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1 Introduction

This chapter explains how the manual is organized and how the manual should be used. It
also provides you with an overall view of the Solution-1V Accounts Payable features.

The Accounts Payable and System Integration flowcharts show how your Accounts Payable
module operates and how it relates to the overall accounting system.

Introduction
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Thoroughbred Solutions

Thoroughbred Solutions

Introduction

Thoroughbred Software devel ops and internationally markets software products for small
through Fortune 500 sized businesses. Thoroughbred products are true multi-user solutions
and areingtalled at thousands of worldwide sites.

Solving everyday accounting problems has never been a simple task. Thoroughbred Solution-
IV Accounting modules are 4GL -based providing the quality and versatility you need to bring
your business accounting needs into and through the new millennium. Thoroughbred software
isaways at the forefront of our industry's rapidly changing technology. Thoroughbred
Solution-1V Accounting sets the pace for 4GL -based applications and is aresult of more than
25 years of application development and design experience. This product was built using one
of the most powerful 4GL -application development environments available today —
Thoroughbred OPENworkshop.

OPENworkshop provides a comprehensive set of productivity tools designed to be easy to
understand and use. Solution-1VV Accounting is built on top of this robust development
platform, which provides the perfect foundation for construction of afeature rich solution to
your accounting problems. The Thoroughbred OPENworkshop development environment
makes it easy and practical to customize complex applications.

Thoroughbred Solution-IV Accounting is a completely integrated accounting solution. Each

module provides a seamless integration and sharing of common data with each of the other
modules.

Copyright 0 2005 Thoroughbred Software International, Inc.




Thoroughbred Solution-1V Accounting: Accounts Payable

Thoroughbred Solution-IV Accounting: Accounts Payable

Introduction

The Solution-IV Accounts Payable module is designed to help you manage your vendor base
and outgoing cash flow. Purchases and payments are organized into reports that show where
your money is going, who needs to be paid, and how much cash you need to make timely
payments or to take advantage of discounts. All of this can be done while saving time and
increasing accuracy over doing it manualy.

Integrating Solution-1VV Accounts Payable with the Solution-IV General Ledger module can
save you even more time by automatically posting directly to the appropriate accounts,
thereby eliminating duplicate entries and reducing errors on your financial statements.

Accounts Payable alows you to enter vendor invoices (where discounts are automatically
calculated) and handwritten checks. Y ou can also print checks and 1099 forms. The Aged
Tria Baance and Cash Requirement reports give you the control required to take advantage
of discounts by providing you with information on how much cash is required on selected
dates.

The reports and vendor purchase information are as current as the last update, allowing you to
determine easily and quickly your status with each vendor.

Copyright 0 2005 Thoroughbred Software International, Inc.




Solution-1V Accounts Payable Features

Solution-IV Accounts Payable Features

The Thoroughbred Solution-1V Accounts Payable moduleis aflexible and compl ete package
for tracking your payables and making payments to your vendors. It is designed to help you
control profitability by controlling your cash flow. The following isalist of the highlights and
features available in Solution-1V Accounts Payable.

» A smooth interface with the Solution-1V General Ledger moduleis provided on
either acash or accrua basis.

» Vendor purchase history istracked including items such aslast invoice and
payment information. It also tracks the number and amount of purchases and
payments made month-to-date, year-to-date, and all of last year.

» Invoice entry handles either vendor invoice numbers or automatic voucher
numbers. Invoices, credits, and adjustments are all entered in the same place and
invoices can be automatically selected for payment at the time of entry.

» Recurring payables such as rent, leases, and contract shipments are entered once
and then processed automatically as required.

» Flexible payment selection criteriais provided including automatic selection by
invoice, selected vendors, range of vendors, or various due dates. Individual
invoices may be selected for payment, and partial payments may be made aswell.

» Manual checks can be entered directly without first entering an invoice.

» Multiple bank accounts can be used for both computer-generated and manual
checks.

» 1099-MISC forms may be printed at the end of the calendar year, even if the
company operates on afiscal year.

Standard reports include:

¢ Aged Trial Balance with optional payment history.

¢ Cash Requirements Report to help determine how much cash is needed to
pay invoices on time and takes advantage of available discounts.

¢ Monthly Check Register which shows all checks paid or only the checks that
have not yet cleared the bank.

¢ Vendor Purchase Analysis giving you the ability to rank your vendors.

All of these reports have various sort and print options.

Solution-1V Accounting 4
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Solution-1V Accounts Payable Features

Introduction

All of the preceding features are standard to the Solution-1V Accounts Payable package. Y ou
can customize the system to meet your needs by setting the parameters for such items as what
aging categories you use, whether or not you use vouchers, and how you want to post to
General Ledger. Thisis done without making any changes to the programs themselves. If
additional modifications are required, Solution-1V is a4GL-based package that makes

customization easy and practical. For additional information, contact your Thoroughbred
resdller or sales representative.

Copyright 0 2005 Thoroughbred Software International, Inc.



Thoroughbred Solution-1V Accounting Flowchart

Thoroughbred Solution-IV Accounting Flowchart

The following System Integration Flowchart illustrates how the various Solution-1V
Accounting modules relate to one another.

The Solution-IV Accounts Payable Flowchart on the following page shows how the various
components of the Accounts Payable module are related.
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Solution-1V Accounts Payable Flowchart

Solution-IV Accounts Payable Flowchart
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How to Make the Greatest Use of This Manual

How to Make the Greatest Use of This Manual

Introduction
With this manual we have created reference material that is easy to read, yet contains all of
the information you need to set up and run the Thoroughbred Solution-1V Accounts Payable
system.

This manud introduces you to the capabilities of Solution-1V Accounts Payable, gives you
ideas to help you get started with the initial setup, provides complete processing instructions,
and also serves as areference guide once you are up and running.

Suggested Steps
In order to make the greatest use of this manual and to provide the easiest transition to your
new system, we suggest you complete the following before entering your own datainto the
system.

» Know how your computer works. Userswho are familiar with the functions of
their computer will have an easier time using the system.

» Read, or at least browse, the entire manual. Become familiar with the options
and capabilities before starting to use the software.

» Ingtall the system. Make sure both the programs and demonstration data have
been installed on your computer so you can begin looking at the system.

» Usethedemonstration data. Demonstration data has been provided to allow you
to get alook and fed of the operations of the system and reports without using
your company’ s information.

» Begin using the system. Use this manual to begin entering and/or converting
your information into the Solution-IV Accounting system.

» Keep the manual handy. Once you are up and running, you will find the manual
helpful as areference guide. A complete Table of Contents has been provided for
your assistance.

Solution-1V Accounting 8
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How This Manual is Organized

How This Manual is Organized

This manua has been organized to take you through normal Accounts Payable activity. Asa
supplement to these day-to-day procedures we have included a brief explanation of
accounting theory, an extensive glossary of accounting terms, and several helpful setup ideas
and design hints for your codes.

Chapter 1
I ntroduction-Explains how the manual is organized and how the manual should be used. It
also provides you with an overall view of the Accounts Payable features. The Accounts
Payable and System Integration flowcharts show how your Accounts Payable module
operates and how it relates to the overall accounting system.

Chapter 2
Accounts Payable M enus-Describes the options available on the Accounts Payable Main
Menu, Check Printing Menu, Vendor Maintenance Menu, Code File Maintenance Menu, and
Monthly Reports Menu.

Chapter 3
Accounts Payable Setup-Explains how to get started with your Accounts Payable system.
This chapter contains all of the options on the Code File Maintenance Menu.

Chapter 4
Vendor Maintenance-Describes the options that are available from the Vendor Maintenance
Menu. Vendor Optionsinclude Vendor Name and Address Maintenance, Alternate Address
Maintenance, Contact Maintenance, Comment Maintenance, Purchase History L ookup,
Aging and Open Invoice Lookup, and Change/Delete Vendor Code.

Chapter 5
Transaction Processing-Describes the options that are available when processing
transactions. They include Invoice Entry, Register, and Update; Manual Check Entry,
Register, and Update; and Recurring Invoice Entry, Register, and Update.

Chapter 6
Check Printing M enu-Describes the options that are available from the Check Printing
Menu. They include Automatic Payment Selection, Payment Selection Entry, Payment
Selection Register, Check Printing, and Check Register and Update.

Chapter 7
Accounts Payable Reports-Describes how to execute the Solution-1V Accounts Payable
reports. They include Vendor Masterfile Listing, Vendor Label Printing, Aged Trial Balance,
Cash Requirements Report, Monthly Check Register, Vendor Purchase Analysis, Monthly
Purchases Journal, Monthly Disbursements Journal, and 1099 Forms.

Chapter 8
Period End Processing-Describes the options available during Period End Processing. They
include Maintain Cleared Checks, Period End Update, and Status Change Update.

Glossary
Glossary-Provides alist of terms used in the Solution-1V manuals.

Appendices
Appendices-Contains supplemental information that is helpful in understanding Solution-1V
Accounts Payable. System conversion is also detailed in the Appendices. Any errors that you
may encounter while using the system are listed and explained.

Introduction 9
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2 Accounts Payable Menus

This chapter describes the options that are available on the following Solution-1V Accounts
Payable menus:

Accounts Payable Main Menu
Check Printing Menu
Vendor Maintenance Menu

Code File Maintenance Menu

vV Vv VY VY V

Monthly Reports Menu

Accounts Payable Menus

Copyright 0 2005 Thoroughbred Software International, Inc.
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Accounts Payable Main Menu

Accounts Payable Main Menu

Introduction
The Solution-IV Accounts Payable module is designed to help you manage your vendor base
and outgoing cash flow. Y our purchases and payments are organized into reports that show
where your money is going, who needs to be paid, and how much cash you need to make
timely payments or to take advantage of discounts. All of this can be done while saving time
and increasing accuracy over doing it manualy.

Integrating Solution-1VV Accounts Payable with the Solution-IV General Ledger module can
save you even more time by automatically posting directly to the appropriate accounts,
eliminating duplicate entries and reducing errors on your financial statements.

Accounts Payable alows you to enter vendor invoices (where discounts are automatically
calculated) and handwritten checks. Y ou can also print checks and 1099 forms. The Aged
Tria Balance and Cash Requirements reports give you the control required to take advantage
of discounts by providing you with information on how much cash is required on selected
dates.

The reports and vendor purchase information are as current asthe last update, allowing you to
determine easily and quickly your status with each vendor.

How to Execute
From the Accounting System Master Menu, select option 2, Accounts Payable Main Menu.

Tern: T1 Accounts Payable HMain Henu 03-27-97
Henu: APM Lightspeed Distributors (DEHN) 08:37 AWM

1 Invoice Entry 8 Vendor Maintenance Menu
2 HManual Check Entry 9 Vendor Inguiry
3 ERecurring Invoice Entry 10 Code File Haintenance Menu

Reports
4 Invoice Register 11 Vendor Masterfile Listing
5% Hanual Check Register 12 Vendor Label Printing
b Recurring Invoice Fegister 13 Honthly Reports Henu

Check Printing FPeriod End FProcessing

7 Checlk Printing Menu 14 Haintain Cleared Checks=
15 Period End Update
16 Status Change Update

Selection:

Transaction Entry

Invoice Entry
Thisoption is used to enter vendor invoices, credit memos, or adjustments. To print a
computerized check, an invoice must be entered here; manual checks must be written for
invoices not entered here.

Manual Check Entry
Thisoption is used to enter al handwritten or manual checksinto the system. It isused to
enter checks that pay invoices previously entered into the system, as well as checks that pay
for items that have not been entered into the system.

Accounts Payable Menus 11
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Accounts Payable Main Menu

Recurring Invoice Entry
Thisoption is used to maintain afile of invoices that do not change much from billing cycle
to billing cycle. Leases, standard shipments, or service contracts are good examples of
recurring invoices. Once arecurring invoice has been set up, it can be selected as needed and
put into the invoice entry file where, if needed, it can be modified.

Transaction Registers & Updates

Invoice Register
The Invoice Register lists the information entered during Invoice Entry. If everything is
correct, perform the update, which posts the invoice information to the permanent vendor,
purchase history files and to the General Ledger account and transaction files.

Manual Check Register
The Manual Check Register lists the checks entered during Manual Check Entry. If
everything is correct, perform the update, which posts these payments to the permanent

invoice payment file, vendor purchase history files, General Ledger account and transaction
files, and Bank Reconciliation files.

Recurring Invoice Register

The Recurring Invoice Register starts with the selection of the desired recurring invoices. The
register printsto let the user verify the invoice selection.

If everything is correct, perform the update, which adds the selected recurring invoices into
the invoice entry file. Here they may be modified and otherwise treated like regular invoices.

Check Printing

Check Printing Menu

This option will give you access to the menu containing al the functions required to print
checks.

Maintenance & Inquiries

Vendor Maintenance

This option will give you access to the menu used to maintain detailed records for each
vendor.

Vendor Inquiry

Thisoption is used to view and/or print basic information about a vendor. The displayed
information includes name and address, purchase history, and open invoices. Only vendor
comments can be modified from Vendor Inquiry.

Code File Maintenance Menu
This option gives you access to the Code File Maintenance Menu.

From this menu you can maintain the Accounts Payable Parameters and al of the code files.
These codes should be set up before entering anything else in the system, since Vendor
Maintenance and Invoice Entry use information entered in the code files.

Solution-IV Accounting 12
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Accounts Payable Main Menu

Reports

Vendor Masterfile Listing
This option lists the vendor information as found in Vendor Maintenance. Y ou can choose

from avariety of print options.

Vendor Label Printing
Thisoption is used to print labels using information from the Vendor Masterfile.

Monthly Reports Menu
This option gives you access to the menu containing monthly reports.

All of the reports on this menu may be printed at any time; you will probably print the Aged
Trial Balance and Cash Requirements Reports more often than once a month. All of the
reports are as current as the last update.

Period End Processing

Maintain Cleared Checks
Thisoptionisused to "mark" checks as having cleared the bank, or "unmark™ them if they

were cleared incorrectly. This process can also be done using the Solution-1V Bank
Reconciliation module.

Period End Update
The Period End Update must be run at the end of each accounting period after all invoices
and checks have been entered for the period and after all monthly reports have been printed.

The Period End Update does the following:

» Removes paid invoicesthat are older than the number of days specified in AP
Parameters Maintenance from the open invoicefile.

» Clears al month-to-date fields and moves next month amounts to the
month-to-date fields in Accounts Payable.

» Clearsthe monthly check file in the manner stated in AP Parameters
Maintenance.

» Clearsthe history asrequested by the user.

Status Change Update
Thisoption takes al of the Masterfile entries that you marked to change or delete, verifies

that the changes or deletions are valid, and then performsthem. A report is printed before the
update, which helps the user decide whether or not to continue with the update.

Accounts Payable Menus 13
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Check Printing Menu

Check Printing Menu

Introduction
This option will give you access to the menu containing all the functions required to print
checks.

How to Execute
From the Accounts Payable Main Menu, select option 7 Check Printing Menu

Term: T1 AP Check Printing Henu 03,2797
MHenu: AFPP Light=speed Distributors (DEN) 08:41 AM

Automatic Payment Selection
Payment Selection Entry
Payment Selection Register
Check Printing

Checlk Register & Update

e Lo B =

Selection:

Check Processing

Automatic Payment Selection
This option allows you to select invoices by vendor, invoice, due date, discount date, or
discount availability. Once the selections are entered, the open invoicefile is searched for
invoi ces meeting the statement criteria.

Payment Selection Entry
This option allows you to select specified invoices for payment to specified vendors. Y ou can
also use the function to de-select invoices that were incorrectly selected during Automatic
Payment Selection aswell asto make partial payments on invoices.

Payment Selection Register
This option lists the invoices selected for payment during Automatic Payment Selection and
Payment Selection Entry. This report (and entry to it) can be run as many times as required to
select the proper invoices for payment.

Check Printing
This option prints checks to mail to your vendors. A default format isincluded, however, the
format may be modified to match your check stock using Thoroughbred Report-1V.

Check Register and Update
This option details the checksjust printed and the invoice(s) paid on these checks. If the
check register printed correctly, the information may be posted to the appropriatefilesin
Accounts Payable, General Ledger, and Bank Reconciliation.

Solution-1V Accounting 14
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Vendor Maintenance

Vendor Maintenance

Introduction
This option will give you access to the menu that allows you to maintain detailed records for
each of your vendors.

How to Execute
From the Accounts Payable Main Menu, select option 8 Vendor Maintenance Menu.

Vendor Options

Vendor Constants Maintenance
This option allows you to maintain the vendor address, terms codes, and other codes.

Alternate Address Maintenance
This option alows you to maintain additional purchase order and/or check addresses for this
vendor.

Contact Maintenance
This option allows you to maintain additional contacts for thisvendor.

Comment Maintenance
This option allows you to maintain atext field of telephone conversations or other
information about this vendor.

Purchase History Lookup
This option allows you to maintain and see such information as highest balance, purchases
this year, and last purchase date.

Aging and Open Invoice Lookup
This option allows you to see and scan the open invoices for this vendor and see the aging
buckets at a glance.

Display Images
If you have Thoroughbred Gateway for Windows and the Solution-1V Imaging Library
installed, and if you have images attached to this vendor, you may view them with this option.

Change/Delete Vendor Code
This option allows you to delete a vendor, change its number to another, combine it with
another vendor, or mark it asinactive. This function worksin conjunction with the Status
Change Update.

Accounts Payable Menus 15
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Code File Maintenance Menu

Code File Maintenance Menu

Introduction
This option gives you access to the menu that allows you to maintain the Accounts Payable
parameters and al of the code files. These codes should be set up before entering anything
else into the system, because Vendor Maintenance and Invoice Entry use information entered
in the code files.

How to Execute
From the Accounts Payable Main Menu, select option 10 Code File Maintenance Menu.

Term: T1 AP Code File Haintenance Henu 03-27-97
Henu: APC Light=peed Distributors {(DEN) 08:39 AM

Accounts Payable Parameters
1 AP Paramsters Haintenance
2 AP Parameters Listing

Bank Code Haintenance Bank Code Listing
Clas= Code Maintenance Clas=s Code Li=ting
Posting Code Listing
Term= Code Li=ting

Posting Code Haintenance
Terms Code Haintenance

LAl 2ol L)
=
[—RN-R--1 ]

Selection: o

Accounts Payable Parameters

AP Parameters Maintenance
The parameters allow you to customize the Accounts Payable package to meet the specific
needs of your company. Here you are able to state whether you operate on a cash or accrua
basis, how many days you want to maintain paid invoices, what you want for your aging
categories, and whether or not you want to post to General Ledger.

Note: You must start here when setting up your Accounts Payable.

AP Parameters Listing
This report shows what was entered in AP Parameters Maintenance.

Code File Maintenance

Bank Code Maintenance
Thisoption isused by all applications to maintain a central banking source. Set up as many
bank codes as you require, having at least one for each bank account from which you write
checks or to which you deposit checks.

Class Code Maintenance
Class codes provide an additional sorting option and are used in Vendor Maintenance.
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Code File Maintenance Menu

Posting Code Maintenance
The posting code determines to which General Ledger accounts the following posts:
Accounts Payable
Trade Discounts
Freight
Sales Tax
Y ou may wish to separate vendors by suppliers, commissioned sales representatives,
non-product vendors, or by location, division, or profit center.

Terms Code Maintenance
The terms code determines the invoice due date, discount due date, and discount amounts for
each invoice. A different terms code should be entered for each of the different terms offered

to you by your vendors. A terms code is entered for each vendor, but can be overridden
during Invoice Entry.

Code File Listings

Bank Code Listing
This option lists the bank codes as entered in Bank Code Maintenance.

Class Code Listing
This option lists the class codes as entered in Class Code Maintenance.

Posting Code Listing

This option lists the posting codes and their associated account codes as entered in Posting
Code Maintenance.

Terms Code Listing
This option lists the terms codes as entered through Terms Code Maintenance.
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Monthly Reports Menu

Monthly Reports Menu

Introduction
This option will give you access to the menu containing al the monthly reports. All of the
reports on this menu can be printed at any time; in fact, you will probably print the Aged Trial
Balance and Cash Requirements Reports more often than once per month. All reports are
current to the last update.

How to Execute
From the Accounts Payable Main Menu, select option 13, Monthly Reports Menu.

Ter@z Th AF Manthly Aeperis Hend L Lo T
Mz = AR L= L T4 B

|

|71 nged Trizl Balance |75 Histarical Purcha=es Journal
* Cash Aegelresents Beport & Historical Dishursessnis Jrl |
¥ HekChly Chisck Registsr e

| |
| |
| k  Upsainr Perchase Ansly=is | | Fd i6¥ Form Prieting |

falection: N

Standard Reports

Aged Trial Balance
The Aged Trial Balance or "aging" report provides adetailed list of vendor invoices with the
remaining invoice balances printing in the appropriate aging column. Y ou can select the level
of detail you want to see on the report.

Cash Requirements Report
The Cash Requirements Report is similar to the Aged Trial Balance but is designed to help
control which invoices you pay and when you pay them. The aging categories may be
changed each time the report is printed and you may decide to select only those invoices with
discounts available.

The report also has columns which detail the discounts available and the discounts lost. If you
are not currently taking terms discounts, this report can help you decide whether to start this
practice.

Monthly Check Register
The Monthly Check Register isadetailed list of al the checks that have been printed during
the month. Depending on the answer to the question in AP Parameters Maintenance, the
register may also contain outstanding checks from prior months.
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Monthly Reports Menu

Analysis Reports

Vendor Purchase Analysis
This option prints the month-to-date, year-to-date, and last-year purchase information for
each vendor. Because the report may be sorted by month-to-date, year-to-date, or |ast-year
purchases, you may useit to determine who are your largest vendors.

Accumulation Journals

Historical Purchases Journal

Thisreport will print al the invoices entered into the system for a specified date range. If
printed monthly, the report is a combination of all the invoice registersfor the month.

Note: Since this report uses the history files, it only prints information as old as the history
you are maintaining.

Historical Disbursements Journal
Thisreport printsal of the checks entered into the system for a specified date range. If

printed monthly, the report is essentially arecreation of al of the check registers and manual
check registers, without regard to when the checks cleared.

Note: Sincethis report uses the history files, it only printsinformation as old as the history
you are maintaining.

Annual Reports

1099 Forms

Thisoptionisusually used at the end of the calendar year when it prints the 1099-M1SC

forms required by the government. Y ou can select which box on the formisto be used to
print the payment.
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3 Accounts Payable Setup

This chapter explains how to perform the initial setup of your Thoroughbred Solution-1V

Accounts Payable system. Instructions for using the AP Parameters Maintenance and all of
the codefiles are given here.

You must set up al of the items covered in this chapter before entering any vendors or
invoi ces because the items set up here are used everywhere else in the system.

If you have not already done so, now would be a good time to read the appendices.
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AP Parameters Maintenance

AP Parameters Maintenance

Introduction
The parameters allow you to customize the Accounts Payable package to meet the specific
needs of your company. Here you will state whether you operate on a cash or accrud basis,
how many days you want to maintain paid invoices, what you want for your aging categories,
and whether or not you want to post to General Ledger.

Note: You must set up the AP Parameters before doing anything else. |

How to Execute
From the Code File Maintenance Menu, select option 1, AP Parameters Maintenance.

w. AP Parameters Maintenance

é]nh!gl:" Lightspeed Distributors (DEM}) 03421497 T1

FPosting Infarmation
Fastdistributions to General Ledger?
Postto General Ledger on a cash or accrual basis ﬂ

Reporing Information

Purge all checks manthly. vearly or only cleared checks

Print zero balance checks?

Access tovendaor comments from Wendaor Inguing

Print arnount applied or ariginal invoice amount on check stub

Mumber of dayws to retain paid invoices

Current Accounts Payable calendar month and year 0357

Use automatic woucher number system? M
Mextwaoucher number
Save deleted vouchers?

8}1—121—3
[0 I

Ading Categoties
Age by invoice or due date @j Age by day or manth @j

If days. age by Current Days Days Datys Diays

Description of Fields
Post invoice distribution to General Ledger?
Y ou may choose to not make any postings to Genera Ledger from Accounts Payable.
Normally thiswould not be the case, except when you are initialy entering invoices into the
system. Enter one of the following:

Y Postsinvoices and checks to the General Ledger.
N Makes no postings outside the Accounts Payable system.

Post to General Ledger on a cash or accrual basis?
Y ou have the option of posting to the General Ledger on a cash or accrual basis. Enter one of
the following:

C Cash Basis: No posting is made to the General Ledger during the invoice update. All
postings are made during manual check entry or check printing.

A Accrual Basis: The General Ledger is updated during the invoice update (to the
Accounts Payable and distribution accounts) and during the manual check update and
check printing update (to the cash and Accounts Payable accounts).

Note: Once any invoices have been entered into Accounts Payable, this response cannot be
changed until the open invoice file has been completely cleared.
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Purge all checks monthly, yearly or only cleared checks?
Y ou have the option of retaining checksin the monthly check file until they have cleared, if
desired. Enter one of the following:

M Monthly: Clearsthe monthly check file during month end processing.
Y Yearly: Clearsthe monthly check file only during year end processing.
C Cleared Checks: Removes from the monthly check file only the checks marked as

having cleared the bank during period end processing.

Print zero balance checks?

Y ou have the option of actualy printing checks for $0.00. Not al companies want to do this.
Zero-balance checks occur when you have an invoice and a credit memo for the same
amount, which you have selected in order to make them disappear from your aging report.

Y Prints acheck for $0.00 that may help you with your audit trail.

N Does not print acheck, but still applies the credit memo(s) to the invoice(s) and
removes them from your aging report.

Display comments in Vendor Inquiry?
Information displayed in Vendor Inquiry cannot be modified, except for the vendor
comments as follows:

C Gives you the ability to read and modify the comments.
I Only alows you to read the comments.
N Y ou will have no access to the comments when in Vendor Inquiry.

Print amt applied or original invoice amt on check stub
Choose which amount to print on the check stub if making a partial payment as follows:

A Prints the amount applied on this check only in the "Gross' field on the check stub.
@) Prints the original invoice amount, even if you are making a partial payment.

Number of days to retain paid invoices

Y ou can choose to keep invoicesin the open invoice file for aslong as you like. This allows
you to see past purchase history on an invoice-by-invoice basis either on the aging report or in
vendor maintenance. A disadvantage of keeping invoices around for too long isthat the
detailed aging report gets very long and the Vendor Inquiry becomes cumbersome.

Invoices that have been paid for longer than the days you enter here are cleared from the open
invoice file during the next Period End Processing.

Note: All invoices are kept in ahistory file, so information is accessible if necessary. |

Current Accounts Payable calendar month and year

Thisfield controls whether the invoice and check amounts will be posted to the month-to-date
or next month fields in the vendor master file. If the posting date (entered before printing an
audit report) is not in the period displayed here, the amounts will be posted to the next month
before closing the current month. Thisfield isincremented by Period End Processing. This
field isentered in the format MMCCYY.
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AP Parameters Maintenance

Use automatic voucher number system?

Y ou have the option of using either automatically generated voucher numbers or invoice
numbers as found on the vendor's invoice. Y our answer depends on how much internal
control you want over invoice numbers. Enter one of the following:

Y Generates voucher numbers automatically. When performing Invoice Entry, you
must press F8 to pull the next voucher number from the parameter file. Y ou may then
enter the vendor's invoice number in the invoice reference field. Some companies
find that using internal voucher numbers provide them with more control over their
payableinvoices. A disadvantageisthat you then refer to an invoice differently than
the vendor who sent you the invoiceinitialy.

Note: If you make this selection, you are forced to use voucher numbers
exclusively.

N Uses the invoice number as found on the vendor's invoice. The system positionsthe
cursor at the “ Age by invoice or due date” field.

Next voucher number

If you answered Y to "Use automatic voucher system," enter the next number you would like
to use for the voucher number here. It is automatically incremented from Invoice Entry by
selecting F8.

Save deleted vouchers?
If you delete avoucher in Invoice Entry before it has been updated, the system does one of
the following:

Y The voucher is not deleted, but al amounts are changed to zeros and the vendor is
changed to "Deleted VVoucher." Thiswill give you better control over your vouchers
and does not leave gaps on your monthly reports.

N The voucher is deleted from the system without atrace.

Age by invoice or due date?
On your Aged Trial Balance, you have the option of aging by the invoice date or the invoice
due date as follows:

I Ages by theinvoice date.
D Ages by theinvoice due date.

Age by day or month?
Y ou may chooseto print your Aged Trial Balance by day or by month.

Aging by daysisthe most common approach. Enter the daysto age by in the next field. If you
age by month, please note that if an invoice is dated 9/30/00, it falls into the one-month
column on 10/1/00. If you age by day and your first aging bucket is 30 days the same invoice
would not fall into that column until 10/31/00.

Enter one of the following:
D Ages by day.

M Ages by month.

Accounts Payable Setup 23
Copyright 0 2005 Thoroughbred Software International, Inc.



AP Parameters Maintenance

If days, age by
If you answered D above, enter the number of days you wish to have as your aging buckets.
The default is 30, 60, 90, 120, but you may enter any you like, as long as the days increment
in each bucket.

Exit the Screen
Once you have completed entering the parameters, you are automatically returned to the Code

File Maintenance Menu.
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AP Parameters Listing

Introduction
This report displays or prints the parameters as entered in AP Parameters Maintenance.

How to Execute
From the Code File Maintenance Menu, select option 2, AP Parameters Listing.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following. Y ou
are then returned automatically to the Code File Maintenance Menu.

03/01/00 03:31 PM AP Paraneters Listing Term T7
Li ght speed Distributors (DEM Page: 1
Posting | nformation:
Post distributions to General Ledger? Y
Post to General Ledger on a cash or accrual basis: A - Accrual

Reporting | nfornmation:
Purge all checks nonthly, yearly or only cleared checks: C- Only cleared

Print zero bal ance checks? N

Access to vendor comments from Vendor |nquiry: C- Read & Wite
Print ant applied or original invoice ant on check stub: A - Anpunt applied
Nurmber of days to retain paid invoices: 30

Current Accounts Payabl e cal endar nonth and year: 042000

Use automatic voucher nunber systen®? N

Next voucher nunber:
Save del et ed vouchers?

Agi ng Cat egori es:
Age by invoice or due date: D - Due date
Age by day or nonth: D - Day
| f days, age by: Current 30 Days 60 Days 90 Days 120 Days
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Bank Code Maintenance

Bank Code Maintenance

Introduction
All Thoroughbred Solution-1V Accounting applications use this function to define different
bank accounts. A different bank code must be set up for each checking or deposit account you
use. Accounts Payable, Payroll, and Accounts Receivable all have access to the same bank
codes. Theresultstie together in Genera Ledger and Bank Reconciliation.

How to Execute
From the Code File Maintenance Menu, select option 3, Bank Code Maintenance.

Ligriapoad Dbl (DEM) 04T TE

Berk Codn [ Coopece [T
L ArrmmpflE |17 v |

I TR

CmmFoes [

g (o Fategs Btk bhrwdin [ 1o

Tavmn [ =l

Description of Fields
Bank Code
Enter atwo-character alphanumeric code. The system uses this code to select the proper
General Ledger cash account to use when entering or printing checks.

Example: BA — Bank of Americachecking

Description
Enter up to 40 aphanumeric characters to describe the bank code.

GL Account No
Enter the General Ledger account code to which this bank code should post. It isnormally a
cash account. Each bank code should post to a unique General Ledger account code.

Bank Acct. No
Enter up to 15 aphanumeric characters for your bank account number. Thisfield is optional
and for internal use only.

Bank Route
Enter up to 10 characters for your bank route number.

Next cash receipts batch number
Enter the first cash receipts batch number that you want the system to automatically assign
during OP Invoice posting.

Status
Enter the status definition. The statusis normally blank.

Exit the Screen
When you have completed the maintenance, press F4 from the bank code, and you will be
returned to the Code File Maintenance Menu.
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Bank Code Listing

Introduction
Thisreport lists al bank codes, descriptions, General Ledger account codes, and bank
account ID numbers as entered in Bank Code Maintenance.

How to Execute
From the Code File Maintenance Menu, select option 7, Bank Code Listing

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following. Y ou
then will be returned automatically to the Code File Maintenance Menu

03/27/97 11:15 AM Bank Code Listing Term TO
Li ght speed Di stributors (DEM Page: 1
Bank
Code Description Account Code Bank Account
BA Bank of Anerica - checking 101-01- 00 10156- 12345
NJ Central Jersey National Bank - checking 101-00-00 205- 12345
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Class Code Maintenance

Introduction
Class codes are options giving you another means of categorizing your vendors. They are
used in Vendor Maintenance and on most reports. They are optional.

How to Execute
From the Code File Maintenance Menu, select option 4, Class Code Maintenance.

w. AP Class Code Maintenance

é]nh!gl:" Lightspeed Distributors (DEM}) 03421497 T1 |

Class Code  |OFFICE Description |foic:e supplies vendor |

Status Dﬂ

Description of Fields
Class Code
Enter up to six alphanumeric characters for the class code.

Example: OFFICE - Office Supplies Vendor

Description
Enter up to 35 alphanumeric characters to describe the class code.

Status
Enter the status definition. The statusis normally blank.

Exit the Screen
When you have completed the maintenance, press F4 from the class code field and you will
be returned to the Code File Maintenance Menu.
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Class Code Listing

Introduction
Thisreport lists the class codes as entered in Class Code Maintenance.

How to Execute
From the Code File Maintenance Menu, select option 8, Class Code Listing.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following. Y ou
then will be returned automatically to the Code File Maintenance Menu.

03/01/00 03:31 PM Cl ass Code Listing Term T7
Li ght speed Distributors (DEM Page: 1

ACCESS Accessories Supplier

ENTER Entertai nment & Pronotions
FRAMES Franmes supplier

OFFICE O fice supplies vendor
OTHER O her classification
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Posting Code Maintenance

Introduction
Posting codes are used to categorize your vendorsin both General Ledger and Accounts
Payable. Y ou may wish to categorize your vendors by suppliers, commissioned sales
representatives, and non-product vendors. Another method is to separate vendors by location,
division, or profit center.

Y ou can have as many posting codes as required for your particular needs. However, you
must set up at least one since the posting code defines the accounts payable, discount, freight,
and sales tax accounts used when posting to General Ledger.

How to Execute
From the Code File Maintenance Menu, select option 5, Posting Code Maintenance.

. AP Posting Code Maintenance

é]nhﬁﬁ;" Lightspeed Distributors (DEM) 03/21/97 T1
Pasting Code [Ca Description  [Califomia |

Lizhility Accounts
Accounts Payahble  [200-00-00 | [Accounts Payable |

Expense Accounts
Freight 7EO-00-00 Postage & freight
Sales Tax 7a0-00-00 Sales tax expenze
Discounts 720-00-00 Discounts taken

Status Dﬂ
|

Description of Fields
Posting Code
Enter up to six alphanumeric characters for the posting code.

Examples: VEND — Regular vendor
INT —Internal/non-product vendor (telephone or rent)
COMM — Commissioned sales representative

Description
Enter up to 35 alphanumeric characters to describe the posting code.

General Ledger Accounts
Thefollowing fields are the posting code's link to General Ledger. The length of each account
code and location of the dashes within the account code is dependent upon what was entered
in GL Parameters Maintenance. See the General Ledger manual for more information on
setting up General Ledger account codes.

Note: The General Ledger account codes do not have to be unique for each posting code,
but usually are.

Accounts Payable

Enter the General Ledger accounts payable account for this posting code. If you are on an
accrual basis, this account is automatically credited during the invoice update and debited
during the manual check and check printing updates. If you are on acash basis, thisfield is
skipped.
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Freight

Enter the General Ledger freight expense account for this posting code. If you are on an
accrual basis, this account is automatically debited during the invoice update by the amount
entered in the freight field. If you are on a cash basis, this account is debited during the
manual check and check printing updates.

Sales Tax

Enter the General Ledger sales tax expense account for this posting code. If you are on an
accrual basis, this account is automatically debited during the invoice update by the amount
entered in the salestax field. If you are on a cash basis, this account is debited during the
manua check and check printing updates.

Discounts

Enter the General Ledger discount account for this posting code. If you take aterms discount
when paying the invoice, the discount amount taken posts to the discount account during the
manual check and check printing updates.

Status
Enter the status definition. The statusis normally blank.

Exit the Screen
When you have completed the maintenance, press F4 from the posting code field and you
will be returned to the Code File Maintenance Menu.
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Posting Code Listing

Introduction
Thisreport lists the posting codes and their associated account codes as entered in Posting
Code Maintenance.

How to Execute
From the Code File Maintenance Menu, select option 9, Posting Code Listing.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following. Y ou
then will be returned automatically to the Code File Maintenance Menu.

03/01/00 03:31 PM Posting Code Listing Term T7
Li ght speed Di stributors (DEM Page: 1
Posti ng
Code Descri ption
CA California
Account s Payabl e: 200-00-00 Account s payabl e
Frei ght: 760-01-00 Postage & freight - CA
Sal es Tax: 790-01-00 Sal es tax expense - CA
Di scounts: 720-01-00 Di scounts taken - CA
NJ New Jer sey
Account s Payabl e: 200-00-00 Account s payabl e
Frei ght: 760-00-00 Post age & freight
Sal es Tax: 790-00-00 Sal es tax expense
Di scounts: 720-00-00 Di scounts taken

Solution-IV Accounting 32
Copyright 0 2005 Thoroughbred Software International, Inc.



Terms Code Maintenance

Terms Code Maintenance

Introduction
Terms codes are afile of common payment terms offered to your company by vendors. A
different terms code should be entered for each of the terms offered to you by your vendors.
The terms code determines the invoice due date, discount due date, and discount amount for
each invoice. During invoice processing, the discount amounts are automatically calculated,
and the invoice and discount due dates are displayed, based on the terms code assigned to that
invoice.

How to Execute
From the AP Code File Maintenance Menu, select option 6, Terms Code Maintenance.

w. AP Terms Code Maintenance
5]“‘!511:" Lightspeed Distributors (DEM) 032197 T1

Terms Code Desctiption (2% 10 days, Net 30 days |

Invoice Terms
Due "In x days" or"On the xth" Dj
Mumber of days befare invoice is due OR day of month due

Discount Terms

Due "In x days" ar "On the xth" Dj
Mumber of days discountis allowe day of month due

Discount percentage %
Specific invoice due date I:l
Status Dﬂ

Description of Fields
Terms Code
Enter up to two a phanumeric characters for the terms code. Example: 02 might be the code
for "2% 10 days, Net 30 days."

Description
Enter up to 35 alphanumeric characters to describe the terms code.

Number of days before invoice is due OR day of month due
Enter the number of days before the invoiceis dug; if the terms specify the invoice is going to
be due "on the xth," enter the day of the month.

Examples. If thetermsare 2% 10 Days, Net 30, enter 30.
If the terms are Due on the 10th, enter 10.
If the terms are Due on the last day of the month, enter 31.

Due "in x days" or "on the xth"
Enter one of the following:

I Theinvoiceisdue IN a specified number of days.
@) Theinvoiceisdue ON aspecific day of the month or on the last day of the month.

Number of days discount is allowed OR day of month due
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Enter the number of days before the discounted invoice is due; if the discount terms are
going to be "on the xth," enter the day of the month. If discount terms are not offered, press
Enter.

Examples. If thetermsare 2% 10 Days, Net 30, enter 10.
If the terms are 1% on the 15th, Net 30, enter 15.

Discount percentage
Enter the discount percentage being offered by the vendor.

Example: If thetermsare 2% 10 Days, Net 30, enter 2.00.

Specific invoice due date

If thisterms codeisfor a group of invoices due on a specific date, enter the date due. For
example, you will use this option if you have a seasonal type businesswhere all fall purchases
are due 01/31/00.

If thisfield isleft blank, the due date will be calculated using the values in the above fields.

Status
Enter the status definition. The statusis normally blank.

Exit the Screen
When you have completed the maintenance, press F4 from the terms code field, and you will
be returned to the Code File Maintenance Menu.
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Terms Code Listing

Introduction

Thisreport lists the terms entered in Terms Code Maintenance.

How to Execute
From the Code File Maintenance Menu, select option 10, Terms Code Listing.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following. Y ou
will then be returned automatically to the Code File Maintenance Menu.

Accounts Payable Setup

03/01/00 03:32 PM

Terns Code Listing
Li ght speed Di stributors (DEM

Copyright 0 2005 Thoroughbred Software International, Inc.

Term T7
Page: 1

Di sc Cutoff
Perc Date

Terns

Code Descri ption Due Days Di sc-Days
02 2% 10 days, Net 30 days 30 In 10 In
30 Net 30 Days 30 In I'n
EM Due end of nonth 31 On I'n
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4 Vendor Maintenance

After providing hints on how to design vendor codes, this chapter describes the options
available from the Vendor Maintenance Menu. Vendor Maintenance Options include:

» Name and Address Maintenance
Alternate Address Maintenance
Contact Maintenance

Comment Maintenance
Purchase History Lookup

Aging and Open Invoice L ookup

vV Vv Vv VYV VYV V

Change/Delete Vendor Code

The Vendor Inquiry option is also discussed in detall.
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How to Design Vendor Codes

How to Design Vendor Codes

Introduction
Since vendor codes are used to identify al Accounts Payable transactions, it isimportant that
you use a consistent method of numbering. Vendors a so appear aphabetically by vendor
code when printing reportsin Accounts Payable. Y ou may use numbers, lettersor a
combination of both. We strongly recommend that you do not use specia characters such as
"~"and "N,

The Solution-IV Accounts Payable module allows you to assign up to ten alphanumeric
characters for the vendor code.

Thefollowingisalist of three suggested types of numbering methods:

Numbers Only
The numbers-only method is the fastest method when using the numeric keypad. It is best
suited for companies with alarge number of vendors.

Using the numbers-only method, the system automatically right-justifies the number and fills
the spaces to the left with zeros. To access the vendor, you do not need to enter the leading
zeros, only the number itself.

Example: If you enter 101 the system displays 0000000101.

The system automatically adds the zeros to keep vendors in numerical order, otherwise you
might end up with the vendors printing as follows:
1, 10, 100, 101, ..., 11, 110, 111, ..., 12, ,,,, 2, 20, 200, ...

Numbers and Letters
This combination method allows vendor codes to be assigned easily, and groups vendors by
thefirst letter in their name. Y ou may want to use the first few characters of the vendor name
followed by afour-digit number or code. This method iswell suited for large and small
companies alike. Example: A0010 or AC001

Letters Only
This method allows simple identification of the vendor by looking at the name. Y ou may
want to use some form of the vendor's name, or abbreviate the vendor's name. This method is
practical only if you have a small number of vendors, because the more vendors you have the
harder it isto assign a unique vendor code. The advantage of this method isthat it may be
easier to identify avendor using only the vendor code. Example: ACME
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Vendor Maintenance

Introduction
This option will give you access to the menu that allows you to maintain detailed records for
each of your vendors.

How to Execute
From the Accounts Payable Main Menu, select option 8 Vendor Maintenance Menu.

5101.!55;" Lightspeed Distributors (DEM) 03/21/97 T1 |
“endor Code  [A002 IMame [Auto & Bike Parts - East |

w. Select Maintenance Option B

L4 1. Name and Address Maintenance
2. Alternate Address Maintenance
3. Contact Maintenance
4. Comment Maintenance
5. Purchase History Lookup
6. Aging and Open Invoice Lookup
D. Display Images
C. Change/Delete Yendor Code

Description of Fields
Vendor Code

To perform any of the functions on the Vendor Maintenance Menu, you must first enter a
vendor code.

Enter up to ten a phanumeric characters for the vendor code. The previous section may help
you decide on avendor numbering scheme.

Three vendor codes have been reserved as follows:

DEFAULT Enter the vendor code DEFAULT only in VVendor Maintenance (it is not
permitted in Invoice Entry or Manual Check Entry). If you create the vendor,
DEFAULT, any new vendors you add will default to the information entered
for vendor DEFAULT. Thisisvery useful if you are only using one terms
code or posting code, or if the majority of your vendors arein California, for
example.

DELETED Do not enter the vendor code DELETED in Vendor Maintenance. It is used
to denote deleted vouchersif you are on avoucher-based system.

MISC The code, MISC isused in manual check entry to designate a check written
to avendor who is not in the Vendor Masterfile. Only enter MISC in manual
check entry.

To add anew vendor, enter a new vendor code, and the system will automatically take you
through the first maintenance option, Vendor Name and Address Maintenance.

Exit the Screen
When you are done, press F4 from the vendor code to return to the Accounts Payable Main
Menu.
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Name and Address Maintenance

Introduction
Use this function to maintain the vendor's name, address, terms, and other codes.

How to Execute
From the Vendor Maintenance Menu, select option 1, Name and Address maintenance.
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Description of Fields
Name

Enter up to 35 characters for the vendor name.

Address
Enter up to two lines of 35 characters each for the vendor's street address and/or P.O. Box. Do
not enter the city, state, or ZIP code information on either of these lines.

These address lines, along with the city, state, ZIP code, and country are printed on checks
and 1099 forms.

City
Enter up to 25 characters for the city name.

State
Enter up to two characters for the state abbreviation.

ZIP Code
Enter up to ten charactersfor the ZIP code. If you want any punctuation, you must enter it
yourself. Example: 08875-1234 or 08875 or APO87QA

Country
Enter up to two characters for the country code, if desired.

Phone

Enter up to ten characters for the vendor's main tel gphone number. Do not add any
punctuation because the system will add it automatically. Additiona phone numbers may be
entered in Contact Maintenance.

Example: 8005551234 is re-displayed as 800 555-1234.
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Ext
Enter up to five characters for the extension of your main contact at this location.

Contact
Enter up to 20 characters for the main contact at this location. Additional contacts may be
entered in Contact Maintenance.

Telex
Enter up to 18 characters for the telex number at thislocation.

FAX
Enter up to 18 characters for the FAX number at this location.

Email
Enter up to 60 characters for the vendor's e-mail address.

PO delivery preference
Y ou may enter the vendor's preference for the receiving Purchase Order fromyou. This
option may be overridden on an individual Purchase Order.

P Hard Copy

E E-mail
F Fax
Alt Sort

Enter up to ten charactersfor use as an alternate sort for this vendor. Severa reports may be
printed in aternate sort order.

Vendor Ref
Enter up to ten characters for the code that the vendor usesto refer to you. Y ou can probably
find this number on an invoice or statement from your vendor.

Credit Limit
Enter your credit limit with this vendor. Thisisfor your reference only and has no effect on
invoice entry, payment selection, or manual checks.

Vendor Type
Enter one of the following:

Enter Thisvendor isaregular, permanent vendor.

H Thisis apermanent vendor on hold. Y ou do not want to make further payments on
the account until certain issues are resolved.

T Thisisatemporary vendor who will be deleted when the balance is zero and all
history has been removed.

1099 Box Num
Enter up to two characters for the box number into which this vendor's payments should
appear on the 1099 form. If thisfield isleft blank, no 1099 form will print for this vendor.
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Taxpayer ID
Enter up to 20 characters for the vendor's tax identification number (Federal 1D number or
Social Security Number). Enter it exactly as you want it to appear on the 1099 form.

Example: 95-1234567 or 123-45-6789

Terms Code
Enter the terms code representing the terms offered to you by this vendor.

The terms code is used to calculate the invoice due date, the discount due date, and the
discount amount in invoice entry. Terms codes are defined in Terms Code Maintenance, and
the code must exist before it can be entered here.

Posting Code
Enter the posting code representing the posting category to which this vendor is assigned.

Posting codes are used to define the accounts payable, freight, sales tax, and discount
accountsin the General Ledger. Posting codes are defined in Posting Code Maintenance and
the code must exist before it can be entered here.

Invoiceswill default to the posting code entered here, but the code may be overridden.

Class Code 1

Class Code 2

Enter a class code for this vendor, if desired. The class code isasort option used in Vendor
Maintenance as an additional means of grouping your vendors independently from the
General Ledger.

Class codes are defined in Class Code Maintenance and the code must exist before it can be
entered here.

Default Distrib (Distribution)

Enter the General Ledger account to which you normally distribute invoices from this vendor.
If you enter an account code here, the net invoice amount in both invoice and manual check
entry is automatically debited to this account, speeding up entry. It may then be changed, if
desired.

If you leave thisfield blank, you must enter a General Ledger account code every time you
useinvoice and manual check entry.

Exit the Screen
When you are finished maintaining vendor name and address, press F4 from the vendor code
to return to the Vendor Maintenance Menu, or press F8 to select another screen.
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Alternate Address Maintenance

Introduction
Use this function to maintain an unlimited number of aternate or purchase addresses for each
vendor. These addresses may be printed on checks and used by the Purchase Order system.
For your convenience, vendor name and address information defaults to the information
entered for that vendor code in Vendor Name and Address Maintenance. Checks may also be
issued to alternate addresses.

How to Execute
From the Vendor Maintenance Menu, select option 2, Alternate Address Maintenance.
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Description of Fields
Address Code

Enter up to six alphanumeric characters used to represent the alternate address for this vendor.
Letters, numbers, or a combination of letters and numbers may be used. If you use only
numbers, the code isright justified and filled with zeros (for example, 123 is changed to
000123). Before you start entering your aternate addresses, you should decide on a system to
use for assigning alternate address codes.

Name
Enter up to 35 characters for the name of the vendor at this aternate address.

Address
Enter up to two lines of 35 characters each for the vendor's street address and/or P.O. Box. Do
not enter the city, state, or ZIP code information on either of these lines.

City
Enter up to 25 characters for the city name.

State
Enter up to two charactersfor the state abbreviation.

ZIP Code
Enter up to ten characters for the ZIP code. If you want any punctuation, you must add it
yourself.

Example: 08875-1234 or 08875 or APO87QA
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Country
Enter up to two charactersfor the country code, if desired.

Phone
Enter up to ten characters for the vendor's telephone number at this location. Do not add any
punctuation.

Example: 8005551234 will be redisplayed as 800-555-1234.

Ext
Enter up to five charactersfor the extension number of the contact at this location.

Contact
Enter up to 20 characters for the name of the contact at this location.

Telex
Enter up to 18 characters for the telex number at thislocation.

FAX
Enter up to 18 characters for the FAX number at this location.

EMAIL
Enter up to 60 characters for the vendor's e-mail address.

PO delivery preference
Y ou may enter the vendor's preference for the receiving Purchase Order fromyou. This
option may be overridden on any individual Purchase Order.

P Hard Copy
E E-mail
F Fax

Sample Report
You may get alisting of the aternate addresses by following these steps:

1. From the vendor code field, press F9.

2. Select R - report from the select message.
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You will then select aprinted or displayed copy and see areport similar to the following:

03/31/00 09: 04 AM Vendor Alternate Address Listing Term T7
Li ght speed Distributors (DEM Page: 1
Vendor / Narre/ Cont act /
Addr Cd Addr ess Phone
A002 Auto & Bike Parts - East Account s Payabl e
Cco Auto & Bike Parts 303 555-1122 Ext :
Al ternate Paynent Address Tel ex: 910-1234- 555
1000 Hwy 60 East FAX: 919 555-7489
Boul der, CO 80222
A003 Auto & Bike Parts - West Account s Payabl e
(60) Auto & Bi ke Parts 303 555-1122 Ext :

Al ternate Paynent Address
1000 Hwy 60 East
Boul der, CO 80222

Exit the Report
When the report is finished, you will be returned to the Vendor Alternate Address screen.

Exit the Screen

When you are done maintaining vendor alternate addresses, press F4 from the vendor code to
return to the Vendor Maintenance Menu, or press F8 to select another screen.
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Contact Maintenance

Introduction
Use this function to maintain an unlimited number of contacts for each vendor. These
contacts may be entered for your own references or for later use with office productivity
software. For your convenience the name, address, and telephone information defaults to the
information entered in Vendor Name and Address Maintenance.

How to Execute
From the Vendor Maintenance Menu, select option 3, Contact Maintenance.
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Description of Fields
Contact Code

Enter up to six alphanumeric charactersto represent a code for this contact. Letters, numbers,
or acombination of letters and numbers may be used. If you use only numbers, the codeis
right justified and filled with zeros (for example, 123 is changed to 000123). Before you start
entering your contact you should decide on a system to use for assigning contact codes.

Common Name

Enter up to 35 characters for the name that you normally call this contact. Thisisthe line
where a nickname would be appropriate.

Example: Susie Jones

Full Name

First Name: Enter up to 25 characters of the formal first name of this contact. Most likely you
would not use nicknames here.

Example: Susan

Middle Initia: Enter the middleinitia of the contact, followed by aperiod, if desired.

Example: H.
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Last Name: Enter up to 30 characters for the last name of this contact.
Example: Jones

Title
Enter up to four charactersfor thetitle of this contact.

Examples. Mr. or Mrs. or Dr. or Miss

Position
Enter up to 35 characters describing the position this contact holds in his/her company.

Examples: President or Sales Representative

Address
Enter up to two lines of 35 characters each for the vendor's street address and/or P.O. Box. Do
not enter the city, state, or ZIP code information on either of these lines.

City
Enter up to 25 charactersfor the city name.

State
Enter up to two charactersfor the state abbreviation.

ZIP Code
Enter up to ten characters for the ZIP code. If you want any punctuation, you must add it
yourself.

Country
Enter up to two charactersfor the country code, if desired.

Phone
Enter up to ten characters for the telephone number of this contact. Do not add any
punctuation.

Example: 8005551234 is redisplayed as 800 555-1234.

Ext
Enter up to five charactersfor the extension number of this contact.

FAX
Enter up to 18 characters for the FAX number of this contact.

EMAIL
Enter up to 60 characters for the vendor's e-mail address.

Sample Report
Y ou may get alisting of the contacts by following these steps:

1. From the vendor code field, press F9.

2. Select R - report from the select message.

3. You will then select a printed or displayed copy and see alisting similar to the report on
the following page.
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Exit the Report
When the report is finished, you will be returned to the Contact M aintenance screen.

Exit the Screen
When you are done with contact maintenance, press F4 from the contact code to return to the
Vendor Maintenance Menu, or press F8 to select another screen.

03/ 31/ 00 09: 05 AM Vendor Contact Listing Term T7
Li ght speed Di stributors (DEM Page: 1
Vendor / Vendor Nane/
Cont act Contact Information
A002 Auto & Bike Parts - East
JS Ms. Jennifer B. Shelton
Aka: Jenny Shel ton
Position: O fice Manager
Addr ess: East ern Di vi sion & Warehouse

7485 Main Street
Podunck, NC 12003

Phone: 919 555-7485 Ext :
Tel ex: 910- 1234- 555
FAX: 919 555-7489
v M. Mchael F. Wrden
Aka: M ke
Position: GCeneral Manager
Addr ess: Eastern Division & Warehouse

7485 Main Street
Podunck, NC 12003

Phone: 919 555-7485 Ext :
Tel ex: 910- 1234- 555
FAX: 919 555-7489
MAHOVE M. Mchael F. Wrden
Aka: M ke

Position: GCeneral Manager
Addr ess: 2488 Sout h Dundain Street
Podunck, NC 12003

Phone: 919 555-7485 Ext :
Tel ex: 910- 1234- 555
FAX: 919 555-7489

A003 Auto & Bike Parts - West

JT M. Joseph P. Tinber

Aka: Joe Ti nber
Position: GCeneral Manager
Addr ess: Western Division

83767 U.S. Hw 5
Portland, OR 88726

Phone: 503 555-8376 Ext :
JTHOVE M. Joseph P. Tinber
Aka: Joe Ti nber

Position: GCeneral Manager

Addr ess: 74653 Rosewood Avenue
Portl and, OR 88727

Phone: 503 555-8376 Ext :
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Comment Maintenance

Introduction
Comment Maintenance alows you to maintain an unlimited number of free-form lines of
text. Y ou may use thistext field however you want. Suggestions might be notes from
telephone conversations or notes on the specific products that you like to order from this
vendor.

How to Execute
From the Vendor Maintenance Menu, select option 4, Comment Maintenance. Y ou will seea
screen similar to the one below. The information shown on this screen is for example only
and isonly oneideafor use of thetext field

w' ¥endor Maintenance - Comments

éj’g Lightspeed Distributors (DEM) 03/21/87 T
“endor Code (4002 Mame [suto & Bike Parts - East |
L T |
Edit Format

bike chains shown at the expo in Georgia last week.
They are assembling them now and will be available
within two weeks. ALB iz cunrently backordering them
and they will be available on a first come. first

served basis.

05701795 Spoke with Jenny regarding the availability of new ﬂ

04/15/95 Talked extensively with Mike at the expo. They have a
new bike chain made out of titanium that resists LI

Description of Fields
Comment

Use the standard text editing keys for your specific terminal to add linesto the text field. Line
insert and delete, character insert and delete, page up, page down, etc. all work here. As
always it may save you time later if you decide in the beginning how you want to use the
comment.

Note: If you use the comment field to record telephone conversations, we suggest that you
put the most recent calls at the top by using Line Insert.

When you have completed editing the comment, press F4 and you will receive the following
prompt:

Save text (Y/N)?
Y Saves any changes or additions to the comment.

N L eaves the comment in the form it was in when you started.

Exit the Screen
When you are finished maintaining comments, press F4 from the vendor code to return to the
Vendor Maintenance Menu, or press F8 to select another screen.
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Purchase History Lookup

Introduction

Use this function to maintain and see information such as last purchase date, last check, and
purchase and payments month-to-date. This information is automatically kept current by the

system during invoice and check processing.

Note: Y ou may want to enter history information when initially adding vendors so that this
information is accurate. If you don't, the purchase history only reflects activity starting from
when you first started using Solution-1V Accounts Payable.

How to Execute

From the VVendor Maintenance Menu, select option 5, Purchase History Lookup

w. Yendor Maintenance - Purchase History
Zalifim ) o
v Lightspeed Distributors (DEM) 032137 T1
Wendor Code 4002 Mame  [Auto & Eike Parts - East |
Last Invaoice 5102 Date  |03/01/97 Amount 33.060.00
Last Payment 0000000002 Date  |03/01/97 Amount 1.085.17
1st Purchase 01/10/97 Highest Balance (03/01/37 Amaount 35.457.99
Current Balance 35,457.99 10499 Fayments 1.065.17
Current konth Mext konth Current vear Lastvear
Purchases 36.523.16 0.00 3652316 0.00
Payments 106517 0.00 1.065.17 0.00
Discounts Taken 0.00 0.00 0.00 0.00
Discounts Missed 21.30 0.00 21.30 0.00
#oflnvoicos [0 ] [0 ]
#0f Chcks [0 | [0 |

Description of Fields

Vendor Maintenance

Last Invoice
Thisfield contains the last invoice number or voucher number entered for this vendor.

Date (Invoice)
Thisfield contains the date of the last invoice entered for this vendor.

Amount (Invoice)
Thisfield contains the dollar amount of the last invoice for this vendor.

Last Payment
Thisfield contains the last check number used in either manual check entry or check printing
for this vendor.

Date (Payment)
Thisfield contains the date of the last manual or computer check entered for this vendor.

Amount (Payment)
Thisfield contains the dollar amount of the last manual or computer check entered for this
vendor.
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Date of 1st Purchase

Enter the date that you first made a purchase from this vendor. If you do not enter adate
during startup, the system automatically inserts the date of the first invoice for this vendor,
after you started using Solution-1V.

Date of Highest Balance Ever
Thisfield contains the date of your highest balance with this vendor. It is automatically
re-calculated as you reach a new high balance.

Amount (Highest Balance)
Thisfield contains the dollar amount of the highest balance with this vendor. The system
automatically recal culates this amount during invoice update.

Current Balance
Thisfield contains your current balance due with this vendor. It is recalculated with the last
invoice or check update. Y ou cannot change thisfield.

1099 Payments

This field contains payments made to this vendor during this calendar year. Thisis done so
that the following fields correspond to your fiscal year if desired. Thisisthe amount (not
Payments Y ear-to-date) that actually prints on the 1099 forms.

Purchases

These fields contain the dollar amounts purchased from this vendor month-to-date,
year-to-date, last year, and next month. The purchases fields are updated from Invoice Entry
and Manua Check Entry.

Payments
These fields contain the dollar amounts paid to this vendor month-to-date, year-to-date, last
year, and next month. These fields are updated from check printing and manual checks.

Discounts Taken
Thesefields contain the dollar amounts of discounts taken month-to-date, year-to-date, last
year, and next month.

Discounts Missed

Thesefields contain the dollar amounts of discounts missed month-to-date, year-to-date, last
year, and next month. A discount is considered "missed"” if there was a terms discount
calculated for an invoice and it was not taken during check printing or manual check
processing.

Number of Invoices
These fields contain the number of invoices entered for this vendor month-to-date,
year-to-date, last year, and next month.

Number of Checks
These fields contain the number of checks paid to this vendor month-to-date, year-to-date,
last year, and next month.

Exit the Screen
When you are finished with purchase history lookup, press F4 from the vendor code to return
to the Vendor Maintenance Menu, or press F8 to select another screen.
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Aging and Open Invoice Lookup

Introduction
Use this function to see the aging buckets and invoice detail for agiven vendor. Thisis
essentially the same information you would seein Vendor Inquiry or the Aged Trial Balance.

How to Execute
From the Vendor Maintenance Menu, select option 6, Aging and Open Invoice Lookup.

w Yendor Maintenance - Aging B3
Zoliln . o
v Lightspeed Distributors (DEM) 03/21/37 T1
“Wendor Code (002 Name [Auto & Bike Parts - East |
Total Balance Due 35,457.99
Current 30 Days B0 D ays 90 Days 120 Days
35.457.93 0.0 0.on 0.0 0.0
iFS-Ehange [T w AP Vendor Invoice AgingInquiy  E |
L |n\"DiCE Numbe”’ |n\".l'let DL,IE DiSC Inv.-"Apphed Balance ri
Amouint| Due
342.61.00
Chk: 0000000002 | 03/01/97 34261
9801 01/25/97 | 02/24/97 02/04/97 722,86 .00
Chk: 0000000002 | 03/01/97 72256
9865 02/09/97 03/11/97 02/419/97 1109.54 1103.54
9987 02/21/97 03/23/97 03/03/97 1298.451298.45

Scanning Invoices

All of theinvoicesin the open invoicefile for this vendor are scanned so that the aging and
purchase/payment history are current. When the scan is complete, the aging buckets and
invoice information will display.

Description of Fields
Vendor Code

Enter up to 10 characters for the vendor code. The vendor code will be used throughout the
system when referring to a particular vendor. Press F2 for alookup of vendor codes.

Exit the Screen
When you are finished with Aging and Open Invoice Lookup, press F4 from the vendor code
to return to the Vendor Maintenance Menu, or press F8 to choose another screen.
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Change or Delete Vendor Code

Introduction
Use this function for the same purpose as the status field on the code files. The Solution-1V
Accounts Payabl e package uses the status to eliminate the problems caused by some systems
when deleting vendors that have current activity. It aso alows you to change vendor codes or
to mark avendor as inactive (alowing no further invoices to be posted).

How to Execute
From the VVendor Maintenance Menu, select option C, Change/Delete Vendor Code.

Description of Fields
Do you want to Delete Change Inactivate Re-activate
Enter one of thefollowing: D, C, I, or R.

Delete
Deletethisrecord. YesNo

Y Marks the vendor for deletion. During the Status Change Update, the vendor is
deleted only if it has a current balance of zero, no open invoices, and no history.

N Does not mark this vendor for deletion and returns the cursor to the vendor code
field.

Note: While the deletion does not actually occur until the Status Change Update is
performed, a vendor with a status of D cannot have any new invoices entered for
him/her.

Change

Enter the Vendor Code to change this Vendor Code to:

Enter the new vendor code. Thisvendor code may or may not aready exist in thefile. If it
does not exist, al referencesto the old vendor code are changed to the new vendor code. If
the new vendor code aready exists, the information for the old code is combined with the
new. These changes take effect during the Status Change Update.

Inactivate

The vendor is marked with astatus of 1. Y ou are saying that you no longer want to do
business with this vendor. Current invoices are paid, but no new ones can be entered. The
inactive status takes place immediately.

Reactivate
The reactivate option can be used to remove the inactive status from the vendor at any time,
and the delete or change status only before the Status Change Update has been performed.

Exit the Screen
After you have modified the status for a vendor, the cursor returns to the selection prompt on
the Vendor Maintenance Menu.
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Vendor Inquiry

Introduction

Use this function to view and/or print basic information about a vendor, one vendor at atime.
This information includes name and address, some purchase history and detailed invoices and
payments. The same information may be found in Vendor Maintenance.

Vendor Inquiry is a separate option on the menu for security reasons. The vendor name and

address and open invoices cannot be modified here;

allowed by the parameters.

How to Execute

only the comments may be changed, if

From the Accounts Payable Main Menu, select option 9, Vendor Inquiry.

w Yendor Inquiry E3
Zoldim : L
v Lightspeed Distributors (DEM) 03421497 T1
Vendor Code [a002 Name [suto & Bike Parts - East |
Address Eastern Division & Warehouse Fhone 919 555-7485
7485 Main Street Fie 5159 555-7489
City Podunck Telex 910-1234-555
State MC ZIF 12003 Courntry Contact  |Michael Worden
Last Invoice NMumber [15102 Date  [03/01/97 Arnount 33.050.00
Lsst Check Number Dote Amount
“endor Reference S4DEM 1099 Infarmation:
Wendor Type 10499 Fayments 1.068.17
Texpayer |0 31234567 Box Murmber
Credit Limit .an
Terms Code 02 [ 2% 10 days, Met 30 days |
. — Current Balance Due 35.457.99
Aging Information:
| Current | | 30 Days | | B0 Days | | 90 Days | | 120 Days |
| 35.457.39 | .00 [ .00 | [ ] | o0 |

9987

!S canning lnvoice: A002

Scanning Invoices

This prompt will display asit looks through the open invoice file and computes the aging

buckets, which will display when it isfinished.

Description of Fields
Vendor Code

Enter the code for the vendor you wish to display. Y ou can press F2 for alookup of vendor
codes. The vendor's address and purchase history will display. Remember: thisinformation

cannot be modified here.

Display: Yendor Invoices Aging Comments Report Graph

Vendor

Displays the vendor information for the selected vendor.

Invoices

Displays aview of theinvoices for the vendor and any payments against the invoices. Press

F4 to return to the prompt.

Aging

Calculates and displays the aging information in the appropriate areas at the bottom of the

screen. Press F4 to return to the vendor code field.

Vendor Maintenance
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Comments
Depending on your parameters, you may have no access to the comments, read-only access,
or the ability to modify the comments. Press F4 to return to the prompt.

Report
Prints a report with the vendor, invoice information and comments for this vendor only.

Graph
Prints a graph using the invoice and aging information. Y ou must have Gateway for Windows
installed to view the graph.

F4
Returns you to the vendor code field enabling you to inquire about another vendor.

Exit the Screen
When you are done with Vendor Inquiry, press F4 at the vendor code to return to the

Accounts Payable Main Menu.
03/31/00 09: 01 AM Vendor |nquiry Report Term T7
Agi ng Date: 03/31/00 Li ght speed Di stributors (DEM Page: 1

Vendor Code: 0000000123

Nare: 123 Party Supply Qutl et
Address: Balloons, Gfts & Supplies Phone: 201 555-7777
123 Main Street FAX: -

Cty: Sonerville Tel ex:

St at e: NJ ZIP: 08876-0123

Last Invoice: 11922 Date: 02/26/00  Anount: 423.56

Last Check: 0000000001 Date: 03/01/00  Anount: 82. 45

Taxpayer |D: 33-0149573 1099 Paynents: 82. 45

Vendor Ref: S027 Credit Limt: 0. 00

Terns Code: 30 Net 30 Days Current Bal: 563. 41

Current 30 Days 60 Days 90 Days 120 Days
I nvoi ce Nunber/ I nv/Pnt Due Di sc I nvoi ce/ Chk
Check Number Dat e Date Due Anmount Bal ance Due

0. 00

Vendor Comment :

04/30/98 123 Party Supply Qutlet is a local card shop
containing a wide variety of itenms at reasonable
prices. W ordered our Christmas cards through them
this year and they sold well. They have ball oons,
cards, gifts, and a nunber of msc. office supplies.

Keep themon file. W can use themto send gifts or
what ever to new or special custoners along with
purchasi ng supplies that we need quickly.
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5 Transaction Processing

This chapter describes the options that are available during transaction processing. They
include:

» Invoice Entry, Register, and Update
» Manual Check Entry, Register, and Update
» Recurring Invoice Entry, Register, and Update

You will be spending the bulk of your time in this section of the manual, sincethisisthe core
of the Solution-1V Accounts Payable system.
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Invoice Entry

Invoice Entry

Introduction
Invoice Entry is used to enter vendor invoices or internal vouchers. Any invoices, credit
memos, or adjustments to vendor accounts are done here. Invoices must be entered herein
order to print computerized checks. Manua or handwritten checks may be written for
invoices not entered here.

How to Execute
From the Accounts Payable Main Menu, select option 1, Invoice Entry.

w. Invoice Entry

Zoldim - .
™ Lightspeed Distributors (DEM) 03/21/47 T

Wendor Code =M | Mame |Zupper Manufacturing |
InvoicefMoucher Mo 53815
Invoice Date 03/01/97 Invoice Fef
Tatal Invaice Amt 253772 Purchase Orcer  |P.0. #97-0294
Discount Based On 283772 FPayment Address
Freight Amount 28377 Payment Cycle Invoice Status ﬂ
Sales Tax Amount .a0 Paosting Code Add to 10997

Terrns

[2%10 daps. Net 30 days |

Irvaice Due 03/31/97 Discount Due |03/11/97 Arnount 50.75
Comment |thain and derailer components | Diistr

Note: The Invoice Entry function uses a "batch" or "holding” file. This means that when
you enter an invoice into invoice entry, it is only in the invoice entry file. Y ou then have the
opportunity to print the register and verify that everything you entered is correct. If not, you
may return to the invoice entry and make any necessary changes.

Only when you run the invoice update are the permanent files modified. After the update is
run, you must make necessary changes using an invoice adjustment.

Description of Fields
Vendor Code
Enter the vendor code of the vendor for whom you wish to enter an invoice. The vendor code
must exist in order to enter an invoice. Y ou may use the F3 function, if availableto you, to
add new vendors. Y ou may use the F2 function to select a given vendor, an existing entry
fromthe invoice entry file, or an existing entry from the open invoice file.

Invoice/Voucher No
The invoice/voucher number is used differently depending upon what was specified in AP
Parameters Maintenance.

> If you stated that you want to utilize voucher numbers, press F8 to retrieve the

next voucher number.

» If you are not utilizing the voucher number feature, enter up to 15 unique

characters of the invoice number as found on the vendor's invoice.
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Invoice Entry

Invoice Date
Enter the date of theinvoicein theform MMDDY'Y from the vendor's invoice. Make sure the
date is correct becauseit is used to calcul ate the due date and discount due date.

Total Invoice Amt
Enter the total amount of the invoice including freight and sales tax. Thisis the amount (less
any terms discount that may be applicable) that is paid.

Discount Based On

Enter the amount of the invoice that is used for the purpose of calculating any terms discount
that might be available. This number istypically the net invoice amount before freight and
salestax. It defaultsto "Total Invoice Amt".

Freight Amount

If you would like the freight amount distributed separately to the Genera Ledger, enter the
freight amount here. It is distributed to the freight account entered in Posting Code
Maintenance.

Sales Tax Amount

If you would like the sales tax amount distributed separately to the General Ledger, enter the
salestax amount here. It is distributed to the sales tax account entered in Posting Code
Maintenance.

Invoice Ref

If you are utilizing the voucher system feature, you should enter up to 15 characters of the
vendor's invoice number here. If you are not utilizing the voucher system and entered the
vendor's invoice number for invoice/voucher, you may use thisfield for whatever you want,
or leaveit blank.

Purchase Order
Enter up to 15 characters for the purchase order number. Thisis an optional field for your
reference only and is not tied to the Purchase Order system.

Payment Address

If you want the payment to go to the vendor's main address, leave thisfield blank. If you want
the check to go to an address other than the main address, enter the vendor's aternate address
code here.

Payment Cycle

Enter up to two characters for the payment cycle. The payment cycleis used to group
invoices that you wish to select together in Automatic Payment Selection. Thisfield may be
left blank.

Example: Y ou may wish to assign apayment cycle of "01" to al invoices that you pay on the
first of every month.

Invoice Status
Enter one of the following:
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Invoice Entry

Enter Thisisaregular invoice without restrictions.

H Thisinvoiceis being held. Even though the invoice will be shown on all reports
including the Aged Tria Balance, it will not be automatically selected for payment
until the status is changed.

S Thisinvoiceis sdlected for immediate payment. During the invoice update, this
invoiceis automatically put in the payment selection file.

1099?
Thisfield allows you to control whether or not thisinvoiceis subject to 1099 reporting as
follows:

Y Thisinvoice will update to the 1099 field in the vendor master file.
N This invoice amount will not be included on a 1099 for this vendor.

Terms Code

Enter the terms code representing the terms as shown on the vendor'sinvoice. This code
defaults to the terms code entered in Vendor Name and Address Maintenance. Thiscodeis
used to calculate invoice and discount due dates and the discount amount.

Invoice Due

Theinvoice due date is automatically calculated from the invoice date and the terms code
entered above. The invoice due date here should match the invoice due date on the vendor's
invoice. On your first pass through the invoice, thisfield is skipped. To change the invoice
due date, pressthe Up Arrow key from invoice comment.

Discount Due

The discount due date is automatically calculated from the invoice date and terms code
entered above. The discount due date here should match the discount due date on the vendor's
invoice. On your first pass through the invoice, thisfield is skipped. To change the invoice
due date, pressthe Up Arrow key from invoice comment.

Amount (Discount)

The discount amount is automatically calculated from the invoice date and terms code entered
above. The discount amount here should match the discount amount on the vendor's invoice.
On your first pass through the invoice, thisfield is skipped; pressthe Up Arrow key from the
comment if you want to changeit.

Comment
Enter up to 35 characters to describe this invoice. The invoice comment may be printed on the
Aged Trial Balance, if desired.

Posting Code

Enter the posting code to which this invoice belongs. The system gets the Accounts Payable,
Freight, Sales Tax, and Discounts accounts from this posting code. Thisfield defaults to the
posting code in the vendor master file.

Distr
Thisfield displays the amount of the invoice remaining to be distributed among one or more
General Ledger account codes.
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Distributing the Invoice
Y ou need to distribute the net invoice amount to one or more General Ledger account codes.
The net invoice amount is the total invoice amount less freight and sales tax.

w. Invoice Entry - Lines

Line GL Account Description Arnount

[500-00-00 | [Costof sales - Bikes | [ 22a:m |

Line|GL Account Amount| «
1|500-00-00 Cost of sales - Bikes 2.283.95

|A-Up Amow w-Down Amow Pg-Up Pg-Dn Line-lns Line-Del Line-Mum |

Ililgtirn Modifiestheling, if it exists. Adds aline, if it is blank.

Line=# Goesto that line. If you enter aline that is greater than the total number of
lines, it goesto thelast line.

Up arrow Goesto next line above.

Down arrow Goesto next line below.

Page-up Goesto the previous screen.

Page-down Goes to the next screen.

Linedeete Deletes that line and moves al lines below it up.

Lineinsert Insertsaline at that spot and moves al lines below it down.

GL Account

Enter the General Ledger account code to which you want to distribute.

Amount
Enter the dollar amount to be distributed to this General Ledger account code.

Changing an Invoice Still in the Invoice Entry File
One of the best features of a batch-oriented entry file isthat you have the opportunity to
correct mistakes before they become a permanent part of your records.

To correct an invoice/voucher before you run the invoice update, enter the vendor code and
invoice or voucher number. The screen displays the information you already entered and
gives you the following prompt:

Is the information correct? Yes No Lines Delete

Y Saves the invoice as currently displayed on the screen.
N Allows you to modify what was previously entered. Use Up Arrow and Down
Arrow to get to the field you want to change and press Page Down when done.
L Allows you to modify the General Ledger distribution for thisinvoice.
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D Deletes thisinvoice from the invoice entry file. If you chose to save deleted vouchers
in AP Parameters Maintenance, it will be marked as deleted but remain in the entry
file.

Entering a Credit Memo
Entering a credit memo from your vendor is no different than entering an invoice; simply use
negative numbersfor all amounts.

Adjusting an Existing Invoice/Voucher
Once an invoice/voucher has been updated from the invoice entry file to the permanent files,
if you need to make any changesto it, you must make an invoice adjustment.

Enter the Vendor Code and Invoice/V oucher Number that you wish to modify. The system
prompts:

Existing Open Invoice balance is $ x . Adjust (Y/N)?

Y Allows you to adjust the invoice. Existing dates and terms appear on the screen. Y ou
may enter the adjustment amount and/or change any other aspects of the invoice,
except vendor code and invoice/voucher number.

Example: If the invoice exists for $1000 and should be $100, enter -900 for the Total
Invoice Amount.

N Does not adjust the balance. The cursor returns to the vendor code field.
The amount entered in Total Invoice Amount is added to the Invoice Balance.
When you are entering an adjustment, the screen works the same asfor anew invoice.

Exit the Screen
When you are finished entering invoices, press F4 from vendor code and you will return to
the Accounts Payable Main Menu.
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Invoice Register and Update

Introduction
The Invoice Register is an audit report, which prints entries made during Invoice Entry. The
report gives you the opportunity to check the accuracy of the information entered in Invoice
Entry prior to posting this information to the permanent vendor file, purchase history files,
open invoice file, and the General Ledger files (if you are on an accrual basis).

Note: The Invoice Register isan audit report and must be kept with your permanent
accounting records.

How to Execute
From the Accounts Payable Main Menu, select option 4, Invoice Register.

Description of Fields
Enter Posting Date
Enter the date you wish to use for posting the invoices to General Ledger. Thisdateisvery
important, since it controls the period in which these invoices appear.

Example; If today is4/3/02 and you are still entering invoices for March, be sure the posting
date is 3/31/02.

Note: Because the General Ledger uses the posting date (not the invoice date) when
posting, be sure to separate your invoices into batches by month.

Do you want a printed copy? Yes No
Y Prints a hard copy of the Invoice Register.

N Displays the Invoice Register on the screen. Y ou may not update if you display the
register on the screen.

If the Invoice Register was printed to the printer, the system prompts:

Do you want to continue the update? Yes No

Y Updates this batch of invoices to the permanent files and then clears the invoice entry
file.
N Returns to the Accounts Payable Main Menu. Y ou may make any hecessary

correctionsin Invoice Entry, then re-print the register.
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Sample Reports
After selecting a printed or displayed copy, you will see reports similar to the following. The
system will then prompt Do you want to continue the update?

03/01/00 03:41 PM I nvoi ce Register Term T7
Posted: 03/01/00 Li ght speed Distributors (DEM Page: 1
Vendor Name Invoice Due ~  ------ Di scount------
Code Invoice Nunber Date Dat e Dat e Anmount Net Invoice Sal es Tax Frei ght Total Invoice 1099

GL Distribution Di str Anmpunt
M Zupper Manufacturing

53815 03/01/00 03/31/00 03/11/00 50. 75 2,537.72 0.00 0.00 2,537.72 Y
500- 00- 00 Cost of sales - Bikes 2,537.72
Report Total: 50. 75 2,537.72 0.00 0.00 2,537.72

03/01/00 03:41 PM I nvoi ce Register (APIN) Term T7

Posted: 03/01/00 General Ledger Account Sunmary Page: 1
Li ght speed Distributors (DEM

Account Code Vendor I nvoi ce Number Debi t Credit

200- 00- 00 Accounts payabl e 2,537.72

500- 00- 00 Cost of sales - Bikes ZM 53815 2,537.72

2,537.72 2,537.72
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Manual Check Entry

Introduction
Manual Check Entry is used to enter all handwritten or manual checksinto the system. Itis
also used to enter:

» Voided checks (when the amount = 0) The check waswritten in error and never
previoudly entered into the system.

» Reversals (when the check was previously entered, but was wrong).

Manual Check Entry may be used to enter checks paying invoices aready in the system as
well as paying invoices that were never entered during Invoice Entry.

How to Execute
At the Accounts Payable Main Menu, select option 2, Manual Check Entry.

| wm Manual Check Entry

Zailim

v Lightspeed Distributors (DEM) 0372137 T1 |

Bank Code  [BA | [Bank of America - checking | Batch Total 657,61

Bank Distribution 0.00 Check Distribution 0.00 Invoice Distr [ 00|

Check Date Check Amount “endor Marne

[oooooo7res]  [ossziser ] [ Soooo ] fand2 | [eutod Bike Parts - East |

Irvoice Mumber Open? Diate 10997 Amountto Apply Discount Amount

(oo | [ o |
|F2-L00kup |

Bank Section
The Bank Section iswhere you enter the information about the total batch of checks that you
areentering (i.e., from which bank they were written and the total of all the checks). You
may have multiple checksin abatch. Be sure al checksin a batch were written during the
same period.

Description of Fields
Bank Code
Enter the bank code that represents the account from which these checks were written.

Batch
Run an adding machine tape on all the checks you are entering in this batch and enter the
amount here. This assures:

» You have entered dl the checksin the pile.
» Theamounts were entered correctly.
If there is a bank distribution amount when you are finished, you have the opportunity to
check both the batch total you entered originally and the checks entered into this batch and
then to make the appropriate corrections.
Exit the Screen

To exit Manual Check Entry, press F4 at bank code and you will be returned to the Accounts
Payable Main Menu.
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Check Section
The Check Section is where you enter information about a particular check in the batch. Y ou
can have multiple invoices per check.

Description of Fields
Check

Enter up to ten characters for the check number. Y ou should enter the exact check number
from the check.

Date
Enter the date that the check was originally written.

Check Amount
Enter the total amount of the check.

Vendor

Enter the vendor code if the check was written for a vendor you have set up on the system. If
the amount of this check is more than the minimum required for a 1099 form, you should set
up the vendor at thistime.

If the amount of the check is small for avendor from whom you do not plan to purchase
further during this year, enter M1SC and enter the check recipient's name in the next field.

Name (Vendor)
If you entered M| SC for the vendor code, enter the vendor's name here.

If the vendor already exists, the name will display in thisfield and cannot be modified.

Exit the Check Section
When you are finished entering checks, press F4 at the check field and you will be returned to
the bank code.

Invoice Section
The Invoice Section iswhere you enter the invoice(s) paid by the check just entered above.
Y ou can have many invoices per check.

Description of Fields
Invoice Number

Enter the invoice or voucher number that this check paid. The invoice or voucher does not
have to be in the open invoice file even if you are entering a check for an existing vendor. If
you are using vouchers and entering one that is not yet in the system, press F8 to get the next
voucher number.

Note: If theinvoice is not in the open invoice file you will later be asked to distribute the
amount to the appropriate General Ledger account codes. Do not at alater time enter the
same invoice through Invoice Entry!

Open?
Thisfield isautomatically filled as follows:

Y Theinvoiceisin the openinvoicefile.

N Theinvoiceisnot in the openinvoicefile.
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Date
Enter the date of the invoice from the vendor invoice.

The cursor stops on thisfield only if the invoice is not in the open invoicefile.

1099?
Thisfield alows you to control whether or not thisinvoiceis subject to 1099 reporting as
follows:

Y Thisinvoice will update to the 1099 field in the vendor master file.
N This invoice amount will not be included on a 1099 for this vendor.

Amount to Apply
Enter the amount of the check you wish to apply to thisinvoice. The default is the invoice
balance or the remaining check balance plus the available discount whichever isless.

Examples: If Remaining Check = $48, and Invoice Balance = $50, and Available Discount =
$2,then the Amount to Apply defaults to $50.

If Remaining Check = $48, and Invoice Balance = $30, and Available Discount = $2then
the Amount to Apply defaults to $30.

If Remaining Check = $30, and Invoice Balance = $50, and Available Discount = $2 then
the Amount to Apply defaultsto $32.

Discount Amount
Enter the amount of the discount, if any, that you are applying to thisinvoice. Thisfield
defaults to the avail able discount.

Exit the Invoice Section

When you are finished entering the invoices on this check, press F4 at invoice number to
return to the check number field.

General Ledger Distribution

Transaction Processing

You only get to this part of the screen if you entered an invoice/voucher that was not already
in the open invoice file. Y ou now need to distribute the total invoice amount to one or more
General Ledger accounts.

| w' Manual Check Entry
5102 Lightspeed Distributors (DEM) 03214497 T
Bank Code  [BA | [Bank of America - checking | Batch Total 657,51
Eank Distribution 0.00 Check Distribution 0.00 Irevoice Distr il
Check Date Check Amount “endaor MName
[oooooorres|  [ossztver ] [ om0 [MIsC | [Price Costea
Invaoice Number Open? Date 10897 Amauntto Apply Discount Amount
[en ] [ o ]
w. Manual Check Entry - Lines

Line GL Account D"gswc?i.;;tiun Amount
|SDD-D‘I -0n | |Miscellaneous expenzes - Ty | | 160.71 |

Line|GL Account Amount| -
1|900-01-00 Miscellaneous expenses - CA 160.71

|"-Up Arrow w-Down Amow Pg-Up Pg-Dn Line-lns Line-Del Line-Mum |
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Description of Fields
Line
Account
Enter the General Ledger account code to which you want to distribute the amount.

Amount
Enter the dollar amount to distribute to this General Ledger account. Enter debits as positive
numbers and credits as negative numbers.

Voiding Checks
If you wasted a check that has not already been entered into the system, you may enter it here
asavoided check. A voided check is merely a check for $0.00 that was never issued. Y ou
will want to enter voided checks to keep your Monthly Check Register in numeric order. That
way, if there is gaps between check numbers, you will know to investigate the cause.

To enter avoided check, in the check section, enter 0.00 for the check amount. Y ou will see
the prompt:

Void this check number?
Y Marks this check with type V in the monthly check file.

N Allows you to continue on to the Invoice section. This check is not really avoided
check. Y ou will want to use this option if you are matching credits to invoices.

Reversing Checks
A check reversal islike voiding a check except that the check has aready been entered into
the system, perhaps through Check Printing. If you enter a check number that already exists
in the history file, you will receive the following prompt:

Reverse this check?

Y Puts a check for minus the amount of the original check into the Monthly Check file,
resets the payment amounts on the associated invoices to what they were prior to this
check, credits the Accounts Payable account and debits the cash amount. Basically, it
resets everything to where it was before the check was originally updated.

N Returns to the check number figd.
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Manual Check Register and Update

Introduction
The Manua Check Register is an audit report detailing all manual check entries in the current
batch. After verifying the information listed on the register, you can update the entries to the
permanent invoice and check files, vendor purchase history files, and the General and Bank
Reconciliation files.

Note: The Manual Check Register is an audit report and must be kept with your permanent
accounting records.

How to Execute
From the Accounts Payable Main Menu, select option 5, Manual Check Register.

Description of Fields
Enter Posting Date
Enter the posting date you wish to use for posting the checksto Generd Ledger. Thisdateis
very important sinceit controls the General Ledger period in which these checks appear.
Make surethe date is at least in the proper month.

Example: If today is 4/3/02 and you are till entering invoices for March, be sure the posting
dateis 3/31/02.

Note: Because the General Ledger uses the posting date (not the invoice date) when posting
be sure to separate your checks into batches by month.

Do you want a printed copy? Yes No
Y Prints a hard copy of the Manual Check Register.

N Displays the Manual Check Register on the screen. Y ou cannot update if you display
the register on the screen.

If the Manual Check Register was printed to the printer, the system prompts:

Do you want to continue the update? Yes No

Y Updates this batch of checks to the permanent files and then clears the Manua Check
entry file.
N Returns to the Accounts Payable Main Menu. Y ou can make any necessary

correctionsin Manua Check Entry and then re-print the register.

Sample Reports
After selecting a printed or displayed copy, you will see reports similar to the following. The
system then displays the "Do you want to continue the update?' question.

03/01/00 03:41 PM Manual Check Regi ster Term T7
Posted: 03/01/00 Li ght speed Distributors (DEM Page: 1
Check Check Vendor/ I nvoi ce Anpunt

Nunber Date | nvoice Nunber Date Appl i ed Di scount 1099 G L Account Di str Amount Check Amount
BA Bank of America - checking

0000000005 03/01/00 0000000123 123 Party Supply CQutlet 27.10

11799 02/ 03/ 00 27.10 0.00 Y
Total for Check: 0000000005 27.10 0.00

Total for Bank: BA 27.10
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03/01/00 03:41 PM Manual Check Register (APM) Term T7
Posted: 03/01/00 General Ledger Account Sunmary Page: 1

Li ght speed Distributors (DEM
Account Code Vendor I nvoi ce Number Debi t Credit
101-01- 00 Cash in bank - Bank of America 27.10
200- 00- 00 Accounts payabl e 27.10
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Recurring Invoice Entry

Introduction
Recurring Invoice Entry is used to maintain afile of invoicesthat do not change much from
billing cycleto hilling cycle. Leases, standard shipments, or service contracts are good
examples of recurring invoices.

Once these entries have been set up in the recurring invoice file they can be selected as
needed and transferred to the invoice entry file for processing along with other invoices.

How to Execute
From the Accounts Payable Main Menu, select option 3, Recurring Invoice Entry.

m. Recurring Invoice Entry - Header
91"2 Lightspeed Distributors (DEM}) 03/21/97 T1
“endor Code  [4CTION Mame  [action Trash Disposal |
Reference
Start Date 01./08/97 Original Balance 0.0
MNumber of Billings 12 Invoiced to Date 0.00
Fecurring Amount 40.00 Femaining Balance 0.00
Discount Based On 40.00 Date Last Invoiced
Freight Amount [i] Invoices to Date
Sales Tax Amount 0o
Terms Code |Due end of manth | Disc | oo |
Select Cycle |:| Payment Cycle |:| Alternate Address |:| 109597
Camment [Trash | Diistr

|F27Lookup F2-Maintain code file |

Description of Fields
Vendor Code
Enter the vendor code of the vendor for whom you wish to enter arecurring invoice. The
vendor code must exist.

Reference

Enter up to nine charactersfor the recurring reference. Thisisthe number that will aways be
used to call up thisrecurring invoice. When updating sel ected recurring invoices to the
invoice entry file, the invoice/voucher number is different depending upon whether or not you
are using voucher numbers:

» If you are not using vouchers, the invoice number becomes the recurring
reference plus the date, in the form xxxxxxxxYYMMDD.

» If you are using vouchers, the invoice/voucher number uses the next voucher
number and the invoice reference becomes the recurring reference.

Start Date

Enter the first date you would want to select this recurring reference. By entering a date into
thisfield, you are able to enter recurring invoices early and be assured that you will not select
it too soon.

Number of Billings

Enter the number of times you wish to select this recurring invoice. Once "Invoices To Date"
="Number of Billings' thisinvoiceisno longer selected. If it isto be paid indefinitely, enter
999.

Transaction Processing 69
Copyright 0 2005 Thoroughbred Software International, Inc.



Recurring Invoice Entry

Recurring Amount
Enter the total amount of each recurring invoice payment including freight and salestax. This
isthe amount (less any terms discount that may be applicable) that is paid each time.

Discount Based On

Enter the amount of the invoice that is used for the purpose of calculating any terms discount
that might be available. This number istypically the net invoice amount before freight and
salestax. Thisfield defaults to the amount entered in "Recurring Amount.”

Freight Amount

If you would like the freight amount distributed separately to the General Ledger, enter the
freight amount here. It is distributed to the freight account assigned to the vendor's posting
code.

Sales Tax Amount

If you would like the sales tax amount distributed separately to the General Ledger, enter the
salestax amount here. It is distributed to the sales tax account assigned to the vendor's posting
code.

Terms Code

Enter the terms code representing the terms as shown on the vendor's invoice. This code
defaults to the terms code entered in Vendor Constants Maintenance. This code is used to
calculate the invoice due date, discount due date (when updating to the invoice entry file), and
the discount amount.

Disc Amt

Thisamount is calculated automatically based on the terms that have been entered for this
invoice. It should be the same discount amount that is found on the vendor invoice. If thereis
no discount available, enter 0.00 or leaveit blank. If the calculated amount is different from
the actual terms discount, it may be overridden.

Select Cycle
Enter up to two a phanumeric characters to represent the select cycle. The select cycleis used
to group recurring invoices that you want to select at the same time. It may be left blank.

Example: Y ou may wish to assign a select cycle of 20 for all of those invoices that you select
on the 20th of every month.

Payment Cycle

Enter up to two characters for the payment cycle. The payment cycleis used to group
invoices that you wish to select together in Automatic Payment Selection. It may be left
blank.

Example: Y ou may wish to assign apayment cycle of 01 to all of those invoices that you pay
on thefirst of every month, such asleases or utilities, even if you select them on
the 20th of each month.

Alternate Address

If you want the check to be mailed to the vendor's main address, leave thisfield blank. If you
want the check to go to an address other than the vendor's main address, enter the alternate
address code here.
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Comment
Enter up to 35 aphanumeric characters to describe thisinvoice. The invoice comment may be
printed on the Aged Trial Balance, if desired.

Original Balance
Enter the original amount of the total amount due. Y ou must enter an amount here, even if the
recurring invoice is perpetual, such as the monthly trash bill.

Example: If thisrecurring invoice is being entered to make payments on anew car, the
origina balance would be the loan amount plus all interest payments.

Invoiced to Date
Enter the amount that has already been invoiced/paid. Thisfield is automatically updated by
the system when you update recurring invoices to the open invoicefile.

Remaining Balance
Thisfield is calculated automatically and is equal to the original balance less invoiced to date.
When remaining balance is zero, the invoice is no longer selected.

Date Last Invoiced
Thisfield is updated automatically by the system whenever this recurring invoice is updated
to the open invoicefile.

Invoices to Date
Thisfidd isincremented automatically by the system whenever this recurring invoiceis
updated to the open invoicefile.

Distr
Thisfield displays the amount of the invoice remaining to be distributed among one or more
General Ledger account codes. Y ou cannot accessthisfield.

Distributing the Invoice
Y ou need to distribute the net invoice amount to one or more General Ledger account codes.
The net invoice amount is the total invoice amount less freight and sales tax.

w. Recurring Invoice Entry - Lines E3
Line GLAccount Diescription Arnount
[s30-00-00 | [Dtiities | [ sm |

Line| GL Account Amount| «
1|830-00-00 Utilities 40.00

|A-Up Arow w-Down Arow Pg-Up PgDn Line-ns Line-Del Line-Mum |

Line

Enter Modifiesthelineif it exists. Addsalineif it is blank.

Line# Goestothat line. If you enter aline that is greater than the total number of
line, it goesto thelast line.

Up arrow Goesto next line above.

Down arrow  Goesto next line bel ow.

Page-up Goesto the previous screen.
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Page-down Goesto the next screen.
Linedeete Deletes that line and moves all lines below up.
Lineinsert Insertsaline at that spot and moves all lines below down.

GL Account
Enter the General Ledger account code to which you want to distribute.

Amount
Enter the dollar amount to be distributed to this General Ledger account code.

Exit the Screen
When you are finished entering recurring invoices, press F4 to return to the Accounts Payable
Main Menu.
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Recurring Invoice Register and Update

Introduction
The Recurring Invoice Register starts with the selection of the desired recurring invoices. The
register then printsto let you verify them. If they are correct, you may then update the
selected recurring invoices into the invoice entry file, where they may be modified and
otherwise treated like regular invoices.

How to Execute
From the Accounts Payable Main Menu, select option 6, Recurring Invoice Register. You
will be asked for the posting date (which will be used for the invoice date) and then you will
see the following screen:

. Becurring Invoice Update Selection
ol - L
é]g Lightspeed Distributors (DEM) 0342197 T1
Selection Options Selected Invoices

Only print (not select) all invoices?

Print Selected Invoices Only?

Print Selected Vendors Only?

Starting Wendor
Ending “endor

Print Selected Cycles Only? Selected Vendors
Staring Cycle
Ending Cycle

Selected Cycles |:| |:| |:|

Description of Fields
Print All Invoices?
Y Prints the entire contents of the recurring invoice file on the report. Therest of the
guestions on this screen are skipped, and no update to Invoice Entry occurs.

N Allows you to continue on down the screen.

Print Selected Invoices?
This option allows you to select specific recurring invoices for inclusion in the recurring
invoi ce selection process.

Y Displays aview and allows you to select up to nine individual recurring invoices. The
rest of the questions on the screen are skipped.

N Allows you to continue down the screen.

Print Selected Vendors?
This option allows you to limit the recurring invoice selection to the vendors entered here.

Y Displays aview and allows you to select up to seven individual vendors. The rest of
the selection criteria on this screen is limited to these vendors.
N Allows you to enter arange of vendors.
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If you enter N, the system prompts:

Starting Vendor

Ending Vendor

Enter the first and last vendor codes in the range you wish to select or press Enter twice to
select al vendor codes.

Print Selected Cycles?
This option allows you to limit the recurring invoice selection to the "Select Cycles' entered
here.

Y Allows you to move to the right and enter up to three cycles with which you select
invoices.
N Allows you to enter arange of cycles below.

If you enter N, the system prompts:

Starting Cycle

Ending Cycle

Enter the first and last cyclesin the range you want to select or press Enter twice to select all
cycles.

Example: 01 to 15

Do you want a printed copy?

Y Prints the report to the selected printer. Whileit is not required, it is recommended
that you always print the Recurring Invoice Register and attach it to the appropriate
Invoice Register.

N Displays your selections on the screen.

Do you want to continue the update (Y/N)?
Y Updates the recurring invoices shown on the register to the invoice entry file.

N Returns to the Accounts Payable Main Menu.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following. The

system then displays the prompt: Do you want to continue the update?

03/01/00 03:42 PM

Recurring Invoice Register Term T7
Posting Date: 03/01/00 Li ght speed Distributors (DEM Page: 1
Ti mes Num  Start Lst Bill
Ref erence SC PC Addr to bill Bills Date Dat e
Oig. Balance/ Inv to Date Rem Bal ance Net | nvoice Sal es Tax Freight Total I|nvoice Di scount
Conmrent
Action Trash Di sposal
H 12 03/ 01/ 00
0.00 0.00 0.00 40. 00 0.00 0.00 40. 00 0.00
Trash
830- 00- 00 Uilities 40. 00
Report Totals: 40. 00 0. 00 0. 00 40. 00 0. 00
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6 Check Printing Menu

This chapter describes the options that are available from the Check Printing Menu. They
include:

Automatic Payment Selection
Payment Selection Entry
Payment Selection Register

Check Printing

vV Vv VY VY V

Check Register and Update

Note Checks can only be printed for invoices previously entered into the system using
Invoice Entry.

Check Printing Menu
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Automatic Payment Selection

Automatic Payment Selection

Introduction
This function alows you to select invoices for payment by ranges of due dates, discount
dates, discount availability, etc. Once selections are entered, the open invoicefile is searched
for invoices meeting the stated criteria.

How to Execute
From the Check Printing Menu, select option 1, Automatic Payment Selection.

-Eﬂl.lr-nli: Fapmanl Lniechnn HEE

Lightspeed Distributors (DEM} Do TO

Print Selecied Imepices Onhy? 1 | Seleced Vendanimeices

Frirt Selected Yendors Onky? [
Stering Vendor (000003
Ending Vendoe  [-TEFALLT-

Fuint Selected Peayment Cycles?  [w0
Steding vl [

Endng Cycle [

Salecied Cycles | | | | |

Salact il ced with
Due dada an ar bedans I_.-':|-1:r:|-1:¢'- ] =]

Diiszaunt dais fiom |I]'E-'E‘EI.-B.2 |IJ-|:&I'I:I'E-'II?

Salec ik Faoicas with sl dsc? W

Take dscounis even i past mosil dals? W

Description of Fields
Print Selected Invoices Only?
Y ou have the option of selecting specific invoices for payment or selecting invoices based on
dates, payment cycles, etc.

Y Displays aview and allows you to select up to ten individua invoices for payment.
Y ou then skip to the last question on the screen.

N Allows you to continue down the screen.

Print Selected Vendors Only?
Y ou have the option of selecting specific vendors to pay. The actual invoices for these
vendors must meet other selection criteria entered later on this screen.

Y Displays aview and allows you to select up to seven individual vendorsto pay. You
then skip the starting/ending vendor questions.

N Allows you to select arange of vendors.

If you enter N, the system prompts:
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Starting Vendor

Ending Vendor

Enter the first and last vendor codes in the range you wish to select, or press Enter twice to
select all vendor codes.

Print Selected Payment Cycles?
This option allows you to limit the payment selection to the payment cycles entered here.

Y Allows you to enter up to five payment cycles with which you select invoicesfor
payment.
N Allows you to enter arange of cycles.

If you enter N, the system prompts:

Starting Cycle

Ending Cycle

Enter the first and last cyclesin the range of cycles you wish to select, or press Enter twiceto
select all cycles.

Example: 01 to 15

Select Invoices with a Due Date on or before

Enter the last invoice due date from which you want to select invoices. The system defaultsto
theterminal date, but you may want to change it, especialy if you are printing checks for
invoices due at the end of the month and you are either ahead of or behind schedule.

Select Invoices with a Discount Date from/to

Enter the first and last date that you consider a discount to be vaid. If aninvoice hasa
discount due date before this"from" date, it is considered to be past available. Invoices with
discount due dates occurring after the "to date” are selected later.

Select Only Invoices with Avail Disc?

Y Selects only those invoices within the date ranges entered above that have available
discount terms. If there are invoices with due dates that fall into the range but whose
discounts either do not exist or are no longer available, they are not selected for

payment.
N Selects any invoice meeting the selection criteria entered above.
Take Discounts Even if Past Avail Date?
Y Takes discounts even if they are outside the discount due date entered above.
N Takes discounts only if they are still available.

Modifying Selections
If you have already completed a selection, or you automatically selected invoices for payment
during Invoice Entry, and you run Automatic Payment Selection again, the system prompts:

Payment selection in process. Print Merge Clear
Y ou have the following options:

P Print Register: Prints the Payment Selection Register so you can see what has
already been selected for payment.
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M Merge: Merges this selection with any prior ones. This feature allows you to do
several different selections in the same batch. Merge does not undo any selections

you have already made.

C Clear Files: Clearsthe Payment Selection file, allowing you to start with a clean
date. Please note that if you modified your selection at al using Payment Selection
Entry, those selections are cleared aswell.

Exit the Screen
When automatic payment selection is complete, you are automatically returned to the Check

Printing Menu.
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Payment Selection Entry

Introduction
This function allows you to select specified invoices for payment. Y ou may also usethe
function to de-select invoices inadvertently selected during Automatic Payment Selection. It
is also used to make partial payments or other changes to the original selected amounts.

How to Execute
From the Check Printing Menu, select option 2, Payment Selection Entry.

w. Payment Selection Entry
Loalilom ) S
v Lightspeed Distributors (DEM) 03721447 T1
“endor Code 4002 | [futo & Bike Parts - East | Check Amount
Payment Address [ [ | 1.,000.00
Imvoice RNumber (3365
Total Invoice Amount 1.109.54 Invoice Date 02/03/97
Previous Payments Jula] Invoice Due Date (03411497
Discounts Taken Jula] Discount Due Date [02/13/97
Iwoice Balance 1.109.54 Original Discount 2219
Armount to Apply 1.109.54 Discount Amaount 109.54
Balance after Check
Irvoice Comment |D|scount represents credit amaunt.

Description of Fields
Vendor
Enter the vendor code representing the vendor for whom you wish to modify the payment
amount or add to the payment selection file.

Payment Address
Enter the alternate address code representing the address to which this check isto be sent. If
the check is going to the vendor's main address, press Enter.

Invoice Number
Enter the invoice or voucher number that you want to add to the payment selection file or
modify the payment amount.

Total Invoice Amt
Thisfield contains the original total invoice amount before any payments or discounts were
taken. Thisfield cannot be modified.

Previous Payments
Thisfield contains any payments that have been previously applied to thisinvoice. Thisfield
cannot be modified.

Discounts Taken
Thisfield contains any discounts that have been previoudy applied to thisinvoice. Thisfield
cannot be modified.

Invoice Balance
Thisfield contains the balance due currently on thisinvoice. Thisfield cannot be modified.

Invoice Date
Thisisthe invoice date as entered in Invoice Entry. Thisfield cannot be modified.
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Invoice Due Date
Thisisthe invoice due date as entered in Invoice Entry. Thisfield cannot be modified.

Disc Due Date
Thisisthe discount due date as entered in Invoice Entry. Thisfield cannot be modified.

Original Discount
Thisisthe discount amount as entered in Invoice Entry. Thisfield cannot be modified.

Amount to Apply

Enter the amount you are applying to thisinvoice. If you are paying the invoice in full, this
amount will be the invoice balance, even if you are taking adiscount. If you are making a
partial payment, this amount isthe partial payment amount plus any discount you are taking
with this payment.

Bal After Check
Thisfield contains the amount of the invoice balance after the check is printed and updated.

Discount Amount
Enter the amount of the discount you are taking with this payment. The amount entered here
will be subtracted from the check amount.

Invoice Comment
This comment is what was entered during Invoice Entry. Y ou may change it now, if desired.

Deleting a Selection

If an invoice was selected and you do not wish to pay it at thistime, you may delete it from
this selection batch. It will remain in the open invoice file and will be available for payment
later.

After entering a vendor, payment address, and invoice/voucher number, you will seethe
prompt:

Is the displayed information correct? Yes No Delete
Y Saves the selection as shown on the screen.

N Allows you to change the amount to apply, discount, and/or comment.
D Deletes the invoice from this payment batch.

Exit the Screen
When you are finished with Payment Selection Entry, press F4 from the vendor code to
return to the Check Printing Menu.
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Payment Selection Register

Introduction
The Payment Selection Register isalist of the invoices selected for payment using Automatic
Payment Selection and Payment Selection Entry. This report may be run as many times as
required to select the proper invoices for payment.

Although thisis not arequired report, run it before printing your checks. This lets you verify
what is going to be printed on the checks.

How to Execute
From the Check Printing Menu, select option 3, Payment Selection Register.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following. Y ou
will then be returned automatically to the Check Printing Menu.

03/01/ 00 03: 44 PM Payment Sel ection Register Term T7
Li ght speed Distributors (DEM Page: 1
Vendor Nane/ Due Disc +------- Before Check ------- +
Vendor I nvoice No. Inv Date Date Dat e I nv Bal ance Di sc Bal ance Anount Applied Di sc Applied Net Check Amt
A002 Auto & Bike Parts - East
9865 02/ 09/ 00 03/10/00 02/19/00 1, 109. 54 22.19 1, 109. 54 22.19 1, 087. 35
Check Total s: 1, 109. 54 22.19 1, 109. 54 22.19 1, 087. 35
A003 Auto & Bike Parts - West
7593 02/ 05/ 00 03/06/00 02/15/00 1, 094. 00 21.88 1, 094. 00 21.88 1,072.12
7645 02/20/00 03/21/00 03/01/00 289.54 5.79 289.54 5.79 283.75
Check Totals: 1,383.54 27.67 1,383.54 27.67 1, 355.87
PEDAL Pedal Manufacturers of Anerica
20895 01/18/00 02/17/00 01/28/00 2,532.38 50. 65 2,532.38 50. 65 2,481.73
21382 02/ 15/ 00 03/16/00 02/ 25/ 00 993. 83 19.88 993. 83 19.88 973. 95
Check Totals: 3,526.21 70.53 3,526.21 70.53 3,455. 68
Report Totals: 6,019. 29 120. 39 6,019. 29 120. 39 5,898. 90
5 Invoices Selected for Payment
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Check Printing

Introduction
This function prints checks that can be put into envelopes with windows and mailed to your
vendors. A default check format isincluded but may be modified using Report-1V to match
your check stock. Check stock may be ordered using the Business Forms packet provided
with thismanual. A sample check is shown in the packet.

Note: Check printing does not allow negative check amounts. A message will be printed
and the check will be skipped, leaving the invoices in the open invoice file.

How to Execute
From the Check Printing Menu, select option 4, Check Printing.

é]nhlgi:" Lightspeed Distributors {(DEM) 03/21/97 T1 |

Bank Code Ba |Bank of America - checking |
Check Number 0000000017
Check Date 03/21/97

Starting Yendor 0000000123

|F2-Lookup F3-Maintain code file

Description of Fields
Bank Code
Enter the bank code from which this batch of checksis printed. Y ou must print checks from
different bank accountsin different batches. The bank code will default to the last bank used
in check printing.

Check No

Enter the check number on which the printer will actually start printing. If you have the type
of printer that forces you to waste a check in order to get the checks loaded on the tractors, do
not enter that wasted check number. The computer will automatically void checks used as test
patterns.

The check number defaultsto the last check printed from this bank.

Check Date
Enter the date that you want printed on the checks.

Starting Vendor

The starting vendor defaultsto the first vendor in the file. Normally press Enter through this
field. However, if your checks have jammed, or for some other reason you are re-starting
check printing in the middle of the batch, enter the starting vendor here.

Print test pattern?
Y Prints a sample check so you can be assured that you have the checks lined up
properly. This check will be voided by the system automatically.

N Starts printing the actual checks.
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Exit the screen
When checks have finished printing, you will receive the following prompt:

Do you want to print the Check Register?
Y Change forms and reset the printer so the paper is at the top of the form. The Check
Register will now print.

N Returns you automatically to the Check Printing Menu.
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Check Register and Update

Introduction
The Check Register isadetailed list of the checks just printed and the invoices they paid. Any
checks that were used for test patterns or reprinted for another reason are shown as voided.

The Check Update does an update to the permanent invoice payment file, vendor purchase
history, and General Ledger and Bank Reconciliation files. The payment selection fileis
cleared when the update is finished.

Note: The Check Register is an audit report and must be kept with your permanent
accounting records.

How to Execute
From the Check Printing Menu, select option 5, Check Register & Update.

Description of Fields
Enter Posting Date
Enter the date you wish to use for posting to General Ledger. This date is very important,
sinceit controlsthe period in which these checks appear in General Ledger.

Example: If today is4/3/00 and you are printing checks dated 3/31/00, use a posting date of
3/31/00.

Do you want a printed copy? Yes No
Y Prints ahard copy of the Check Register.

N Displays the Check Register on the screen. Y ou cannot update if you display the
register to the screen.

If the Check Register was printed to the printer, the system prompts:

Do you want to continue the update? Yes No
Y Updates this batch of checks to the permanent files and then clears the payment
selection files.

N Returns to the Check Printing Menu.

Sample Reports
After selecting a printed or displayed copy, you will see reports similar to the following. The
system then prompts: Do you want to continue the update?

03/01/00 03: 44 PM Check Regi ster Term T7
Posted: 03/01/00 Li ght speed Distributors (DEM Page: 1
BA Bank of Anerica - checking
Vendor I nv Di sc
Check No Chk Date I nvoi ce No Inv Date Due Due Anmount Applied Di sc Anpunt Net Check

0000000016 03/01/00 ** Void **
0000000017 03/01/00 ** Void **

0000000018 03/01/00 ** Void **

0000000019 03/01/00 A002 Auto & Bike Parts - East
9865 02/09/00 03/10/00 02/19/00 1,109.54 22.19 1,087.35
Total for Check 0000000019: 1,109. 54 22.19 1,087.35

0000000020 03/01/00 A003 Auto & Bike Parts - West
7593 02/ 05/ 00 03/06/00 02/ 15/ 00 1,094. 00 21.88 1,072.12
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0000000021 03/ 01/ 00 PEDAL

7645

20895
21382

02/ 20/ 00 03/21/00 03/01/00 289. 54 5.79 283.75
Total for Check 0000000020: 1,383.54 27.67 1, 355.87
Pedal Manufacturers of Anerica
01/18/00 02/17/00 01/28/00 2,532.38 50. 65 2,481.73
02/ 15/ 00 03/16/00 02/25/00 993. 83 19. 88 973. 95
Total for Check 0000000021: 3,526.21 70.53 3,455. 68
Total this check run: 6, 019. 29 120. 39 5, 898. 90

03/01/00 03:44 PM
Posted: 03/01/00

Check Printing Menu

Check Register (APCK) Term T7
General Ledger Account Sunmary Page: 1
Li ght speed Distributors (DEM

Account Code Vendor I nvoi ce Nunber Debi t Credit
101-01- 00 Cash in bank - Bank of Anerica 5, 898. 90
200- 00- 00 Accounts payabl e 6,019. 29

720- 00- 00 Di scounts taken 22.19
720-01- 00 Di scounts taken - CA 98. 20

6, 019. 29

6, 019. 29
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4 Accounts Payable Reports

This chapter describes how to execute the Solution-IV Accounts Payable reports. They
include:

Vendor Masterfile Listing
Vendor Label Printing
Aged Trial Baance

Cash Requirements Report
Monthly Check Register
Vendor Purchase Analysis
Historical Purchases Journal

Historical Disbursements Journal

vV Vv Vv VY VY V V V VY

1099 Form Printing
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Vendor Masterfile Listing

Vendor Masterfile Listing

Introduction
Thisisalist of the vendor information found in Vendor Maintenance. Y ou can choose from a
variety of print options and print all or arange of vendors.

How to Execute
From the Accounts Payable Main Menu, select option 11, Vendor Masterfile Listing

W Yendor Masterfile Lizting - Entry Screen
51"2 Lightspeed Distributors (DEM} 03/21/97 T1
Sort Options Selected Wendors

1) %endor Code 41 ZIP Code
21 %endor MNarme 5} Posting Code
3) Alt Sort Field

Enter Sort Optian

Detail Options
Frintwendor address infarmation?
Print code information?
Print purchase histon:?
Print commerts?

Frint perm, hold or all

Print Selected Vendars Only?

From Code (0000000123
To Code ~DEF&LT™

Sort Options
Enter Sort Option
Enter the option number for the order in which you wish the vendor listing to print. The
options are as follows:

1 Vendor Code: Printsal, selected, or arange of vendor codes sorted in vendor code
order.

2 Vendor Name: Printsall or arange of vendors sorted in vendor name order.

3 Alt Sort Field: Prints all vendorsfalling into the selected range of alternate sortsin

aternate sort/vendor code order.

4 ZIP Code: Prints al vendors falling into the selected range of ZIP codes, in ZIP
code/vendor code order.

5 Posting Code: Prints al vendorsfalling into the selected range of posting codes, in
posting code/vendor code order.

Detail Options
Print Vendor Address?

Y Prints the vendor's main address and tel ephone number.
N Does not print the address. The vendor code, name, and telephone number all print
ononeline.

Print Code Information?

Y Prints assorted information such as terms, sorts, vendor type, and default account.
N Does not print the code information.
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Print Purchase History?
Y Prints dates and amounts found on the purchase history screen such as highest
balance, and purchases and payments month-to-date, year-to-date, and last year.

N Does not print the purchase history.

Print Comments?

Y Prints the contents of the comment text file.
N Does not print the comments.

Print Perm, Temp, Hold or All
Y ou have the option of excluding certain vendor types from this report.

P Prints only permanent vendors (vendor type = blank).
H Prints only vendors who are on hold (vendor type = H).
A Prints all vendors regardless of type.

Print Selected Vendors Only?
If you selected to sort by vendor code, you have the option of printing individual vendors on
the Vendor Listing.

Y Displays aview and allows you to select individual vendorsto print on the report.

N Allows you to enter arange of vendors.

If you enter N, the system prompts:

From Sort Option

To Sort Option

The option changes based on how you answer the first question on this screen. Enter the first

and last vendor codes in the range that you wish to print, or press Enter twiceto print all
vendor codes.

Example: 08873 to 09999
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Sample Report

After selecting a printed or displayed copy you will see areport similar to the following.
When the report is finished, you are automatically returned to the Accounts Payable Main

coocooo

Alternate Sort:
Vendor
Credit
1099 Box Number:
Taxpayer |D:

Limt:

Year to Date
645. 86
82. 45
0.00
0.00
4

1

Ref er ence:

TOYS
S027
07
33-0149573
Last Year
0. 00
0.00
0.00
0.00
0
0

Term T7

Page: 1

Next Mont h
0.00
0.00
0.00
0.00
0
0

Menu
03/ 01/ 00 03:33 PM Vendor Masterfile Listing
Li ght speed Distributors (DEM
0000000123 123 Party Supply CQutlet
Bal | oons, Gfts & Supplies
123 Main Street
Sonerville, NJ 08876-0123
201 555-7777 Ext:
Contact: Amanda Garret
Terms Code: 30 Net 30 Days
Posting Code: NJ New Jer sey
Class Code 1: ENTER
Class Code 2:
Default Distrib: 700-00-00 Advertising and pronotion
Current Bal ance: 563. 41 Month to
1099 Paynents: 82.45 Pur chases:
Payment s:
Last Invoice: 11922 02/ 26/ 00 423.56 Disc Taken:
Last Check: 0000000001 03/ 01/ 00 82.45 Disc M ssed:
Hi ghest Bal ance: 02/ 26/ 00 645.86 # of Inv:
First Purchase: 01/ 14/ 00 # of Chks:
Coment s:
04/30/98 123 Party Supply Qutlet is a local card shop
containing a wide variety of items at reasonable
prices. W ordered our Christmas cards through them
this year and they sold well. They have ball oons,
cards, gifts, and a number of misc. office supplies.
Keep themon file. W can use themto send gifts or
what ever to new or special custonmers along with
purchasing supplies that we need quickly.

Accounts Payable Reports

Copyright 0 2005 Thoroughbred Software International, Inc.

89



Vendor Label Printing

Vendor Label Printing

Introduction

Thisfunction is used to print labels using information from the Vendor Masterfile. The labels

may be sorted by ZIP code or vendor code.

The default printing valueis 2-up, 1 1/2-inch by 4-inch |abels with the vendor name and

address printed on them.

How to Execute

From the Accounts Payable Main Menu, select option 12, Vendor Label Printing.

03/21/97 T1

Zuldin ) o

v Lightspeed Distributors (DEM}

Son Options Selected Wendors
11 %endor Code 3) Alt Sart Field
21%endor Mame ) ZIP Code

Enter Sort Option |E|

Detail Options
Frint phone number? M
Print1 or 2-up labels -
Print perm, hold or all A

Use address from

wvendor, alt-addr or contact ﬂ

Print Selected “Yendors Only?

From Code  |0000000123
To Code ~DEFALLT

Sort Options
Enter Sort Option

Enter the option number for the order in which you wish the labelsto print. The options are as

follows:

1 Vendor Code: Printsall, selected, or arange of vendor codesin vendor code order.

Vendor Name: Printsal or arange of vendors sorted in vendor name order.

Alt Sort Field: Printsall or arange of alternate sortsin alternate sort/vendor code order.

4 ZIP Code: Printsall or arange of ZIP codesin ZIP code/vendor code order. Thisis
great for taking advantage of bulk postage rates when doing large mailings.

Detail Options
Print Phone Number?
Y Prints the telephone number on the [abels.

N Does not print telephone numbers on the labels.

Print 1 or 2 Up Labels
1 Prints only one column of labels asfollows:
Vendor A
Vendor B
Vendor C
Vendor D
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2 Prints two columns of labels as follows:
Vendor A Vendor B
Vendor C Vendor D

Print Perm, Temp, Hold or All
Y ou have the option of excluding certain vendor types from this report as follows:

P Prints only permanent vendors (vendor type = blank).

H Prints only those vendors who are on hold (vendor type = H).

A Prints all vendors.

Use address from: Vendor, Alt-Addr or Contact

\Y Uses the addresses found in VVendor Name and Address Maintenance.

A Uses the addresses found in Alternate Address Maintenance for the range of vendors
selected below.

C Uses the addresses found in Vendor Contact Maintenance for the range of vendors
selected below.

Print Selected Vendors Only?
If you selected to sort by vendor code, you have the option of printing individual vendors on

the vendor.
Y Displays aview and allows you to select individual vendorsto print on the report.
N Allows you to enter arange of vendors.

From Sort Option

To Sort Option

The option changes based on how you answer the first question on this screen. Enter the first
and last code in the range that you wish to print, or press Enter twice to print al vendor
codes.

Example: 08873 to 09999
Exit the Screen

When the labels are finished you will automatically return to the Accounts Payable Main
Menu.
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123 Party Supply Qutlet
Bal l oons, G fts & Supplies
123 Main Street
Sorerville, NJ 08876-0123

Auto & Bike Parts - West
Western Division & Warehouse
83767 U.S. Hwy 5

Portl and, OR 88726

Bl ue Cross | nsurance

Auto & Bike Parts - East
Eastern Division & Warehouse
7485 Main Street

Podunck, NC 12003

Action Trash Di sposal

1253 Route 206

P. O. Box 7589

Hi | 1 sborough, NJ 08876- 7589

Central Bank & Trust Conpany
4303 East Main Street

P. O Box 4383

Sonerville, NJ 08843-4383

Soci al Security Admi nistration

Goodyear Lights & Lanps
7465 S. \Washi ngton Street
Sonora, CA 95370

New Jersey Treasury Depart nent

Trenton, NJ

Pedal Manufacturers of Anmerica
87644 Coast Hwy
Hunti ngt on Beach, CA 92645

Pacific Bell
P. O Box 7737
Rosewood, CA 91774-7737

New Jersey Bel |
P.Q Box 4305
Edi son, NJ 08872

US Treasury Departnent

Washi ngt on, DC

Zupper Manufacturing
4123 Janes Avenue
Varren, NJ 08845-4123

Default Vendor Record
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Aged Trial Balance

Aged Trial Balance

Introduction

The Aged Trial Balance or "aging" report provides adetailed list of vendor invoices with the
remaining invoice balances printing in the appropriate aging column based on the terminal
date. Y ou can select the level of detail you want to see on the report.

If you would like to print the report for adate in the past (for example, if today is February 15
and you need areport for the end of January), set the terminal date, then print the report for all
invoices with payment history.

This report may be printed at any time but should be printed with al detail before running
Period End Processing.

How to Execute

From the Monthly Reports Menu, select option 1, Aged Trial Balance Report

Zoldim ) o
v Lightspeed Distributors (DEM) 0372197 T1
Sort Options Selected Wendors
1) vendor Code 4) Class Code 1
2) Posting Code 5) Class Code 2
3) Al Sort Field B “endaor Mame
Enter Sort Option
Detail Options

Print open, paid or all

Print payrment histan:?

Print imvoice comments?
“endors over aging categony
Frint perm, hold or all

Print phone and contact?
Print summary anly?

Print Selected Yendars Only?

From Code 0000000123

To Code 24

|F2-Lookup

Sort Options

Accounts Payable Reports

Enter Sort Option
Enter the option number for the order in which you wish the aging report to print. The options
are asfollows:

1 Vendor Code: Printsall, selected, or arange of vendor codes in vendor code order
with areport total at the end.

2 Posting Code: Printsall or arange of posting codes in posting code/vendor code
order with atotal for each posting code and areport total at the end.

3 Alt Sort Field: Printsal or arange of alternate sortsin aternate sort/vendor code
order.

4/5 Class Code 1/2: Printsall or arange of class codesin class code/vendor code order
with atotal for each class code and areport total at the end.

6 Vendor Name: Printsall or arange of vendorsin vendor name order with areport
total at the end.
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Detail Options
Print Open, Paid or All?
Y ou can choose the level of detail you wish to see on the report. The options are as follows:

@] Prints only those invoices with aremaining balance. Invoices with a zero balance are
not printed. Thisis the standard option.

P Prints only those invoices that have been paid in full.

A Printsal invoicesin the open invoicefile.

Print Payment History?

Y Prints each check posted to each invoice.

N Prints only the balance for each invoice.

Print Invoice Comment?

Y Prints the invoice comment as entered during Invoice Entry.

N Does not print the invoice comment.

Vendors Over Aging Category
Y ou may choose not to print all invoices, but rather print the report for only those vendors
whose oldest invoice fallsinto the aging category selected.

A Prints the report for al vendors within the selected range.

1/2/3/4 Only includes those vendors on the report who have at |east one invoice falling into
the aging category selected or older; however, it prints al invoices for that vendor.

Print Perm, Temp, Hold or All
Y ou have the option of excluding certain vendor types from this report as follows:

P Prints only permanent vendors (vendor type = blank).

H Prints only those vendors who are on hold (vendor type = H).

A Prints all vendors.

Print Phone and Contact?

Y Prints the vendor's main tel ephone number and contact on the report.

N Does not print the name and telephone number.

Print Summary Only?

Y Prints one line per vendor with the total for each aging bucket. No invoice detail is
printed.

N Prints the invoice detail.

Print Selected Vendors Only?
You are only asked this question if you are printing the report sorted by vendor code.

Y Displays aview and allows you to select individual vendors to print on the report.
N Allows you to select arange of vendorsto print.
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If you select N, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range that you wish to print, or press Enter twice to print
all codes.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following. Y ou
then will be returned automatically to the Monthly Reports Menu.

03/01/ 00 06: 28 PM Aged Trial Bal ance Report Term T7
Agi ng Date: 03/20/00 Li ght speed Distributors (DEM Page: 1
Sorted by Vendor Code
Aged by Invoice Date
Vendor St Vendor Nane/ Due Di sc
I nvoi ce No. Inv Date Date Dat e Oig Bal ance Current 30 Days 60 Days 90 Days 120 Days Day
0000000123 123 Party Supply CQutlet
11799 02/ 03/ 00 03/04/00 27.10 27.10 46
11867 02/18/ 00 03/19/00 112.75 112.75 31
11922 02/ 26/ 00 03/27/00 423.56 423.56 23
Vendor 0000000123 Tot al : 563. 41 423.56 139. 85 0.00 0.00 0.00
A002 Auto & Bike Parts - East
9865 02/ 09/ 00 03/10/00 02/19/00 1,109.54 1,109.54 40
9987 02/21/00 03/22/00 03/02/00 1,298.45 1,298.45 28
Vendor A002 Total : 2,407.99 1,298.45 1,109.54 0.00 0.00 0.00
A003 Auto & Bike Parts - West
7593 02/ 05/ 00 03/06/00 02/ 15/ 00 1, 094. 00 1, 094. 00 44
7645 02/20/ 00 03/21/00 03/01/00 289. 54 289. 54 29
7894 02/ 28/ 00 03/29/00 03/09/00 574.20 574.20 21
Vendor A003 Total : 1,957.74 863.74 1, 094. 00 0.00 0.00 0.00
PEDAL Pedal Manufacturers of Anerica
21382 02/ 15/ 00 03/16/00 02/ 25/ 00 993. 83 993. 83 34
Vendor PEDAL Total : 993. 83 0.00 993. 83 0.00 0.00 0.00
PHONE- CA Pacific Bell
MARCH 03/ 02/ 00 04/30/00 232.38 232.38 18
Vendor PHONE-CA  Total : 232.38 232.38 0.00 0.00 0.00 0.00
PHONE- NJ New Jersey Bell
MARCH 03/05/ 00 04/30/00 312.83 312.83 15
Vendor PHONE-NJ  Total : 312.83 312.83 0.00 0.00 0.00 0.00
Report Totals: 6,468. 18 3,130.96 3,337.22 0.00 0.00 0.00
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Cash Requirements Report

Introduction
The Cash Requirements Report is similar to the Aged Trial Balance but it helpsto control
which invoices you will pay and when you pay them. The aging categories may be changed
each time the report is printed and you may decide to select only those invoices with
discounts available.

The report also has columns which detail the discounts available and the discounts lost. This
can help acompany decide whether it iswise to start taking discounts, if they have not
already done so.

How to Execute
From the Monthly Reports Menu, select option 2, Cash Requirements Report.

m Cash Requirements Report E
é]"g Lightspeed Distributors {DEM) 03721497 T1
Sort Options Frint Selected “endars Only?

1) Wendor Code From Code

2) Posting Code To Code =M
Enter Sort Option

Selected Wendors

Detail Options

Include invoices on hold?
Selectinvoices based on
Alwayes take discount?
Frint perm. hold or all
Frint phone and contact?
Frint surmnmary only?
Include credit invoices?

KINEY

Cash Reguirements Dates
Period 1 |03/21/97

Feriod 2 |04/20/97
Feriod 3 |05/20/97

|F2-Lookup

Sort Options
Enter Sort Option
Enter the option number for the order in which you wish the Cash Requirements Report to
print. The options are as follows:

1 Vendor Code: Printsall, selected, or arange of vendor codesin vendor code order
with areport total at the end.

2 Posting Code: Printsall or arange of posting codes in posting code/vendor code
order, with atotal for each posting code, and areport total at the end.

Detail Options
Include Invoices on Hold?
Y Prints al invoices regardless of status.

N Does not print those invoices whose status = H.

Select Invoices Based On
Y ou can choose how to "age" the invoices and which invoicesto select.

I Prints invoices based on the invoice due date, regardless of when the discount may
have been due.
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D Places the invoice in the appropriate column based on the discount due date.

o Selects, for this report's purposes, only those invoices which have a discount.

Always Take Discount?

Y Shows an amount due that is less the discount regardless of whether the discount date
IS how past.

N Shows an amount due that is less the discount only if the discount is still available.

Print Perm, Temp, Hold or All
Y ou have the option of excluding certain vendor types from this report as follows:

P Prints only permanent vendors (vendor type = blank).

H Prints only those vendors who are on hold (vendor type = H)

A Prints all vendors.

Print Phone and Contact?

Y Prints the vendor's main tel ephone number and contact on the report.

N Does not print the contact name and tel ephone number.

Print Summary Only?

Y Prints one line per vendor with the total for each aging bucket. No invoice detail is
printed.

N Prints the invoice detail.

Enter Cash Requirement Dates - Period 1/2/3

A total of three dates may be entered indicating the dates for which you may wish to print
checks. The system automatically calcul ates dates based on the aging categories entered in
AP Parameter Maintenance, but you are encouraged to change these.

Include Credit Invoices?
Y All invoices within the selection criteriawill appear on the report, even if they have a
negative balance. This may throw the report off if avendor has a net credit balance.

N Only invoices with a positive balance will be printed on the report.

Print Selected Vendors Only?
You are only asked this question if you are printing the report sorted by vendor code.

Y Displays aview and allows you to select individual vendors to print on the report.
N Allows you to select arange of vendorsto print.

If you select N, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes for which you wish to print or press Enter twiceto print al
codes.
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Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following. You
then will be returned automatically to the Monthly Reports Menu.

03/01/ 00 06:49 PM Cash Requirenents Report Term T7
Agi ng Date: 03/20/00 Li ght speed Distributors (DEM Page: 1
Sorted by Vendor Code
Cal cul ati ons based on Invoice Due Date
St Vendor Nane/ Due Di sc
Vendor | nvoice No. Inv Date Date Dat e Due by 03/20 Due by 04/19 Due by 05/19 Due Later Disc Avail Disc Mssed Days
0000000123 123 Party Supply CQutlet
Inv 11799 02/ 03/ 00 03/04/00 27.10 16
Inv 11867 02/18/ 00 03/19/00 112.75 1
Inv 11922 02/ 26/ 00 03/27/00 423.56 7-
0000000123 Total : 563. 41 139.85 423.56 0.00 0.00 0.00 0.00
A002 Auto & Bike Parts - East
PO 0002 03/ 01/ 00 36, 650. 00 7-
PO 0007 03/01/00 03/31/00 27, 650. 00 11-
Inv 9865 02/ 09/ 00 03/10/00 02/19/00 1,109.54 22.19 10
I nv 9987 02/21/00 03/22/00 03/02/00 1,298.45 25.97 2-
A002 Total : 66, 707. 99 1,109.54 28,948. 45 0.00 36, 650. 00 0.00 48.16
A003 Auto & Bike Parts - West
PO 0005 03/ 01/ 00 36, 650. 00 2-
PO 0008 03/ 01/ 00 03/31/00 27, 650. 00 11-
I nv 7593 02/ 05/ 00 03/06/00 02/15/00 1, 094. 00 21.88 14
Inv 7645 02/ 20/ 00 03/21/00 03/01/00 289.54 5.79 1-
Inv 7894 02/ 28/ 00 03/29/00 03/09/00 574.20 11. 48 9-
A003 Total : 66, 257. 74 1, 094. 00 28,513.74 0.00 36, 650. 00 0.00 39.15
GOODYEAR Goodyear Lights & Lanps
PO 0001 03/ 01/ 00 1, 060. 00 9-
PO 0004 03/ 01/ 00 1, 060. 00 9-
GOODYEAR Total : 2,120.00 0.00 0.00 0.00 2,120.00 0.00 0.00
PEDAL Pedal Manufacturers of Anerica
PO 0003 03/ 01/ 00 650. 00 9-
PO 0006 03/01/00 03/31/00 650. 00 11-
Inv 21382 02/ 15/ 00 03/16/00 02/ 25/ 00 993. 83 19.88 4
PEDAL Total : 2,293.83 993. 83 650. 00 0.00 650. 00 0.00 19.88
PHONE- CA Pacific Bell
I nv. MARCH 03/02/ 00 04/30/00 232.38 41-
PHONE-CA  Total : 232.38 0.00 0.00 232.38 0.00 0.00 0.00
PHONE- NJ New Jersey Bell
I nv. MARCH 03/ 05/ 00 04/30/00 312.83 41-
PHONE- NJ Total : 312.83 0.00 0.00 312.83 0.00 0.00 0.00
Report Total s: 138, 488. 18 3,337.22 58, 535. 75 545. 21 76, 070. 00 0.00 107.19
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Monthly Check Register

Introduction

The Monthly Check Register isalist of al the checks that have been printed during the
month. The register may a so contain outstanding checks from prior months, depending upon
what was specified in AP Parameters Maintenance.

This report may be printed at any time but should be printed before Period End Processing.

How to Execute

From the Monthly Reports Menu, select option 3, Monthly Check Register.

wm. Monthly Check Register E3
Zoldim ) o
™ Lightspeed Distributors (DEM)

Detail Options

Print outstanding, cleared or all ﬂ

Date Range
From Date
To Date

0372197 T1

Print Selected Bank Codes Only?

Starting Bank
Ending Bank

If printing & single bank,
Starting Check (0000000000
Ending Checlk: (99999399539

Description of Fields

Accounts Payable Reports

Print Outstanding, Cleared or All Checks
This question helps control the checks that are printed on the report, since you may have
many months worth of checksin the check file. The options are asfollows:

@) This option prints only those checks that you have not marked as having cleared the
bank.

C This option prints only those checks that you have marked as having cleared the
bank.

A This option prints all checks for the banks selected regardless of whether or not they
have cleared the bank.

From Date

To Date

Enter the first and last datesin the range that you wish to print, or press Enter twice to print
all dates.

Selected Bank Codes Only?
Y Allows you to select up to ten bank codes from the view.

N Allows you to select arange of bank codes.

Note: If you select more than one bank code, the system skips the questions
regarding the range of check numbers you wish to print.

99
Copyright 0 2005 Thoroughbred Software International, Inc.



Monthly Check Reqgister

If you select N, the system prompts:

Starting Bank

Ending Bank

Enter the first and last bank codes in the range that you wish to print, or press Enter twice to
print al bank codes.

Starting Check

Ending Check

Enter the first and last checksin the range that you wish to print, or press Enter twice to print
all checks.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following. Y ou
are then returned automatically to the Monthly Reports Menu.

03/ 01/ 00 06:49 PM Mont hl'y Check Regi ster Term T7
Li ght speed Di stributors (DEM Page: 1
From 03/31/90 To: 03/31/10

Check Dat e Vendor Vendor Nane/ Check

Nunber Code I nvoi ce Nunber 1nvoice Anpunt Amount Type Skip d ear

Bank: BA Bank of Anerica - checking

0000000001 03/01/00 0000000123 123 Party Supply Cutl et 82.45

0000000002 03/01/00 A002 Auto & Bike Parts - East 1, 065. 17

0000000003 03/01/00 A003 Auto & Bike Parts - West 784.51

0000000004 03/01/00 PEDAL Pedal Manufacturers of Anerica 2,532. 38

Bank BA Total : 4,464.51
Check Types: M = Manual R = Reversed V = Void ' ' = Conputerized
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Vendor Purchase Analysis

Introduction
This report prints the month-to-date, year-to-date, and last-year purchase information for each
vendor. Because the report may be sorted by month-to-date, year-to-date, or last-year
purchases, the report provides a method for identifying your largest vendors.

How to Execute
From the Monthly Reports Menu, select option 4, Vendor Purchase Analysis.

Zoldlom ) o
™ Lightspeed Distributors (DEM} 03/21/97 T1
Sort Options Selected Wendors
T1%endor Code 3) Class Code 1
2] Posting Code ) Class Code 2

Enter Sort Option

Detail Options
Print month-to-date infarmation?
Frint wvearto-date information? I ]
Print lastwear's information?

=

Within sort option. sor by,
MTD. ¥ TD. Last Year. Nane -
Asgcending or decending :l

Print Selected Wendors Only?

From Code 0000000123
To Code

|F2-Lookup

Sort Options
Enter Sort Option
Enter the option number for the order in which you wish the Vendor Purchase Analysis report
to print. The options are asfollows:

1 Vendor Code: Printsall, selected, or arange of vendor codes in vendor code order
with areport totd at the end.

2 Posting Code: Printsthe report in posting code/vendor code order with atotal for
each posting code and then areport total at the end.

34 ClassCode 1/2: Printsal or arange of class codesin class code/vendor code order
with atotal for each class code and areport total at the end.

Detail Options
Print Month to Date Info?

Y Prints month-to-date purchase and payment amounts.
N Does not print month-to-date information.
Print Year to Date Info?
Y Prints year-to-date purchase and payment amounts.
N Does not print year-to-date information.
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Print Last Year Info?
Y Prints last year purchase and payment amounts.

N Does not print last year information.

Within Sort Option, sort by: MTD, YTD, Last Yr, None

Y ou have the option of printing the report ranked by purchase amount. If you selected to sort
by posting code or class code, the purchase ranking is within the sort option. Y our options
here are asfollows:

M MTD: Prints ranked by month-to-date purchases.
Y YTD: Prints ranked by year-to-date purchases.

L Last Yr: Printsranked by last-year's purchases.

N None: Does not print ranked by purchase amounts.
If you select M, Y, or L the system prompts:

Ascending or Descending
Y ou may rank the purchases in either ascending or descending order.

A Prints the vendor with the lowest purchase amount first.
D Prints the vendor with the highest purchase amounts first.

Print Selected Vendors Only?
You are only asked this question if you are printing by vendor code.

Y Displays aview and allows you to select individual vendors to print on the report.
N Allows you to select arange of vendorsto print.
If you select N, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following. You
are then returned automatically to the Monthly Reports Menu.
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03/01/00 03:36 PM Vendor Purchase Anal ysis Term T7
Li ght speed Distributors (DEM Page: 1
Vendor Code % of Di scounts Di scounts No of No of
Last Purchase Last Payment Current Bal Pur chases Tot al Paynent s Taken M ssed Invs Chks
0000000123 123 Party Supply Cutlet
02/ 26/ 00 03/ 01/ 00 563.41 MID: 0.00 .00 0.00 0.00 0.00 0 0
YTD: 645. 86 5.91 82.45 0.00 0.00 4 1
Ly: 0.00 .00 0.00 0.00 0.00 0 0
A002 Auto & Bike Parts - East
02/ 21/ 00 03/ 01/ 00 2,407.99 MID: 0.00 . 00 0. 00 0.00 0.00 0 0
YTD: 3,473.16 31.77 1, 065. 17 0.00 21. 30 4 1
LY: 0.00 . 00 0.00 0.00 0.00 0 0
A003 Auto & Bike Parts - West
02/ 28/ 00 03/ 01/ 00 206, 208. 75- MID: 0.00 . 00 0.00 0.00 0.00 0 0
YTD: 2,742.25 25.08 208, 951. 00 0.00 0.00 4 1
LY: 0.00 . 00 0.00 0.00 0.00 0 0
ACTI ON Action Trash Disposal
0.00 MID: 0.00 00 0.00 0.00 0.00 0 0
YTD: 0.00 .00 0.00 0.00 0.00 0 0
Ly: 0.00 .00 0.00 0.00 0.00 0 0
BLUECROSS Bl ue Cross |nsurance
0.00 MID: 0.00 00 0.00 0.00 0.00 0 0
YTD: 0.00 .00 0.00 0.00 0.00 0 0
Ly: 0.00 .00 0.00 0.00 0.00 0 0
CENTRAL Central Bank & Trust Conpany
0 MTD: 0.00 .00 0.00 0.00 0.00 0 0
YTD: 0.00 .00 0.00 0.00 0.00 0 0
Ly: 0.00 .00 0.00 0.00 0.00 0 0
FI CA Soci al Security Adm nistration
0.00 MID: 0.00 . 00 0.00 0.00 0.00 0 0
YTD: 0.00 . 00 0.00 0.00 0.00 0 0
LY: 0.00 . 00 0.00 0.00 0.00 0 0
GOODYEAR  Goodyear Lights & Lanps
0.00 MID: 0.00 00 0.00 0.00 0.00 0 0
YTD: 0.00 . 00 0.00 0.00 0.00 0 0
LY: 0.00 . 00 0.00 0.00 0.00 0 0
NJTREASURY New Jersey Treasury Departnment
0. MTD: 0.00 . 00 0.00 0.00 0.00 0 0
YTD: 0.00 .00 0.00 0.00 0.00 0 0
LY: 0.00 .00 0.00 0.00 0.00 0 0
PEDAL Pedal Manufacturers of Anerica
02/ 15/ 00 3,526.21 MID: 0.00 .00 0.00 0.00 0.00 0 0
YTD: 3,526.21 32.25 0.00 0.00 0.00 2 0
Ly: 0.00 .00 0.00 0.00 0.00 0 0
PHONE-CA  Pacific Bell
03/ 02/ 00 232.38 MID: 232.38 42.62 0.00 0.00 0.00 1 0
YTD: 232.38 2.13 0.00 0.00 0.00 1 0
LY: 0.00 .00 0.00 0.00 0.00 0 0
PHONE- NJ New Jersey Bel |
03/ 05/ 00 312.83 MID: 312.83 57.38 0.00 0.00 0.00 1 0
YTD: 312.83 2.86 0.00 0.00 0.00 1 0
LY: 0.00 . 00 0.00 0.00 0.00 0 0
USTREASURY US Treasury Departnent
0.00 MID: 0.00 . 00 0.00 0.00 0.00 0 0
YTD: 0.00 . 00 0.00 0.00 0.00 0 0
LY: 0.00 . 00 0.00 0.00 0.00 0 0
M Zupper Manufacturing
0.00 MID: 0.00 00 0.00 0.00 0.00 0 0
YTD: 0.00 .00 0.00 0.00 0.00 0 0
Ly: 0.00 100.00 0.00 0.00 0.00 0 0
RePOrt TOtal S: ------mmmmm oo o o e s oo oo oo
199, 165. 93- MID: 545.21 100. 00 0.00 0.00 0.00 2 0
YTD: 10,932.69 100. 00 210, 098. 62 0.00 21.30 16 3
LY: 0.00 100.00 0.00 0.00 0.00 0 0
Accounts Payable Reports 103

Copyright 0 2005 Thoroughbred Software International, Inc.



Historical Purchases Journal

Historical Purchases Journal

Introduction
Thisreport will print al of the invoices entered into the system for a specified date range. If
printed monthly, the report is essentially a combination of all invoice registersfor that month.

Note: Since this report uses the history files, it only prints information as old as the history
mai ntai ned.

How to Execute
From the Monthly Reports Menu, select option 5, Historical Purchases Journal.

w. Historical Purchases Journal | %]

é]nh!gl:" Lightspeed Distributors (DEM}) 03421497 T1

Sort Options
1) %endor Number 3) Fosting Code
21 Invoice Murmber

Enter Sort Option
Starting Wendor Starting Invoice
Ending Vendor Ending Invoice

Starting Posting Code
Ending Fosting Code
Base date range on invoice date or posting date Dﬂ

Starting Date
Ending Date 12/31/93

Frint summary only?

Description of Fields
Sort Options
\Y Vendor Number: Printsthe report in vendor code order.

I Invoice Number: Printsthe report in invoice/voucher number order. This sort only
makes sense if you are on avoucher system.

P Posting Code: Printsthe report in posting code/vendor code order with subtotals by
posting code.

Starting Vendor

Ending Vendor

If you choose to print the report in vendor code order, enter the first and last vendorsin the
range you wish to print, or press Enter twiceto select all vendors.

Starting Invoice

Ending Invoice

If you choose to print the report in invoice number or voucher number order, enter the first
and last invoice or voucher numbersin the range you wish to print, or press Enter twiceto
select all invoices or vouchers.

Starting Posting Code

Ending Posting Code

If you choose to print the report in posting code order, enter the first and last posting codes in
the range you wish to print, or press Enter twiceto select all posting codes.
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Base date range on Invoice Date or Posting Date?
I Prints the date of the invoice on the report. It will also use the invoice date in the date
range entered below.

P Prints the posting date used when updating the invoice on the report and for the range
entered below.

If printed using the posting date for a given month, this report should foot with the Genera
Ledger.

Starting Date

Ending Date

Regardless of the order you choose to sort the report, you may enter the first and last datesin
the range you wish to print, or press Enter twiceto select all dates.

Example: If you want to print purchases for April, enter 040190 for the starting date and
043090 for the ending date.

Print Summary Only?
Y Prints one line per invoice, showing all amounts but without General Ledger detail.

N Prints the General Ledger distributionsfor each invoice, aong with the information
shown in the summary format.

Sample Reports
After selecting a printed or displayed copy, you will see reports similar to the following. You
then will be returned automatically to the Monthly Reports Menu.

03/31/00 09: 03 AM Hi storical Purchases Journal Term T7
Li ght speed Distributors (DEM Page: 1
I nvoi ce date range from 03/31/90 to 03/31/10
Sorted by Vendor Code

I nv

Vendor Voucher /1 nvoi ce Src Date I nvoi ce Anpunt
0000000123 123 Party Supply Qutlet 11745 I 01/ 14/00 82.45
11799 I 02/03/00 27.10

11867 I 02/18/00 112. 75

11922 I 02/ 26/00 423.56

Vendor 0000000123 Tot al : 645. 86

A002 Auto & Bike Parts - East 9734 | 01/10/00 342.61
9801 I 01/25/00 722.56

9865 I 02/09/00 1, 109. 54

9987 I 02/21/00 1, 298. 45

Vendor A002 Tot al : 3,473.16

A003 Auto & Bike Parts - West 7421 | 01/01/00 784.51
7593 I 02/ 05/00 1, 094. 00

7645 I 02/ 20/ 00 289.54

7894 I 02/ 28/00 574.20

Vendor A003 Tot al : 2,742.25

PEDAL Pedal Manufacturers of Anerica 20895 | 01/18/00 2,532.38
21382 I 02/ 15/00 993. 83

Vendor PEDAL Tot al : 3,526.21

PHONE- CA  Pacific Bell MARCH I 03/02/00 232.38
PHONE- NJ New Jersey Bell MARCH I 03/05/00 312.83

Report Total :

03/01/00 03:37 PM Hi storical Purchases Journal Term T7
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General Ledger Account Summary Page: 1
Li ght speed Distributors (DEM
Account Code Vendor I nvoi ce Nunber Debi t Credit
200- 00- 00 Accounts payabl e 10, 932. 69
500- 00- 00 Cost of sales - Bikes A002 9734 342.61
500- 00- 00 Cost of sales - Bikes A002 9801 722.56
500- 00- 00 Cost of sales - Bikes A002 9865 1,109.54
500- 00- 00 Cost of sales - Bikes A002 9987 1, 298. 45
500- 01- 00 Cost of sales - Bikes - CA A003 7421 784.51
500- 01- 00 Cost of sales - Bikes - CA A003 7593 1, 094. 00
500- 01- 00 Cost of sales - Bikes - CA A003 7645 289. 54
500- 01- 00 Cost of sales - Bikes - CA A003 7894 574. 20
500- 01- 00 Cost of sales - Bikes - CA PEDAL 20895 2,532.38
500- 01- 00 Cost of sales - Bikes - CA PEDAL 21382 993. 83
700- 00- 00 Advertising and pronotion 0000000123 11745 82.45
700- 00- 00 Advertising and pronotion 0000000123 11799 27.10
700- 00- 00 Advertising and pronotion 0000000123 11867 112.75
700- 00- 00 Advertising and pronotion 0000000123 11922 423.56
810- 00- 00 Tel ephone expense PHONE- NJ MARCH 312.83
810- 01- 00 Tel ephone expense - CA PHONE- CA  MARCH 232.38

10, 932. 10, 932. 69

03/01/00 03:37 PM Hi storical Purchases Journal Term T7
Li ght speed Distributors (DEM Page: 1
I nvoi ce date range from 03/01/90 to 03/01/10
Sorted by Vendor Code

LI eneral Ledger -oooooooillilllllIIID
Vendor Voucher /I nvoi ce Src Date Account Code Description Anmount
0000000123 123 Party Supply CQutlet 11745 I 01/14/00 700-00-00 Advertising and pronotion 82.45
11799 | 02/03/00 700-00-00 Advertising and pronotion 27.10

11867 | 02/18/00 700-00-00 Advertising and pronotion 112.75

11922 | 02/26/00 700-00-00 Advertising and pronotion 423.56
Vendor 0000000123 Total: 645 86

A002 Auto & Bike Parts - East 9734 | 01/10/ 00 500-00-00 Cost of sales - Bikes 342.61
9801 I 01/25/00 500-00-00 Cost of sales - Bikes 722.56

9865 I 02/09/00 500-00-00 Cost of sales - Bikes 1, 109. 54

9987 I 02/21/00 500-00-00 Cost of sales - Bikes 1, 298. 45
Vendor A002 Total: -3,-;1-7-3- ;L;S-

A003 Auto & Bike Parts - West 7421 I 01/01/00 500-01-00 Cost of sales - Bikes - CA 784.51
7593 I 02/05/00 500-01-00 Cost of sales - Bikes - CA 1, 094. 00

7645 I 02/20/00 500-01-00 Cost of sales - Bikes - CA 289.54

7894 I 02/28/00 500-01-00 Cost of sales - Bikes - CA 574.20
Vendor A003 Total: 2 742 25

PEDAL Pedal Manufacturers of Am 20895 | 01/18/00 500-01-00 Cost of sales - Bikes - CA 2,532.38
21382 I 02/15/00 500-01-00 Cost of sales - Bikes - CA 993. 83
Vendor PEDAL Total: 3 526 21

PHONE- CA Pacific Bell MARCH | 03/02/00 810-01-00 Tel ephone expense - CA 232.38
PHONE- NJ New Jersey Bell MARCH | 03/05/00 810-00-00 Tel ephone expense 312.83
Report Total: T ;LE),- ;)-3-2- ;5-9-
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Historical Disbursements Journal

Introduction
Thisreport printsal of the checks entered into the system for a specified date range. If
printed monthly, the report is essentially arecreation of all check registers and manual check
registers for the month.

Note: Sincethis report uses the history files, it only printsinformation as old as the history
mai ntai ned.

How to Execute
From the Monthly Reports Menu, select option 6, Historical Disbursements Journal

m_ Historical Disbursements Journal [ ]

é]"h!gi:" Lightspeed Distributors (DEM}) 03/21/97 T1
Son Options

11 %endor Number 31 Posting Code

21 Bank Code

Enter Sort Option

Starting Yendar Starting Bank
Ending Yendor Endling Bank.
Starting Fosting Code Starting Check ]
Ending Posting Code Ending Check 9933393339
Base date range on check date or posting date ﬂ

Starting Date

Ending Date
Print summary only? [N ]

M
Print expense or AP account ﬂ

Description of Fields
Sort Options

\% Vendor Number: Printsthe report in vendor code order.

B Bank Code: Printsthe report in bank/check number order.

P Posting Code: Prints the report in posting code/vendor code order with subtotals by
posting code.

Starting Vendor

Ending Vendor

If you choose to print the report in vendor code order, enter the first and last vendorsin the
range you wish to print, or press Enter twiceto select all vendors.

Starting Bank

Ending Bank

If you choose to print the report in bank code order, enter the first and last bank codes in the
range you wish to print, or press Enter twice to select all bank codes.

Starting Check

Ending Check

If you choose to print the report in bank code order, and you enter the same bank codes for
starting and ending bank, you may enter the first and last check numbers you wish to print, or
press Enter twiceto select al checksin that bank.
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Starting Posting Code

Ending Posting Code

If you choose to print the report in posting code order, enter the first and last posting codes in
the range you wish to print, or press Enter twiceto select all posting codes.

Base date range on Check Date or Posting Date
C Prints the date for the check on the report. It will aso use the check datein the date
range entered below.

P Prints the posting date used when updating the check on the report and for the date
range entered below. Using this date should alow you to foot with your Daily Check
Registers and Manual Check Registers, if desired.

Starting Date

Ending Date

Regardless of the order in which you choose to sort the report, enter the first and last datesin
the range you wish to print, or press Enter twiceto select all dates.

Example: If you want to print purchases for April, enter 040100 for the starting date and
043000 for the ending date.

Print Summary Only?
Y ou may choose to print the report with or without the postings that each check made to
General Ledger asfollows:

N Prints the Genera Ledger detail. This report may be more detailed than many people
want.

Y Prints each check with the invoices that each check paid, but not the General Ledger
distributions.

Print expense or AP Account
N  Printsthe expense account debited during Invoice or Manual Check Entry.

E Prints the expense account debited during Invoice or Manual Check Entry.

A Prints the AP account debited when the check was cut, or if the invoice was first
entered using Manual Check Entry, prints the expense account. This option alows
you to compare this report to the Manual Check and Computer Check registers for
the same date range.

Sample Reports
After selecting a printed or displayed copy, you will see reports similar to the following. Y ou
then will be returned automatically to the Monthly Reports Menu.
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03/31/00 09: 02 AM Hi storical Disbursements Journal Term T7
Li ght speed Distributors (DEM Page: 1
Check date range from 03/31/90 to 03/31/10
Sorted by Vendor Code

Check Dat e | nvoi ce/ Voucher Di scount Check

Vendor Number Anpunt Anpunt
10000000123 123 Party Supply Qutiet 0000000001 03/01/00 11745 000 82. 45
Vendor 0000000123 Total : 0 00 ---------- 82 45

A002 Auto & Bike Parts - East 0000000002  03/01/00 9734 0. 00 342.61
03/01/00 9801 0. 00 722.56
Check Total: 0.00  1,065.17
Vendor A002 Total: 0.00  1,065.17

A003 Auto & Bike Parts - West 0000000003 03/01/00 7421 0. 00 784.51
Vendor A003 Total: 0 00 _________ 784 51

PEDAL Pedal Manufacturers of America 0000000004  03/01/00 20895 0. 00 2,532.38
Vendor PEDAL Total: 0 00 ------- 2 532 38
Report Total: 0 00 ------- 4 464 51

03/ 01/ 00 06: 50 PM Hi storical Disbursenents Journal Term T7
General Ledger Account Sunmary Page: 1
Li ght speed Distributors (DEM
Account Code Vendor I nvoi ce Nunber Debi t Credit
101-01- 00 Cash in bank - Bank of Anerica 4,464.51
500- 00- 00 Cost of sales - Bikes A002 9734 342.61
500- 00- 00 Cost of sales - Bikes A002 9801 722.56
500- 01- 00 Cost of sales - Bikes - CA A003 7421 784.51
500- 01- 00 Cost of sales - Bikes - CA PEDAL 20895 2,532.38
700- 00- 00 Advertising and pronotion 0000000123 11745 82.45
4,464.51 4,464.51
03/01/00 06:50 PM Hi storical Disbursenments Journal Term T7
Li ght speed Distributors (DEM Page: 1

Check date range from 03/31/90 to 03/31/10
Sorted by Vendor Code

Check I nvoi ce/ Voucher Di stribution Di scount Check
Vendor Nurber Dat e GL Account Anount Anount Anount
0000000123 123 Party Supply CQutlet 0000000001 03/01/00 11745
700- 00- 00 82. 45 0.00 82.45
Vendor 0000000123 Tot al : 82.45 0.00 82. 45
A002 Auto & Bike Parts - East 0000000002 03/ 01/ 00 9734
500- 00- 00 342.61 0.00 342.61
03/01/00 9801
500- 00- 00 722.56 0.00 722.56
Check Total : 1, 065. 17 0.00 1, 065. 17
Vendor A002 Total : 1,065.17 0. 00 1,065. 17
A003 Auto & Bike Parts - West 0000000003 03/01/00 7421
500- 01- 00 784.51 0.00 784.51
Vendor A003 Total : 784.51 0. 00 784.51
PEDAL Pedal Manufacturers of Anmeric 0000000004 03/01/00 20895
500- 01- 00 2,532.38 0.00 2,532.38
Vendor PEDAL Total : 2,532.38 0. 00 2,532.38
Report Total: 4,464.51 0.00 4,464.51
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1099 Form Printing

Introduction
Thisfunction is used at the end of the calendar year. It prints the 1099 forms that are required
by the government.

The system prints the 1099 Payments amount (as found on the Vendor Maintenance Purchase
History Lookup screen) on the 1099's. This amount reflects the calendar-year payments even
if you are running the rest of your Accounts Payable system on afiscal year.

How to Execute
From the Monthly Reports Menu, select option 7, 1099 Form Printing.

Clsdes | pricas
drwrrim mesad

|
Ewpl pee bl oo P
ol men el e r
Fame -

By Sabacied Verea Onid
e e LI L Ll
Ewpira) e radoe BT

Description of Fields
Minimum Amount
Since the government usualy designates a minimum payment amount beforea1099 is
required, you can enter that amount here to minimize the number of 1099's you print.

Example: If Vendor A has been paid $459.00 this year and the minimum payment amount is
$600.00, then a 1099 form would not be printed for Vendor A.

Print Perm, Hold or All
Y ou have the option of excluding certain vendor types from this report:

P Prints only permanent vendors (vendor type = blank).
H Prints only those vendors who are on hold (vendor type = H).
A Prints all vendors.
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Print Edit Report First?

Y ou may print a 1099 Edit Report prior to printing your 1099's. This alows you to make sure
that you have addresses, taxpayer identification numbers, the proper 1099 box humber, and
the correct payment amount before actually printing your 1099's.

Y Prints the edit report before printing the forms.
N Prints the 1099's directly.

Forms
S Standard multi-part pin-fed forms

L Laser Forms 5110-5112

Print Selected Vendors Only?
Y ou may print the report for al, selected, or arange of vendors.

Y Allows you to sdlect individual vendorsto print.
N Allows you to select arange of vendors.
If you select N, the system prompts:

Starting Vendor

Ending Vendor

Enter the first and last vendor codes in the range that you wish to print, or press Enter twice
to print al vendor codes.

Edit Report
If you chose to print the 1099 Edit Report, after selecting a printed or displayed copy, you
will see areport similar to the one on the following page.

1099 Forms
Do you want to print the 1099 forms?
Y Load your 1099 forms and continue.
N Returns to the Monthly Reports Menu.

If you answered Y, you will see:

Print test pattern?
Y Prints a sample 1099 so you can be sure the forms are lined up correctly. Y ou can
print as many as you need.

N Starts printing 1099 Forms.
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Exit the Screen

When the 1099's are finished printing, you will be returned automatically to the Monthly

Reports Menu

03/01/00 03:39 PM 1099 Forns Edit Report

Li ght speed Di stributors (DEM

Conpany Address:
19 School house Road
P.O Box 6712
Sonerset, NJ 08876-6712

Federal 1D 33-1234567 State | D NJ-1234567

M ni num Paynent : 600. 00
Vendor Box Num Taxpayer |D
A002 07 33- 1234567

Auto & Bike Parts - East
Eastern Division & Warehouse
7485 Main Street

Podunck, NC 12003

A003 07 95-1993845
Auto & Bike Parts - West
Western Division & Warehouse
83767 U.S. Hwy 5
Portl and, OR 88726

Term T7
Page: 1

1, 065. 17

208, 951. 00
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3 Period End Processing

This chapter describes the options available during Period End Processing. They include:
» Maintain Cleared Checks
» Period End Update
» Status Change Update

Each of these functionsis usually executed only once each month, after al invoices and
checks have been entered for the current month and before any entries are made for the next
month.
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Maintain Cleared Checks

Introduction
Thisfunctionis used to "mark" checks as having cleared the bank, or "unmark" them if they

were cleared and should not have been.

Checks may be marked either one at atime or asarange. You may enter several ranges, if
desired.

Y ou will only want to take the time to use this option if you chose to remove cleared checks
only from the monthly check filein AP Parameters Maintenance and you are not using the
Solution-1V Bank Reconciliation package.

How to Execute
From the Accounts Payable Main Menu, select option 14, Maintain Cleared Checks.

é]"g Lightspeed Distributors (DEM) 03/21/97 T
Bank Code to kMaintain Ba |Bank of America - checking |

Starting Check to Clear  |0000000001
Ending Check to Clear  |0000000000

Fitak heck. |

—————|Ba| Check|C|Check C [Vendor A;

nk | Mumnber| T | Crate

B 1| (03401797 [ | 0000000123
2 |03/01/97 | A002

B4 3 |03/01/97 | A003
4 |03//97 | PEDAL

Description of Fields
Bank Code to Maintain
Enter the bank code for which you want to clear checks.

Starting Check to Clear

Y ou have the option of clearing a series of checks or clearing them one at atime. If you are
working from your bank statement, it probably is fastest to use the range option, then go back
and "unclear" those checksin the range that were cleared improperly.

» Clear checks by range. Enter the starting check of the range here, and ending
check of the range in the next field.

» Clear individual checks. pressF2 at thisfield. A view of the checks displays on
the screen. Use the arrow keys to move up and down the checks. PressF1 on a
highlighted check and it isflagged as "cleared.” If it was already cleared, it is
re-flagged as open. Press F2 on a highlighted check and it is selected asthe
Starting Check to clear.

Ending Check to Clear
» Enter the last check in the range that you want to clear.

» PressF2asin"Starting Check.”
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If you entered arange of checks, the system prompts:

Proceed with clearing this check number range Yes No Unclear
Y ou may respond as follows:

Y Clearsthe checksin the range. If checks exist in the range that has already been
marked as "cleared," nothing happens to them.

N Returns to the bank code.

U "Unclears' checksin the range that was previoudly cleared.

Exit the Screen
When you are finished with this function, press F4 at either bank code or starting check to
return to the Accounts Payable Main Menu.
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Period End Update

Introduction
This function should be run at the end of each accounting period after al invoices and checks
have been entered for the period and after all monthly reports have been printed.

The Period End Update does the following:

» Removes checks from the monthly check file according to the specifications set in
AP Parameters Maintenance.

» Removes zero-balance invoices from the open invoice file that are older than the
specifications set in AP Parameters Maintenance.

» Removes temporary vendors (vendor type = T) whose balance is zero, if they do
not have any history.

» Zerosout all month-to-date buckets throughout the Accounts Payable system,
such asin the vendor masterfile, and moves the next month amounts to the
month-to-date buckets.

» Transfers the year-to-date buckets to the last-year buckets and zeros out all

year-to-date bucketsif you are running year-end processing.

How to Execute
At the Accounts Payable Main Menu, select option 15, Period End Update

w Period End Update
5]"“!’5[;" Lightspeed Distributors (DEM) 03/21/97 T1 |

The following reports should be run before continuing:

Aged Trial Balance

tAonthly Check Register

Wendor Purchase Analysis
Historical Purchases Journal
Historical Disbursements Journal
1099 Forms (calendar wear encl)

Hawe these reports been printed?
Do wou hawe a current backup?

Description of Fields
Have these reports been printed?

Important: Print the first three reports before running the Period End Update because
information that prints on these reportsis deleted during the update and cannot be recreated
except by restoring backups.

The two monthly journals print using the history files and must be printed before clearing
historical transactions.
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Y Aged Trial Balance, Monthly Check Register, Vendor Purchase Analysis, Historical
Purchases Journal, Historical Disbursements Journal, and 1099 Forms (calendar year
end) have been printed.

N If these reports have not been printed, the system terminates the update and returns to
the Accounts Payable Main Menu.

Do you have a current backup?
See the Solution-IV Utilities manual for information on backups.

Y Y ou have a current backup.
N If you do not have a current backup, the system terminates the update and returnsto
the Accounts Payable Main Menu.

If you answered Y to the above questions, you will see the following screen:

w Period End Update E
Zolilim : L
v Lightspeed Distributors (DEM) 03/21/47 T1
Twpe of Period End Frocessing
taonth-end processing onlky? i
tanth and year-end processing? M
lfwear-end, clear 1099 payments? M

If not running full period end.
Clear monthly check file?
Femowve zero balance invoices?
Clear 1099 payments? M

%
g

Clear histarical transactions? ]
Clear transactions older than 03/21/97
Copy transactions before clearing? [N
Filename for copy

Month-end processing only?
Y Runs full month end processing. The cursor skipsto the "Clear historical
transactions" question.

N Skips to the next question.

Month and year-end processing?
Y ear-end does everything month-end does, plus maintains the year-to-date and last-year
buckets.

Y Runs year-end processing.
N Skips to the "Only clear monthly check file" prompt.

If year-end, Clear 1099 payments?
If you are running year-end on a calendar-year basis (in December) and you have aready
printed your 1099's, you may clear the 1099 payments' bucket as part of year-end.

Y Clearsthe 1099 Payments from the VVendor Masterfile and skipsto the " Clear
historical transactions’ question.

N Leaves the 1099 Payments bucket intact during year end.
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If not running full period end, Clear monthly check file?

The monthly check fileis cleared as part of month-end processing, however, there may be
times when you need to clear the monthly check file mid-month. This may happen if thereis
not enough room on the disk to expand when thefileisfull. Be sure to print the monthly
register before clearing the check file.

Y Removes checks from the monthly check file, according to the specifications set in
AP Parameters Maintenance.
N Does not clear thefile.

Remove zero balance invoices?

Zero-balance invoices older than the number of days specified in AP Parameters Maintenance
are cleared during both month-end and year-end processing. There may be times, however,
that you want to clear zero-balance invoices independently from full period-end processing.

Y Clears zero-balance invoices from the open invoicefile.
N Leaves the open invoicefile alone.

Clear 1099 payments?
Y ou must clear the 1099 payments separately from year-end if you are on afiscal year.

Y Setsall 1099 payments in the vendor masterfile to zero.
N L eaves the 1099 paymentsintact.

Clear historical transactions?

Every transaction in the system is saved in a combination of historical transaction files. This
is done so that events can be recreated if necessary. These transaction files, however, can
become large very quickly. Therefore, thereis an option to clear these files periodically,
athough it is not recommended.

Y Allows you to clear the history based on the date entered below.
N Skips the remaining questions.

Clear transactions older than
Enter the oldest date you want historical information maintained.

Example: If you want to keep history from 03/01/90 forward, enter 030190.

Copy transactions before clear?

This feature copies transactions to be deleted to a separate file before deleting them from the
main history file. Thisfeature allows you to create afile of deleted history records that you
can then back up before erasing it from the hard disk.

Y Copies deleted transactions to a separate file.

N Removes the transactions without copying them and skips the next question.
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Filename for copy

Enter up to seven charactersfor the file name to which you wish to copy the transactions. A
number, 1, 2, or 3, isadded to the end of each filename, corresponding to one of the three
Accounts Payable history files.

Example: If you enter the filename APHIST, the system creates APHIST1, APHIST2, and
APHIST3.

Exit the Screen
When the Period End Update is complete, you will be automatically returned to the Accounts
Payable Main Menu.
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Status Change Update

Introduction
The Status Change Update takes dl of the Vendor Masterfile and code file entries that you
have marked to change or delete, verifiestheir validity and then effects the change. A report
is printed prior to the update showing what is changed/deleted, and you then have the option
of continuing the update or not.

Important: Thisisapowerful function which may result in codes or vendors being deleted
or irreversibly combined with others. Make sure you have current backups before
continuing!

Before You Start
Before you start the Status Change Update, you must do the following:

» Make acurrent backup - thisisfor your own protection!

» Make sure that the invoice entry, manual check entry, and payments selection
entry files have been updated.

» Make sure no one eseisusing Solution-1V.

How to Execute
From the Accounts Payable Main Menu, select option 16, Status Change Update.

é]"h!gi:" Lightspeed Distributors (DEM) 03/21/97 T1 |

Perfarm update for this application only?
Automatically update after report if okay?

Steps in Status Change
The Status Change Update works as follows:

1. Makessurethe entry files are empty and that no one else is using the system (any
company, any application).

2. Buildsalist of al the records that are marked to be deleted or changed (Status= D or C).

3. Oncethelistishbuilt, it checksal of the records to be deleted and makes sure that they are
not being used anywhere (except for the history files).

Example: If you are deleting Terms Code 02, 02 may not be used by any vendorsin
Vendor Maintenance or on any open invoices. However, the code may exist in the history
files.

4. It then checks the records to be changed and ensures that the "change to" is not going to
be changed to something else or deleted.

5. A report is printed showing the changes to be made and any conflicts found in steps three
and four. If there are any conflicts, the remaining steps are skipped.

Solution-IV Accounting 120
Copyright 0 2005 Thoroughbred Software International, Inc.



Satus Change Update

If there are no conflicts, the system prompts:

Are you sure you want to continue the update?
Y Completes the status changes as indicated on the report in the following order.

N Does not run the update and returns to the menu.
6. Therequested changes are performed.
7. Therequested deletes are performed.

8. Thehistory filesare marked if anything was changed. There are multiple flagsin each
record in each of the history files - one for each element that could be changed. They are
normally blank. If the element has been changed, the associated flag is set to C.

Exit the Screen
When the Status Change Update is compl ete, you will be returned automatically to the

Accounts Payable Main Menu.
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9 Appendices

The following pages contain supplementa information, which is helpful to the understanding
of Solution-IV Accounts Payable.

» A. Accounts Payable Messages

» B. Understanding the Accounting Theory Behind Accounts Payable
» C.What To Do With All the Paper Generated

» D. Glossary
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Appendices

Most messages that you encounter are described in the appropriate chapters of this manual,

where the operation that you are performing is documented. This appendix contains
additional messages that may be displayed during the normal processing of your system.

These messages are not explained in the body of the manual because in most casesthey are

displayed infrequently. The messages are grouped by the operation being performed:

A\ 4

V V V V V VY V V V V V V

AP Parameters Maintenance
Automatic Payment Selection
Check Printing

Check Register

Invoice Entry

Maintain Cleared Checks
Manual Check Register
Manual Checks

Payment Selection Entry
Period End Processing
Recurring Invoices

Terms Code Maintenance

Vendor Maintenance
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Messages

AP Parameters Maintenance
Days must be in ascending order.
Aging days must be entered in ascending order. In other words, your aging categories may be
30, 60, 90, 120 but not 60, 30, 90, 120.

Open invoices exist; can't change distribution method.

The Genera Ledger distribution method (cash or accrual) may only be changed before
invoices are entered and updated. Once invoices are updated to the open invoicefile, the
system prevents this value from changing to protect the integrity of accounting data.

Automatic Payment Selection
# invoices automatically selected.
You will receive this message if the recurring invoice selection resulted in one or more
invoicesfalling into the range. # will be replaced with the actual number of invoices selected.

No invoices match selection criteria.
You will receive this message if the Automatic Payment Selection resulted in no invoices
faling into the range.

Payment selection in process. Print register Merge Clear files F4

You will get this message when entering Automatic Payment Selection if invoices aready
exist in the selection files. These invoices may have been added to the selection files from
Automatic Payment Selection, Payment Selection Entry, or by giving an invoice type of Sin
Invoice Entry.

P Print the Payment Selection Register to see what isin the selection file. When the
report isfinished, you will be returned to this prompt.

Merge new selections with invoices already selected.

Clear the payment selection file. This removes the previous selection from thefile
allowing you to start over (including S type invoices).

F4 Return to the Check Printing Menu.

Check Printing
Negative check for vendor x. Exit Continue
Checks with negative payment amounts are given the above message. The Payment Selection
Register will highlight any checks with a negative amount. Y ou may use Payment Selection
Entry to remove or correct the invoices causing the negative check amount; otherwise the
entire check for this vendor will be skipped and the invoices will remain in the open invoice
file.

Payment selection must be run before checks can be printed.

This message really indicates that there are no vendors/invoicesin the payment selection file.
Y ou must run either Automatic Payment Selection or Payment Selection Entry to get
vendorg/invoicesinto the payment selection file (from which checks are printed).
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Check Register
Check printing has not been completed.
Checks must be printed before the check register may be printed. If for some reason check
printing was interrupted, make sure that a check for every vendor in the selection file has
been printed. Y ou may use the Payment Selection Register to help you determine which
checks should have been printed.

Invoice Entry
Duplicate invoice exists in history file. Continue? Yes No

The specified vendor/invoice number aready existsin the rﬁory file. Thiswarning indicates
that the specified vendor/invoice has aready been entered and possibly paid. Itisbest to

research the invoice history before continuing.

Y To continue entering the invoice.
N To enter anew invoice number.

Use F8 to get the next voucher.

If your AP Parametersindicate that you are operating using a voucher system, F8 is required
during invoice and manual check entry to enter a new voucher/invoice. Once added, vouchers
may be edited by entering the existing voucher number.

Vendor x not allowed.
The Solution-1V Accounts Payable system has reserved several vendor codes for specia
purposes. They are asfollows:

DELETED Reserved for deleted vouchers. Used mainly by invoice and manual check
entry.

MISC Reserved for non-vendorsin manual check entry.

DEFAULT Reserved for the default vendor code. Y ou may enter it only in Vendor
Maintenance to set up and maintain the default vendor code. Y ou may not
enter invoices or checks for this vendor code.

Voucher has been deleted.
The voucher number entered has been deleted and cannot be reused. Press F8 to get the next
voucher number.

Warning: Vendor is on hold.

You will get this message whenever you try to access avendor whose typeisH indicating
that this vendor is on hold and you do not want to process anything for the vendor at thistime.
It isonly awarning, however, and you may continue as follows:

Enter Allows you to continue as usual.
F4 Allows you to enter a new vendor code.

Maintain Cleared Checks
Proceed with clearing checks in this range? Yes No Unclear
Once arange of check numbers has been entered, you have the option of marking that range
as having cleared the bank or if the checks were improperly cleared at one time, you have the
option of "unclearing" the entire range.
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Y Marks all checksin the specified range as "cleared.”
N Allows you to enter a different range without having done anything.
U Marks all checks in the specified range as "unclear."

Manual Check Register
No manual checks found.

Y ou will receive this message when printing the Manual Check Register if the manual check
entry fileis empty. This meansthat your last batch of manua checks was already updated and
you have not yet started a new batch.

Manual Checks
An overpayment of $x.xx will result. Continue Reenter New invoice
The amount to apply entered will result in an overpayment of thisinvoice. Thiswarning
indicates that either too much is being applied against the invoice or that the invoice may
have already been partially or fully paid. It is best to research the invoice history before

continuing.

C Continue. It is appropriate to overpay thisinvoice.

R Reenter. The amount to apply was entered incorrectly and needs to be changed.
N New invoice. Indicates that you don't want to apply a payment to thisinvoice.

Deletesthis entry and alows you to enter a different invoice number.

Bank distribution out of balance. Moare changes Change amount Delete
The sum of all checks entered for this bank code doesn't equal the batch total originally
entered.

M Allows you to add, delete, or edit individual checks.
C Changes the batch total to equal the sum of all checks entered in this batch.
D Deletes the entire batch of checksfor this bank code.

Check distribution out of balance. Moare changes Change amount Delete
The sum of all invoices entered for this check doesn't equal the check amount.

M Allows you to add, delete, or edit individual invoices entered for this check.

C Changes the check amount to equal the sum of the invoices distributed to it.
D Deletes this check. The payment amounts for all invoices entered for this check will
be reset to zero.

F4 Sameas"M."

Reverse this check? Yes No

The specified check number has already been issued and is still in the history files. Y ou will
want to reverse the check if it was issued incorrectly or otherwise needs to be voided.

Y The system will automeatically create an entry reversing the original check amount.
N Returns to check number field.
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Use F8 to get the next voucher.

If your AP Parametersindicate that you are operating using a voucher system, F8 is required
during invoice and manual check entry to enter a new voucher/invoice. Once added, vouchers
may be edited by entering the existing voucher number.

Vendor x not allowed
The Solution-1V Accounts Payable system has reserved several vendor codes for specia
purposes. They are asfollows:

DELETED Reserved for deleted vouchers. Used mainly by invoice and manual check
entry.

DEFAULT Reserved for the default vendor code. Y ou may enter it only in Vendor
Maintenance to set up and maintain the default vendor code. Y ou may not
enter invoices or checks for this vendor code.

Void this check number? Yes No

Y ou will receive this prompt if you enter acheck with $0.00 for the amount. This feature
allows you to enter al unused checks into the system as voided so that you can keep track of
them easier. Voided checks will show on the Monthly Check Register with atype of V.

Y The system automatically voids this check and returns you to the check number field.

N Allows you to continue with the entry of this check without changing the check type
to V. You will want to do thisif you are cleaning up your open invoice file by
matching invoices with credit memos or otherwise matching debits and credits.

Voucher has been deleted.
The voucher number entered has been deleted and cannot be reused. Press F8 to get the next
voucher number.

Warning: Invoice is on hold.
You will receive this warning during manual check entry if the invoice has been marked as
being on hold. Continue paying the check if it is appropriate as follows:

Enter Allowsyou to continue paying the invoice. The hold flag is only awarning and also
stops invoices from being selected during Automatic Payment Selection.

F4 Deletes thisentry. Thisinvoice really should not be paid.

Warning: Vendor is on hold.

You will get this message whenever you try to access avendor whose typeisH indicating
that this vendor is on hold and you do not want to process anything for the vendor at thistime.
It isonly awarning, however, and you may continue as follows:

Enter Allows you to continue as usual.
F4 Allows you to enter a new vendor code.

Payment Selection Entry
Invoice selected for payment to address code x.
Thisinvoiceis already selected to be paid to the specified aternate address code. Invoices
may only be paid to one payment address per check run. If you want this check togoto a
different address code, delete it from this address code and add it to the correct one.
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Warning: Vendor is on hold.

You will get this message whenever you try to access avendor whose typeis H indicating
that this vendor is on hold and you do not want to process anything for the vendor at thistime.
It isonly awarning, however, and you may continue as follows:

Enter Allows you to continue as usual.
F4 Allows you to enter a new vendor code.

Period End Processing
File x already exists.
The backup filename that you have chosen to use aready exists. Y ou must enter a new name
for the backup file or remove the old backup file.

Recurring Invoices
Update selected recurring invoices to invoice entry? Yes No

In order to update the selected recurring invoices to the permanent Accounts Payable open
invoice and vendor files and the General Ledger files, you must update them to the invoice
entry file. They may be deleted or edited from the invoice entry file. If you do not perform the
update, the selection will be lost, and you will need to select recurring invoices again.

Y Add the selected recurring invoicesto theinvoice entry file.
N Do not add the recurring invoicesto thefile.

Vendor x not allowed.
The Solution-1V Accounts Payable system has reserved several vendor codes for specia
purposes. They are asfollows:

DELETED Reserved for deleted vouchers. Used mainly by invoice and manual check
entry.

MISC Reserved to refer to non-vendors in manual check entry.

DEFAULT Reserved for the default vendor code. Y ou may enter it only in Vendor
Maintenance to set up and maintain the default vendor code. Y ou may not
enter invoices or checks for this vendor code.

Warning: Vendor is on hold.

You will get this message whenever you try to access avendor whose typeisH indicating
that this vendor is on hold and you do not want to process anything for the vendor at thistime.
It isonly awarning, however, and you may continue as follows:

Enter Allows you to continue as usual.
F4 Allows you to enter a new vendor code.

Terms Code Maintenance
Invalid day for proximo terms.
Y ou must enter avalid number from 1 to 31 inclusive for proximo terms. Obviously aterms
of "Due on the 50™ is not valid. The system does compensate when the date entered hereis
30 or 31 and the actual month has fewer days, such as February.
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Vendor Maintenance
Vendor x not allowed.

The Solution-1V Accounts Payable system has reserved several vendor codes for specia
purposes. They are asfollows:

DELETED Reserved for deleted vouchers. Used mainly by invoice and manual check
entry.

MISC Reserved to refer to non-vendors in manual check entry.

DEFAULT Reserved for the default vendor code. Y ou may enter it only in Vendor
Maintenance to set up and maintain the default vendor code. Y ou may not
enter invoices or checks for this vendor code.

Warning: Vendor is on hold.

You will get this message whenever you try to access avendor whose typeisH indicating
that this vendor is on hold and you do not want to process anything for the vendor at thistime.
It isonly awarning, however, and you may continue as follows:

Enter Allowsyou to continue as usual.

F4 Allows you to enter a new vendor code.
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B Understanding the
Accounting Theory Behind
Accounts Payable

Y ou can use the Solution-1V Accounts Payabl e package without understanding accounting,
but you may find the following concepts hel pful in understanding what the system is doing.

What is Accounts Payable?
Accounts payableis the component of accounting that gives you the information you need to
understand and manage your vendor base. Accounts Payable tracks your purchases and
payments thereby helping you to manage your cash flow. If you have General Ledger, the
Accounts Payabl e package sends information there to help give you a complete picture of the
financia condition of your company.

Accounting Components
Every company's financia picture is made up of the following basic elements:

» Assats-anything of value that the company owns. Examples: cash, inventory,
property, equipment

» Liabilities-anything the company owes to someone else. Examples. accounts
payable, notes payable

» Equity-what the company isworth. Examples: owner's equity, retained earnings
» Revenue-income or earnings. Examples: sales revenue, interest income

» Expenses-cost of doing business. Examples. cost of sales, payroll expense,
supplies

Y our accounts payables are part of your liabilities. They represent the part of your inventory
or expenses that you have the use of but have not yet paid for.

When you are working with the Accounts Payable module, you will also be working with
your cash accounts (assets) in order to pay your bills, and with expense accounts to record the
costs of doing business.

Cash vs. Accrual

There are two acceptable ways of keeping your accounting records. The Solution-1V software
will work with either method. Y our accountant can help you determine which method is best
for your business.
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Under an accrual method of Accounts Payable, expenses are recorded into the Genera
Ledger when you make a purchase, not when you actually make the payment. Operating
under an accrual basis, you are better able to match revenue to expenses, giving a better
picture of the actual profitability of your company. Most companies operate under an accrual
basis.

Using a cash basis method of accounts payable, expenses are recorded into the General
Ledger when you actually pay for the goods or services. Most individuals, professionals and
very small businesses operate on a cash basis. Under a cash basis, the profitability of a
company can be distorted since revenues will not necessarily occur in the same period as
expenses.

Debits & Credits
Debits and credits cause the most confusion to those just learning accounting. In the simplest
of terms, every account has a debit side and a credit side. If total debits are more than total
credits, the account has a dehit balance; if total credits are more than total dehits, the account
has a credit balance. Each account has a normal debit or credit balance. The following table
shows what happens with each basic component.

Pluses & Minuses
A lot of people like to think of debits and credits as pluses and minuses, but that sometimes
causes confusion aswell. In general, debits are pluses and credits are minuses, but there are
exceptionsto every rule.

Whilein Solution IV Accounts Payable, you will have to enter very few minuses. In genera
you will use positive numbers during Invoice Entry when posting expenses to accounts. This
isalso the casein Manual Check Entry. The system will automatically generate the negative
or credit side of each for those postings.

Y ou will, however, enter negative numbers when you receive a credit from your vendor. In
that case, you are decreasing an expense, which the table above shows as a credit, so you
would enter the amounts as negative numbers.

Postings
Solution-1V uses double-entry accounting, which requires that every entry be composed of
two entries adebit and a credit. The chart on the following page shows the actual postings
made by Accounts Payable to General Ledger.

Subsidiary Ledger
A subsidiary ledger is a supporting ledger consisting of a group of similar accounts, the total
of which isin agreement with a controlling account in the General Ledger. The purpose
behind a subsidiary ledger is to keep unnecessary detail out of the General Ledger.

In Accounts Payable, the Aged Trial Balance can be considered a subsidiary ledger because it
contains the details of to whom you owe how much. The total due should match the Accounts
Payable account(s) in the General Ledger. The supporting documents for the Aged Trial
Balance (Invoice Register, Check Register, and Manual Check Register) are also considered
subsidiary ledgers because they can be used to recreate the Aged Trial Balance.
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C  what to do with all the
Paper Generated

It may seem to you that the Solution-IV Accounts Payable package uses alot of paper. Not
only doesit have the ability to print the many reports you use on adaily basis, but it forces
you to print certain reports before continuing with updates. Y ou may wonder why and what
you are supposed to do with all of it.
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Why?

The entire line of Solution-1V Accounting software has been designed to comply with the
Generally Accepted Accounting Principles (GAAP). Thisisatechnical term that coverstoo
much to fully explain here (there are entire courses which do not even fully cover the topic).
In generd, they are broad concepts and detailed practices including al conventions, rules, and
procedures that together make up accepted accounting practice at any given time. They have
become generally accepted by agreement, over time, and unfortunately are not necessarily
logical.

All the paper generated by the Solution-IV Accounts Payable system isto comply with
GAAP. One of the principles of GAAP isthat you must be able to provide an audit trail or
sufficient backing for every entry in the General Ledger. The Invoice Register, Manua Check
Register, and Check Register provide this necessary audit trail.
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What You Need to Keep

In genera you will need to keep the final copy of each of the following registers. The fina
copy isthe one printed just before you run the update. If you printed the report several times,
you can tell the final copy by looking at the date and time the reports were printed. It is
important that you keep only the final copy and throw all of the earlier ones away.

Theregisters you MUST keep are:
» Invoice Registers
» Manual Check Registers
» Check Registers

Y ou will also want to keep the final copies of the reports you print before running period end
processing. In general these reports consist of the following:

» Aged Tria Balance

Monthly Check Register

Vendor Purchase Analysis

Historical Purchases Journa

Historical Disbursements Journal

1099 Edit Report (just before printing 1099's)

YV V V V VY
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How to Organize Saved Reports

Everyone has a system for filing or organizing al of the reports printed. The following are
just afew ideas. Y ou must determine the one that works best for you and modify it to your
specific needs.

Binders
If your company isrelatively smal and is printing only afew reports/registers each month,
standard three-ring binders may be the best method for you. Y ou should have atotal of four
binders, one for each of the following reports:

» Invoice Register
» Manual Check Register
» Check Register
» Monthly Reports
You will want to put dividersin the binders, separating the reports by month.

Data Binders
If your company isalittle larger, computer data binders may work better for you because they
hold more information and do not require extratime to tear off the feed strips and punch the
holes. Y ou may want to have binders for each of the registers, plus one for each monthly
report, for atotal of eight to ten binders. We highly recommend you purchase dividers for
data binders since the binders can get very full. Please note that a disadvantage of data
bindersisthat asthey get full, they are rather cumbersome, and it may be difficult to take
pages out.

Filing Cabinet
If your company generates too many reports to make three-ring binders practical, and you do
not like the data binders, your best bet may be to usefile folders and your filing cabinet. You
should use a separate folder for each type of report for each month. In other words, you would
have afolder labeled Invoice Registers January, etc. If you print many reports, you may find
thisthe easiest system for you. Be sure to keep the reportsin date order in the file folder.
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A Closing Note

Try not to let the filing of all these reports get ahead of you. It may seem like alot of trouble
now, but in the event of a problem with your system, or an accounting or IRS audit you will
find these reports invaluable in proving what exactly happened in the system. Corrections will
be easier to make and audits take less time, saving you both time and money.
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1099 Reporting
1099 reporting isthe filing of a 1099 tax form with

the federal government. Thisisareport of all
payments made to individual vendor of more than an
amount specified by the government in a calendar
year.

A

Account or Account Code

An account is the basic component of aformal
accounting system. It records all additions and
deductions and shows balances of assets, liabilities,
owners equity, revenues and expenses.

There are two types of accounts: debit and credit.
Asset and expense accounts are usually debit
accounts. Liability, equity and revenue accounts are
usually credit accounts.

Accounting
The process of recording, organizing, reporting and
interpreting the financia data of a business.

Accounting Period

An accounting period is an interval of time for which
afinancial statement is prepared. In most businesses,
each month is a separate accounting period.

Solution-1V allows you to store data for as many as
26 accounting periods (2 full years).

Accounting System

An accounting system is amethod for interpreting the
financia performance of abusiness. It includesthe
raw data, procedures and equipment needed to make
thisanaysis.

Appendices

Accounts Payable

Accounts payableis arecord of money owed and
payments made by abusinessto creditors. Itisa
current liability showing the actual dollar amount
owed to creditors.

Accounts Receivable

Accounts receivable isarecord of money owed and
payments made to a business by customers. Itisa
current asset showing the actual dollar amount owed
by customers.

Accrual Basis

Accrual basis accounting records revenues and
expenses for the current accounting period even
though payments will not be received or paid until a
later accounting period. Thisisto be distinguished
from cash basis.

Most companies operate on the accrud basis.
See Accrued Asset and Accrued Liability.

Accrued Asset

An accrued asset is arevenue that is recorded when it
is earned, not when apayment isreceived. The
revenue then appears on financia statementsfor the
period inwhich it isearned. (It may aso be caled an
accrued income.)

Example: If you sell acamerafor $295 on credit, this
transaction isimmediately recognized as revenue and
recorded in accounts receivable (even though cash
has not yet been received).
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Accrued Liability

An accrued liability is an expense recorded when it is
incurred, not when a payment ismade. The expense
then appears on financial statementsfor the period in
whichitisincurred. (It may also be called an accrued
expense).

Example: If you purchase on credit 5 dictionaries at
$24.95 each, the $124.75 transaction isimmediately
recognized as an expense even though cash has not
been paid.

Accumulated Depreciation

Accumulated depreciation is the sum of all recorded
depreciation for a particular asset (or group of assets)
since the date of acquisition.

Activity

Activity is the continuous completing of transactions.
This activity, whether an expense or arevenue,
changes the account balance.

The Solution-IV General Ledger alows you to see
the activity of each account for agiven accounting

period.

Adjusting Entry
An adjusting entry isageneral journal entry that
corrects an account or brings that account up to date.

These entries are usually made at the end of an
accounting period, but may be made whenever it is
considered appropriate.

Aging Period

The aging period isan interval of timefollowing a
sale or apurchase that defines arevenue or expense
as outstanding. The length of this period is different
for each company.

Example: A loan company may want alisting of
payments that are 2 weeks late.

Allowance for Bad Debts

Allowance for bad debtsis an asset account that
offsets uncallectible revenue. The amount is usually
estimated as a percentage of accounts receivable,
based on previous experience with unpaid accounts.

Solution-1V Accounting

Alphanumeric
Alphanumeric describes a combination of |etters

and/or numbers.

Example: L48, 56SJ, E913S, 1234, and ASTVLS are
alphanumeric.

Amortization

Amortization is the writing-off of the cost of an
intangible asset over its economic life. It isusually
used with leasehold improvements, organization
costs, or goodwill.

Asset
An asset is anything that is owned by abusiness and
has a monetary vaue.

Example: Buildings, fixtures, equipment, supplies
and cash are assets.

Audit Report
An audit report verifies the accuracy of information

entered into the computer. An audit report must be
printed before updating the permanent files.

Audit Trail

An audit trail is adetailed record of accounting
activity. It isameans of examining transactions from
the time they are entered into ajournal until they are
printed in the financial statements.

Average Cost Method

The average cost method is a system of inventory
costing. Thevaue of inventory is determined by
averaging the cost of goods in stock with goods
recently received.

Example: 25 bicycle pedals purchased by you for
resale at acost of $35 each remain ininventory. You
purchase 10 more at $40. Y our inventory is now
valued at (25 x $35) + (10 x $40) or atotal of $1275
or $36.43 each. If you sdll 30 of them, the cost of the
sale will be computed as $36.43 x 30 or $1092.90,
with aremaining inventory value of $36.43 x 5 or
$182.15.

See Standard Cost, LIFO and FIFO.
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B

Back Order

A back order isarequest for items that are currently
out of stock. As soon as they become available they
are shipped to the customer.

Backup
A backup isacopy of computer files on aportable

medium (such as afloppy diskette or tape cartridge).
Should the computer files be corrupted or destroyed
the backup can be used to replace the data.

Backups should be made at regular intervals.

Bad Debt

A bad debt isarevenuethat is partially or completely
uncollectible. It becomes an expense when it is
established that the customer will not pay the
obligation and it is not practical to enforce payment.

Balance

A balance is the difference between total debits and
total credits of an account at agiventime. An
individual account is said to have adebit balance if
debits are greater than credits, acredit balance if
credits are greater than debits, or a zero baanceif
debits equal credits.

Balance Forward

Balance forward is a technique used in accounts
receivable summarizing al transaction activity at the
end of an accounting period. The balanceisthen
carried forward to the next accounting period.

See Open Item.

Balance Sheet

A balance sheet isafinancial statement summarizing
the financid status of abusiness at a specific time. It
isadetailed presentation of the assets, liabilities and
owner's equity asin the fundamental accounting
equation: Assets= Liabilities + Equity.

Bank Reconciliation

A bank reconciliation compares the bank statement to
the depositor'srecords. Differences should be
analyzed and explained by depositsin transit, checks
outstanding, bank charges, and errors.
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Bucket

A bucket isafield on the screen or in afile where
dataisdisplayed or stored. Oftenitisafield that
does not alow user input such asthe datain aspecific

aging category.

Budget
A budget isafinancial plan or goa for a specific

period of time. It can be used to compare with actua
results.

| C

Capital
In accounting, capital istoo generd to be used by

itself. In most cases it means the ownership of the
assets of abusiness by the proprietor(s).

See Equity.

Cash Basis

Cash basi s accounting records revenue only when a
payment is received and records an expense only
when a payment ismade. The payments are recorded
on financia statementsfor the period in which they
are made.

Very small businesses usually operate on a cash basis.

Example: When the sale of aproduct or aserviceis
made, the transaction is not recorded until cashis
received. Thisisto be distinguished from accrual
basis.

Cash Discount

A cash discount is the amount deducted from a
customer's bill when a prompt payment of that
invoice is made.

Character
A character isasymbol, letter, or number.

Chart of Accounts

The chart of accountsis atable of contents for the
General Ledger. It liststhe accounts systemeatically
with assets followed by liabilities, capital, revenue,
cost of sales and expenses.

Check Register
A check regigter isalisting of check numbers and

invoices paid. It isavailablewhen computer checks
are generated, hand-written checks are entered, or as
asummary at the end of the period.

139

Copyright 0 2005 Thoroughbred Software International, Inc.



Glossary

Company
A company is an organization with its own separate

assets, liahilitiesand equity. It may, however, bea
division, branch office, department or subsidiary of a
single organization. Solution-1V separates all files by
company. In Solution-1VV acompany may aso be
referred to as abusiness or an entity.

Compressed Printing

Compressed printing is a feature available on some
80-character printers. It allows reports formatted for a
132-character column width to be printed on an 8-
inch by 11-inch page.

Credit

A credit decreases an asset or an expense account and
increases aliahility, equity, or revenue account. Itis
entered on the right side of aledger account.

Credit Balance
See Baance.

Credit Limit

A credit limit is the maximum dollar amount in
merchandise a customer may receive prior to
payment. Once thisamount is reached, the customer
must make a payment before receiving additional
merchandise.

Credit Memo

A credit memo is a document notifying a customer
that his account has been credited. Itisusualy a
result of areturn. A credit memo reduces accounts
receivable.

Current Asset
A current asset is expected to be converted into cash
or depleted in one year or less.

Current Liability
Also called short term liability. See Liability.

Current Liguidity Ratio
See Liquidity Ratios.

Current Ratio
See Liquidity Ratios.

Cursor

The cursor is a character on a computer terminal
screen, which marks the place where typed characters
are entered.

Solution-1V Accounting

D

Data File
SeeFile.

Debit

A debit increases an asset or an expense account and
decreases aliability, equity, or revenue account. Itis
entered on the left side of the ledger account.

Debit Balance
See balance.

Depreciation
Depreciation isthe decrease in value of afixed asset

over aperiod of time. Theloss of valueis caused by
wear or obsolescence.

Direct Labor
Direct labor isthe labor cost to convert raw materias
into finished goods.

Discount Due Date

The discount due date is the last day a payment may
be made to receive a cash discount. After thisdate
the full price must be paid.

Diskette

A diskette, computer storage media, is made of
flexible plastic rather than rigid metal. 1t isaportable
medium and can be easily stored.

Due Date
The due date is the date on which payment must be
made.

Dunning Message

Dunning messages are messages that may be printed
on acustomer statement. The messages usualy are
different, depending on how late the customer's ol dest
invoiceis.

Example: Y our account is past due please pay
promptly. Thank you!

| E

Economic Life

The economic life of afixed asset isthe time during
whichitisusable. When it must be replaced, its
economic lifeisover.
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Equity
Equity isthe investment in a business by the owner.
It can be expressed as. Equity = Assets— Liabilities.

Expense
An expenseisacost incurred while operating a

business.

Example: The electric bill is an expense of operating
aretail store.

| F

FIFO

FIFO (an abbreviation for firgt-in, first-out) isa
method of assigning cost to inventory. Those items
acquired or produced first are used or sold first. This
keepsthe value of al itemsin stock at the latest price
to be paid for them.

In inflationary times, costing by FIFO increases both
the gross margin and the stated value of remaining
inventory.

Example: 25 bicycle pedal s purchased by your
company for resale at acost of $35 each remainin
inventory. Y ou purchase 10 more at a cost of $40.

Y our inventory is now valued at (25 x $35) + (10 x
$40) or $1275. If you sell 30 of them, the cost of sale
will be computed as (25 x $35) + (5 x $40) or $1075,
with aremaining inventory value of (5 x $40) or
$200.

See LIFO, Standard Cost and Average Cost.

Field
A fidd isthe place on the computer terminal screen
where asingle item of datais entered.

Example: In a customer masterfile record, the
customer name is typed in the customer name field
and the customer addressistyped in the customer
addressfield.

See Key.

File

A computer fileisacollection of related records
stored under a unique name. Datafiles contain
accounting information such as journal entries and
account balances. Program files contain instructions
used by the computer.

Appendices

Financial Statement

A financia statement isareport of the financia status
of abusiness. It can be a balance sheet, profit and loss
statement, or any other presentation of financial data.

Fiscal Year

Thefiscal year is an accounting period that does not
necessarily follow the calendar year. It might consist
of 12 months, 13 periods of 28 days each or 4-4-5
weeks (each 13 weeks equaling 1/4 year).

Fixed Asset

A fixed asset isa physical item having auseful life of
one year or more. It isaso referred to as property,
plant, equipment, or plant assets.

Example: A copy machineis afixed asset.

Floppy Disk
See Diskette.

Function
A function is an operation that performs ajob.

|G

GAAP
See Generally Accepted Accounting Principles.

General Ledger
The General Ledger summarizes all business

transactions, grouping them by account code.
Financial statements are prepared from this
information.

Generally Accepted Accounting Principles

(GAAP)
Generally Accepted Accounting Principles provide

guidelines for conventions, rules, and procedures
currently considered acceptable accounting practice.

Goodwill

Goodwill is an intangible asset whose dollar value is
derived from the management skills and reputation of
abusiness. It represents the potential earning power
of abusiness beyond the current market value of its
assets. Goodwill isusually recognized only at the
time abusinessis sold.

141

Copyright 0 2005 Thoroughbred Software International, Inc.



Glossary

Gross Profit

Gross profit is the difference between the selling
price and the cost of the items being sold. It does not
recognize other expenses such as rent, telephone, or
utilities.

Gross Profit Percentage

Gross profit percentage shows the relationship of
gross profit to sales. It can be expressed as. Gross
Profit Percentage = (Total Sales— Total Cost of
Sales) / Total Sales.

| H

Hard Disk

The hard disk is computer storage media made of
rigid material and is either fixed or removable. It has
greater storage capacity and handles data faster than
diskettes.

Hardware
Hardware is agenera term referring to the computer
and its associated equipment.

Income
Income is the excess of revenues over expenses. It
may be expressed as: Income = Revenues-Expenses.

Income Statement

An income statement is areport that balances total
revenues and total expenses over aperiod of time. A
positive balance is a profit, while a negative balance
isaloss. Itisalso caled aprofit and loss statement
or a statement of operations.

Intangible Asset
Anintangible asset is along term asset without
physical substance.

Examples. Copyrights, franchises, patents,
trademarks, and goodwill are intangible assets.

Integration
Integration isthe bringing of separate parts together.

It can be used to describe the transferring of datafrom
one system to another or the entering of datainto the
system once and having it transferred to all related
files.

Solution-1V Accounting

Example: Accounts Payable isintegrated with
General Ledger. Entriesto Accounts Payable, which
arerelevant to General Ledger, are automatically
transferred to General Ledger.

Interactive System
An interactive system does not allow the user to enter
invalid data

Example: Solution-1V is an interactive system and
does not accept the entry of a company code that has
not yet been created.

Interest
Interest is the amount of money paid for the use of
money over time.

Inventory
Aninventory isthe stock owned by a business at any

giventime. It can be finished goods held for direct
sale or component parts used in manufacturing for
future sale.

Inventory Costing
Inventory costing is the method of determining the
value of itemsin inventory.

See LIFO, FIFO, Average Cogt, and Standard Cost.

Invoice

Aninvoiceisacomplete list of goods or services
delivered to the buyer by the seller. It a'so shows
quantity, price, shipping charges, terms, and other
costs or discounts.

IE

Journal Entry
A journa entry isthe primary means of entering

financia datainto the General Ledger. The sum of
the debits and creditsin ajournal entry must always
equal zero.

Example: The journal entry for the purchase of $250
of office supplies (paid in cash) would consist of a
$250 credit to cash and a $250 debit to office supplies
expense.
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Key
A key isaspeciaized fidd (see Fidd). Sincethe
system uses the characters entered in thisfield to
access recordsin a specific file, the key entry must be
unique.

Example: In Solution-1V Customer Maintenance
Masterfile, the customer code isthe key field.

| L

LIFO

LIFO (an abbreviation for last-in, first-out) isa
method of assigning cost to inventory. Those items
acquired or produced last are used or sold first. This
keepsthe value of al itemsin stock at the earliest
price paid for them.

In inflationary times costing inventory by LIFO
reduces both the gross margin and the stated value of
remaining inventory.

Example: 25 bicycle pedals purchased by you for
resale at acost of $35 each remain ininventory. You
purchase 10 more at a cost of $40. Your inventory is
now valued at (25 x $35) + (10 x $40) or $1275. If
you sell 30 of them the cost of sale will be computed
as (10 x $40) + (20 x $35) or $1100, with aremaining
inventory value of (5 x $35) or $175.

See FIFO, Standard Cost and Average Cost.

Labor Burden
Labor burden is the expense incurred for workersin
addition to their actual wages.

Example: The employer's share of FICA (Socia
Security), federa and state unemployment insurance
tax, workers compensation insurance premiums, and
employer-paid union contributions are part of the
labor burden.

Leasehold Improvement

A leasehold improvement is afixed asset purchased
by the lessee for arented property. Usualy it may
not be removed from the property when the lease
expires.

Example: The installation of new fixtures and walls
are leasehold improvements.

Appendices

Leverage Ratios

Leverage ratiosindicate how much the businessis
encumbered by itsliabilities. 1t isthe relationship of
liabilitiesto assets and of debt to equity.

Liability
A liability isthe amount of money due creditors.

Tvpes of liabilities:
1. Current(or short term)-full payment isduein 1
year or |ess.

2. Long term-full payment is not expected for over 1
year.

Liquidity Ratios
Liquidity ratiosindicate how much of the assets are
easily available.

The Current Ratio isthe relationship of current assets
to current liabilities. It can be expressed as. Current
Ratio = Current Assets/Current Liabilities.

The Quick Ratio isthe relationship of current assets
lessinventory to the current liabilities. It can be
expressed as. Quick Ratio = (Current Assets -
Inventory) / Current Liabilities.

List Price
A list priceisapublished price subject to customer
discounts.

Long Term Liability
See Liahility.

M

MTD

MTD isan abbreviation for month-to-date. In
Solution-1V it usualy refersto the activity of an
account (such as General Ledger account codes,
customers, or vendors) so far this month.

Masterfile
A masterfileis a computer file containing all related
data elements for a specific record.

Multi-Company Accounting
See Multi-Company Environment.
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Multi-Company Environment

A multi-company environment allows the user to
maintain separate sets of records for different
businesses. Solution-1V is amulti-company
environment system. It is aso called multi-company
accounting.

Multi-User Accounting System

A multi-user system allows more than one user to
access a gpecific program from different terminals at
the same time. All users can access the samefiles
(except when afile has been security protected).

| N

Net Asset

The net asset isthe total stockholders equity. It can
be expressed as. Net Assets = Total Assets— Tota
Liabilities.

Net Income
See Net Profit.

Net Profit

The net profit results when income exceeds costs and
expenses. A Net Loss occurs when costs and
expenses exceed income.

Overhead

Overhead is an expense not directly related to a
specific job. These expenses occur whether or not a
specific job isunder way.

Example: Wages to office personnel, office supplies,
rent, and utilities are overhead.

Overhead Burden

Overhead burden is all overhead expenses except for
labor that can be applied to the cost of producing
goods or services.

Overhead Rate

An overhead rate applies a predetermined rateto a
contract or job to cover overhead burden. Itisusualy
based on labor hours or direct material dollars.

Overtime
Overtime is the number of hours of work done
beyond regular hours. These records are kept for

payroll purposes.

Example: Overtime might be anything over 8 hours a
day or 40 hours aweek.

| P

IKe)

Open Item
Open item accounting is the accounts receivable

procedure which tracks each transaction in the
customer record. Statements for open item customers
show all invoicesthat are not fully paid regardless of
the period in which they originated.

See Balance Forward.

Operating Expense

An operating expense includes marketing and
adminigtrative expenses. Itisall expenses other than
the cost of goods, cost of labor, interest, and income
tax.

Operator Code
The operator code is an identifier from1to 3

characterslong that must be entered to gain accessto
the system or to afunction.

Solution-1V Accounting

Paid-in Capital
Paid-in capital isthe amount of money invested as
equity when abusinessis started.

Parameter

A parameter isaformat definition. When setting up
Solution-1V, the system may be customized by setting
parameters such as the length of the account size, the
position of the location segment and the position of
the department segment.

Perpetual Inventory Method

The perpetua inventory method is a continuous count
of merchandise. The inventory count is updated at
thetime of apurchase or asale.

Physical Inventory
A physica inventory isalist of merchandise on hand,
determined by an actual count.
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Profit Center

A profit center is a part of abusiness generating its
own income and incurring its own expenses. Itis
separated from the rest of the business for accounting
purposes. A conceptua division (rather than a
physical department) of acompany may also bea
profit center.

Example: One storein a chain of stores may be
designated a profit center.

Profitability Ratios

The profitability ratio is the relationship of the net
profit to the size of the business. It may be expressed
as.

Net Profit Margin = Net Profit / Total Sales
Return on Assets = Net Profit / Total Assets
Return on Equity = Net Profit / Total Equity
Earnings per Share = Net Profit / Total Shares of
Stock

Program File
SeeFile.

Purchase Order
A purchase order is adocument requesting a vendor
to ship a specified quantity of merchandise.

[ Q

Quantity Pricing
Quantity pricing is asystem that provides alower
price when larger quantities are ordered.

Example: 10 bicycle tires may be ordered at $9.95
each, while 100 bicycle tires may be ordered at $9.45
each.

Quick Ratio
See Liquidity Ratios.

| R

Range
A range is agroup defined by two specific end points.

Examples: The number 2 iswithin the range of

numbersfrom 1 to 10. Theletter G is outside the
range of dl lettersfrom A to C.

Appendices

Ratio Analysis

A ratio analysisisafinancial report ng the
performance of abusiness. It analyzesthe activity in
terms of leverage ratios, liquidity ratios, and
profitability ratios for abusiness over a specific
period of time.

Record
A record is related data stored in a computer file.

Example: Information for each company (company
name, address, tel ephone number, federal 1D number
and applications used) isasingle record in the
Company Masterfile.

Recurring Entry
A recurring entry isafixed journal entry that occurs
on aregular basis.

Example: Rent, loan payments, and flat rate utility
fees may be recurring entries.

Reorder Amount

The reorder amount is the minimum quantity of stock
alowed in inventory. When that number is reached,
an order is placed to replenish the stock.

Example: If the reorder amount for handlebarsis 25,
an order will not be placed until the inventory reaches
25 handlebars.

Reorder Level
See Reorder Amount.

Retainage
Retainage is an amount of money withheld from

payment until an entire job (or a specified portion of
the job) iscompleted. It ismost often used in
congtruction.

Retained Earnings

Retained earnings are profits reinvested in the
business as stockholder equity. Itisalsothe
accumulated profits, minus any losses or dividends,
of acompany from its creation.

Reversing Entry

A reversing entry cancelsaprevious entry. A credit
is used to cancel adebit and adebit is used to cancel a
credit.
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Sales Allowance
The sales dlowance is areduction of the previoudy
agreed upon sdlling price.

Sales Returns

A salesreturn is a product returned by the customer.
When merchandise is returned, a debit must be made
to the sales return and allowances account, and a
credit to Accounts Receivable.

Security
Security is a system safeguard against unauthorized

entry.

Short Term Liability
Also called current liability. See Liability.

Source Document
A source document is the original transaction record.
It is used to enter data into the computer file.

Example: The vendor invoice is a source document
which contains information such as the vendor
invoice number, the invoice date, terms, discount, and
sales tax which is entered into the computer files.

Standard Cost Method

The standard cost method is a system of inventory
costing. It uses a predetermined amount for a specific
item to value the inventory and establish the sales
price.

See LIFO, FIFO and Average Cost methods.

Example: The standard cost of your bicycle pedasis
predetermined to be $35. 25 pedalsremainin
inventory at acost of $35 each. Y ou purchase 10
more at $40 each. Y our inventory value will be
calculated at (35 x $35) or $1225. If you sell 30 of
them the cost will be computed as (30 x $35) or
$1050 with aremaining inventory value of (5 x $35)
or $175.

Example: Terms of payment such as 2/10 net 30 (a
2% discount is allowed if payment is made within 10
days), might be offered to encourage prompt
payment.

Trade Discount
A trade discount isareduction from the list price.

Transaction
A transaction is an event that affects the financial
position of abusiness.

Example: The purchase of 2 bicycle pumps @ $7.50
each isatransaction requiring the following journal
entries: a$15 debit to inventory and a $15 credit to
cash.

Trial Balance

Thetria balance isareport showing the balance of
each account in the General Ledger. Thetotal credits
must always equal the total debitsin the General
Ledger.

Two-Step Billing

In atwo-step billing procedure the first step is to enter
the customer order and the second step isto prepare
theinvoice for that order. Theinvoice is not prepared
until the ordered items are shipped.

Y |

| T

Terms

Terms are the conditions of payment agreed to by the
customer and are included on theinvoice. Discount
terms are often used to encourage prompt payment.

Solution-1V Accounting

Variance

A variance is the difference between an actud
amount and an estimated amount. |t can be shown as
an amount (e.g., $1000 over) or as a percentage (e.g. -
2%).

Example: If $500 is budgeted for office supplies and
$450 is spent, the variance is $50 under (or -10%).

Voucher

A voucher is adocument that legitimizes an invoice
and authorizes payment. Solution-1V Accounts
Payable alows the entry of records using either the
vendor's invoice number or your company's voucher

| number.
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W Working Capital
Working capitd isthe amount of capital in current

W-2 Form use in the operation of abusiness. It can be expressed
A W-2 form is a statement of an employee's total as: Working Capital = Current Assets— Current
earnings received and total taxes paid during the Liabilities.
calendar year. TheIRS requiresthat a\W-2 be Write-Off

repared for and distributed to each employee. niite A%
Prep POy See Amortization.
W-4 Form
The W-4 isaform completed by the employee | Y

informing the company of the amount of income tax

that should be withheld from that employee's wages. YTD

The formis provided by the IRSand isalso called the  YTD isan abbreviation for year-to-date. In

Employee's Withholding Exemption Certificate. Solution-1V it usually refers to the activity of an
account (such as General Ledger account codes,
Customers, or Vendors) so far thisfiscal year.

Appendices 147
Copyright 0 2005 Thoroughbred Software International, Inc.



	Introduction
	Thoroughbred Solutions
	Thoroughbred Solution˚IV Accounting: Accounts Payable
	Solution˚IV Accounts Payable Features
	Thoroughbred Solution˚IV Accounting Flowchart
	Solution˚IV Accounts Payable Flowchart
	How to Make the Greatest Use of This Manual
	How This Manual is Organized

	Accounts Payable Menus
	Accounts Payable Main Menu
	Check Printing Menu
	Vendor Maintenance
	Code File Maintenance Menu
	Monthly Reports Menu

	Accounts Payable Setup
	AP Parameters Maintenance
	AP Parameters Listing
	Bank Code Maintenance
	Bank Code Listing
	Class Code Maintenance
	Class Code Listing
	Posting Code Maintenance
	Posting Code Listing
	Terms Code Maintenance
	Terms Code Listing

	Vendor Maintenance
	How to Design Vendor Codes
	Vendor Maintenance
	Name and Address Maintenance
	Alternate Address Maintenance
	Contact Maintenance
	Comment Maintenance
	Purchase History Lookup
	Aging and Open Invoice Lookup
	Change or Delete Vendor Code
	Vendor Inquiry

	Transaction Processing
	Invoice Entry
	Invoice Register and Update
	Manual Check Entry
	Manual Check Register and Update
	Recurring Invoice Entry
	Recurring Invoice Register and Update

	Check Printing Menu
	Automatic Payment Selection
	Payment Selection Entry
	Payment Selection Register
	Check Printing
	Check Register and Update

	Accounts Payable Reports
	Vendor Masterfile Listing
	Vendor Label Printing
	Aged Trial Balance
	Cash Requirements Report
	Monthly Check Register
	Vendor Purchase Analysis
	Historical Purchases Journal
	Historical Disbursements Journal
	1099 Form Printing

	Period End Processing
	Maintain Cleared Checks
	Period End Update
	Status Change Update

	Appendices
	Accounts Payable Messages
	Understanding the�	Accounting Theory Behind�	Accounts Payable
	What to do with all the�	Paper Generated
	Glossary

