can be found by pressing any of the following function keys:

Search: To search for a specific invoice. You will be prompted for the invoice
number you need to locate.

ReachThru: To inquire on the details of a particular invoice place the cursor on
the invoice number and select - ReachThru. This will display an inquiry screen for
the selected invoice. From this screen you may also view invoice notes if applicable or a
hold reason if this invoice was entered with a Pay Code '2'.
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VENDOR INQUIRY — F8 PAID ITEMS INQUIRY

From the VVendor Inquiry Screen, you can also view Paid Items. The system will tell you
the check number that was used to pay each invoice, the paid date, the amount paid, and
the discount taken.

Press the -Paid Item key to select Paid Items. This will display the following
screen.

i Vendor Inquiry

Vendor Mo 100
Name AUTOPOWER CORPORATION Name

Address 525 TECHNOLOGY PARK Address

Address STE 109 Address F5Notes
City LAKE MARY City F6-Templates
State FL Zip 32746 State Zip

Country Country F7-Open ltem
Same Remit? Currency ~
Contact-1 MIKE MALLORY Phone-1 407-695-7300 Fax-1  407-695-8001

Contact-2 Phone-2 Fax-2 F9-Activity
Email mmallory@autopower.com

Pay Terms B 2% T0THNET 30TH Inventory Vendor Mo 8778

Buying Group WD INDEPENDENT WAREHOUSE DISTR  Vendor AcctNo 2112 S0
Type UTL UTILITY 1099 ID E

Tax Exempt M DiscountCores Y Allow Duplicate Invoices? M

Disc PastDue Y Discount Freight N Notes Y Activity Y GL Accounts Y

Display all paid tems, paid items by date
range ar cancel?

Al ‘ Bange Cancel ‘

To view ALL paid items, press for ALL. This option will display a screen that
will list all paid items for this vendor.

If you want to view a range of paid items, press Range and (Enter~=). If you select this
option, the following screen will display so you can tell the system what range you want
to view.

You may select a range based on Check Number or Date Paid.

Page 196 AutoPower Corporation Copyright 2017



Business Pro Accounts Payable Workbook

5'_;':{ Paid Items Selection

Check Mo From
Date Paid Fram
Ok?

F1-Help

Check Number From

Type in the first check number in Check Number From field and press (Enter<=).
To

Type in the last check number in the range in the To field and press (Enter~].

To view all paid items without a check range press thru the Check Number From
and the To fields.

Date Paid From
Type in the beginning date range in the Date Paid From field and press (Enter~].

You can press — Lookup for intuitive help to select a date using the pop-up
calendar.

To

Type in the ending date of the range in the To field and press (Enter].

OK?

If you are ready to proceed with the inquiry of the paid items, enter the letter for yes.

Once you have entered a to proceed with inquiry of the paid items, the following screen
will display all paid invoices for your selection criteria.

If you are not ready to proceed with the inquiry, enter the letter for no. This will re-
display the VVendor Inquiry Screen.
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5 Paid Invoices

VendorID 100 VendorName ~ AUTOPOWER CORPORATION F7-Search

Invoice Number Per Invoice Date: Invoice Amourt Paid Date Paid Amount Check Nurnber, F10-RchThru

20 45eRTE 3 03/09/09 96565.00 03/17/09 96565.00 2983
2121565 3 03/05/08 965.00 03/17/08 965.00 2863
4445 /| 988 / 9 4888 01
252172121 /! 98989; i 9 969896.0
2121521 i/ 3B5E56.! / 9 365656.0
25115 /! 654! I 9 659501
BBE86 02/24/08 2551.00 03/17/08 2651.00
252522 02/13/03 510.00 03/17/03 510,00
695-8596 02/09/09 565.00 03/17/09 569.00
212525 0g/m/08 32521.00 03/17/08 32521.00
65968 02/01/08 144.00 03/17/08 14400
659856 01/15/09 3521.00 03/17/03 3521.00
4854RT 01/10/09 £55.00 03/17/09 £55.00
21121 ! 51 9 5.0
5252 /! B565. 9 656501
325-658 /! 3221 9 3221.01
25212 /! 454, 9 45401
6549 01/01/09 544.00 03/17/09 544.00
2125-655-TJ 01/01/08 54.00 03/17/08 54.00

No Of ltems Totals For All Paid ltems 2968730.75

Function Keys
Other options can be found by pressing any of the following function keys:

Search: To search for a specific invoice, select (F7])-Search. You will be
prompted to enter the invoice number you need to locate.

ReachThru: To inquire on a particular invoice from this screen, with your
cursor on the invoice number, select (F10)J-ReachThru. This will display an
inquiry screen for the selected invoice to view invoice or check detail. From this
screen you may also view invoice notes if applicable.
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VENDOR INQUIRY - PAID ITEMS INQUIRY F10 - REACHTHRU

The ReachThru option found in Vendor Paid Items Inquiry allows you to view more
detail about a paid invoice. You may view Check or Invoice detail.

To invoke the ReachThru feature, from the Paid Invoices screen for a specific vendor,
place your cursor on a specific invoice.

"
i1 Paid Invoices

Vendor D 100 VendorName AUTOPOWER CORPORATION F7-Search
Inwvoice Mumber CO| Per Invoice Date Inwvoice Amount Paid Date Paid Amount Check Number|CL | F10-RchThru
2B45ERTE 1 3 03/08/09 96565.00 03/17,/09 96565.00 2983 N | &

2121565 1 3 03/05/09 965.00 03/17,/09 965.00 2983 M 7|

4448 1 3 03/02/09 9898.00 03/17,/09 9558.00 2983/N | —

2621721241 1 3 03/02/09 984858 00 03/17/09 98489500 2983 N

2121521 1 3 03/01/09 3IBEESE.00 03/17/09 3BEB5E00 2983 N

25118 1 3 03/01/09 BEYE.00 03/17,/09 EBHE 00 2983 N

BE54R 1 1 0224409 2651.00 03/17,/09 2551.00 2983 N

262522 1 1 02/13/03 510.00 03/17/09 510.00 2983 N

£95-B596 1 1 02/03/093 569.00 03/17/09 564.00 2983 N

212525 1 1 02/01/09 32521.00 03417409 32521.00 2983 N

65969 1 1 02/01/09 144.00 03417409 144.00 2983 N oy
659856 1 1 01/15/09 3521.00 03417409 3521.00 2983 | N 0
4854RT 1 1 01/10/09 B55.00 03/17/09 BEE.00 2983 | N E
21121 1 1 01/05/09 25.00 03/17/09 25.00 2953 M

5252 1 1 01/05/09 B565.00 03/17/09 6565.00 2953 M

325-659 1 1 01/05/09 3221.00 03/17/09 3221.00 2953 M

26212 1 1 01/01/09 454.00 03/17,/09 454.00 2953 M

6549 1 1 01/01/09 544.00 03/17,/09 544.00 2953 M

2125-658-T 1 1 01/01/09 54.00 03/17,/09 54.00 2983 M| -

No Of ltems 182 Totals For All Paid ltems 2968730.75

Select the -Reach Thru function key. The following prompt will display.

=

SB+ Dialog

& Check ar Inwvoice ReachThru?

Irvoice

When you select the Check ReachThru, the system will allow you to view information
down four layers. The first screen that will display is the Checks Written Screen. The
Checks Written Screen will display the description of the invoice, invoice amount, year,
period, due date, check number, date paid, discount taken and the paid amount. This
screen is illustrated below.
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BPRO AP Accounts Payable 20 MAR 2009

" Vendor Inquiry

r
=

' Paid Invoices
ol

Paid Da(e‘
03/17/08|

Pa\dAmnuml
96565.00|

Check Nurnber]CL ]
2983[N_ | a

Invoice Amﬂum‘
96565.00 |

Invoice Datel
03/09/08|

Invoice Number
2B456RTE

2121565 =
4445 il Checks Written
25212121

121521 Vendor 100
5115

BEEYR

262522

Invoice

D

695-8596

212525

[HiElE]

659856

4854RT

21121

5252

325-659

28212

6549

2125-658-TJ

Payee

Invoice Amount
Year

Period

Due Date

25456RTE

AUTOPOWER CORPORATION

96565.00
{2000 B

[3 lo228/09
0410/09

F10-RchThru

Check Number

[ Bank]  Date Faid]

Discount Taken]

Amount Paid]

2983

| 1] 03/17/08]

-1930.66|

9463434

Field Descriptions

Vendor
The Vendor as it was entered through Invoice Entry

Invoice
The Invoice Number will display.

Description
The Description as it was entered through Invoice Entry will display.

Payee
The Payee as it was written on the check will display.

Invoice Amount
The amount of the invoice as it was entered through Invoice Entry will display.

Year
The Year the invoice was expensed to will display in this field.

Period

The information in this field will reflect the period that was entered through Invoice
Entry. The Period Ending Date will display to the right of the Period Number.

Page 200 AutoPower Corporation Copyright 2017



Business Pro Accounts Payable Workbook

Due Date
The Due Date field will display the due date that was entered through Invoice Entry.

Check Number

The Check Number that paid this invoice will display in this field. If this was an
installment invoice, there could be multiple checks listed for one invoice.

Bank
The Bank Number this check was written from will display in this field.

Date Paid
The Date the invoice was paid will display in this field.

Discount Taken

If a discount was taken on this invoice, the discount amount will display in the Discount
Taken field.

Amount Paid

The amount the check was written for will display in the Paid field. This amount will be
the Invoice Amount minus Discount Taken.

Totals

The Totals area will display the total discounts taken for all checks on this screen and the
total of the checks.

To view more detailed check information, select - ReachThru.

The Check Detail Screen will display.
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7 5728 BPRO AP Accounts Payable 20 MAR 2009

Maintenance Transactions Inquiries Reports Updates Help

1 Vendor Inquiry

7% Paid Invoices

e . F7-Search
Invoice Number COo[ Per Invoice Date Invoice Amount Paid Date Paid Amount Check Number|CL F10-BchThru
25456RTE 1 3 03/09/09 96565.00 03/17/09 96565.00 2983|N | &
2121565 1 3 ool canl . L ronl Lo |
4445 1 3
252172121 1 3
2121521 3 vende o
25115 5
252522 Deseription itk Thru
212525 il M7} oK
65960 11| invoice Amol Check 2983
659856 i Check Description  Batch check [FUEE M
4854RT 1 1
B I Payee AUTOPOWER CORPORATION
6252 1 1
325-659 1 Type 1 Regular Check
sgi;z 1 1 Check Numi] 82" 008 e
2%

21256597 I ] & Famse 2 E

No of Invoices Paid 21

Gross Check Amoun 1553753.00

Discount Amount -31060.64

Check Amount 1522692 36

=

i Check Detail

Vendor 100 Date 03/17/09
Check 2983

Check Description  Batch check

Payee AUTOPOWER CORPORATION

F10-BchThru

Type 1 Regular Check

Year 2009
Period 2

Mo of Invoices Paid 21
Gross Check Amoun
Discount Amount
Check Amount

Field Descriptions

Vendor
The Vendor the check was written to will display in this field.

Check
The Check number that was used to pay t
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Date
The Date the check was written will display in this field.

Check Description

The Check Description will reflect how the check was generated. (i.e. Quick Check,
Manual Check or Regular Check, Prepaid)

Payee
The Payee name as it was written on the check.

Type
The Type of check will display in this field. The following are entries that will display in
this field.

1 = Regular Check Run

2 = Quick Check

3 = Manual Check

4 = ACH Automatic Clearing House Transaction

Year
The Year the check was expensed to will display in this field.

Period
The Period this check was expensed to will display in this field.

Number of Invoices Paid

The Number of Invoices that were paid on this check will display in this field. (i.e. If this
check paid 4 invoices, a 4 will display in this field)

Gross Check Amount
The Gross Amount will display in this field. This figure will not take into account

discounts taken.

Discount Amount
Any discounts taken on the invoice will display in this field.

Check Amount
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The Check Amount will display in this field. This will be the Gross Check Amount minus
the Discount Amount.

If you do not need to see more information, you may click the OK button. This will
return you to the Checks Written Screen.

You have the option reach thru further for additional information. To view more

information, select - ReachThru. If you select - ReachThru, the Check
Inquiry Screen will display as illustrated below.

5728 BPRO AP - Vendor Inquiry
s

1 Paid Invoices

=

Invoice Number
PEAEERTE -
2121565 i Check Detail
4445 —

2521721
2121521
25115
tasar | Company 1 AUTOPOWER TRUCKPARTS

252522 | BankNo 1 AMERICANEANK CheckDate  03/17/03
5325525595 CheckNo 2983 Batch check - Not cleared Batch 27%

gggggg Invoice Number Payee| Pear Date Disc Taken Amount Paid

Fi e | 0| e 12/11/08 54978 3167122
1| [B4ETYE mo| e 12/21/08 .29 31471
oy | [2125-659T 101/08 -1.08
Jon.g59 | 6549 2 /01/03 1075
2| 25212 101/08 408
e | EE 105/08 £5.40
a125-559] 5252 01/05/03 -130.80
21121 01/05/03 0.4
4E54RT 01/10/03 1260
659356 /03 704
it} 28
It} 6497
[T} -108
2003 02/19/19 456
2009 02/24/08 5038 250052
nnog 020100 1911 LA hdl

™ Check Inquiry

P

Totals For All Invoices -31060.64 1522692 36

Field Descriptions

Company

The Company Number that this check was written for will display in this field.

Bank Number

The Bank Number this check was written from will display in this field. The Bank Name

will display to the right of the Bank Number

Check Number
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The Check Number you are inquiring on will display in this field.

Check Date
The date of the check will display in the field.

Batch
The Check Batch that the check was created in will display.

Invoice Number

The Invoices that were paid by this check will display in the Invoice Number column.

Payee
The Vendor this check was written to will display in the Payee column.

Period
The Period field reflects the period this check was posted to.

Year
The Year field reflects the year this check was posted to.

Date
The Date column field will display the date the invoice was paid.

Discount Taken

If a discount was taken on this on this invoice, the discount amount will display in the
Discount Taken field.

Amount Paid

The amount the check was written for will display in the Paid field. This amount will be
the Invoice Amount minus the Discount Taken.

Totals for all Invoices

The Totals for all invoices field will display the total discounts taken on the check per
invoice.
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r

it Check Inquiry

Company 1 AUTOPOWER TRUCK PARTS F1-Help
Bank No 1 AMERICAN BANK CheckDate  03/17/09
Check Mo 2983 Batch check - Not cleared Batch 2736 Q
Invoice Murmber FPayee| Per[ ‘“rear Date Disc Taken Arnount Paid FULEEIED
640-0050 100 2| 2009 12411708 -649.78 31871.22| o

545TvE4 100 2| 2009 12421708 -6.29 47|

2125-659-TJ 100 2| 2009 01701709 -1.08 £2.92|—]

6549 100 2| 2009 01701704 -10.75 533.26

25212 100 2| 2009 01701704 -3.08 444.92

326-654 100 2| 2009 01/05/04 -69.40 3161.60

5252 100 2 2009 01/05/09 -130.80 6434.20

21121 100 2| 2009 01/05/04 -0.46 24.54 e

4854RT 100 2| 2009 01/10/04 -12.60 642.40

659856 100 e 2009 01/15/09 -70.42 3450.58

65969 100 2| 2009 0z/01/04 -2.88 14112
212525 100 2| 2009 0z/01/04 -649.70 31871.30
695-8596 100 2| 2009 0z/09/09 -10.88 bh812
252522 100 2| 2009 02/19/04 -9.56 500.44
56BIE 100 2| 2009 0z/24/04 -60.38 2600.62

Ei1E 100 Iululel N0 g 173211 LAC il

Totals For All Invoices -31060.64 1522692.36

To view additional information about this check, select - ReachThru. When you
select the ReachThru Option the Invoice Detail Screen will display. If this check paid
more than one invoice, place your cursor on the invoice whose detail you wish to view.

The Invoice Detail Screen is illustrated below.

-

5728 BPRO AP . Vendor Inquiry
&

Invoice Mumber
25456RTE

2121565

4445

2121521
25115
EB546
252522
8596,
525
ES
356
4854RT
21121
£252
325659
25212
6549
2125-659|

fj Check Inquiry

31 Invoice Detail ‘

Baich No
Company

Invoice M
545-6585

Vendor No

545754

Payee

2125-655-]

6549

Terms Code

26212

Invoice No

325654

5252

Invoice Date

21

Due Date

ART

856

]

PO Number

212525

£95-8596

Shipper No

262622
56596

7192

Operator CYNTHIA

1 AUTOPOWER TRUCKPARTS

100

AUTOPOWER CORPORATION

B 2% 10THNET 30TH

545-6585
12/11/08
01/10/09

Year 2009

Pay Code 1
Invoice Amount
Freight Amount
Discount Amount

Notes  Absent

Period 1

Regular
32521.00
3200
-649.78

GL Account

Dept

Account Name

Armount

1350

16

INVENTORY

32489.00

8460

16

FREIGHT CHARGES

3z.00
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r

i Invoice Detail

Batch No 7192 Operator CYNTHIA Motes  Absent

Company 1 AUTOPOWER TRUCK PARTS Year 2009 Period 1

Vendor No 100 AUTOPOWER CORPORATION

Payee

Terms Code B 2% 10THNET 30TH

Invoice No 545-6585

Invoice Date 12/11/08

Due Date 01/10/09 Pay Code 1 Regular

Description Invoice Amount 32521.00

PO Number Freight Amount 32.00 N
Shipper No Discount Amaount -649.78
GL Account AC Br Dept|Account Name Amount

1350 1 16 [INVENTORY 32489.00

8460 1 16 |[FREIGHT CHARGES 32.00

To return to the Vendor Inquiry Screen, press (Esc) until the screen displays.
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VENDOR INQUIRY — F9 -ACTIVITY

The Vendor Activity Inquiry Screen will display when you press the Activity
function key from the Vendor Inquiry Screen. This screen is a display only screen that
shows YTD totals, previous year's YTD, as well as life to date totals.

From the Activity Screen, you may also view Open Items and Paid Items. The data on
this screen cannot be modified since it is calculated based on invoices that have been
entered and paid.

r

i Vendor Inquiry

Vendor No 100

Name AUTOPOWER CORPORATION Name
Address 525 TECHNOLOGY PARK Address
Address STE109 Address
City LAKE MARY City
State FL i State
Country Country F7-Open ltem

F5-Notes

F6-Templates

Same Remit? Currency
Contact1 MIKE MALLORY Phone-1 407-695-7300 Fax1  407-695-8001
Contact-2 Phone-2 Fax-2 F9-Activity

Email mmallory@autopower.com

F8-Paid ltem

Pay Terms B 2% 10THNET 30TH Inventory Vendor Mo

Buying Group INDEPENDENT WAREHOUSE DISTR  Vendor AcctNo

Type UTILITY 1099 1D

Tax Exempt Discount Cores Y Allow Duplicate Invoices? N

Disc PastDue Discount Freight N Notes Y Activity Y GL Accounts Y

From the Vendor Inquiry Screen, press the Activity function key to display the
Activity Screen shown.
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i AP Activity for Vendor 100 - AUTOPOWER CORPORATION

Nao of Days PastDue % Future Due % YTD Purchases 103045484.76
1-30 0.00 0 3650.00 100 YTD Credits -67961.25
31-60 1500.00 56.7 0.00 0  YTD Discounts 31771.93 F5-Openlims
61-90 0.00 ] 0.00 0 | PYRPurchases F6-Paidltms
91-120 0.00 0 0.00 0  PYRCredits
120+ 114543 433 0.00 0  PYRDiscounts
Total 264543 4202 365000 | 5798  LTDPurchases LB
Grand Total 629543 LTD Credits -67961.25 29,
LTD Discounts -31771.93
LastPaid Date 03/19/03
LastCheck No. 2986
Last Paid Amt 3650.00

Inquiry Options

To view Open Items, press the key Openltems.
To view Paid Items, press the key Paidltems.

When you are finished viewing the information on the Activity Screen, you can press
to return to the Vendor Inquiry.

Function Keys

Other options can be found by pressing any of the following function keys:

e (F5) Open Item: To view items that has not been paid. To view all of the
open items for this vendor, select ALL. To view a range of open items, select
RANGE. If you select RANGE, another prompt will display. You have the option
to view invoices for a specific Invoice Date Range or a Due Date Range.

. Paid Item: To view items that has been paid. To view all of the paid items
for this vendor, select ALL. To view a range of paid items, select RANGE. If you
select RANGE, another prompt will display. You have the option to view invoices
by a specific Check Number Range or a Date Paid Range.
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CHECK INQUIRY

The Check Inquiry Screen will display the invoices that were paid with a specific check.
After entering the company number, vendor number and check number a Reach Thru can
be performed on an invoice number to view the details of a particular invoice.

All data displayed through Check Inquiry is display only. Information cannot be
modified using this function.

rr‘w 772 BPRO AP Accounts Payable 19 MAR 2009 CI ICk IanIrles
Maintenance Transactions BOGU(=N Reports Updates Help - CI ick Check

Vendor

Paid Tnvoice
Open Invoice

The Check Inquiry Screen is illustrated below.

r

i Check Inquiry

Company [ lAUTOPOWER TRUCK PARTS
Bank No [ AMERICAN BANK CheckDate  D2/27/09

Check No IEBDD Batch check - Cleared Batch Number 2727

Invaice Mumkber Payee| Per Date Disc Taken Armount Paid F10-RchThru

haR7-2 100 1 04/14/08 0.00 0.33
59873 100 1 04/14/08 0.00 0.34
25552 100 1 05/01/08 0.00 6555.00
221 100 1 05/05/08 0.00 252.00
12121154 100 1 05/06,08 0.00 £5556.00
12645252 100 1 05/15/08 1.50 -148.50
22822 100 1 05/15/08 -7.30 357.70
32 100 1 05/15/08 -0.99 £4.01
1
1
1
1
1
1
1
1

EEBERYES 100 05/20/08 515.00
2565456 05/22/08 £98.00
555555 05/29/08 585.00
504-733-557005,/08 06,/10/08 =4, 393.03
G5EREE

54645458
b04733557005/08

A21.1.A200

06,/10/08 -36. 361350
06,/15/08 =
06,/30/08

07¢17:0

Totals For All Invoices
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Company

Type in the Company Number that the check was written from and press (Enter~=). The
Company Name will display when you enter the company number.

Bank Number

Type in the Bank Number the check was written from and press The Bank Name
will display when you have entered the bank number.

Check Number
Type in the Check Number you need to inquire about and press (Enter).

The information about the check will display.

If the check you entered does not exist, the following message will display on the screen.

Press to return to the Check Inquiry Screen.

Check Status

The status of the check will display to right of the Check Number. This will display the
type of check it was when you processed it. The different types of checks you might see
are Regular Check, Manual Check and Quick Check

The Check Status field reflects if the check has been cleared. It will also show if the
check was voided.

Invoice Number
The Invoices that were paid by this check will display in the Invoice Number column.

This screen will display twelve invoices at a time. If the check paid off more than twelve
invoices, you may view the next page of invoices by pressing the key. You can
review the previous page by pressing the key.

Payee
The Vendor this check was written to will display in the Payee column.
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Period
The Period column will reflect what period this check was posted to.

Year
The Year column will reflect which year this check was posted to.

Date
The Date column will display the date the invoice was paid.

Discount Taken

If a discount was taken on this invoice, the discount amount will display in the Discount
Taken field.

Paid

The amount the check was written for will display in the Paid field. This amount will be
the Invoice Amount minus Discount Taken.

Totals for all Invoices

The Totals for all invoices field will display the total discounts taken on the check per
invoice.
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Function Keys

—ReachThru

To view additional information about this check, select - ReachThru. When you
select the ReachThru Option the Invoice Detail Screen will display. If this check paid
more than one invoice, place your cursor on the invoice number to view detailed
information.

-

" 5728 BPRO AP Accounts Payable 20 MAR 2009 - D x

Invoice Number
5987-2

i Invoice Detail

Batch No 201 Operator JACKI Notes  Absent
Company 1 AUTOPOWER TRUCK PARTS Year 2008 Period 4

Vendor No 100 AUTOPOWER CORPORATION

Payee

Terms Code B 2% 10THNET 30TH

Invaice No 5987-2

Invoice Date 04/14/08

Due Date 06/14/08 Pay Code 1 Regular

Description ROMERO TRUCKPART WHS-5987 Invoice Amount 033

PO Number PO#W 1723452 Freight Amount 0.00
Shipper No Discount Amount 0.00

GL Account [sc T &] DepfAccount Hame Amoun]
1230 | [ 1] 1 |MERCHANDISE INVENTORY 0.33]
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PAID INVOICE INQUIRY MENU

Vendor Paid Invoice Inquiry allows you to view the details of a paid invoice by entering
just the invoice number or selecting a specific vendors paid invoices. You may view the
details of the invoice or click ReachThru to view the Check Detail.

" 772 Bero AP Accounts Payable 19 MAR 2009 Q@@

Maintenance Transactions BOGU(=N Reports Updates Help

Vendor
Check

Click Inquiries
OpEﬂ]ﬂVO\CE hal - - -
Click Paid Invoice

All the information in the Paid Invoice Inquiry Screen is for informational purposes only.
You cannot change or delete invoice information in this screen.

Company

Type in the Company Number and press (Enter~—). The Company Name will display when
you enter the company number.

Vendor Number
Type in the Vendor Number and press (Enter~].

Invoice Number
Type in the Invoice Number that you wish to inquire about.
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The invoice will display on the screen.

= Paid Invoice Inguiry

j

Company i AUTOPOWER TRUCK PARTS F2-Save
Vendor No 100 AUTOPOWER CORPORATION
Invoice No |212715 Balance Due 0.00 I ke
Invoice Date  04/05/09 Date Paid  [Check [ DiscTaken| Pac[cL | | _F'ORehThu
Terms Code  90DAYS 0516708 [ 0.00] 250000
PO Number
Invoice Amount 2500.00
Due Date 07/04/09
Year 2008

. '{”J"n
Period 4 04/30/08 E
GL Account |AC | Elr| Dept|Accaunt MName GLAmount|
1230 | | 1] 1 [MERCHANDISE INVENTORY 2500.00]

This screen will display the information at the time of Invoice Entry also listing the
General Ledger Expense Accounts. The Check information will list the Date Paid, Check,
Disc, Paid amount and also list if the check has been cleared via the Bank Reconciliation
program. ACH transactions, type 4, will also display in this screen.

Reach-Thrus — Shown below. The F10 Reach-Thrus will drill down to the Invoice Detail
screen.

Batch No

Company

Vendor No
Payee
Terms Code
Invoice No
Invoice Date
Due Date
Description
PO Number
Shipper No

191

1 AUTOPOWER TRUCKPARTS

Operator LEO
Year 2008

100 AUTOPOWER CORPORATION
ROMERO TRUCKPART WHS
90DAYS NET 90 DAYS

212115
04/05/09
07/04/09

ROMERO TRUCKPART WHS-212115

Notes  Absent

Period 4
PayCode 1  Regular
Invoice Amount 2500.00
Freight Amount 0.00
Discount Amount 0.00

GL Account

=

Dept[Account Name

Amount]

1230

I [l

1 [MERCHANDISE INVENTORY

| 2500.00]

'

OK

F6-Notes

F7-HoldRsn
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OPEN INVOICE INQUIRY MENU

Vendor Open Invoice Inquiry allows you to view the detail of an open invoice by
entering just the invoice number or by selecting all open invoices for a specific vendor.

All the information in the Open Invoice Inquiry Screen is for informational purposes
only. You cannot change or delete invoice information in this screen

i 5728 BPRO AP Accounts Payable 20 MAR 2009
Maintenance Transactions PUEVGEN Reports Updates  Help
Vendor
Check
Paid Invoice

[ oper e [0

<

Click Inquiries
Click Open Invoices

- Ox.

7 Open Invoice Inquiry g‘
Company n AUTOPOWER TRUCKPARTS F2-0K
Vendor No oo AUTOPOWER CORPORATION

Invoice No 65965 Fé-Notes
Batch No 7203 Notes Absent F7-Hold Rsn
Terms Code B Year 2008

Invoice Date 03/19/09 Period 12 [12/31/08

Due Date 03/19/09 Pay Code 1 Regular

Description AUTOPOWER CORPORATIC Invoice Amount 3650.00

PO Number Freight Amount 0.00 o
Shipper No Discount Amount 0.00 g
GL Account [sz | B]  DepffAccountame [ GL Amound]

1230 i 1] 1| MERCHANDISE INVENTORY | 3650.00
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Field Descriptions

Company
Type in the Company Number and press (Enter~—).

Vendor Number
Type in the Vendor Number and press (Enter).

Invoice Number

Type in the Invoice Number and press or click - Lookup for a display of all
open invoices.

The open invoice detail will display on the screen.

You can also skip the vendor prompt and just key an invoice number. All invoices with
that number, even though it may be different vendors, will appear in a window.

=

*i Open Invoice Inquiry

Company |1— AUTOPOWER TRUCKPARTS F2-0K

VendorNo  [100 | AUTOPOWERCORPORATION

Invoice No [p5968 i

Batch No 7203 MNotes Absent F7-Hold Rsn

Terms Code B Year 2008

Invoice Date 03/19/09 Period 12 12/31/08

Due Date 03/19/09 Pay Code 1 Regular

Description AUTOPOWER CORPORATIC Invoice Amount 3650.00

PO Number Freight Amount 0.00 oo

Shipper No Discount Amount 0.00
. ¥

GL Account |AC | Elr| Dept|AccountName | GLAmDunt|

1230 | 1] 1 |MERCHANDISE INVENTORY | 3650.00

Function Keys
Other options can be found by pressing any of the following function keys:

Notes: Select to view the notes that may have been entered at the time of
invoice entry.

HoldReason: To view the hold reason when invoices were coded as Pay Code '2'
during invoice entry, select (F7]-HoldReason function key.
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UPDATES MONTHLY

The option on the Updates Menu will close the Accounts Payable Period. It does not
close the General Ledger.

The Updates Menu will display as shown below.

i 5728 BPRO AP Accounts Payable 20 MAR 2009 E‘ﬁ‘ﬁﬂ

Maintenance Transactions Inquiries Reports BURGEIEHN Help

oy | Click on Updates
) Click on Monthly

Menu Selections

To select a menu option, use the arrow keys to move around the menu, then
press when the selection is highlighted.

Monthly: The Monthly option will allow you to close the current Accounting Period in
Accounts Payable. Closing the current accounting period will update the control file with
the next period and year if applicable.

After this option is selected and processing is complete, the menu redisplays and another
option can be selected.

i AP End of Month

Company Mo

I_
Current Year |
|_
|_

F1-Help

F3-Lookup

Current Period

Ok To Close?
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Field Descriptions

Company Number

Enter the Company Number whose period you need to close. The Company Name will
display to the right when you have entered the company number. Once the Company
Number is entered, the current accounting period information will display.

Press (F3) to display a list of companies currently set up in the system. You may use the
arrow keys to highlight your selection, and then press (Enter~—). The window shows the
Company and Name. The items are sorted by Company Number.

Current Year
The Current Year is the current fiscal year.

Current Period
The Current Period will display the period to close.

Period Ending Date
The Period Ending Date will display the current period ending date.

Monthly

The Monthly Update procedure is performed when the accounting period needs to be
closed. The system will purge all old data scheduled to be purged based on the Accounts
Payable Customization purging timeframe. Any of the reports from the reports menu
may be printed at anytime during the month.

The AP End of Month Screen is illustrated below.

OK To Close?

i AP End of Month

CompanyNo [I | AUTOPOWER TRUCKPARTS Fl-Help

Current Year | 2009

Current Period |3 03/31/09

0Ok To Close? F s

If you are not ready to close the month, press the letter for no. You will return to the
Accounts Payable Main Menu.
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When you are ready to close the month, press the letter for yes. The following message
will display on the screen.

The current period is incremented by 1. If the current period was 12, then the new current
period will be 1 and the new current year will be incremented by 1.

Press the key to return to the Accounts Payable Main Menu.
Note: You may close an accounting period in Accounts Payable multiple times to bring

the system up to the correct accounting period. Note: If you enter an invoice into a
closed accounting period, you will need to reprint the AP Monthly Reports.

e Accounts Payable period has been closed
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ACCOUNTS PAYABLE REPORTS

Examples of the Accounts Payable Reports can be reviewed from your Master
Documentation CD or from the Accounts Payable Manual.

%1736 BPRO AP Accounts Payable 11 AUG 2005

Maintenance Transactions Inguiries NEEsEREN Updates Help
Tables 4
werdor Master
wendor Listng
1099 vendor Listing
1099 Yendor Payments
wendor Unpaid Invoices
vendor On-Hold Invoices
wendor Paid [nvioices
Wendor Remowed IMvoices
vendor Credit Invoiceg
AP Aging Report

Monthly Check Register

Monthly Void Check Register

Monthly Discounts Taken

Monthly Expense Distributon

Maonthly Invoice Register

Period End Open Item Report by Period
Period End Open Item Report by Yendar

The following reports are available in the BusinessPro Accounts Payable module.

1.

Tables: The Tables option will allow you to print a report of the file
maintenance tables for:

Terms

Currency

Type

Buying Group

Allocation

Bank

Vendor Master: The Vendor Master Listing is a detailed report of the vendors
that have been entered into the Accounts Payable module.

Vendor Listing: The Vendor Listing is a shorter version of the Vendor Master
report.

1099 Vendor Listing: The 1099 Vendor Listing will list the vendors who have a
1099 number.

1099 Vendor Payments: The 1099 Vendor Payments prints a report of all
payments made to a 1099 type vendor.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

Vendor Unpaid Invoices: You may print a list of unpaid invoices on a per
vendor basis.

Vendor On-hold Invoices: You may print a list of invoices that will print on this
report that have a Pay Code status of 2.

Vendor Paid Invoices: You may print a list of invoices that have been paid for
by vendor or a range of vendors.

Vendor Removed Invoices: You may print a list of invoices that have gone
through the Posted Invoice Removal process.

Vendor Credit Invoices: You may print a list of Invoices that have credit
amounts for a specific vendor or for all vendors.

A/P Aging Report: The A/P Aging Report will print an aging report for each
vendor or a specific vendor. The report is printed based on invoice date and date
invoice was not paid. It is not based on period dates.

Monthly Check Register: The Monthly Check Register is a listing of the checks
that were written for specified period.

Monthly Void Check Register: The Monthly Voided Check Register is a listing
of the checks that have been voided for a specified period.

Monthly Discounts Taken: You may print a report of the discounts that were
taken for a specified period for each vendor.

Monthly Expense Distribution: The Monthly Expense Distribution report will
show you how invoices were expensed to the General Ledger Account Numbers.

Monthly Invoice Register: The Monthly Invoice Register will print the invoices
for a specific period.

Period End Open Item Report by Period. The Period End Open Item Report
will allow you to print a report listing the invoices that were unpaid as of the end
of an accounting period. After an option is selected and processing is complete,
the menu redisplays and another option can be selected.

Period End Open Item Report by Vendor. The Period End Open Item Report by
Vendor will allow you to print a report listing the invoices that are unpaid for a particular
vendor or for all vendors. After an option is selected and processing is complete, the
menu redisplays and another option can be selected.
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ReachThru, 129, 195

ReachThru, 107, 214

- Regular Invoice, 49

1099 ID, 22

- Hold Invoice, 49

- Prepaid Invoice, 49

(4] — ACH Transaction, 49

AddlInvoices, 129

FindTrans, 172

AddlInvoices, 106

Open Item, 209

Verify Line items, 53

MarkRange, 173

Templates, 190

Vendoring, 129

Paid Item, 209

Vendoring, 106

— Add/Maintain, 173

HoldReason, 217

Open Item, 190

Worksheet, 106

Paid Item, 190

—Tag, 173

Sort, 107

Activity, 190

— Proof, 173

AJP Aging Report, 222

Accounts Payable Customization Screen, 31

Accounts Payable Reports, 76, 221

ACH items cannot be setup in recurring invoice entry,
81

ACH Transaction, 49, 91, 124, 126

Activity, 23

Add Manual Transaction, 185

Allocation Code, 26, 28, 82, 221

Allow Duplicate Invoices, 22, 39

Amount Due, 105, 106, 127, 128

Amount To Pay, 105, 127, 146

AP Account, 32

AP Discount, 32

Bank, 3, 29, 30, 32, 41, 50, 109, 114, 122, 128, 134,
141, 154, 155, 158, 159, 160, 163, 168, 169, 170,
172,173, 176, 177, 179, 181, 183, 185, 201, 204,
211, 215, 221

Bank Reconciliation, 3, 41, 122, 168, 169, 170, 172,
173,177, 185, 215

Bank Reconciliation Proof Report, 176

Batch Deletion, 42, 65, 66, 78, 89, 90

Batch Number, 44, 60, 63, 65, 66, 79, 84, 86, 89, 98,
104, 109, 118, 119, 122, 125, 130, 134, 136, 145,
148, 151, 154

Batch Post, 42, 63, 64, 78, 86, 88

Batch Proof, 42, 59, 61, 64, 78, 79, 84, 85, 88

Branch, 26, 27, 32, 33, 36, 46, 50, 53, 71, 80, 82, 95,
114, 125, 131, 134, 136, 139, 141, 145, 154, 158

Branch Number, 27, 32, 36, 46, 71, 80, 114, 125, 136,
145, 154, 158

Buying Group, 18, 21, 97, 221

Buying Group Maintenance, 18, 21, See Buying
Group

Check, 187

Check Date, 109

Check Inquiry, 204, 210, 211

Check Notation, 15

Check Number, 50, 113, 114, 115, 129, 141, 151, 155,
163, 171, 177, 181, 183, 184, 190, 196, 197, 201,
204, 205, 209, 211

Check Payment for just one vendor., 93

Check Status, 211

Cleared Amount, 172

Cleared Check Report, 179

Cleared Transactions, 168, 169

Company Number, 27, 29, 31, 36, 46, 68, 74, 80, 95,
114,121, 131, 134, 141, 154, 158, 160, 163, 170,
176, 179, 181, 183, 185, 193, 204, 211, 214, 217,
219

Control File, 11, 14, 19, 37, 109

Credit invoice and a debit invoice on a vendor’s
account and you wish to net these two invoices to
be zero, 144

Currency, 14, 15, 20, 32, 38, 97, 131, 134, 136, 141,
145, 221

Currency Code, 14, 15, 38, 97, 131, 134, 136, 141,
145

Current Period, 32

Current Year, 31, 219

Date Paid, 50, 190, 196, 197, 201, 209, 215

Date Type, 96

Delete Check Batch, 148, 166

Department, 26, 27, 32, 53, 71, 75, 82, 139

Description printed on the check stub., 49

Disc Pct, 105

Discount, 127

Discount Amount, 55, 68, 71, 81, 105, 203, 204

Discount Cores, 21

Discount Day Due, 12, 38

Discount Freight, 22

Discount On Past Due?, 104, 125

Discount Past Due, 21

Discount Percent, 12, 47, 81, 127, 146

Discount Taken, 201, 205, 212

Discount taken on this invoice, 105

Due Date, 48, 67, 70, 96, 98, 105, 107, 127, 190, 191,
192, 193, 201, 209

Edit Invoices to Pay, 93, 103, 106, 165

Edit Invoices To Pay, 103

Ending Balances, 172

Exchange Rate, 15

EXITING BUSINESS PRO, 5

F6 - Activity, 24

Failed check run, 110

File maintenance setup, 11, 41

Finish Later, 174

First Check, 109

Freight Amount, 49, 67, 71

Function Keys, 28, 53, 57, 83, 106, 129, 172, 190,
195, 198, 209, 213, 217

General Ledger Account number in your Chart of
Accounts must have the Update Bank Rec? Flag
set to “Y”., 169

General Ledger Amount, 72, 75
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General Ledger Cash Account Number that will be
affected when recording payments on checks, 30

General Ledger Distribution Templates, 23, 25, 35,
139

General Ledger Template, 19, 26, 39

GL Acct, 36, 52, 82

GL Batch Template, 52

Gl Distribution Template, 25

Historical Check Remittance Advice, 150

Historical Transactions Report, 168

HOW TO VIEW INVOICE DETAIL, 194

Inquiries, 9, 187

Inquiry Menu, 9, 216

Inventory Vendor Number, 22

Invoice Amount, 49, 53, 67, 69, 71, 75, 81, 82, 200,
201, 205, 212

Invoice Date, 32, 39, 48, 67, 70, 96, 107, 190, 191,
192, 193, 209

Invoice Distribution, 49, 82

Invoice Entry, 26, 42, 44, 57, 61, 70, 71, 72, 75, 78,
79, 83,91, 107, 129, 200, 201, 215

Invoice History Limit, 33

Invoice Menu, 41, 78

Invoice Number, 33, 48, 69, 74, 81, 103, 104, 105,
126, 137, 145, 147, 193, 200, 205, 211, 214, 217

Invoice Sort Method, 33

Item Number, 45, 79

Last good check number printed, 110

LOGGING ON, 6

Main Menu, 9

Maintenance Menu, 9

Manual Check Entry, 94, 124, 128, 129

Manual Checks do not print a check., 94

Manual Checks must be posted so that they will be
reflected in the Paid Item File., 133

Manual Transaction Source, 185

Month Of Payment, 12

Monthly Check Register, 222

Monthly Discounts Taken, 222

Monthly Expense Distribution, 222

Monthly Invoice Register, 222

Multi-Branch Distribution, 33

Net Due Day, 12, 13, 38

Net Payment, 106, 128

Net Zero Entry Example, 147

No Of Po/Shippers, 56

NO yearly update in Accounts Payable. Upon closing
period 12, then the system automatically rolls to
the new year., 31

Notes, 22, 30, 46, 57, 80, 83, 106, 107, 129, 190, 195,
217

Number Of Days Discount, 12

Number Of Days To Pay, 13

Number Of Payments, 12

Number of Remittance Lines, 30

Open Invoice, 187

Open Balance Amount, 172

Operator, 45, 66, 79, 84, 87, 149

Outstanding Check Listing, 181

Outstanding Transactions, 168

Paid Invoice, 187

Paid Amount, 50

Paid Invoice Inquiry, 214

Pay Code, 49, 50, 58, 68, 71, 81, 91, 193, 195, 217,
222

Pay Invoices, 41, 93, 108

Pay just one vendor, 103

Pay Terms, 21

PCT, 27

Period, 44, 46, 67, 70, 75, 76, 87, 91, 97, 125, 131,
134, 136, 141, 145, 149, 160, 161, 163, 193, 194,
200, 203, 205, 212, 218, 219, 222

Positive Pay, 30

Post Checks, 94, 112, 122, 133

Post Manual Checks, 94, 133

Post Voided Checks, 153, 159

Posted Invoice Maintenance, 43, 67, 68, 73

Posted Invoice Removal, 43, 68, 71, 72, 73, 222

Prevent entry of Invoice Date that is greater than _
days after period closing date., 32

Print All Items?, 118, 151

Print Check Register, 94, 119

Print Check Remittance Report, 94, 117

Print Checks, 93

Print Manual Check Register, 94, 130

Print Payment Worksheet, 93, 100

Process Net Zero Checks, 144

Purchase Order Number, 54

Quick Check feature will allow you to enter an invoice
and issue a check quickly in one step, 94

Quick Check process cannot be exited. You must
follow thru with all steps, 135

Quick Check Process, the last prompt to display is
Check Information. The Check Information Screen
determines what will be printed on the check as the
payee., 139

Quick Check program is not a substitute program for
the Regular Check Program. It is just as its name
says “QUICK”, 135

Quick Checks, 3, 41, 94, 135, 142, 143, 166

Recurring Batch can only be posted once per day, 88

Recurring Batch Post (Must be posted manually) The
system does not automatically post Recurring
Batches., 86

Recurring Invoice, 41, 78, 79

Reference, 9, 36

Regular Print Checks, 108

Remove Checks from Register, 93, 113

Remove Checks from the Check Register will allow
you to remove any checks in the check work file
that you do not want to post, 113

Reports Menu, 9

Reset Cleared checks, 183

Same Remit?, 20, 38

Select Invoices to Pay, 16, 93, 95, 98, 103, 165

Shipper Number, 54, 67, 70, 71

Sort Payment WorkSheet?, 98

Tables, 221

Take Discount on Past Due, 137

Tax Exempt, 21

Template Description, 36

Template Number, 36

Terms & Terms Description, 104

Terms Code, 11, 12, 21, 38, 44, 47, 67, 70, 137
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Transactions Menu, 9, 41

Truck Expense G/L Maintenance, 37

Updates Menu, 9, 218

Updates Monthly, 218

Vendor, 187

Variable?, 27

Variance ($), 56

Variance (%), 56

Vendor Account Number, 22

Vendor Buying Group, 18

Vendor Credit Invoices, 222

Vendor File Maintenance, 19, 35, 48, 125, 143

Vendor Inquiry, 188, 189, 190, 192, 196, 197, 199,
207, 208, 209

Vendor Number, 20, 44, 46, 68, 74, 79, 80, 104, 113,
125, 137, 145, 155, 172, 189, 214, 217

Vendor On-hold Invoices, 222

Vendor Paid Invoices, 222

Vendor Removed Invoices, 222

Vendor sorting by n(A)me or n(U)mber, 33

Vendor Type, 16, 17, 20, 21, 97

Vendor Unpaid Invoices, 222

Void Posted Checks, 41, 153, 167

Void Unused Checks, 41, 162

Voided Check Entry, 153, 154

Voided Check Register, 153, 158, 159, 222

Voiding posted checks, you must post the void in
either the period and year the checks were
originally posted or the current year and period,
whichever is greater., 161

Whether or not cores are discountable is based on
hierarchy. First, if the G/L account number for
cores (which must have the word CORE
somewhere in the description) is flagged as not
eligible for discount, core charges will never be
discounted. If the G/L number is flagged , then the
determining factor is the vendor record., 22

Whether or not freight is discountable is based on
hierarchy. First, if the G/L account number for
freight (which must have the word FREIGHT
somewhere in the description) is flagged as not
eligible for discount, freight charges will never be
discounted. If the G/L number is flagged , then the
determining factor is the vendor record., 22

Year, 44, 46, 67, 69, 75, 87, 91, 97, 125, 131, 134,
136, 141, 145, 149, 160, 161, 190, 200, 203, 205,
212

You cannot edit a posted check, 123

You must have at least one terms code setup, 11
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Accounts Payable nvoice Entry and Check Writing Process

v v

You can use Select invoices to
pay by due date OR you can
use Edit Invoices to Pay and

select by Vendor.

Select Invoices to Pay
(Creates a Check

Batch #) Edit Invoices to Pay

Invoice Entry
(Creates an Invoice
Batch #)

After printing the payment worksheet you
Print Payment Worksheet discover that a vendor should not be
A —————— on this check run but it is showing
(Using same Check Batch #) as to be paid. Remove Vendor via Edit
Invoices to Pay.

Print Invoice Batch Proof Y
Report (Using same Invoice Remove_ Check from
Batch #) Print Checks (Using same Discover an Error on a Printed Check Register & Remove

Check Batch #)
Print Check Remittance
Print Check Register

the Invoice or Invoices to
be paid by this check via
Edit Invoices to Pay

Check that is not posted but is on
the Check Register.

Checks Printed Correctly, No Errors

Re-run Check
Register after
changes

Invoice Batch Post
(Still using same Invoice
Batch #)

Post Checks

A

Invoice will now be back in
the open items to be
selected again for
payment.

Discovered information on
check was not correct
after posting.

Void Posted Check >
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