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Disclaimer

Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc. makes no warranties about the contents of the
manual and specifically disclaims any implied warranties of merchantability or fithess for any particular purpose. Fleet-Net
® Corporation, wholly owned subsidiary of Avail Technologies, Inc. further reserves the right to make changes to the
specifications of the program and contents of the manual without obligation to notify any person or organization of such
changes.

Copyright Notice

This software package and manual are copyrighted 2018. All rights reserved worldwide. No part of this publication may be
reproduced, transmitted, transcribed, stored in any retrieval system or translated into any language by any means without
the express written permission of Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc., 9183 W.
Flamingo Rd., Suite 110, Las Vegas, Nevada 89147.

License Agreement

The software described in this manual is furnished under a license agreement and may be used or copied only in accordance
with the terms of the agreement. Failure to sign this agreement and still use the software is illegal.

Trademark Acknowledgment

Fleet-Net®is the Registered Trademark of Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc.
Microsoft®, Access®, Windows®, the Windows® Logo, and other Microsoft® Office Products are either registered
trademarks or trademarks of Microsoft® Corporation in the United States and/or other countries. The names of actual
companies and products mentioned herein may be the trademarks of their respective owners.

Page 2 of 171



Accounts Payable User Guide

Table of Contents

PRODUCT DESCRIPTION. ..ottt e e e e e e e et e et e e e e e e e e e s et b b e aataeteeteesssss s bbb b baeeeeaaaeesssssssbbbbeseeeeeeeesssassssrrenns 6
ACCOUNTS PAYABLE IMPLEMENTATION ....coiiiiiei ettt ettt et e e e e e e e s s e ettt e e e e e e e e e s s s s s ab bbb aateeeeeeeessssssssrenns 7
ABOUT THIS GUIDE ..ottt e e e et e ettt ettt e e e e e s s se b bbb e s aeeeeeaeeeesssss b bbb b e aeeeeeeeeessessassbbbbaaaeeseeeeessssssssrrrnns 8
AC COUNT S PAY ABLE CHE CK LIS T ..ottt ettt ettt e e e e et oot e ettt e e e e e e e st s e e b bt teeeeeeeeessssssssbbbbttseeeeesssssssssssrrnns 9
INTTIAL SETUP CHECKLIST ..iiiiiiiiitiiitittttttttastassssesssesssseessastsasttestessssaessasasaa.sssssesssssseesttessessssesssssssssssassssssssesssesseesseesssssrmnrrnes 9
VENDOR SETUP CHECKLIST ..iiittttittttttsttsttssssaeisseteeesesastssssssssssssssssssssss s stsasssestestsssssssssssstsssssss s tteeetessteettsesssssr.. 10
STANDARD CYCLE CHECKLIST 1iiiiiiiiiititittteittstsssstsaisasssssssssesaattetttetssaestsassasaaa—.. . tstssssesessattetttesstsestsssssasssesssessssesrertrnreee 11
YN o K OA 7 of I = O T =lo] (I 153 U UUUTTOPRRN 11
GENERAL LEDGER SETUP ...ttt ettt ettt e e e e e e e e e bbbttt et eeeeesseee bbb e aateeeaeeessssssss bbb baeeeeeeeeeeesans 12
ACCOUNTS PAYABLE SETUP ...ttt ettt e e e e e e ettt b ettt e e e e e e s s s s s b bbb bt et e e e e eesesssssbb bbb baaseeeeeeesssesssasrees 13
MISCELLANEOUS CODES IMAINTENANGCE ...t itiiiti i et eee e et ettt e ettt eat b b e bbb s s s s s s s s s eaeeeaasaea s s s et s s e e b b e bbb bbbt e eeseeaseaasseessssssssssbarbbbbaaen 13
CONTROL RECORD SETUP .....uttttitieieee e e et e sttt ettt e e e e e e e e e e ettt e e e e e e eeeeesseeas b e aaeeeeaaeeeessssessa bbb aeseeeeeeeesaasssbaaaeseesesseeessssassssseennneeens 19
ADD/IMODIFY BANK ACCOUNTS. ... tttttttiiitteeeeesssiesastassssssaassasssssisstssasseeseesesssssassssssssssssseeesssssassss b s ssssssaaeessssssssbabbassssseesesssans 20
RENUMBER VENDORS ... uttttttttieeeeettisiistsstseeeseeeeesssaassssssssssssseeasssssasssssasseeteeaaesssasssss s s sesssesseeeeessassssassasseseeeeesssssssssrsesereeeeeessanns 22
SETUP TRAN CONTROL RECORDS ... ...iiiiiiiiiiiiiiiitiiiiiiiise st e st e e e e e ee st e et s e attae s b e bbbt s s e sseeeeeeaeaaste st ses s s ea bbb bbbt e e s seeseseaseassennasns 24
SETUP CHECK PRINT OPTIONS. ... ieeiiieiiiiittietetett e e e st s e s s eeeeeeateeateetssa e st s e e bbb s eesssesssaeasaassesssesssse st bbb b b ssesseeeassassasssnneees 25
USER DEFINED DATA FIELD SETUP .....utttttiiiiiiie e e e et eeee ittt ettt e e e e e e e et e bt s seeeeeeaeesasaasssb b b aaeeeeeeeeessaaasassassasaeaeeeesssssassbreanreeeeeeeeenans 27
USER DEFINED SECURITY 1tttutttttuuttetiieiieteeeeetsttttttssssssssssssssssssssssesssssssssstssssssssssssssssssssssssneiteeteeeeeesstttetsettmsests 30
USER DEFINED DATA ENTRY SETUP ... .utttttiiiiiieeeeeieeeittteeeeeteeeee e s st eesaaaaseeeseeaeesasaasssssssaateeteeeesssaaaasssssssseeeeeeessssssssarsenereeeeeeeesans 30
L T o = 107N [0 VS5 10 = OO 31
SUBCONTRACTOR MAINTENANCE . .....coiti e ettt ettt et e e e e e e e e e e e ettt et e e e e e s e e e e aaatteeaeeeessssse e reeeeeeeeeeeas 31
INEW .ttt s ettt 22222 e st ettt et e Rt bt et e st e e s SRR e eR e ettt ettt st e et s e ettt ettt e s enens 31

1Y NS = = TSR STT PSRRI 33
[0 = 5 33

[ D=8 1 =SOSR 33
MODIFY/ADD VENDOR MASTER .....cooi oottt ettt e et e e e ettt et et e e e e e e s e et et eeeeeeeeesssees e b aeeeeteeeessssssearearaeeees 35
L= 2T 36
1Y/ T =] 40

[N [0 (= O 41

T (o] =TT TR 42
LYo 107 TR 42
Lo 0L T T T T T T OO PP PR OUPRTPPPRTON 43

FaN I = 1 TR 44
LD o I (o T T T T TP TP TUU PP 45
10 = TR 47
(0001411 ToTo [ O (-1 PRSPPI 48
(0] ] r= Tt 13T 48

Ao =1 (VoSSR STRTRI 49

(01T gl D 7 L v= T 49

K10 oTol0] 0 1 =T (o 50

U o L1 RS RRR 50
101 1] (= 51

AP TRANSACTION MAINTENANCE ... oottt et e e e e e e e s e s e bbb e et e e e aesessssssa bbb b baeeeeeeesssssssasrees 53
TRANSACTION ENT RY Looiitittiiiiiiee e ettt ee oottt ettt e e e e tsssaae s etttteteesstsstas s ———eteteaaasssssstr st s s tseeesseeessssssassssaaetttteteessssssssrrrrsreeeees 54
LYo 1[0 = RPN 55
INBW ENETY et h et h e b e bt b oo h e e R e Rt eE e R et h e R R e R R 55

[T = g1 £ 57

Page 3 of 171



Accounts Payable User Guide

(I B 1531 1o 10 (o] R 58
LGl P T TP T PP PSP PR PP URTPPRPRTPPN 59

RS TU o Tol0] 0 1 =T (o (P 60

P r= 1ol 0 1<) | RO 60

[0 1<] [=1 (= 61
(0121 0 T A1 =11V 0 LRI 62

NN T = 11 OSSR 62

L] = | R PPUUPPRRRIN 64

(I 151 101U (o] 1 TR 65

LI o SRS 66

1N 1o 11 =T (] SRR 67

FAN 1 10] 11011 | TR 67
1S (<] (RS 68
[0 =] I Y/ =[O 69

N o o1 T PP PTOPPPPPP 69

(] = | TR 70

LTI 111 o101 o) o 72

L€ I o lo L TSRS 73

K10 o Tol0] 0 1 =T (o (P 73

PN r= 1ol 0 1<) | RSO 74
[T 121 (PRSI 75

A DJIUSTIMENT S ittt i e eiiei it ettt ettt ettt bbbt s e st s e e e e eeeeeastee s s e e e s s e e e b e e bbb bbb s s e e e eeeeaeaaasee e s e e e e s e e e b b e bbb bbb s e e s eeeeeeeeseeeaeees s e e s see et ba b b babaaan 76
INBW ENETY et h e bttt h e E e e bt oo R e R oAb R R Rt E e R Rt Rt nR et 76

(T - 01| R 77

(I 151 101U (o] 1 TR 79

L I o RS 80

TN 1oL 11 =T (] SRR 81

PN r= Yo a0 1<) | ST RO RRRR 81
[D1<] [<1 (TR 82

g =11 NN 83
FIXED EXPENSE TRANSACTION ENTRY ..ottt e et e bttt e e s sttt e s e s ettt e e e s s bba s e e s sabbbaeesssabaaseessnrbaeeeas 87
FIXED EXPENSE PROCESSING......cooii ittt oottt ettt e e e ettt e e s ettt e e e et e e e e s saaee e e s et aaeeessesaaeeesssbeeeesssaanseesesrenneeas 90
ACH TRANSACTION ENTRY ...ttt ettiie ettt ettt e e s sttt e e s ettt e e s s ibae s e e s eb b aeeesssbbeeseaabbaeeessbbaeseessbaeeessssbassesssbbaseessabaeseesares 94
CrEate ACH PaYMENTS ... eiiieiie ittt ettt ettt ekt e et bt e o2 ket e eh bt e e ek bt e e b bt o4 abe e e 4a bt e e ah bt e e eh bt e e kbt e aab e e e aabeeeanbeeanbbeeanbnee e 97
DiSPIAY ACH TEANSACHIONS. ... .eiteeiteiteetie ittt sttt b bbbt b bt e s e sb e e bt e bt ekt e bt ekt e et eb e e b e e ab e eb e e b e et e e e e sbeeseenbeabee b 100

0L SR 100

(O g Ta (o T o T 0] (S = LT O PO U PPTOT TR UPRT PR 101

(O T (IO G (< T 1 [ TURR 101
EDIT ACH TRANSACTION ...ttt oo et e e e e et e e e et e e e e et e e e ettt e e s e et et e e s et e e e s eeeneesseaaneens 103
Lo [ YO8 N = 1 57 11 o o 103
N L O I I =TT Tt o SOV UPRTROTR 104

AV L@ 1O o I o N LY\ 1S TR 105
GRANT ALLOCATION REPORT ..ottt ettt ettt e e e ettt e e e e eh et e e s s eab et e e e s st e e e e s s eabes s e e s st eaeessasbbaseesesbbaeeessasrens 107
AP PAYMENT PROCESSING .....cctttttiiiiee ettt e s e s et e e et e e e e e et ettt et et aae e b b e e b ssesseeeeseeseaaaseeessesssesesaasbaasnas 109
VENDOR PAYMENT SELECTION ... ..ottt ettt ettt e ettt e s e e ettt et e e s sttt e e e s st b e e e e s sabbeeeessbbeeeessbbtsaessbbeesessasbeseessns 109
(DUl L (T 110

[T FTol 01U = Lo o] LS OU 112

[ D Tl L=l g1 = PO TRTUPRTRTR 113

(O 17X o! o | TR 114

R (=] (= (o= R 116

ST oToT a1 =Y (] £ TR 117

[ T= N 1Y 1T S UUT 118
HOIA/PAY SEALUS. ...ttt ettt b ettt bbbtk b e bt e s e e bt e b e e bt ekt e bt ek e e s bt eb e e b e e nbeeb e e nbeebe e b e ebeesbenbeabee b 119

(@8 T T =T (UL (=11 1T o1 £ PSSO 120

Page 4 of 171



Accounts Payable User Guide

RELAINAGE PAYMENTS ...ttt ettt b e h bt e ekt e b e eh e oA ke ek e 1h bt e R ke e k£ e e bt e eh bt es bt e bt e eh b e enbe e bt e nbeeeeneenes 120

PEINT ON SEPATALE CHECK ...ttt b et b bbbt b ekt e bt ekt e b e sb e e b b e eb e eb e e b e et e e b e ebe e b e nbeebee b 121
(g N Y/ = N 0] = O =t T 122
CHECK REGISTER BY AT . ... iiiiiiiii ittt e et e e e e e e e e et e et e et et a e et bbb bbbt eesseeeeeeeetaa e s et st e s e b bbb bbb bbb esseeeseeesassssassensses 126
CHECK DISBURSEMENT LIST 1uttttttiiiiiiieeiiiiiitttteeee e e e e e e eesessesbatae e et sseeeeesssssssasasseeeeaaaeassssssssa s ba s s aeseeeeeeessasssbbbaaeseeseeeessssssssssrsennnees 128
CHECK WARRANT REGISTER. ... .ciiiiiiiiiiiiittititiiettt st s s st st e e e eeaeeaeteett e e st e s e s b b e bbbt sesseaeaeeaeeassses st s s e b b e e b bbb bbb essesseeessassnsaasnssees 129
(O A L0 18 L0 = =3 N0 10 12 130
BANKING MAINTENANCE ... .ottt e et e oottt e e e e e e e e s e e e e bt e e aaeteeteeesss s s b bbb e eeeeeeaeeessssssssbbbbeaeeeeeeeeesssasssnres 131
SET UP CHECKING ACCOUNTS ... ciiiiiiiiiiiietiteetiettb bt s s ettt e s eeaaaeasteeete e et e s s bbb bbbt sessaeeaesaasaass et s se s e b ba bbb bbb ssseeseeessasssnassssnses 131
CHECKBOOK IMAINTENANCE ...ttt tiiiieiieii ettt eeet ettt e sttt e s e eeeeeaeeee et e e s s e s e e bbb bbbt sesseeeeeaaeeass s e e st s s e b b e bbb bbb e s eeeseeeseansseasssnsses 134
DEPOSIES/CIEAILS ...ttt ettt ettt bt s bbbt bbbt e s b oo bt e h b e e btk e bt ekt e s et eb e e R b e ARt e b e e bt ke e b ebe e nre b e nne s 135
L1 o = VY= A T o R 136

Y =T a L E= O 1T TR 137

o {eTot0 0T | [T O 1Tl 137
L0010 L C= O =T (S USTT 140

PN SEALEIMENTS ..eeiiiiiieeeet ettt et e e e e e e ettt ettt e eeeeeesse et bbb et eeeeeesesseaaasss s eeseeeeeeeeesssseas b e b ee e e e e eeeeeeeseeassabebbeseaeeeesssssasssabeenneeees 142
BalanCe GENEIAI LEUGET ... .cuveeiee ittt ettt ettt e s e s e e e e st e an b e este e teess b e en e e teesseeanbeesteeseesneeanteeeeeaneeaneeenes 142

(O g 1<To3 T 0] 7= | F- TR 144
TV [ 144
IMANUAL CHECK ENTRY L.iiiiiiiiiiiiiiiiiiiiie sttt e e e e e e et ettt ettt e e et e bbbt e s s s e e e eeeeaeeaste et e e et e e e e bbb bbb bbbt essseeseeeeseassessssssssesbbbbabaasaes 144
DISPIAY RETEIENCE ...ttt h et bbb bbb bt b e e e bt bt e bt eb e e s bt eb e e b et eb e e bt e e b e e b e et e ebe et e nbe et e e b 145

1] Lo A (=T (=] (=T L= 146
(60T Fo L O ST O UV PPT VP UROPRPRPPRIN 147

VOID CHECK ENTRY L. iiiiiiiiiiiiiiitiiiiitiiiiie st s st e e et e e e et e e et e ettt e eta e e e bbb st eeeteeeeaeaeeaaese e e s s e s s b e e e b b et bbbt eeseeeeaeaseeeseeessssnsssrabarbabaaanen 147
(60T P T TSP T TSP PP PP VR UROPRPRPPRIN 149
CHECKBOOK ADJIUSTIMENTS ....ttttttetteeeeesttieitststeeseeeeeeeessssaessssssssssseeeaasssassssasssesessasessssssssssssseseseeeeessssassssessssesseeeeesssssssssrssssneees 150
DBPOSTES/CIEAILS ...tttk b etttk ekt e s e m b e ekt e s b e 4R b e e skt e ob £ e 4H b e e Rt e £ ke e eh b e eR b e e m bt e ebe e eb b e enbe e nbeeebeeereeenes 151

N gL T K D =] o 11 TR 151

B 1005 (=] 152

T 07U o [ TR 152
L0 (- S PPT 153
AGED TRIAL BALANCGE ... ..ttt ettt e e e ettt ettt e e e e e s e e et b saeeeteaaeesssssse b bbb baseeseeeeesssssssbbbbbbaseeeeeeesssssssaees 154
I NAYA@ ] (08 R B0 i =1 2O ] = 156
VENDOR MASTER INQUIRY .ottt ettt ettt s e e et e e st e e s st e e e e bt e e e bt e e aab e e e aste e e asbeeesteeeentaeeasteeesnreeesrneensnes 158
PRINT 1009 ST AT EMENTS ...ttt e et e e et e et e e e e e e as e st e e e aaeeeeeeeess s e e ababaaeeeeeeeeessessssssrbraneeeeseeeesssanssres 159
TRANSMITTER SETUP ...ttt iiiiiiiiii ittt ettt e et s et e e e e e e eeaeeee s e e e e s e e e e b be bbb bbb e e e e e e eeeeaseea e e e e s s e e e s e e e bbb bbb bbbt eeeseeeeesesseassnesssnesses 159
(01217 N I =3 2N =1 SRR 162

Ly DYl N2 = i TP 162
[0 = 3 ST 163

[T =T 2T N1 Lo = 111 167
(0110 N =l 2N = ST TR 169

D = I 11 N = =S 170
USER DEFINED ENTRY oottt ettt et e e e e e e e ettt ettt e e e e e e e s s s e bbb b aaeesseeeesesssses bbb b aeaeesaaeaessssssssbebbbasaeeseesesssasssnres 171
GL POSTING INQUIRY .ottt ettt et e e e e b et e e et e e et be e e e bbe e e bee e e sbeeeesbeeesabeeesaaeesabeeeasbeaesnbeeesabeeeaabeesnrens 172

Page 5 of 171



Accounts Payable User Guide

Product Description

Accounts Payable

Fleet-Net Accounts Payable is an open invoice system designed to process outstanding invoices, make vendor payments,
and generate journal entries for the general ledger.

Invoices are processed on an open invoice basis. Recurring expenses can be recorded automatically if established in a
fixed expense file.

Expenses associated with a given invoice can be distributed to multiple expense accounts across multiple divisions. If an
invoice is paid during the discount period, the discount is taken automatically. If the Vendor Master file is updated with Net
Due, the Due Date field during invoice entry is automatically populated.

Retainage can be used to withhold payment of part of the invoiced amount by entering retainage amount or percentage.

A purchase order reference is on file for each invoice. Various automatic pay options are available for specification at
payment time. Options include manual payments, on-account payments, invoices eligible for discount, invoices for a
given vendor, invoices due within a specific time frame, and fixed expenses. A hold status assigned to an invoice
prohibits its payment.

Accounts Payable includes a payables register, aged trial balance, vendor checks and ACH. Also included is an auto
checkbook where A/P checks, ACH payments generated through Accounts Payable and Payroll checks are automatically
posted. An on-line vendor inquiry is also included.

All journal entries associated with accounts payable are automatically transferred to a general ledger holding file for
update to general ledger at user's discretion. Fleet-Net allows for use of either the cash or accrual method of accounting.

Invoicing and Payments can be tracked in Contract Maintenance and Project Tracking modules.

Balancing Payables

At the beginning of every month, there are usually invoices for the prior month and invoices for the current month. It's a
good idea to decide on a cutoff date (such as 10th of month) to enter the final invoices for previous month. These
invoices should be separated and entered in two batches (prior and current). This way invoices from two different months
won't get updated together (and expenses won'’t be in the same month.)

Invoice date must be less than or equal to G/L posting date.

In order for expenses to be in the correct month and on an accrual basis, a lease payment due by August 10 for an
August lease expense received in July, must be entered with an August invoice date and the expense must be posted
with an August G/L Update Date. If one would enter this invoice with a July invoice date and update it with an August
G/L Update Date, the invoice would be on the July Aged Trial Balance, but the expense would be in the August GL.

Checkbook Reconciliation

Fleet-Net automatically posts cash disbursements to Checkbook Maintenance when processing accounts payable.

If Fleet-Net for Windows Accounts Receivable module is being used, deposits will automatically post to the checkbook. If
the Accounts Receivable module is not being used, those entries must be manually entered.

This program stores the G/L account number, corresponding bank account number, previous statement date, previous
balance, deposits, checks, and computes the current balance.

NOTE: Thisis not a Proof of Cash. This program is meant to help balance the bank statement. The datain it can also
help you obtain the figures needed to do actual cash reconciliation.

The Print Audit report associated with this program prints out a complete audit trail of postings to the checkbook for a
selected period. Every month, the checkbook must be balanced with the bank statement. After the checkbook is
balanced to the bank statement, it must be updated.
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Accounts Payable Implementation

It is understood that the Systems Administration Guide had been followed completely and that all other modules are
working prior to the Accounts Payable installation.

The module must first be installed as directed in the System Administration Guide. Briefly, this includes (1) copying
the data files, program files, server database, and the client master database, (2) running the configuration
program, (3) copying the client master for individual use.
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About This Guide

This guide contains standard procedures for operation and a description of each feature released with the module. The
module description provides the intended application or use of the module and any comments that relate to this specific

module.

Below are features that are used through FNW applications.

To correctly exit a form or exit out of Fleet-Net®
completely click on the Fleet-Net® Icon always
located in the upper right of every form.

**\When the binoculars search function is not available,
nor a drop-down list, select ‘Ctrl F* as a search tool.

When using this button to search the following sample
form will open up. Use any of the search item criteria
to find your item select it and it will populate at the
bottom of this form. To populate the previous form with
the selected item simply hover over the item # and
double click it. Close the search form.

S| FNWO_ItemSearchSubForm 02/25/2004 @ 2010 Fleet-Net Corp

ltem Search

Our Item Des

Warehouse / Bin Location: |

Product Class: [

Vendor Name: [

Madel: [

Lol Ll Lef Lo e e L]

Item &

Description

Unit Cost ‘

Throughout Fleet-Net® modules, there are Green
Check marks that will appear next to specific fields.
These Green Checkmarks when selected will open the
Misc. List Codes form allowing the user to setup the
necessary codes and their value for the associated
field.

The clock button allows for changing the time entry.

The question mark button opens the search option.

The Stop button aborts the current selection process.

The calendar button allows for quick selection of a
specific date via a calendar. Calendar defaults to
current date.

EE frmCalendar: x|
M Api v 4] 2010k
SuMo TuWe Th Fi Sa
12 3

4[5 8 7 8 9 10

1112 13 14 15 16 17

18 13 20 21 22 23 24
25 26 27 28 23 30

LCancel

The calculator button allows for quick simple
calculations on the fly. It opens up your systems
calculator.
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Accounts Payable Checklist

Initial Setup Checklist

This checklist follows the instructions outlined on the following pages.

Done

Menu

GLO1

AP

AP11

AP11 or
APO4

AP11

AP11

AP11

AP11

(@)

(b)

(©

(d)

(€)

(f)

(9)

(h)

Program/Procedure

Auto Post Setup in General Ledger is required prior to utilizing the Accounts
Payable module.

Setup & define miscellaneous codes, used throughout the Accounts Payable
module, using Miscellaneous Codes Maintenance.

Determine the Method of Accounting, Aging Brackets and General Ledger
posting options, using A/P Control Record Setup.

Use Add/Modify Bank Accounts/ Setup Checking Accounts to enter all
Banking and General Ledger Account #'s, and Last Check #

Define values for CheckbookTranNo, SubcontractorNumber, TranNumber, and
VendorNumber, using Setup Tran Control Records.

Define printing set ups, including MICR, logos, signatures using Setup Check
Print Options.

If choosing to use the User Define Data option then select User Defined Data
Field Setup to begin the set up. (Refer to that section of the manual for
additional instructions.

Setup Internal Email Notification using, Email Notification Setup.
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Vendor Setup Checklist

This checklist follows the instructions outlined on the following pages.

AP

AP

APO1

(@)

(b)

©

Setting up Vendors in the Vendor Master File utilizing Modify/Add Vendor
Master.

Additional Vendor Setup List for other options:

Commodity Codes setup during Miscellaneous Codes Maintenance.

Vendors being paid by ACH will need to have banking information setup
Utilizing ACH Setup. Email address is required. Setup in the Vendor
Master to allow for payment statements to be email to Vendors.

Products that will be ordered from one address and payment made to a
separate address the Order from form will need to be completed.

DBE setup during Miscellaneous Codes Maintenance.

If tracking transactions for Subcontractors, utilize Subcontractor Maintenance to
set up the subcontractors.

If Vendor will be paid a fixed amount on a regular basis, utilize Fixed Expense
Transaction Entry to set up the transaction.
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Standard Cycle Checklist
This checklist follows the instructions outlined on the following pages.

Done Menu Program/Procedure

APO1 (@ Transaction Entry — Record invoice, debit or credit memos, and adjustments.
Print Reports and Update Transactions to subsidiary journals.

APO1 (b) Fixed Expense Processing — If Fixed Expenses is being utilized process the
transaction for all vendors being paid using this option.

AP (©) Invoices Due Report — Generate report to determine what invoices will be paid.

APO3 (d) Vendor Payment Selections — Utilized to select transactions to be paid by ACH
Payment or Check Print option.

APO1 (e) ACH Transaction Entry - Create and Update ACH Payments, Create ACH Xfer
File, and print reports.

APO3 ® Print Vendor Checks — To print check for the selected vendor transactions.

APO4 (g) Manual Check Entry - Utilized this function to enter checks issued outside the
system. (Note: Transaction must be entered and updated in Transaction Entry
prior to entering the manual check).

AP0O4 (h) Void Check Entry — Allows for voiding checks and canceling or re-generating
invoices for payment in the future.

AP0O4 0) Checkbook Maintenance — Tracking Accounts Payable & Accounts Receivable
transactions. Utilized to balance checking accounts.

ACH Cycle Checklist

This checklist follows the instructions outlined on the following pages.

Done Menu Program/Procedure
APO3 @ Vendor Payment Selection — Select Vendors paid by ACH and process
invoices for payment.
APO1 (b) ACH Transaction Entry — Utilized to create the ACH Payments and Transfer
Files.

1b) Create ACH Payments
2b) Display ACH Transactions

3b) Print Transactions
4b) Create ACH Xfer File
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General Ledger Setup

Click General Ledger Setup. General Ledger set up is required prior to utilizing the Accounts Payable module.

Proceed to the General Ledger manual for setup instructions.

General Ledger System Menu

EAEIEA AP Y M EYEI PN P I

General Ledger Setup

Budget Maintenance

Journal Entries

Financial StatementsfInquiries

Project Tracking

Account Balance Inguiry

GL Transaction Inguiry

Quick Balance Inquiry

Month End Clozing

Fizcal Year End Closing

Amortization Calculator

Special Routines on GL menu

Aeturn to Previous Menu

Enter your selection:
War: 09,06 [2/6/2018] Iday FMLY42

| | end | | eng | | e | wa| | wnd || el e || e | g | asg | e

[] Show Details
GL

Find

General Ledger Setup

EAEIEPYFIEY A PSP 1N Y

4

Control Record Setup

Fizcal Year Setup

GL Division Setup

Chart of Accounts Setup

Mizcellaneous List Setup

Redizstnbution Reference Setup

Auto Post Setup

Update Consolidation Fields

Recompute Account Balances

Fizcal Year Delete

Return To Previous Menu

Enter your selection:| |
War: 09.06 [2/6/2018] Iday FHLY42

T

=

| | || el ) |l e || ey | e

[] Show Details
GLOT

Find
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Accounts Payable Setup

ACCOUNTS PAYABLE

A EAE| PP EAE{ S P N N

1

AP Transaction Maintenance

Modify/Add Vendor Master

AP Payment Processing

Banking Maintenance

Aged Trnal Balance

Invoices Due Report

Yendor Master Inguiry

Print 1099 Statements

User Defined Entry

Mizcellaneous Codes Maintenance

AP Setup

Subcontractor Maintenance

GL Posting Inquiry

Return To Previous Menu

Enter your selection:
Ware 0906 [2/6/2018] Iday FHLY42

EECARIEEU UL DTS DTS DT DTS DRCT MR AT MR DR AR ATt

[] Show Details
AP

Find

Miscellaneous Codes Maintenance

Click Miscellaneous Codes Maintenance to define all codes used throughout the Accounts Payable module.

Each Fleet-Net application includes a list of miscellaneous codes that are used within the system. Some of these
codes are preset by Fleet-Net (Specific) while others are user defined.

ACCOUNTS PAYABLE

X P P EXEAP P P S

1

AP Tranzaction Maintenance

Modify/Add Yendor Master

AP Payment Processing

Banking Maintenance

Aged Trial Balance

Invoices Due Report

Yendor Master Inquiry

Print 1099 Statements

Uzer Defined Entry

Miscellaneous Codes Maintenance

AP Setup

Subcontractor Maintenance

GL Posting Inquiry

Return To Previous Menu

Enter your selection:
Wan: 09,05 [2/6/2018] Iday FNLY42

[] Show Details
AP

Find
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Enter or select Miscellaneous Codes Type to be created and/or codes defined.

|Modify { Add Misc List Codes

Module: ’ﬁ

Type: |

<

1033Codes
1033iscPrintFomat
AchEmailFarameters
AchTransactionCods
Attachments
CheckPrintFormat
CommodityCode

DBE

DocumentCode
MotificationGroup
PhoneT ype
ReturnémountCode_4A
TinType
Type0fGoods
UserDefinedFieldType
UserDefinedFormM ame

Field Name Description
Code Enter a code, either user defined or specific.
Value Enter a description to define the selected code.

1099Codes (Specific) Enter Codes and Values as shown in table below.

Modify | Add Misc List Codes

Module: [2F
Type: 1095Codes )
Code Value Print
[ 1095-MI5C
Code Value
A 1099-MISC

1099 MiscPrintFormat (Specific) Enter Codes and Values as shown in table below.

Module:

Type:

,ﬁ

1039MiscPrintFarmat

Modify /| Add Misc List Codes

Code

Yalue

FMAP_1099MiscR eportlaser

P (1099 Print Format
1

Code

Value

1099 Print Format

FNAP_1099MiscReportLaser
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AchEmailParameters (Specific) Enter Codes and Values as shown in table below.

|Modiiy { Add Misc List Codes
Module: W

Type: |AchEmailParameters W

Code

Value

PathTodchFeport

FepoitType

pdf

Code

Value

PathToAchReport

(Drive Location) C: Folder/File Name

ReportType pdf

AchTransactionCode (Specific) Enter Codes and Values as shown in table below.

Modify { Add Misc List Codes
Module: 'ﬁ

Type: &schTransactionCode

Code

Yalue

Print
22 Checking Account
»
Code Value
22 Checking Account
Attachments (User Defined)
Modify /| Add Misc List Codes
Module: [ 2P
Type: Attachments v
Code Yalue Print
¥ {[Dacumerts
Fhata Phata
CheckPrintFormat (Specific) Personalized by location.
Modify /| Add Misc List Codes
Module: W
Type: |CheckPrintFomat v
Code Yalue - Print
¥ |[CamTian FMAP_CheckPrintReportCmb
CaTh FMAP_CheckPrintReportCATA

Laser

FMAP_CheckPrintReportFrc
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CommodityCode (User Defined) Possible option utilized the standard NAICS codes.

Modity } Add Misc List Codes
Module: W
Type: CormodityCode w
Code Value Print
¥ |[238220 PLUMBING, HEATING, & A/C CONTRACTORS

238290 AUTOMATED & REVOLVING DOOR IMSTALLATION

2385590 PARKING LOT PAYING, PAVER INSTALLATION, FENCE INSTALLATION

335122 COMMERCIAL ELECTRIC LIGHTIMNG FIXTURE MANUFACTURING

DBE (User Defined) Disabled Business Enterprise

Modify { Add Misc List Codes
Module: 'ﬁ
Type: DEE v
Code Yalue Print
¥ P Asian Pacific
B Black
C Caucazian
Ay African Amenican
H Hizpanic
a Other [i.e. not of any other group listed here]

DocumentCode (User Defined)

Madify | Add Misc List Codes
Module: ’W
Type: DocumentCode W
Code Value Print

AR Contact AR Contact

Contract Contract

Ireeoice Irvenice

Mema Mema

Phato Phota

Wendor Mate Wendor Mote

NotificationGroup (User Defined)

Modify { Add Misc List Codes

Module: | AP
Type: NotificationGroup P
Code Value Print
Directors
A Adminstation
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PhoneType (User Defined)

Module: W

Type: PhoneType

Modify /| Add Misc List Codes

Code Yalue
C Cell Phone
ul Office Phone
F Fax Phone

ReturnAmountCode_A (Specific) Enter Codes and Values as shown in table below.

Module: [ 2P

Type: RetumbmountCode A

Modify / Add Misc List Codes

Code

Value -

Rents

Rayalties

Other Income

Federal Income Tax withheld

Fizhing Boat Proceeds

Medical and Health Care Papments

MNoremployes Compensation

Substitute payrents in lieu of dividends or interest

Crop Insurance Procesds

Excess golden parachute payment

Gross proceeds paid to an attomey in cannection with legal services

Section 4034 deferrals

L =0 e 20 = O I I I I I

Section 4034 income

>

Record: 4 4 14 of 14

L]

Search

Code

Value

Rents

Royalties

Other Income

Federal Income Tax Withheld

Fishing Boat Proceeds

Medical and Health Care Payments

Nonemployee Compensation

Substitute payments in lieu of dividends or interest

Crop Insurance Proceeds

Excess Golden Parachute Payment

Gross proceeds paid to an Attorney in connection with Legal Services

Section 409A Deferrals

m| OO |T@|[> |00 |[N O (0|~ |Ww|N |-

Section 409A Income
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TinType (User Defined)

Modify f Add Misc List Codes

Module: [2F
Type: TinType w
Code Value Print

1 EIN

2 Social Security Mumber

HI
Code Value
1 EIN

Social Security Number

Type of Goods (User Defined)

Modify { Add Misc List Codes
Module: [2F
Type: TypelfGoods w
Code Yalue
Bus Parts MULL
Inzurance Payout MULL
Mon-Taxable Beimbursement MULL
Refund MULL
“whorkers Comp Claim MULL

UserDefinedFormName (User Defined)

Modify § Add Misc List Codes
Module: 'ﬁ

Type: UserDefinedFomMame w

Code Value
Additional Yendor Info
CantractStatus
OPERS
Wendor Contact List Custornize List for Vendor Contact Information
“endor Payment Type How Yendor iz Paid
»

UserDefinedFieldType (Specific) Enter Codes and Values as shown in table below.

Modify § Add Misc List Codes
Module: W
Type: |UserDefinedFieldTupe W
Code Value Print

Drate Drate

Mumber Mumber

Tent Tent

Code Value

Date Date
Number Number
Text Text

Page 18 of 171



Accounts Payable User Guide

WarrantAccount (User Defined)

Modify { Add Misc List Codes
Module: W

Type: ‘Wananticcount W

Code Yalue Print

>|AP

WBE (User Defined) Women Business Enterprise

Modify /| Add Misc List Codes

Module: | 4P
Type: wEE "]
Code Yalue Print
F Fernale Dwhned
Fhd Female Minority Owned

Control Record Setup

Click AP Set up, then AP Control Record Setup to define the accounting method, aging brackets, type of cash detalil
postings and GL division options for invoicing. The following form displays.

SETUP

AP Control Record Setup
Add/Modify Bank Accounts

Renumber Yendors

Setup Tran Control Records

|
|
|
|
Setup Check Pnnt Options |
|
|
|
|
|

Uszer Defined Data Field Setup

Uszer Defined Security

Uszer Defined Data Entry Setup

Email Notification Setup

and | || | emd | | wnd| | end] | end| | wnd| | and | | and| | ang

EA b P ELE P P T S

FReturn To Previous Menu

4 || Enter your selection:| | [ ] Show Details

Van: D3.06 [2/6/2018] | [Iday FNLv42 AFT1 Find
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AJP Control Record Setup

Accounting Method: & |,

Aging Bracket 1: 30 Summarize Cazh Detail Postings
Aging Bracket 2: B0 Poszt Diff GL Divisions Per Invoice
Aging Bracket 3: 0
Max Field
Field Size Field Type Description
Select the appropriate accounting method A=Accrual or
Accounting Method 1 Alpha C=Cash from the drop-down list.
Enter the day ranges specific to your transit (Example: 30
Aging Brackets 2 Numeric days, 60 days, and 90 days.)
Check this box to summarize Cash Transactions for GL detail.
Summarize Cash Leave unchecked to list individual Cash Transactions for GL
Detail Postings Yes/No detail.
Post Diff GL Divisions Check this box to enable posting A/P transactions to multiple
per Invoice Yes/No divisions during invoice entry.

Add/Modify Bank Accounts

Click Add/Modify Bank Accounts to set up all Checking Accounts and link the associated General Ledger Account
#s, and enter Last Check #.

SETUP

EAE{ - P EEA PSP TN Y

4

AP Control Record Setup

Add/Modify Bank Accounts

Aenumber Yendors

Setup Tran Control Becords

Setup Check Prnint Options

Uszer Defined Data Field S5etup

Uszer Defined Security

Uszer Defined Data Entry Setup

Email Notification Setup

Return To Previous Menu

o | | ||| | ] e || ] | ] | ] |

Enter your selection:

Yere 09.06 [2/6/2018]

Iday FHLY42

[] Show Details

AP11 Find
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Checking Account #

Checking Account Setup

Account Description

Fizcal

Year GL Div

GL Account # Last Check #

3850774033

M - General

[2018].] [CaTAlL] 1070150700

W

[ £

9858106371

S-State 1513

[2017].,] [CaTaly] [1070150300

W

986332273

L- Local Reserves

[2017 ]| [CaTaly] [1070150700

W

9863312386

R-Commute Reserves

[2017 ]| [CaTaly] [1070150600

W

Max Field
Field Size Field Type Description
Checking Account Alpha
# 20 Numeric Enter the bank account number.
Account Alpha
Description 50 Numeric Enter a description for the bank account.
Select the fiscal year from the drop-down list, this
filters the division and account #'s available in the next
Fiscal Year 4 Numeric fields.
Alpha Select the General Ledger division from the drop-
GL Division 4 Numeric down list.
Alpha Select the General Ledger account number associated
GL Account # 10 Numeric with the applicable bank account.
Enter the last check number used for the bank
Last Check Alpha account. When checks are issued the system wiill
Number 8 Numeric populate the next check number in numerical order.

Double Click Checking Account # field. To enter opening balance or review all ending balances for months that have
been reconciled. The following form displays.

=] FNAP_CheckingAcctSubForm - O

"‘?| Period Ending Date: | 123172017 Ending Balance: | Bio0g525.00 =
*| Period Ending Date: | Ending Balance: | -
Record: H 1of1 F oMb Search
When entering opening balances use table for directions.
Max Field
Field Size Field Type Description
Period Ending
Date Date Enter bank statement ending date.
Enter the ending balance from bank statement that
Ending Balance Currency coincides with the ending date.

Once entries have been made the following confirmation message displays.
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Microsoft Access

Bank Staternent Period Ending Date: 12/31/2017
Bank Statermment Ending Balance: $100,523.00

Cormrect?

Click Yes to continue or No to cancel.

Renumber Vendors

SETUP

AP Control Record Setup
Add/Modify Bank Accounts

Renumber Yendors

|
|
|
Setup Tran Control Records |
Setup Check Print Options |
Uszer Defined Data Field Setup |
|
|
|
|

User Defined Security

mnd || | | mmdt || e | el | end | |l | an]

User Defined Data Entry Setup

=)

Email Notification Setup

EA b P EEA PSP IS P

Return To Previous Menu

1 || Enter your selection: [| Show Details

Vsn: D9.06 [2/6/2018] | [Iday FNLY42 APT1 Find

Click Renumber Vendors. To renumber a vendor. When using this option the vendor is renumbered an all historical
data is transferred to the new vendor number. The following form displays.

D

Start

Renumber Vendor

0Old ¥Yendor #: BOO0T09 W Drinker Biddle & Reath LLF
Yendor Name: v

Search Name: v
Mew Yendor #: [EOOO1S []Auto Assign Yendor Number
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Field

Max Field
Size

Field Type

Description

Old Vendor #

Alpha Numeric

Select the current vendor number from the drop-down list
or enter the vendor number. If the vendor number is not
known, this field can also be populated by searching by
vendor name or search name.

Vendor Name

40

Alpha Numeric

Use this field to search for the Vendor being renumbered.
Select the current vendor name from the drop-down list or

enter the vendor name, this will populate the Old Vendor #
field.

Search Name

40

Alpha Numeric

Use this field to search for the Vendor being renumbered.
Select the current vendor search name from the drop-down
list or enter the vendor search name, this will populate the
Old Vendor # field.

New Vendor #

Alpha Numeric

Enter the new number for the selected vendor.

Auto Assign Vendor #

Check this box to automatically assign the new number for
this vendor.

Start

Click Start to run the renumbering process. Once completed the following confirmation message displays.

Click Yes to continue or No to cancel.

Microsoft Access

Some tables may be linked with the referencial integrity
and cascaded updates, Please wait for all processes to

complete,

Old vendor # BOOO109

Mew vendor # BOD019

Continue with renumber?

Once renumber is completed the following confirmation displays.

Click OK.

Microsoft Access

o Old vendor Z: BODD109

Mew vendor # BO0O019

Renumber Completed
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Setup Tran Control Records

SETUP

AP Control Record Setup
Add/Modify Bank Accounts

Renumber Yendors

Setup Tran Control Records

Uszer Defined Data Field Setup

Uszer Defined Security

User Defined Data Entry Setup

Email Notification Setup

wnd ||| ||| wad | el | |l | and | | and | eng

|
|
|
|
Setup Check Print Options |
|
|
|
|
Return To Previous Menu |

EAE| P ETE{PS P Y

1 || Enter your selection: [] Show Details
Yer: 09.06 [2/6/2018]  |[Iday FNLw42 AP Find

Click Setup Tran Control Records to define values, maximum digits, and leading zero numbering. The following form
displays.

Transaction Control Record Setup Form

Record Type Yalue Maximum Yalue Max Digitz Add Leading Zeros
|EheckB ook TrarnMo | | | O
|Subcontiactoumber | 2| 9393333 | 7
|T ranturber | | | L
[Werdomumber | E | 9999559 | 7
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Max Field
Field Size

Field Type

Description

Record Type
(Not User Defined)

The fields shown above must be entered exactly as shown
above.

Value 12

Numeric

Leave CheckbookTranNo and TranNumber blank.

For VendorNumber, enter the last vendor number used.

If auto-number is used when creating new vendors, the system
will automatically assign the next number in sequential order. For
Sub Contractor, enter the last subcontractor number used, the
system will automatically assign the next number in sequential
order.

Maximum Value 12

Numeric

Leave CheckbookTranNo and TranNumber blank.
For VendorNumber and SubContractorNumber, enter the highest
number to be use based on Max Digits (see next).

Max Digits 8

Numeric

Leave CheckbookTranNo and TranNumber blank.

For VendorNumber and SubContractorNumber enter the
maximum number of digits that you will use for numbering
vendors.

Add Leading Zeros

Yes/No

Leave CheckbookTranNo and TranNumber blank.

For VendorNumber and SubContractorNumber, check the box if
you want the system to assign leading zeros. Adding leading
zeros will allow for a standard numerical search.

Setup Check Print Options

Click Setup Check Print Options to define all Accounts Payable check print options. The following form displays.

SETUP

AP Control Record Setup

2| Add/Modify Bank Accounts

3| Renumber Yendors

4| Setup Tran Control Records

5| Setup Check Pnnt Options

6| User Defined Data Field Setup

Uszer Defined Security

Uszer Defined Data Entry Setup

2]

Email Notification Setup

A b P E P P P S

6| Return To Previous Menu

and | | end| | emd | | wnd| | wed| | wad| | wnd | | | and| | ang

4 || Enter your selection:| |
Ysn: 09.06 [2/6/2018]

Iday FMLY42

[] Show Details

APT1 Find
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FNAP_CheckPrintSetupForm 11/30/2016 © 2016 Fleet-Net Corporation

Check Print Setup

Checking Account #: 50007868

+ | [OPERATING CHECKING ACCOLNT

Max Check Stub Lines: | 15
Print GL Distribution On Checks: []
Print Signatures On Checks: [ |

Enter only those items to be printed on check.

Check # Max Digits:|  [] Add leading zeros to check #
[] Print voided vouchers

Bank Branch #:

Do not use if pre-printed on check.

MICR Checking Account #: 0050007863

Bank Routing #:

Path To Company Logo:

Path To Bank Logo:
Bank Name:

Bank Location:

Path To Signature:

| Ysn: 09.06 [12/1/2016]

MICR Check Routing #: 041200555

Max Field
Field Size Field Type Description
Enter the maximum number of lines to print on the A/P check
Max Check Stub Lines Numeric stub. Usually 15 is appropriate.
Print GL Distribution on Check box to list the GL expense accounts #'s on checks
Check Yes/No stubs.
Print Signatures on Check this box to print electronic signatures on A/P checks. If
Checks Yes/No box is checked the Path to Signature will need to be set up.
If leading zeros are being used, enter the maximum number of
Check # Max Digits Numeric digits for the check number.
The program originally defaulted to add leading zeros to
Add leading zeros to check numbers. In order to continue using leading zeros, this
check # Yes/No box must be checked.
When box is checked, and when there is more data than will
fit on one check stub, the program will void the next check(s)
and print the overflow data on the voided check(s). Check
print formats can be created that will allow for overflow
datato be printed on blank paper after all checks are
Print voided vouchers Yes/No printed which eliminates the voided checks.
This is an optional field; it was added for specific banks’
Bank Branch # Alpha/Numeric | positive pay files.
If blank check stock is used, enter the bank account number.
MICR Checking Account # 20 Alpha/Numeric | The el3bscr.ttf font must be copied into C:\Windows\Fonts.
If blank check stock is used, enter the bank routing number (9
digits). The el3bscr.ttf font must be copied into
Bank Routing # 15 Alpha/Numeric | C:\Windows\Fonts.
If blank check stock is used, enter the bank routing number (9
digits) The el3bscr.ttf font must be copied into
MICR Check Routing # 15 Alpha/Numeric | C:\Windows\Fonts.

Page 26 of 171




Accounts Payable User Guide

Max Field
Field Size Field Type Description
If blank check stock is used, enter the path to the location on
Path to Company Logo 100 Alpha/Numeric | the network for the Transit’s logo.
If blank check stock is used, enter the path to the location on
Path to Bank Logo 100 Alpha/Numeric | the network for the Bank’s logo.
Bank Name 50 Alpha/Numeric | If blank check stock is used, enter the name of the bank.
Bank Location 50 Alpha/Numeric | If blank check stock is used, enter the address of the bank.
) | Enter the path to the location on the network of the file containing the
Path to Signature 100 Alpha/Numeric | signature(s) if electronic signatures are used.

User Defined Data Field Setup

SETUP

AP Control Record Setup

2| Add/Modify Bank Accounts

2| Benumber Yendors

4| Setup Tran Control Records

5| Setup Check Print Options

6| User Defined Data Field 5etup

Uszer Defined Security

Uszer Defined Data Entry Setup

2]

Email Notification Setup

6| Return To Previous Menu

EAb={ - FELE{PS PSS S

wnd ||| | wmd || el | | e | e | and| | and | | oand | eng

1 || Enter your selection:
Wsn: 09.06 [2/6/2018] Iday FHLW42

[] Show Details

APT1 Find
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Click Setup User Defined Data Field Setup to set up user defined AP data fields for custom tracking and reporting.
These forms can be used for additional information about Vendors not on the Vendor Master form.

Click Form Restrictions to view or add new forms. Click Green Checkmark to define new forms. The following form
displays.

User Defined Forms

User Form Name Fleet-Net Form Name -
Data Fields
“endor Contact List w | | |FNAF‘_VendorMaste|Folm

¥
Form
: <l -

Field
Restrictions

-

Rename
Fields

Max Field
Field Size Field Type Description
User Form Select existing form from drop-down options or Click Green
Name 50 Alpha/Numeric | Checkmark to add a new form.
Available Selections are FNAP_VendorMasterForm or
FNAP_UserDefinedDataEntryForm. Assigning new User
Fleet-Net Form Forms to the Fleet-Net forms allows for data entry to the User
Name 50 Alpha/Numeric | Forms from the Vendor Master or from the menu (see below).

Click Data Fields to setup the field name and the field type. The following form displays.

User Defined Forms

Field Name Field Type History "
|Subcontractor Name [Tent = [l Data Fields
|Subcontractor Contact [Tent ¥ O He;?ilc“t]iuns
|Suhcnntractnr Email |Text W O Field

(3 | | v O Restiictions
Rename
Fields
Max Field
Field Size Field Type Description
Field Name 50 Alpha/Numeric | Enter the category of the data being tracked for the vendor.
Date, Number, and Text. Set up in Misc Code Setup
Field Type 8 Alpha/Numeric | (UserDefinedFieldType).
History Yes/No Check the box to retain historical records of all changes made to this field.
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Click Field Restrictions to select Field Names to be included in the selected form. The following form displays.

User Defined Forms

Form Name: [Vendor Contact List + | |Customize List for Wendaor Contact Information

Data Fields

Field Name

|S ubcontractor Contact Mame

Form
» Restrictions

| Subcartractor Email w Field
o el
F
| Subcartractor Mame

e

Rename
| v Fields
| Branch Location #1
Eranch Location #2
Budgetary E stimate
ot code
T exp
oo humber
Contact Emall
Contact Name
Contact Phone #

Lazt Price Paid for Goods. Partz or Equipment

Re{ Mon Contract

Opers Postion Title [32 Characters)

Opers Status

Operz-Begin Date-Period of Services (MMDDY YY)
Opers-End Date-Period of Services [MMDDYY'Y'Y)

Other Yendors Researched? v

Click Rename Fields, Select the field being renamed in the Old Field Name box. Type new name in the New Field
Name box.

User Defined Forms

Data Fields
Did Field Name
[ - T Form
Subcontractor Contact estrictions
Subcontractor Email Field
Subcontractor Name

Restrictions

Rename

Fields
Start

Start

Click Start to rename the selected field. The following confirmation message displays.

Microsoft Access

o Field Rename Completed.

Click OK.
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User Defined Security

Select this form to set up user rights to access the User created forms. The forms entered will be available from the
Vendor Master or the User Defined Data Entry Form.

User Defined Form Security
User Id: ||day W |LuAnn Day
Form Name Descnption
‘Vendor Contact List W |Cuslomiza List for Yendor Contact Informatian
[Wendor Payment Type w | [How Yendor is Paid
Max Field
Field Size Field Type Description
User ID 20 Alpha/Numeric | Select the User ID from the drop-down list.
Select the form name(s) being assigned to the selected
employee from the drop-down list. In order for a user
Form Name 50 Alpha/Numeric | to access forms, they must be assigned on this form.

User Defined Data Entry Setup

Click User Defined Date Entry Setup to enter data for the selected vendor.

User Defined Data Entry [ Lutnn Day
Form Mame: Yendor Contact List w | |Customize List for Vendor Contact Information
Yendor #: /1045 W |Adminislralive Professional
VYendor Hame: "
Search Name: | v
Subcontractor Contact |AA Staffing Enter
Subcontractor Email |aastafhng@staﬂing.com Print
Subcontiactor Hame |Jud}l Jones
Max Field
Field Size Field Type Description

Select the form name from the drop-down list. Only
those forms assigned to the user in the previous step

Form Name 50 Alpha/Numeric | will display.
Enter or select the vendor number from the drop-
Vendor Number 8 Alpha/Numeric | down list.
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Email Notification Setup

Click Email Notification Setup to enter employee’s email addresses to the group that will receive emails when ACH
payments are processed.

Select Notification Group from the drop-down options or Click Green Checkmark to add a new group. One email per
vendor paid via ACH will be sent to all Active employees in the natification group. Email will have an attached

statement detailing invoices paid.

Email Notification Setup

HNotification Group: 2

w | [ |Adminslaliun

Rec it Email Address Phone # Contact Mame Inactive
| TlLday@eret-nal.com |[?E|2]555-1212 |LuAnnDay O
| 2 |Pdudd@f|eel-nel.cum |[?DZ] 5551213 |PalDUdd O
Field Maéi?eeld Field Type Description
Rec # Enter a sequential number for each record.
E-Mail 50 Alpha/Numeric | Enter the team member’s email address.
Phone 14 Alpha/Numeric | Enter the team member’s phone number.
Contact Name 40 Alpha Enter the team member’s Full Name.
Inactive Yes/No Check this box to stop sending emails to this member.

Subcontractor Maintenance

Click Subcontractor Maintenance to set up subcontractors with all pertinent information.

The subcontractor can be assigned to a vendor via the Contract Maintenance module or when entering Transactions
(Invoices, Credit or Debit Memos). Amounts paid by a Vendor for work performed by the subcontractor can be tracked

using this option.

New

Click New to add a new Subcontractor. The following message displays.

Microsoft Access

9 et new subcontractor #7

Click Yes to continue or No to cancel.
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Subcontractor Maintenance
Subcontractor #: 0000004 | |2 |New Subcontractor
Name: |New Subcontractor New
Search Name: [New Subcantractar Master
Address Line 1: | Projects
Address Line 2 | Delete
Attention: |
City/State/Zip: v || w ’7
Phone: | Ext: | Fax: |
Email: |
Tax Id: ’7
DBE Code: w o | []SBE
DBE Certificate #: I— DBE Cert Expiration Date: ’7 &
Created: |Iday | 242042018 8:2321 AM |FNAP_SuonntractorMaintForm
Updated: |Iday | 242042018 8:2321 AM |FNAP_SuonntractorMaintForm
Max Field
Size Field Type Description
Subcontractor # 8 Alpha/Numeric | System populates the next number in sequential order.
Name 40 Alpha/Numeric | Enter the Subcontractor’s name.
Enter the a search name for the Subcontractor Example if
the Subcontractor is John Doe enter Doe, John as the
search name or the search name can be an acronym of the
Search Name 40 Alpha/Numeric | actual company name.
Address Lines 1 & 2 40 Alpha/Numeric | Enter the Subcontractor’s street and/or mailing address.
Attention 40 Alpha/Numeric | Enter the ‘attention’ name or department if applicable.
Select the city from the drop-down list. If the city is not
listed, click the green check mark to add it to the drop-down
City 20 Alpha/Numeric | list.
Select the State abbreviation from the drop-down list. States
are setup in Misc Codes for module WS Use CAN for
State 3 Alpha/Numeric | Canada.
Zip 10 Alpha/Numeric | Enter the Subcontractor’s zip code.
Phone 14 Alpha/Numeric | Enter the Subcontractor’s phone number.
Ext 6 Alpha/Numeric | Enter the Subcontractor’s phone ext.
Fax 14 Alpha/Numeric | Enter the Subcontractor’s fax number.
E-Mail 50 Alpha/Numeric | Enter the Subcontractor’'s email address.
Tax ID # 11 Alpha/Numeric | Enter the vendor’s Federal Tax ID number.
Select the DBE (Disadvantaged Business Enterprise) code
from the drop-down list. If the type is not listed, click the
DBE Code 3 Alpha/Numeric | green check mark to add it to the drop-down list.
Check this box to indicate that the Subcontractor is certified
SBE Yes/No as a Small Business Enterprise.
DBE Certificate # 20 Alpha/Numeric | Enter the Subcontractor’s certificate number.
DBE Cert Expiration
Date Date/Time Enter the date the Subcontractor’s DBE certificate expires.
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Master

Click Master to view/modify selected subcontractor.
Enter or select the subcontractor from the drop-down options.

Subcontractor Maintenance

Subcontractor #: 2 w|l? |Bob the Builder
Name: [M New
Search Name: |Bob Master
Address Line 1: 5555 Plywood Way Projects
Address Line 2: | Delete
Attention: |

City/State/Zip: [La5 VEGAS oo |y [aeroe

Phone: |[702) 5551212 Ext: | Fax: |

Email: |bob@thebuilder. com

Tax Id: |55-4538463

DBE Code: |C w || |Eaucasian [] SBE

DBE Certificate #: DBE Cert Expiration Date: -

Projects

Click Projects to display Invoices and Payments for the subcontractor by project #.

Subcontractor Maintenance
Subcontractor #: 2 w|? |Bob the Builder
Project # Project Description - Hew
[207501 v | ? |[Test Project #1 Invoices | |Payments
Master
Primary AP T Reference Purchase PO DBE Reference Proiect
Yendor # Div Reference i Cd Tran # D ate Order## Rev Code Amount rojects
4 |BDDD1DS 2 | [CATAly |F|E3¢Test 1] 18856 |2/19/2018 ] v $2.500.00 Delete

Click Delete to remove the subcontractor. If data exists for the subcontractor being deleted, historical data will
be deleted when subcontractor is removed. The following message displays.

Microsoft Access

0 Delete subcontractor?

Click Yes to continue or No to cancel. Once subcontractor is deleted the following confirmation message displays.
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Click OK.

Microsoft Access

K
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Modify/Add Vendor Master

Click Modify/Add Vendor Master to view or add Vendors to the Vendor Master file.

ACCOUNTS PAYABLE

-3

AP Tranzaction Maintenance |
Modify/Add Yendor Master |

-3

AP Payment Processing

Banking Maintenance

Aged Trial Balance

Invoice: Due Report

wad| | | | g | g | emg

Yendor Master Inguiry |
Print 1099 Statements |
User Defined Entry |

Mizcellaneous Codes Maintenance
AP Setup

Subcontractor Maintenance |

wad| | | | g | mng) | end

=

3| GL Posting Inquiry |

XA EEA PP P EY PN P P N

Return To Previouz Menu

-

1 | Enter your selection: [ | Show Details
Ver: 09.05 [2/6/2018] | |Iday FNLV4Z P Find

Modify/Add Vendor Master

Vendor Master

Vendor #: | v ["] Show Inactive Yendors
Yendor Name: v

Search Name: "

Purchases
Invoices
Payments
All Trans
Fized Exp
Totals

Commodity
Codes

Contacts
ACH Setup
User Data
Subcontractor
Audit

Delete

Field Description

Vendor # Enter or select vendor number from the drop-down list. OR

To search by vendor name, select the vendor name from the drop-down list or enter the vendor
Vendor Name name. OR

To search by vendor search name, select the vendor search name from the drop-down list or enter
Search Name the vendor search name.

Show Inactive Select this checkbox to include Vendors flagged as inactive in the drop-down. If not checked
Vendors inactive vendors will not be available to view historical data.
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Vendor Master
¥endor #: |G3454 v | |GILLIG LLT [] Show Inactive Yendors
Vendor Name: v
Search Name: v
Yendor #: |G3484 []Inactive 1099 Name Control: ,7 Customer Account #: |14?84D1 MN“le'
Name: [GILLIG LLC [i2pelllijiood=: vl N;:;
DBA Name: Type OF DBE: ||« []SBE Purchases
Search Mame: |GILLIG LLC DBE Certificate #: ’7 Invoices
Address Line 1: [P.0. BOX 45569 DBE Cert Expiration Date: [ [@ Payments
Addiess Line 2: Tax Id: 26-2085264 Type of TIN: vl All Trans
Attention: Sales Tax %: 000 Purchase Disc %: 0.00 Fi::laf:p
City/State/Zip: |SaN FRAMCISCO w | o ||CA | |[94145-0569 Type OF 1099: |« Amount Code: w|¥ [] Print 1099 Commodity
E-Mail: DOwner Name: Codes
Phone: |510-755-1500 Ext: | Fax: |[51 0] 785-6873 [[]Pay ¥ia ACH []ACH Prenotification A[;:lm;:::
Terms: Het Due Days: ’—ZD Payment Disc Days: l— Payment Disc X: ’— User Dat:
Created: | 2/25/2008 5:30:55 P |administrator |FnApImportVendor\N’rile S ubcontractor
Updated: | 241342009 11:34:21 AM |evn\k |FNAP_VandorMasterSubForm Order From Audit
Delete

New
Click New to add a new vendor, the following prompt displays.
Manual Vendor # Entry

If utilizing manual entry to assign vendor #'s. Click Yes to continue or No to have the system assign the next number
in sequential order.

Microsoft Access

Q Do you wish to manually enter a new vendor # 7

If Yes is selected the following message populates to manually enter the Vendor #. Enter the vendor #.

Microsoft Access

Enter a new vendor # K

H
H

Cancel

Test101|

Click Ok to continue or Cancel to cancel.
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Automatic Vendor # Entry

If utilizing automated vendor # entry to assign vendor #'s.

Microsoft Access

9 Do you wish to manually enter a new vendor # 7

Click No to continue. The following message displays.

Microsoft Access

0 Do you wish te automatically assign a new vendor # 7

Click Yes to continue or No to cancel.
If Yes is selected the following form displays with only the new vendor number.

Enter the vendor information in the form.

Vendor Master
Vendor #: 00000010 v ‘New vendor # ["] Show Inactive Yendors
Vendor Name: w
Search Name: w
Vendor #: 00000010 []Inactive 1099 Hame Control: ’— Customer Account #: |
Name: Mew vendor # Type OF Goods: w | |
DBA Name: Type OF DBE: ||« | [ 1SBE
Search Name: |MNew vendor # DBE Certificate #: ’7
Address Line 1: DBE Cert Expiration D ate: ’7 B
Address Line 2: Tax Id: Type of TIN: vl
Altention: Sales Tax Z: Purchase Disc %:
Citp/State/Zip: v | w Type Of 1099: w o Amount Code: | [] Print 1099
E-Mail: Owner Name:
Phone: Ext: | Fax: | []Pay ¥ia ACH [ ]ACH Prenotification
Terms: Net Due Daps: ’_ Papment Disc Daps: l— Papment Disc X: ’—
Created: | 1/542017 5:38:40 P |jrohrbaugh |FNAP7VendorMasterFolm
Updated: | | | Order From

Master

New
Notes
Purchases
Invoices
Papments
All Trans
Fixed Exp
Totals

Commodity
Codes

Contacts
ACH Setup
User Data
Subcontractor
Audit
Delete

Page 37 of 171



Accounts Payable User Guide

Max
Field
Field Size Field Type Description
The vendor number is populated by the new vendor number
Vendor # 8 Alpha/Numeric | entered.
Making a vendor inactive will result in the vendor not being
Inactive Yes/No available for invoicing.
1099 Name This field is used for electronic filing of 1099s only. Refer to the
Control 4 Alpha/Numeric | 1099 section of this manual for further details.
Customer Enter the transit’'s account number for the selected vendor.
Account # 20 Alpha/Numeric | (Optional Field)
Enter the vendor’s name. This is the name that will appear on the
A/P check in the ‘Pay to the Order of field. If the Owner Name
field is blank this is the name that will print on the first line of the
Name 40 Alpha/Numeric | vendor’'s 1099.
Enter the DBA name, if applicable. The dba will appear on the A/P
check on the second line beneath the Vendor Name. The dba will
appear beneath the Name or Owner Name field on the vendor’s
DBA Name 40 Alpha/Numeric | 1099.
Enter a search name for the vendor The search name can be an
Search Name 40 Alpha/Numeric | acronym of the actual company name.
Address Lines
1&2 40 Alpha/Numeric | Enter the vendor’s street and/or mailing address.
Attention 40 Alpha/Numeric | Enter the ‘attention’ name or department if applicable.
Select the city from the drop-down list. If the city is not listed. Click
City 20 Alpha/Numeric | Green Checkmark to add a City to the drop-down list.
Select the State abbreviation from the drop-down list. States are
State 3 Alpha/Numeric | setup in Misc Codes for module WS Use CAN for Canada.
Zip 10 Alpha/Numeric | Enter the vendor’s zip code.
Enter the vendor’s email address. If ACH is used, notification of
E-Mail 50 Alpha/Numeric | fund transfers will be emailed to this email address.
Phone 14 Alpha/Numeric | Enter the vendor’s phone number.
Ext 6 Alpha/Numeric | Enter the vendor’s phone ext.
Fax 14 Alpha/Numeric | Enter the vendor’s fax number.
Check this box if payments made to this vendor will be via ACH.
This can either be via a NACHA file or an online payment. All
unpaid invoices will be available for payment via ACH when
this box is checked. To change future invoices to ACH all
invoices must be paid prior to checking the ACH box. Un-
checking the box changes all unpaid invoices to payment
Pay Via ACH Yes/No type = Check.
Check this box if this vendor will be paid via a NACHA file and the
ACH Pre- Transit wishes to create a pre-note for the first transaction
Notification Yes/No processed for the vendor.
Terms 15 Alpha/Numeric | Enter the vendor’s terms for payment.
Enter the net due days. This data is used to generate the invoice
due date. If this field is blank or a zero is entered the Due Date will
Net Due Days Numeric be the same as Invoice Date.
Payment Enter the number of days the invoice is due in order to receive a
Discount Days Numeric discount.
Enter the percentage of the discount the vendor allows if paid
within the discount days. Verify that there is an entry for
DiscountsEarned in the GL/Auto Post Setup A/P that includes
Payment the GL account number to be credited with all discounts
Discount % Numeric taken.

Page 38 of 171




Accounts Payable User Guide

Max
Field
Field Size Field Type Description
Select the type of goods purchased from this vendor from the
drop-down list. If the type is not listed, click the green check
Type of mark to add it to the drop-down list. This information will auto-
Goods 30 Alpha/Numeric | populate on invoices processed for the vendor.
Select the DBE (Disadvantaged Business Enterprise) code from
the drop-down list. If the type is not listed, Click Green
Type of DBE 3 Alpha/Numeric | Checkmark to add a new type to the drop-down list.
Check this box to indicate that the vendor is certified as a
SBE Yes/No (Small Business Enterprise).
DBE Enter the Vendor’s certificate number. If the certificate is a
Certificate # 20 Alpha/Numeric | scanned document it can be attached via the Notes button.
DBE Cert
Expiration
Date Date/Time Enter the date the Vendor’'s DBE certificate expires.
Tax ID # 11 Alpha/Numeric | Enter the vendor’s Federal Tax ID number. (EIN #)
This field is used for electronic filing of 1099s only. Refer to the
1099 section of this manual for further details. If the type is not
listed, Click Green Checkmark to add a new type to the drop-
Type of TIN 1 Numeric down list.
Enter the percentage of sales tax charged by the vendor if
Sales Tax % Numeric applicable.
Purchase Enter the purchase discount percentage allowed by the vendor
Discount % Numeric if applicable.
Select the 1099 type from the drop-down list. This is not user
defined. The code for a 1099-MISC is A. If the type is not listed,
Click Green Checkmark to add a new type to the drop-down
Type of 1099 1 Alpha/Numeric | list.
Select the 1099 Amount Code from the drop-down list. The
code selected determines which box on the 1099 will be
populated with the payment information. This section must be
completed prior to processing any invoices for the vendor
as the Amount Code entered here will auto-populate during
invoicing. If the code is not listed, Click Green Checkmark to
Amount Code 1 Alpha/Numeric | add a new type to the drop-down list.
Print 1099 Yes/No Check this box to designate this vendor as a 1099 recipient.
If the vendor is a sole proprietor with a dba, enter the individual
owner’s name in this field. The individual owner’'s name will
print on the first line of the vendor’s 1099 with the dba on the
Owner Name 40 Alpha/Numeric | second line.
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Order From

Click Order From to view or edit the order from address. In order to create a Purchase Order for a vendor, the Order

From address must be entered. This is true if the address is the same or different than the address on the vendor

master form.

Name: |Jazeph Jamisan
Address: 1212 M. Jones Blvd.
Address: |Suite #101
City/State/Zip: |55 VEGAS w o | NV | | (BI101-0001
Attention: |Steven Allen

Phone #1/Ext: [702] 5551212 | 100
Phone #2/Ext:
Fax #: |[702) 5551213
Fob:
Ship Via:

Instructions:

E-Mail Address: |Jiamison@ioescr.c-:-m

Update From Yendor

Master

Click Order From to view or edit the order from address\. If product or services are ordered from and address that is
different than the address on the vendor master enter the information on this form. If the address is the same, click
Update From Vendor.

Vendor Master

Vendor #: (0000007 | [Joseph Jamison [] Show Inactive Vendors
Vendor Name: =
Search Name: ®
Vendor #: 0000007 [ Inactive 1099 Name Contiol [ Customer Account I: [§3256 ”N“‘e'
ew
Name: |Joseph Jamison Type OF Goods: |Repais v L
DBA Name: [Ioe's Computer epair Type OF DBE: |H [ ¥5BE =] FNAP_VendorMasterSourceObjectSubForm = B

Search Name: Joe DBE Certificate #: 128373023
Name: Jseph Jamison

Address Line 1: P.0. Box 50899
Address Line 2:

DBE Cert Expiration Date: [12731/2018 | g
st L Address: 1212 N Jones Blvd

Tax Id: (353659285 Typs of TIN:
i 2 [v]* Address: [ute #101

Attention: [Sieven Allen Sales Tax %: | 325 Purchase Disc %:
Type 0£1093: 4 [, [« Amount Code: (3 |, [« | [¥] Print 1099

Citp/State/Zip: a5 VEGAS W o | NV | 8g101-0101

City/State/Zip: W [ | 831010688 .
> P- [LAS VEGAS ] NV v Attention: Steven Allen

E-Mail Owner Name:
Jiaison@peser,com Phone #1/Ext: [702)585-1212 |[100
Phone: % Ext Fax: z Pay ViaACH [ ]ACH Prenotificati
one: (702 5551212 xt: (100 ax: |(702) 5951213 ay Via (] renotification Phone #2/Ext:
Temms: [Net 30 NetDue Days: | 30 Papment Disc Daps: [ 10 Papment Disc %: | 500
o ws: [ 30 Pay s: [ 10 Pay [ 500 Fax #: [[702) 5551213
Created: 272072018 3.00:50 &M [lday [FNEP_VendartasterFomn -
Updated: Order From i
pdated: [ 272072018 10,0844 AH [day [FRUEF_endoMastersubFam T
Instructions:
E-Mail Address: [Jjamiont@ioeser com
Update From Vendor
en 09,05 (371472017

Page 40 of 171



Accounts Payable User Guide

Notes

Click Notes to view, add or edit notes for the selected vendor

Multiple Notes and/or Attachments can be entered for each vendor.

Vendor Master
Vendor #: 0000007 w | [Joseph Jamizon [[] Show Inactive Vendors
Yendor Name: -
Search Mame: v
#| Document Code: [Fhoto mIF2 Reference: [Purchase 20180220 Lk
Comment: Attachment: Hew
oy 272072018 101208 6 Nates
Attached new computer puichased 20180220 Purchases
— Invoices
| Payments
Desktop_computer-2,jpg All Trans
=] Desktop_computer-2 (2)jpg - Windows P.. — © Fixed Exp
Fle > Print * E-mail Burn * Open ~ [7] UEES
Commodity
Codes
3 Contacts
Hyperink: | ACH Setup
Created: Uday | 242072018 10:11:55 AM |FNAF'_VendurMaslerNu User Data
Updated: | [ | Subcontractor
Audit
Delete
Record: 4 1of1 L3 T Search
\ Wan: 09.05 [3/1472017] —
(" JORI-Y i |’@\I »i Q) XV\
Max Field
Field Name Size Field Type Description
Select the applicable code from the drop-down list or add
a new code. Click Green Checkmark to add a new code
Document Code 25 Alpha/Numeric | to the drop-down options.
Enter a reference specific to this comment/attachment
Reference 30 Alpha/Numeric | (i.e. document name, date, etc.) This is a required field.

Document Code and Reference Code combined
the same Document Code.

make this record unique allowing for additional notes using

Enter any applicable comment. Entries are time date and

Comment Memo user stamped.
Right click in this field to activate the attachment process.
Best Practice is to link attachments and not embed. See
following instructions. Double Click on the icon in the
attachment field to view the documentation or photo

Attachment OLE Object | attached.

Hyperlink 255 Alpha Numeric | Enter the path to any desired hyperlink.
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Purchases

Click Purchases to view the Purchase Order history for the selected vendor. No changes can be made on this form.

Vendor Master
Vendor #: |C0079 + | |Transfor Corporation ["] Show Inactive Yendors
Vendor Name: w
Search Name: “
Purchases - Master
Purchase Prev D ate Invoice Hew
Order# Rev#t HRevi#t Oidered Status Invoice # Date Gross Net Due

rm| [ | 11/08/2017 [Clased |20171108 | 18207 | $10,000.00 | $10,000.00 = NoLtes

[ 10000232 001 | 000 | 11/0B/2017 [lnvoice Perding | [ [ $25.00000 | $25.000.00 'Immicgs
[ 0000232| 002 [ 001 [11/08/2017 [Puchase Order | [ [ $140,00000 | $140,000.00 Payments
| 10000233[ o000 | | 11/08/2017 [Requisition | | | | All Trans
[ oooozs4| 000 | [11/08/2017 [Closed [201717088284 [ 117872017 | 3500000 | $5,000.00 zedExp
[ ooo0ess| 000 | [11/08/2017 [Closed [201717108888 [ 117872017 | $200000 | $2,000.00 CD::;U
[ 10000235 001 | 000 | 1170872017 [lnvoice Perding | [ [ $1.30000 | $1.300.00 Codes

[ iooooese| oo | [11/08/2017 [Closed [20171108ECC [ 117872017 | $17.00000 | $17,000.00 Contacts
| 10000236 o001 | 000 |[11/08/2017 [Closed |2017110800D | 1/8/207 | $4,000.00 | $4.000.00 B T
[ ooooeis| ooo | [10/19/2017 [Closed [201e1019 [10/15/2017 | $3333 | $3.333.33 - Llse' Data
[ 0000ziE| 000 | [10/19/2017 [Closed [20171019 07 [1071972017 | $74875 | $743.75 P

| 10000203| o000 | | 10/11/2017 [Requisition | | | | Delete

Invoices

Click Invoices to view the invoice history for the selected vendor. No changes can be made to this form. If an item
was attached to the invoice the Att box will be checked. Double click Att Check Box to view the attachment. Double
Click Icon in Attachment box to view the attachment.

Vendor Master
Vendor #: B0O0019 v | |Drinker Biddle & Reath LLP [] Show Inactive Vendors
Vendor Name: v
Search Name: v
Invoices Master
Tran  Purchase Invoice Discount Discount New
Div # Reference # Code Order # Date Due Date Date Amount Invoice Amount Project Att
Notes
CATA [REHTest oI | | 2nss2ois| 2nsios| [ 000 $2,500.00 [201601 ™ —
CATA [test DI | 10/16/2017 [ 10/16/2017 | [ [ $760.00 [0001 O Ioeices
CATA [SCTest DI | | 8n8/2017 [ 91972017 | [ 0.00 | $1.650.00 | O Payments
2 2 O All Trans
= FNAP_TransactionSourceObjectSubForm = =
Fixed Exp
Totals
Attachment:
e - o IEH Commodiy
1st Draft 20171019.gif I oo
Contacts
ACH Setup
User Data
Subcontractor
Audit
Delete
Delete

Page 42 of 171



Accounts Payable User Guide

Double Click Reference # field to display GL Posting detail.

Vendor Master
Vendor #: |C0073 W |Transfur Corporation ["] Show Inactive Yendors
Vendor Name: w
Search Name: "
Invoices Master
Tran  Purchase Invoice Discount Discount New
Div # Reference # Code Order # Date Due Date Date Amount Invoice Amount Project Att G
otes
CATA [SubTEST 1 o | [ T/a/2m7 [11728/2007 | [ oo $1.A00.00 [2017NOvwibLL 0 ——
CaTaA : -
EEl FNAP_VendorMasterGLDistSubForm = = ] Invoices
CATA, P b
A/P Div: [ CaTs  Reference #: |SUBTEST 1 Tran Code: [ DI ] DAL ES
CATh _ | All Trans
GL Posting -
CATA Div # Account # Desciription Amount Batch # Date GL Tran # — 0 Fixed Exp
o | || [S030316008 [Transfor Corparation [ F40000 [ 4043 [ 112007 [ 215815 — 0 Tolals_
|EB - Professional Services - Other C dity
CATA O Codes
CaTa O Contacts
TATA —— 0 ACH Setup
User Data
TATA 80 ] Sub
CATA Total: $1.400.00 il O Audit
CATA || Record: M < [10f1 [ Search 30 O Delete
Payments

Click Payments to view the payment history for the selected vendor. No changes can be made on this form. Items
can be attached. Double Click Att box to attach documentation to a payment record. (Paperless Option). Right Click
in the attachment field to insert the object.

Vendor Master
Vendor #: C0079 v |Transfor Corporation ["] Show Inactive Yendors
Vendor Name: v
Search Name: v
Payments Master
Tran Manual  Check VYoided New
Div # Reference # Code Check # Check Date Payment Amount Date Voided By Att
Notes
CATA [2017101901 CP [ ooooooo3 [ [ 117872017 $743.75 | | ) s
& FNAP_TransactionSourceObjectSubForm Invoices
Attachment: — =] writecheck6 (2).jpg - Windows Photo Vie.. = & “ All Trans
Z hk 3 File ¥ Print v E-mail Burn ¥ Open ¥ @ ‘ixed Exp
writecheck6.jpg Totals
‘ommodity
Codes
101 Contacts
07132015 .CH Setup
= % Jser Data
ytown Water Commpany 181871
bcontractor
Eighteen and 71/100 oy @ B =
Moneylnstructor Bank Audit
= A‘f,l.:‘::s'rml = Delete
jon__ account # 871624 Qﬁﬁ;”u :DOQ) {
©01030b897% 071bb7L57¢ ,EILEIL
Delete e
2 f \
JORANN-T it Rerin) & C | X
|
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All Trans

Click All Trans to view the transaction history for the selected vendor by date range. No changes can be made on

this form.

Vendor Master

Vendor #: |CO079 w | |Transfor Corporation ["] Show Inactive Yendors
Yendor Name: v
Search Name: v
All Transactions  From Due Date: Thiu Due Date: »| |Refresh | | Print L
11/29/2017 New
/ze/207 Motes
ra2mz
1172822017 Purchases
o e2my Invoices
10/13/2017 Papments
10/9/2017 &
All Trans
Field Name Description

From Due Date

Select the date from the drop-down list or leave blank to display from the earliest date.

Thru Due Date

Select the date from the drop-down list or leave blank to display from the latest date.

Click to display transactions for the selected date range. If no dates are entered all

Refresh transactions will be displayed.
Print Click to preview and/or print a transaction report Example below.
Balance Totals all net amounts for the selected date range.

Refresh view.

Vendor Master

VYendor #: |C0073
Vendor Name:

Search Name:

w |Transfur Corporation
)

]

[] Show Inactive Vendors

All Transactions From Due Date: 10/3/2017 |+ Thru Due Date: [11/23/2017 | Print Master
New
] Tran Purchase Due Invoice Discount Discount Met N Notes
Div # Reference # Code Order # Date Date Date Amount Pay Amount Att
CATA [20171019 01 CP [10000216000 [ 11/9/2017 | 11/9/2017 | [ O [$749.75) fchoscs
Invoices
CATA [20171108 CP 10000232000 | 11/9/2007 | 11/9/2007 | [ O [ [#3.000.000 O Pagments
CATA [20771108844 CP [10000234000 [ 11/9/2017 | 11/9/2017 | [ O [$450000) [ All Trans
l_lmilTliwl [ I [ 1T
Print view.
Vendor Transaction Detail
Transtor Corporation conTs From Dus Data: 109/2017 Thru Dus Date: 11292017
Tran  Purchass Invoiks Dus Dd s ount Dissount
Div & Retrance £ Cots  Ordsr#  Pay Dat mets Da Amount et Amount
CATA SCT-Test D Moo 1902017 1092017 0.00 185000
CATA 20181019 CP 10000215000 Mo 10192017 10192017 33333
CATA SCT-Test P N 1192017 1092017 -155000
CATA 2017101901 o 10000216000 Mo 10192017 10502017 0.00 74975
CATA 20131019 o 10000215000 Mo 10192017 10502017 0.00 333333
CATA 20171108 o 10000232000 Mo 1182017 11182017 0.00 10.000.00
CATA 20471103448 o 10000234000 No 1182017 11182017 0.00 5,00000
CATA 20171103588 o 10000235000 No 1182017 11182017 0.00 2,000.00
CATA 20171108CCC o 10000236000 N0 1182017 11182017 0.00 17.000.00
CATA 20171108000 D 10000236001 Mo 11/82017 11182017 0.00 400000
CATA 2017101901 CP 10000216000 Mo 11872017 11192017 74575
CATA 20171108 CP 10000232000 Mo 11802017 11192017 -2.000.00
CATA 20171103444 CP 10000234000 Mo 11972017 11192017 ~4.500.00
CATA 20171108588 CP 10000235000 Mo 11902017 11192017 -1.300.00
CATA 20171108CCC CP 10000236000 Mo 119:2017 11192017 15.300.00
CATA 20171108000 CP 10000236001 Mo 1192017 11192017 ~4.000.00
CATA SubTESTH cP Mo 1182017 112017 -1.360.00
CATA TEITSLE cP Mo 1182017 112017 -135000
CATA 2017T1107TESTING o Yes 1182017 1282017 144400
CATA 20171108Forgercrnt D Yes 12017 1N2s017 + 44400
CATA SUBTEST1 D R Pl LR | P 0.00 140000
CATA TESTSUE D R Pl LR | P 0.00 1.500.00
Balance: 1257500
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Fixed Exp

Click Fixed Exp to view or set up fixed expenses for the selected vendor. Fixed expenses can be set up for vendors
that are paid on a regular basis. The payments can be for a set amount or the amount can be entered on this form

rather than in Transaction Entry.

Vendor Master

Vendor #: 0000007

Vendor Name: "

« | [Joseph Jamison [[] Show Inactive Yendors

Search Name: v

Fixed Expenses

M| AP Div: CATA | Reference i [Manthly [] Stop Processing

Desc: ‘Month\y Contract

Tran Code: FE || Project # |TECH UPGRADE OPS 2], | Type OF1093: 4 [, Frequency: M0 |,

Original Ref Date: 1/1/2018 Met Due Days 30 Date Next Invoice: 21/2018 Next Due Date: Mext Ref #:
Amount: $550.00  Original Balance: $6.60000  Invoices To Date: $8550.00 GL Distribution

Amount Code: 3 |,

Master

New
Notes
Purchases
Invoices

Payments

#| AJP Div: | Reference #: ‘ Desc: ‘ [] Stop Processing All Trans
Tran Code: | Project #: v | Type OF 1099: w | Amount Code: | Frequency: v Fived Exp
Original Ref Date: |~ MetDueDays|  Date NestInvoice: |  NewtDueDate: |  NemtRefd:[ En:;T;ily
Amount: ,7 Original Balance: ,7 Invoices To Date: ,7 GL Distribution odes

Contacts
ACH Setup

User Data
Subcontractor
Audit

Delete

Max Field
Field Name Size Field Type Description
A/P Division Numeric Select applicable A/P Division from the drop-down list.
Reference # 20 Alpha/Numeric | Enter a user defined reference number.
Desc 30 Alpha/Numeric | Enter a user defined description.
Check box to suspend further payment from being
Stop Processing Yes/No processed. To reactivate the payment uncheck the box.
Tran Code Alpha/Numeric | Select DI (Invoice) or FE (Fixed Expense).
Project # Select project from the drop-down box if applicable.
Select the Type of 1099. “A” is required selection at this
Type of 1099 Alpha/Numeric | time.
Select the code applicable to the expense from the
Amount Code Alpha/Numeric | drop-down options.
Select the frequency of the payment for the fixed
expense. (W=Weekly, BW=Bi-Weekly, SM=Semi-
Monthly, MO=Monthly, QT=Quarterly, SA=Semi-
Frequency 2 Alpha Annually, AN=Annually or MD=Same Date Each Month).
Original Ref Date Date Enter original date for the fixed expense (optional field).
Enter number of days from the invoice date to payment
Net Due Days Numeric due date.
Date of Next Enter date of the first invoice that will be processed
Invoice Date using Fixed Expenses.
If the number of Net Due Days is entered, system will
calculate the due date based on the Date of Next
Next Due Date Date Invoice plus the number entered in Net Due Days.
Amount Currency Enter the amount of the expense.
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Max Field

Field Name Size

Field Type

Description

Original Balance

Currency

Enter the original total amount for this expense. If fixed
expense is being set up for a contracted amount, that
amount should be entered in this field. Once the total
payments processed through Fixed Expenses equal the
amount of the Original Balance, system will stop
processing payments for this expense.

Payments to Date

Currency

If Original Balance is being used as outlined above and
payments have been made against the contract prior to
setting up the Fixed Expense, enter the dollar amount of
payments in Payments to Date. System will compute
the Original Balance, less Payments to Date, less
payments processed through Fixed Expenses in order
to determine when to stop processing payments.

GL Distribution

Click GL Distribution to enter the General Ledger Account #'s and percentages is applicable to the fixed expense

entry.
= FNAP_VendorMasterFixedExpGLSubForm = =
GL Distribution Reference #: Manthly
Fiscal
Year GL Div GL Account # Posting Description Distribution %
2018 | | \CATA | BO9991E090 | |M0nthly Cornputer Maint. 78.00
208 | [100 | | |5099316090 W |Monthl_l,l Computer b aint. | 25.00
» w w w | |
Record: 4 4 [30f3 L] Search
Field Name Description
Fiscal Year Select the fiscal year from the drop-down list.
GL Division Select the GL division for posting the expense from the drop-down list.
Select the GL account number for posting the expense from the drop-
GL Account # down list.

Posting Description

Enter a description of the transaction.

Distribution %

Enter the percentage of the expense to be applied to each account. If
the distribution does not equal 100%, the remaining balance will be
applied to the last GL account on the list.
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Totals

Click Totals to view totals for the selected vendor.

Vendor Master

VYendor #: CO073 s | | Transfor Carparation
Vendor Name: v
Search Name: ™

["] Show Inactive Yendors

Yendor Totals

Master

Calendar Year: il Fiscal Year: v NNT"
oles
From Invoice Date: | Thiu Invoice Date: v Purchases
Invoices: ’W I:‘:v::::tss
Discounts Eamned: $0.00 Discounts Lost: $0.00 AIIyTlans
Papments: ’W Fixed Exp
Balance: $12,578.00 Totals
Commodity
Over Over Over Codes
30 60 a0
Current Days Days Days Balance Contacts
ACH Setup
[ $oan | $o0n | $2.80300 | $3E3000 [ $12578.00 Usor Data
Subcontractor
Audit
Delete
Field Name Description
Calendar Year Select the calendar year from the drop-down list, OR
Fiscal Year Select the fiscal year from the drop-down list, OR
From/Thru Invoice Date Select the invoice dates from the drop-down lists.
Invoices Automatically populates based on the search method chosen.

Discounts Earned

Automatically populates based on the search method chosen.

Discounts Lost

Automatically populates based on the search method chosen.

Payments

Automatically populates based on the search method chosen.

Balance

Automatically populates based on the search method chosen.

These amounts are the actual aging

Current

Automatically populates with invoices due.

Over 30 Days

Automatically populates with invoices due.

Over 60 Days

Automatically populates with invoices due.

Over 90 Days

Automatically populates with invoices due.

Balance

Automatically populates with total invoices due.
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Commodity Codes

Click Commodity Codes (NAICS code) to view and/or add Commodity Codes for the selected vendor. Select the
applicable code from the drop-down list. If required code is not listed. Click Green Checkmark to add code to the list.

Vendor Master

Vendor #: C0O073 v |Tlansfnr Corporation [ ] Show Inactive Vendors

Vendor Name: v

Search Name: v

Commodity Commodity Master
Code Description

y New

|“ vl | ‘ Notes
238220 PLUMBING, HEATING, & A/C CONTRACTORS

238230 AUTOMATED & REVOLYING DOOR INSTALLA ATHIREGE
PARKING LOT PAVING, PAVER INSTALLATIO
COMMERCIAL ELECTRIC LIGHTING FIxTURE H

Invoices

T

Payments

All Trans

Fixed Exp
Totals

Commodity
Codes

Contacts
ACH Setup
User Data
Subcontractor
Audit
Delete

Contacts

Click Contacts to enter and/or view contacts for the selected vendor.

Vendor Master
Vendor #: |CO079 w |Transfor Corporation [] Show Inactive Vendors
Yendor Name: v
Search Name: v
Phone Master
i Contact Name Type Phone # Ext Faxr e
4 [ [Bob Hoskins [CELC T[] [wf ]| [Fozisse1i1n | [ Notes
Email: [BHoskins@transfor.com Purchases
T
i [ w3 [ [ Paymonts
Enail | All Trans
Fixed Exp
Totals
Commodity
Codes
Contacts
Field Name Description
# Enter number for record #.
Contact Name Enter name of contact person.
Enter or select phone type. If type is not currently on the list. Click
Phone Type Green Checkmark to add the new type to the existing options.
Phone # Enter telephone number for the phone type selected.
Ext. If applicable enter the contacts phone extension.
Fax Enter fax phone number.
Email Enter contact’'s email address.
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Ach Setup

Click ACH Setup to set up the vendor’s banking information for submitting ACH payments. This form must be
completed for all vendors being paid via ACH. Vendor’'s Routing & Bank # must be entered. If payments being

processed through ACH are simply to record an on-line payment; this form must still be completed. Enter Account #
=123456 and Routing # =123456.

Vendor Master
Vendor #: [BO018 [ ] [Mittary O Company [] Show Inactive Vendors
Vendor Name: [l
Search Name:
ACH Setup T Master
ran
Routing # Bank Accoun t it Code Recipient Name Transac! tion Description New
» MNotes
[123458 [123456 24 T[] [#] [Mittany Oil Company e
Invoices
Payments
All Trans
Fixed Exp
Totals
Commodity
Max Field
Field Name Size Field Type Description

Enter the routing number for the vendor’s bank account.

Enter 12345 if this vendor will be used solely for recording
Routing # 15 Alpha Numeric on-line payments.

Enter the vendor’s bank account number. Enter 12345 if
this vendor will be used solely for recording on-line

Bank Account # 20 Alpha/Numeric payments.
Select applicable Tran Code from drop-down options. If
Tran Code required Trans Code is not listed in drop-down options. Click

Green Checkmark to add a new trans code to the list.

Vendor’'s name will auto populate and can be edited at this

Recipients Name 30 Alpha Numeric time if applicable.
Transaction Enter a description of the ACH transaction. This description
Description 30 Alpha Numeric will display on the ACH Transaction report.

User Data

Click User Data enter user defined AP data fields for customized tracking and reporting. To utilize this option setup is
required. Refer to the User Defined Data Setup in this manual for additional information.

Vendor Master

Vendor #: |C0073 + | | Transfor Corporation [] Show Inactive Vendors
Yendor Mame: -

Search Name: v

Form Name: |vendor Contact List w | [Customize List for Yendor Contact Information Print Master

Hew
Subcontractor Contact Name [ Notes

Subcontractor Email [ Purchases

Subcontractor Name [ Invoices

Payments

All Trans

Fixed Exp
Totals

Commodity
Codes

Contacts
ACH Setup
User Data
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Subcontractor

Click Subcontractor to display all subcontractors assigned to the Vendor’s Contracts and Projects.

The subcontractor must be set up in Sub-Contractor Maintenance. If subcontractor is set up and selected during

invoicing procedure the system will populate all information pertaining to the selected subcontractor.

VYendor Master
Yendor #: CO079 w | [ Transfor Corporation ["] Show Inactive Vendors
Vendor Name: w
Search Name: v
Dbe Cert Percent r Master
Sub i Subcontractor Name Code SBE  Expites Certification # Bid Amount Contract N
1 EEEAESE | ol | 3270000 | 1aTs o
otes
ContractNo: |201 7-000000000078 GazeboBridgeProject Purchases
Project: [2017JUNEGAZEBD G azeba and Bridoe Project Invoices
5 azebo and Bridge Projec
g I Payments Payments
All Trans
[1 [3z13213213 [ 0o [ | 10.00 5
Fixed Exp
ContractNo: |20 7HOVWALLCONSTRUCTION R etairing w/all Totals
o Commadity
Project: [2017NOVWALL |F\ETA\NING wiiLL Invoices | [Pagments Codes
Contacts
2 Bob the Builder [c O [ ACH Setup
ContractNo: [2017HDWWALLCONSTRUCTION Retairing w/all User Data
Subcontractor
Project: i
roject: [2017HOVWALL |HETA\NING WaLL e || P Audit
Delete

Invoices

Click Invoices to display all invoices for selected subcontractor. No changes may be made on this form.

Subcontractor #: |1 |321 32132113 Invoices
Project #: |2D1 FIUNEGAZEBD |Gazeb0 and Bridge Project
AP Tm Reference Purchase PO DBE Reference
Div Reference # Cd Tran # Date Order# HRevy Code Amount
|E.~’-\TA |SET-Test | [i]] | 15754 |9£‘I 9/2017 | l_ $1.950.00

Created: [iday

| 9/19/2017 10:58:58 AM |FNAF'_TransactionEntr_l,lForm

Updated: [Idsy

| 919/2017 10:59:04 AM |FNAF'_TransactionEntr_l,lForm

Payments

Click Payments to display all payments for selected subcontractor. No changes may be made on this form.

Suh_conuactm #1 [3213213213 Payments
Project #: |2D1?NDVWALL |HETAINING WALL

AP Tin Payment Purchase PO DBE Payment

Div Reference # Cd Tran # D ate Order# HRev Code Check # Amount
CATA |TESTSUB | CP | 15785 |‘I1£9£2D1? 00000003 $1.350.00

Created: |pd0dd

| 11/9/2017 11:26:46 &M |FNAF'_CheckF'rintHeport

Updated: |pdodd

| 11/9/2017 11:26:46 &M |FNAF‘_EheckF’rintHepolt

Audit

Click Audit to view any changes made to certain tables in the Accounts Payable module. Form displays: Table Name,
old & new values, person that made the change and the date and time the change was made.
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Display

Click Display to view all transactions.

Vendor Master
Vendor #: |C0073 w | | Transfor Corporation [[] Show Inactive ¥endors
Vendor Name: v
Search Mame: v
Field Name: v All Fields From Date: @ Thru Date: ] Master
- New
Print
Motes
Update Date Field Name 0ld Value MNew Value User Id - Purchases
Table Mame: |FNAF‘_\u"andorCDntaclTabIe Invoices
2/20/201811:33:54 &AM [ContactE mail ~ |pdodd@flest-net com EHnskins@transtor com Iday Payments
Y] All Trans
Fixed E
Table HName: |FNAP_CDmmod\tyCodeTabla St
Totals
| 22002018 113370 &M [CommodiyCode |3351 2] Irlay Commadity
Codes
Table Name: [FNAP_YendorContactT able Contacts
/872017 B:53 41 &M |ContactPhoneT ype TELL noiodd ACH Setup
User Data
Sub
Table Hame: |FNAP_VandurCunlaclTable “ cnnl-raclnr
[ el Tl =TTl = m | T | audi
Print
Click Print to generate a report that can be printed.
Vendor Audit Report
endor #: CO07T9 Trarsfor Copo=ton
Table Name : FNAP_Commod By CodeTanlke
Update Dak Flakd Mams Befors aftar Uiptated By
2202018 11:3@:1 0 AM|Commodiy Cade 335122 by
Tabls Name : FMNAP_VendorContEdTabk
Update Dak Flald Mams BafTors atter Updated By
1182017 85341 AM|ContaciNg 1 pdodd
118207 85341 AM|ContaciName S0l Hosk hs pdodd
1182017 85341 AM|ContaciPhone (FOZ) 555-1111 pdodd
1182017 85341 AM|ContacEmall pdoddEfeetnet com ndodd
11882017 &534 1 AM|ContaciPhone Ty pe CELL ndodd
[ zr02013 11:3854 AM[ContacEmall Jpdodd @flect-netcom [froskns@tansforcom  [bay
Table Name : FMAP_VendorTaolke
Update Dak Flakd Mams Befors aftar Uiptated By
11120 7 42537 PMEEMaIA S BSs fupport feat-nat com ndodd
[ 1mEr0T ass0 AMEMEIAGdRES [puman@festnet com Jpaodd@nestnet com [pdndd |

Delete

Click Delete to delete the selected vendor, the following message displays if vendor is not made inactive first.
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Microsoft Access “

Click OK.

Once Vendor has been made inactive. Click Delete. The following message displays.

Microsoft Access

9 Delete this vendor and all notes?

Click Yes to continue or No to cancel.
If Vendor has Invoice/Payment transactions the system will not allow the vendor to be deleted. The following message
display. The vendor will not be deleted.

Microsoft Access H

:I Cannot Delete..Inveice/Payment transactions found.

Click OK.
If Vendor is inactive and no transaction are found the system will then allow for the vendor to be deleted. The

following message displays.
Microsoft Access H

o Yendor Deleted
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AP Transaction Maintenance

Click AP Transaction Maintenance to process invoices and payments in the Accounts Payable module.

ACCOUNTS PAYABLE

AP Transaction Maintenance

M odify/Add Yendor Master

AP Papment Processzing

4| Banking Maintenance

Aged Tral Balance

Invoices Due Report

Yendor Master Inquiry

Print 1099 Statements

Uszer Dehined Entry

Mizcellaneous Codes Maintenance

AP Setup

Subcontractor Maintenance

GL Posting Inquiry

Return To Previous Menu

EAEA T E AP P EA N P PN

4 | Enter your selection:
Wsn: 09.06 [2/6/2018] lday FRLW42

=

aad| | omd| | ||

=

=

[] Show Details
AR

Find

Click Transaction Entry to enter invoices, adjustments, and debit or credit memos to be updated to the subsidiary

journals.

TRANSACTION MAINTENANCE

Tranzaction Entry

2| Fixed Expensze Transzaction Entiy

3| Fixed Expense Proceszing

ACH Transaction Entry

5| Edit ACH Transactions

Yoid ACH Payments

]

Grant Allacation Report

EANIES FAF PP Y

m

1 Return To Previous Menu

4 | Enter your selection:
Ve 09.06 [2/6/2018] Iday FHLY42

[] Show Details
AP

Find
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Transaction Entry

Utilized to enter Non-Purchase Order invoices, debit memos, credit memos and adjustments. Pending transactions
will display for selection to be updated.

Transaction Entry
Vendor #: v |DrinkerBidd\e&F|eath LLP Fiscal Year: 2018 ,,| GL Posting Date: | 02/20/2018 |@
Yendor Name: v Update Date: | 02/20/2012 |@
Search Mame: w
Invoices
Credit Memos
Debit Memos
Adjustments
Pending
Field Name Description
Vendor # Select the vendor number from the drop-down list or enter the vendor number. OR
Search by vendor name, select the vendor name from the drop-down list or enter the
Vendor Name vendor name. Once the vendor is selected, the vendor number field will populate.

Search by vendor search name, select the vendor search name from the drop-down
list or enter the vendor search name. Once the vendor is selected, the vendor
number field will populate, and the vendor name will display in the field to the right of
Search Name the vendor number.

Fiscal Year Select the fiscal year from the drop-down list.

Enter the date the invoice(s) will be posted to the GL. Recommendation: The invoice
month and year and the GL posting month and year match in order to facilitate

GL Posting Date month end reconciliation to the General Ledger.

Enter the date to be used as a cutoff date for updating transactions. All transactions

prior to and including the date selected will be updated using the GL Posting Date
Update Date selected in the GL Posting Date field.
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Invoices

Click Invoices to enter new or view existing invoices for the selected vendor.

Transaction Entry
Vendor #: [B00013 v | |Drinker Biddle & Feath LLP Fiscal Year: 2018 ., GL Posting Date: | 02/20/2018 &
Yendor Hame: w Update Date: | 02/20/2013 &
Search Name: v
Invoices AP Div #: CATA o | Mew Entry  Reference i v Invoices
FiefHum TranMurr| Duelate Amount
RE#HTest 15856 | 2/19/2018 $2,500.00 mos
SC-Test 15782 9A19/207 $1.650.00 e
test 15788 1046/2017 $750.00
Adjustments
Pending
Field Name Description
A/P Div # Select the A/P division from the drop-down list.
New Entry Click to create a new reference (invoice number).
Select an existing invoice reference number for this vendor from the
Reference # drop-down list to view an existing invoice that has not been updated.
New Entry

If New Entry is selected, the following form displays.

Microsoft Access

Enter Mew Reference #

Cancel

Enter a User Defined reference number max field size is 20 Alphanumeric (i.e. the vendor invoice number).

Click OK to continue or Cancel to cancel.

Transaction Entry
Vendor #: [B00079 « | [Drirker Bidde & Reath LLP Fiscal Year: 2018 .| GL Posting Date: | 02/21/208 @
Vendor Name: - Update Date: | 02/21/2018 &
Search Name: -
Invoices AP Div #: CATA | |[New Enty =~ Reference #: 12835 - Invoices
Invoice Invoice Discount Discount Purchase Credit Memos
Date Due Date Amount Date Amount Pay Order # Description .
Dehit Memos
EEEEEREEEE w2547 | [ [ [Construction
Adjustment:
Contract #: 2 Retainage %: Retainage Amount: Updated: [] fustments
Pendil
Project #: w|7 Type DF1093: p [ | Amount Code: |3 [,,| [v]Attachment G
Grants GL Distribution GL Update Subcontractor Delete
Tran  Purchase Due Invoice  Discount Discount Net
Div # Reference # Code Order # Date Date Date Amount Pay Amount
CATA [12855 EI| 4572018 [ 3572008 [ #2543
Balance: $625.43
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Field Name

Description

Invoice Date

Enter the date of the invoice. Recommendation: The invoice month and
year and the GL posting month and year match in order to facilitate
month end reconciliation to the General Ledger. An invoice date cannot
be 1 year prior to or later than the current date.

Due Date

If the Net Due Days field is set up in the vendor master, this field will
automatically populate. If not, enter the date the invoice is due. A due
date cannot be 1 year prior to or later than the current date.

Invoice Amount

Enter the total amount due for this invoice.

Discount Date

If vendor terms were set up in the vendor master, this field will
automatically populate. If not, enter the applicable discount date.

Discount Amount

If vendor terms were set up in the vendor master, this field will
automatically populate. If not, enter the applicable discount amount.

Pay

Automatically checked. This box sets the invoices as due for and
eligible for payment. NOTE: If this is uncheck invoices will not be
selected for payments.

Purchase Order #

Enter the purchase order number, if applicable max field size is 11
Alpha-Numeric.

If Type of Goods were set up in the vendor master, this field will

Description automatically populate. The user can edit, replace or delete the data.
Enter the contract # if applicable. To search by Contract#, Description
or Start Date select the? Only Contracts assigned this vendor will be

Contract # displayed.

Retainage %

Retainage Amount

Enter a percentage of the invoice as retainage format 10.00 = 10%. Or
enter a fixed dollar amount for retainage. When this invoice is selected
for payment the retainage amount will be deducted from the total
invoice amount to be paid at a later date.

Updated

Box will be checked if invoice has been updated.

Enter the project # if applicable. To search by Project #, Description or
Start Date select the red question mark. If a Contract # was selected

Project # only projects assigned to that contract will be available.
Auto-populates based on the Vendor Master setup. This field can be
Type of 1099 edited on this form Currently this Type = A.

Amount Code

Auto-populates based on the Vendor Master setup. This field can be
edited on this form.

Attachment

Box will be checked if there are attachments attached to the
transaction.
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Grants

Click Grants, to allocate the invoice amount to a grant or grants.

Project must be selected to utilize this options. If a project is not selected the system will generate the following

message.

Microsoft Access

'8' Please enter a Project £,

Once a project is selected. The following form displays:

Project #: |2D1 FJUMEGAZERD

Src Grant #

Invoice Amount: | $625.43

Invoice
Amount

Line Fiscal

Item Year Line Item Amount Used Labor R

[ F [2017-08GROUNDSF

[pooad 207 | $150,000.00 | $16.32558 | $0.00 | $133.074.42 | . o

Srec| F - Grant #: [2017-06-GROUNDSF

Total Distribution: $0.00
Compute R et R ining: $625.42

Field Name Description
Project # Auto populates based on the project selected for the invoice.
Invoice Amount Auto populates based on the amount entered for the invoice.
Src Auto populates the type of grand funding setup in Procurement Suite.
Grant # Auto populates the description for the grant # selected.
Line Item Auto populates all line items for the selected grant.
Fiscal Year Auto populates the Fiscal Year setup for the selected grant.
Line Item Amount Auto populates all line items setup for the selected grant.
Used Auto populates the amount already assigned to the line item.
Auto populates at amount of labor is applicable that was entered in Project
Labor Tracking.
Remaining Auto populates the amount of funds still available for the line item.
Enter the amount being paid utilizing the individual line items. Invoice amounts
Invoice Amount can be separated between multiple lines.
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Compute Remaining

Click Compute Remaining to apply amounts to line items to generate current remaining balances. Amount will move
from Remaining field to the Total Distribution field.

When the Transaction is updated the total invoice amount will be updated to Project Costs and each line item amount
will update the Project with amount used.

Project #: |2017JUNEGAZERD Invoice Amount: $625.43
Line Fiscal Invoice
Src Grant # Item Year Line ltem Amount Used Labor R ini A t

[ F [2017-06-GROUNDSF [onoo.ot 2017
Src:[ F Grant #: [2077-05-GROUNDSF

$150.00000 | $17551.01 | $0.00 | $13244393 | $625.43

Total Distribution: $625.43
Compute Remaining | Remaining: $0.00

GL Distribution

Click GL Distribution to assign the General Ledger Account # applicable to the invoice transaction.

Posting GL
Div # Account # Description Amount Batch # Date Tran # Distribution Code
P|[CaTal | (1020650100 [ |[Drinker Bidde & Reath LLF [ $625.43 | [ [ vl[¥
|Accounts Receivable - Capital Grants - Federal
* v vl| | | | | vl
|
Field Name Description
Div # Enter or select Division from drop-down options.
Account # Enter or select the General Ledger Account # applicable to the invoice.
Description Auto populates the Vendor Name.
Enter the amount to be recorded to the selected General Ledger
Amount Account #.
Batch # Once invoice has been updated, the system will assign the Batch #.

Posting Date

Once invoice has been updated, the system will populate the date.

GL Tran #

Once invoice has been updated, the system will populate the
transaction #.

Distribution Code

Enter or select a Distribution Code to allow for reports to be generated
to further define subcategories within the selected General Ledger
Account #. If Distribution code needs to be added. Click Green
Checkmark to add a new code.

Total Auto populates based on the amount of the invoice.

Calculates the total amount distributed as amounts are entered by
Distribution General Ledger Account #'s.

System takes Invoice Total against the Distribution amount to generate
Variance the variance amount.
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= FNAP_TransactionSourceObjectSubForm
Posting GL
Div # Account # Description Amount Batch # Date Tran # Distiibution Code
CATA | 1020850100 || [Drinker Biddle & Reath LLP [ $500.00 | [ [ vl
‘Accnunts Receivable - Capital Grants - Federal
CATA | 1020650200 [, | [Drinker Biddle & Feath LLP | F12543 | [ [ vl
‘Accnunts Receivable - Capital Grants - State
M | [ [ [ [ vl
Total: ‘ $625.43  Distribution: | 4625.43  Wariance: ‘ $0.00

Once Variance equals $0.00, close the GL Distribution form by Xing out. Record will be saved. If entry is out of
balance, the following message displays and correcting entries will need to be made.

|8I The distribution amount does not equal the Reference amount.

Microsoft Access

GL Update

Click GL Update to do a quick update for the invoice entered. This option will not generate any Audit Reports.
Recommendation: Utilize the Pending option when updating invoice records to create an Audit Report for the invoice
transaction. If this option is selected the following message displays.

Microsoft Access

9 Update Mow?

Click yes to update the invoice to the Accounts Payable subsidiary journal or No to cancel.
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Subcontractor

Click Subcontractor to enter the amount the Vendor will pay the subcontractor. This function is only available when
a Project has been setup as the Project must be selected before subcontractor information can be entered.

The following form displays.

Reference Purchase PO DBE Reference
Subcontractor # Project # Reference # Date Order ## Rev Code Amount
b2 w||? |2D1?JUNEGAZEBD |12895 |3£5£2D18 | l_ C w $E25.43
|Biab the Builder
* vzl | | | [ v
|
Field Name Description
Subcontractor # Enter or select the subcontractor from the drop-down options.
Project # Auto populates based on the subcontractor selected.
Reference # Auto populates for the reference # assigned to the transaction.
Reference Date Auto populates the Invoice Date.
Auto populates from the transaction entry form, if a Purchase Order #
Purchase Order # was used to secure the product or services.
PO Rev Auto populates if Purchase Order as a revision #.
Auto populates based on vendor setup. Can be modified at this type by
DBE Code selecting options available in the drop-down options.
Auto populates the amount entered for the invoice. Amount can be
Reference Amount modified at this time.
Attachment

Click Attachment to attach a scanned image to the transaction. Paperless Option. The following form displays.

Attachment:
=

1st Draft 20171019, gif

Delete
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Delete

Click Delete to remove the attachment. The following message displays.

Attachment:
Microsoft Access
o Attachment Deleted.
Delete
Click OK.

Delete

Click Delete to delete a transaction that has not been updated. Once transaction has been updated it cannot be
deleted. If record has been updated the following message displays.

Click OK.

If record has not been updated and the delete option is selected. The following message displays.

Microsoft Access

|8I Previously Updated...Delete not allowed

Microsoft Access

9 Delete transaction now?

Click Yes to continue or No to cancel.
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Once transaction is deleted, the following message displays.

Microsoft Access

o Transaction successfully deleted.

Click OK.

Credit Memos

Click Credit Memos to add or view existing Credit Memos that have not been updated.

Transaction Entry
Vendor #: [B00013 v | [Diinker Biddle & Reath LLP Fiscal Year: 2016 || GL Posting Date: | 02/21/2012 @&
¥endor Hame: - Update Date: | 02/21/2015 @
Search Name: v
Credit Memos AJP Div I CATA | Mew Entry | Reference #: W Invoices
Credit Memos
Debit Memos
Adjustments
Pending
Field Name Description
A/P Div # Select the A/P division from the drop-down list.
New Entry Click to create a new Credit Memo.
Select an existing Credit Memo reference number for this vendor from the
Reference # drop-down list to view an existing credit memao..
New Entry

Click New Entry to create a new Credit Memo reference #. The following form displays.

Microsoft Access
Enter New Reference #

Cancel

CM20180212)

Enter a User Defined reference number Max Field Size 20 Alpha Numeric. If the credit memo is being issued to
offset an existing invoice, use the same Reference Number that was used for the invoice being offset.

Click OK to continue or Cancel to cancel.
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Transaction Entry

Yendor #: E00O19
Yendor Mame:

Search Name:

W |Drinker Biddle & Reath LLP

Fiscal Year: 2012 |.,,| GL Posting Date: | 02/21/2013 &

- Update Date: | 02/21/2013 &

b4

Credit Memos

Reference #: |CW20180212 v

Invoices

AP Div #: CATA o | | New Entry

Date Amount

Purchase Credit Memos

Pay Order #

Retainage
Description Amount =
Debit Memos

TR

[$50.00) [Shipping Charges Credit

[ [ Updated: [ ]

Adjustments

Contract #: |

2| Type DF1099: (5 [, | Amount Code: (3 [, | Project #: |2017JUNEGAZERQ w|(?

Pending

GL Distribution GL Update Subcontract Attach Delete
Tran Purchase Due 1 1 Di: t Met
Div # Reference # Code Order # Date Date Date Amount Pay Amount
CATA |EM2D1 80212 Ch | 2Az/2me | 2nzemsa | [$50.00)

Balance: [$50.00)

Field Name Description

Enter the date of the credit memo. The credit memo date and the GL

posting date must match month and year. If they do not the A/P Aged
Date Trial Balance will not reconcile the GL at month end.

Enter the amount of the credit memo. This will automatically display as
Amount a negative amount.

If Type of Goods was set up in the Vendor Master it will auto populate,
Description description can be edited at this time.

Automatically checked. This box sets the credit memos as due for and
Pay eligible for payment.

Purchase Order#

Enter the PO # if applicable Max field size 11 Alpha Numeric.

Retainage Amount

If applicable enter the fixed dollar amount of retainage to be applied.

Updated Box will be checked once credit memo is updated.
Enter or select contract # from drop-down options. Utilize the? To
Contract # search list of all contracts assigned to the selected vendor.
Auto-populates based on the Vendor Master setup. This field can be
Type of 1099 edited on this form Currently this Type = A.

Amount Code

Auto-populates based on the Vendor Master setup. This field can be
edited on this form.

Project #

Enter or select the project # from drop-down options. Utilize the? To
search list of all projects assigned to the selected vendor.
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Grant

Click Grants, to allocate the credit amount to a grant or grants.

Project must be selected to utilize this options. If a project is not selected the system will generate the following

message.

Microsoft Access

'8' Please enter a Project £,

Once a project is selected. The following form displays:

Project #: [20T7IUNEGAZEBD Invoice Amount: [ [350.00]
Line Fiscal Invoice
Src Grant # Item Year Line ltem Amount Uszed Labor R emaining Amount
’T|2D1 F-0E-GROUNDSF |DD.DD.D1 |2D1? | $150,000.00 | $17.501.01 $0.00 | $132,458.99 | [$50.00]
Sre: 'T Grant #: |2D1 7OB-GROUNDSF
Total Distribution: ,W
i Remaining: 'W
Field Name Description
Project # Auto populates based on the project selected for the Credit Memo.
Invoice Amount Auto populates based on the amount entered for the Credit Memo.
Src Auto populates the type of grand funding setup in Procurement Suite.
Grant # Auto populates the description for the grant # selected.
Line Item Auto populates all line items for the selected grant.
Fiscal Year Auto populates the Fiscal Year setup for the selected grant.
Line Item Amount Auto populates all line items setup for the selected grant.
Used Auto populates the amount already assigned to the line item.
Auto populates at amount of labor is applicable that was entered in Project
Labor Tracking.
Remaining Auto populates the amount of funds still available for the line item.
_ Enter the amount being paid utilizing the individual line items. Credit Memo
Invoice Amount amount can be separated between multiple lines.
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Compute Remaining

Click Compute Remaining to apply amounts to line items to generate current remaining balances. Amount will move
from Remaining field to the Total Distribution field.

When the Transaction is updated the total credit memo amount will be updated to Project Costs and each line item
amount will update the Project with amount used.

Invoice Amount: $625.43

Invoice
Amount

$625.43

Project #: |20 7JUNEGAZERD

Src Grant # Item
[ F [207-06-GROUNDSF [0 (2017

Src:[ F Grant #: [2017-06-GROUNDSF

Fiscal
Year

Line
Labor R

$0.00 |

Used
$17.551.01

Line Item Amount
$150,000.00 |

$132.443.33 |

Total Distribution: $625.43

GL Distribution

Click GL Distribution to assign the General Ledger Account # applicable to the credit memo transaction.

Posting GL
Div # Account # Description Amount Batch # Date Tran # Distribution Code
CATA[y | 1020850100 [, | [Drinker Biddle & Reath LLF [ ($50.00) | [ [ vl
|Accounts Receivable - Capital Grants - Federal
4l v vl| [ [ [ [ wl[«
|
Field Name Description
Div # Enter or select Division from drop-down options.
Account # Enter or select the General Ledger Account # applicable to the Credit Memo.
Description Auto populates the Vendor Name.
Amount Enter the amount to be recorded to the selected General Ledger Account #.
Batch # Once Credit Memo has been updated the system will assign the Batch #.
Posting Date Once Credit Memo has been updated the system will populate the date.
GL Tran # Once Credit Memo has been updated the system will populate the transaction #.

Distribution Code

Enter or select a Distribution Code to allow for reports to be generated to further
define subcategories within the selected General Ledger Account #. If Distribution
code needs to be added. Click Green Checkmark add a new code.

Total Auto populates based on the amount of the Credit Memo.

Calculates the total amount distributed as amounts are entered by General Ledger
Distribution Account #’s.

System takes Credit Memo Total against the Distribution amount to generate the
Variance variance amount.
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Once Variance equals $0.00, close the GL Distribution form by Xing out. Record will be saved. If entry is out of
balance the following message displays and correcting entries will need to be made.

Microsoft Access

|0I The distributicn amount does not equal the Reference amount.

GL Update

Click GL Update to do a quick update for the Credit Memo entered. This option will not generate any Audit Reports.
Recommendation: Utilize the Pending option when updating credit memo records to create an Audit Report for the
credit memo transaction. If this option is selected the following message displays.

Microsoft Access

9 Update Mow?

Click yes to update the credit memo to the Accounts Payable subsidiary journal or No to cancel.
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Subcontractor

Click Subcontractor to enter the amount the Vendor will apply to the subcontractor. This function is only available
when a Project has been setup as the Project must be selected before subcontractor information can be entered.

Hefterence FPurchase PO DBE Heference
Subcontractor # Project # Reference # Date Order#t HRev Code Amount
2 v | |2 |[20TRIUNEGAZEED [CM20780212 [zAz7zms | C [w [350.00)
|EDI:- the Builder
’ vlz]l I I I v
I
Total: [$R0.00]
Field Name Description
Subcontractor # Enter or select the subcontractor from the drop-down options.
Project # Auto populates based on the subcontractor selected.
Reference # Auto populates for the reference # assigned to the transaction.

Reference Date

Auto populates the Credit Memo date.

Purchase Order #

Auto populates from the transaction entry form, if a Purchase Order #
was used to secure the product or services.

PO Rev Auto populates if Purchase Order as a revision #.
Auto populates based on vendor setup. Can be modified at this type by
DBE Code selecting options available in the drop-down options.
Auto populates the amount entered for the Credit Memo. Amount can
Reference Amount be modified at this time.
Attachment

Click Attachment to attach a scanned image to the transaction. Paperless Option. The following form displays.

Attachment:

¥

Delete

credit-memo-template.jpg
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Delete

Click Delete to remove the attachment. The following message displays.

Attachment:

Delete

Microsoft Access

o Attachment Deleted,

Click OK.

Delete

Click Delete to delete a transaction that has not been updated. Once transaction has been updated it cannot be
deleted. If record has been updated the following message displays.

Click OK.

If record has not been updated and the delete option is selected. The following message displays.

Microsoft Access

|8I Previously Updated...Delete not allowed

Microsoft Access

9 Delete transaction now?

Click Yes to continue or No to cancel.

Once transaction is deleted the following message displays.
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Microsoft Access

o Transaction successfully deleted.

Click OK.

Debit Memos

Click Debit Memos to add or view existing Debit Memos that have not been updated.

Transaction Entry
Vendor #: [E00013 v | |Drinker Biddle & Reath LLP Fiscal Year: 2018 || GL Posting Date: | 02/22/201% @
Yendor Name: w Update Date: | 02/22/2018 @
Search Name: "
Debit Memos AJP Div #: CATAly | |Mew Entry  Reference #: | W Invoices
Credit Memos
Debit Memos
Adjustments
Pending
Field Name Description
A/P Div # Select the A/P division from the drop-down list.
New Entry Click to create a new Debit Memo.
Select an existing Debit Memo reference number for this vendor from the
Reference # drop-down list to view an existing debit memo that has not been updated.
New Entry

Click New Entry to create a new Debit Memo reference #. The following form displays.

Microsoft Access 3
Enter Mew Reference #
Cancel

DM20180222)

Enter a User Defined reference number Max Field Size 20 Alpha Numeric (i.e. the vendor debit memo number).
Click OK to continue or Cancel to cancel. If the debit memo is being issued to offset an existing credit memo,
use the same Reference Number that was used for the credit memo being offset.
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Vendor #: BO00O1S
Vendor Name:

Search Mame:

Transaction Entry

GL Posting Date: | 02/22/2018 @

02/22/2018 @

w |Dnnker Biddle & Reath LLF
v Update Date:

Fiscal Year: 2018 .,

w

Debit Memos A/P Div #: CATA | Mew Entry | Reference #: DM20180222 w Invoices
Purchase Retainage Credit Memos
Date Amount Description Pay DOider # Amount =
[ zzzms g || $50.00 [Shipping Charges Reversal [ [ Updated: [] De'_"me""’s
Contract ﬂ:| 7 Type OF1099: |4 || Amount Code: [3 [.,| Project #: |2017JUNEGAZEBD wl|? Ad|uslr|Tenls
GL Distribution GL Update Sub track Attach Delete ficnding
Field Name Description
Enter the date of the debit memo. The debit memo date and the GL posting date
must match month and year. If they do not the A/P Aged Trial Balance will not
Date reconcile the GL at month end.
Amount Enter the amount of the debit memo. This will display as a positive amount.
o If Type of Goods was set up in the Vendor Master it will auto populate, description
Description can be edited at this time.
Automatically checked. This box sets the debit memos as due for and eligible for
Pay payment.

Purchase Order#

Enter the PO # if applicable Max field size 11 Alpha Numeric.

Retainage Amount

If applicable enter the fixed dollar amount of retainage to be applied.

Updated

Box will be checked once credit memo is updated.

Contract #

Enter or select contract # from drop-down options. Utilize the? To search list of all
contracts assigned to the selected vendor.

Type of 1099

Auto-populates based on the Vendor Master setup. This field can be edited on
this form Currently this Type = A.

Auto-populates based on the Vendor Master setup. This field can be edited on

Amount Code this form.
. Enter or select the project # from drop-down options. Utilize the? To search list of
Project # all projects assigned to the selected vendor.
Grant

Click Grants, to allocate the debit memo amount to a grant or grants.

Project must be selected to utilize this options. If a project is not selected the system will generate the following

message.

Microsoft Access

'8' Please enter a Project £,

Once a project is selected. The following form will display.
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Project #: [2117JUNEGAZEED Invoice Amount: [ $50.00
Sic Grant # :_lI:; ﬁ?::aall Line Item Amount Used Labor R mg:frﬁ
[ F [2m7-06-GROUNDSF [ooonot [2017 | $150000.00 | $17EMm | $0.00° | $132.43699 | $0.00
Sic: ’T Grant {f: |2D1?VDBVGHDUNDSF
Total Distribution: ’W
Remaining: | $50.00
Field Name Description
Project # Auto populates based on the project selected for the debit memo.
Invoice Amount Auto populates based on the amount entered for the debit memo.
Src Auto populates the type of grand funding setup in Procurement Suite.
Grant # Auto populates the description for the grant # selected.
Line Item Auto populates all line items for the selected grant.
Fiscal Year Auto populates the Fiscal Year setup for the selected grant.
Line ltem Amount Auto populates all line items setup for the selected grant.
Used Auto populates the amount already assigned to the line item.
Auto populates at amount of labor is applicable that was entered in Project
Labor Tracking.
Remaining Auto populates the amount of funds still available for the line item.
_ Enter the amount being paid utilizing the individual line items. Debit Memo
Invoice Amount amounts can be separated between multiple lines.

Compute Remaining

Click Compute Remaining to apply amounts to line items to generate current remaining balances. Amount will move

from Remaining field to the Total Distribution field.

When the Transaction is updated the total debit memo amount will be updated to
amount will update the Project with amount used.

Project Costs and each line item

Project #: | 2017JUNEGAZERD

Src Grant # Item

Fiscal
Year Line ltem Amount

Line

Used Labor

Invoice Amount: $50.00

Invoice

R Amount

[ F [2017-06GROUNDSF [ ETE|
Src:[ F Grant #: [2017-06-GROUNDSF

$150.000.00 | $17.551.00 | $0.00 |

$132.448.93 | $50.00

Total Distribution: $50.00

R : $0.00
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GL Distribution

Click GL Distribution to assign the General Ledger Account # applicable to the debit memo transaction.

Div # Account # Description Amount Batch # P[‘;zllizg Tglr_l # Distribution Code
P |CaTal. |[1020650100 [ | [Drinker Biddee & Reath LLP [ $50.00 | [ [ CsT vl|#
|Accounts Receivable - Capital Grants - Federal
* v vl | | | | vl
|
Total: 450.00  Distribution: $50.00 WVariance: 'W
Field Name Description
Div # Enter or select Division from drop-down options.
Account # Enter or select the General Ledger Account # applicable to the debit memo.
Description Auto populates the Vendor Name.
Amount Enter the amount to be recorded to the selected General Ledger Account #.
Batch # Once Debit Memo has been updated the system will assign the Batch #.
Posting Date Once Debit Memo has been updated the system will populate the date.
GL Tran # Once Debit Memo has been updated the system will populate the transaction #.

Distribution Code

Enter or select a Distribution Code to allow for reports to be generated to further
define subcategories within the selected General Ledger Account #. If
Distribution code needs to be added. Click Green Checkmark add a nhew code.

Total Auto populates based on the amount of the debit memo.

Calculates the total amount distributed as amounts are entered by General
Distribution Ledger Account #'s.

System takes Debit Memo Total against the distribution amount to generate the
Variance variance amount.

Once Variance equals $0.00, close the GL Distribution form by Xing out. Record will be saved. If entry is out of
balance the following message displays and correcting entries will need to be made.

Microsoft Access

[8} The distribution amount does not equal the Reference amount.
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GL Update

Click GL Update to do a quick update for the Debit Memo entered. This option will not generate any Audit Reports.
Recommendation: Utilize the Pending option when updating credit memo records to create an Audit Report for the

credit memo transaction. If this option is selected the following message displays.

Microsoft Access

9 Update Now?

Click Yes to update the debit memo to the Accounts Payable subsidiary journal or No to cancel.

Subcontractor

Click Subcontractor to enter the amount the Vendor will pay the subcontractor. This function is only available when

a Project has been setup as the Project must be selected before subcontractor information can be entered.

The following form displays.

Helerence Purchase PO DBE Helerence
Subcontractor # Project # Reference # Date Order ## Rev Code Amount
2 v |7 |[2NN7IUNEGAZERD [CW20180212 Rz | | T v ($50.00)
|Bab the Builder
> vl2|l | | | | v
|
Total: [$50.00]
Field Name Description
Subcontractor # Enter or select the subcontractor from the drop-down options.
Project # Auto populates based on the subcontractor selected.
Reference # Auto populates for the reference # assigned to the transaction.

Reference Date

Auto populates the Debit Memo date.

Purchase Order #

Auto populates from the transaction entry form, if a Purchase Order #
was used to secure the product or services.

PO Rev Auto populates if Purchase Order as a revision #.

Auto populates based on vendor setup. Can be modified at this type by
DBE Code selecting options available in the drop-down options.

Auto populates the amount entered for the debit amount. Amount can
Reference Amount be modified at this time.
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Attachment

Click Attachment to attach a scanned image to the transaction. Paperless Option. The following form displays.

Attachment:

Delete

| =

debitmemo03,jpg

Delete

Click Delete to remove the attachment. The following message displays.

Attachment:

Delete

Microsoft Access

o Attachment Deleted.

Click OK.
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Delete

Click Delete to delete a transaction that has not been updated. Once transaction has been updated it cannot be
deleted. If record has been updated the following message displays.

Click OK.

If record has not been updated and the delete option is selected. The following message displays.

Click Yes to continue or No to cancel.

Microsoft Access

|8I Previously Updated...Delete not allowed

Microsoft Access

9 Delete transaction now?

Once transaction is deleted the following message displays.

Click OK.

Microsoft Access

o Transaction successfully deleted.
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Adjustments

Click Adjustments to add or view existing Adjustments that have not been updated. Recommendation is to use
Adjustments when correcting entries in Accounts Payable.

Transaction Entry
Vendor #: [E00073 v | [Drinker Biddie & Reath LLP Fiscal Year: 2012 || GL Posting Date: | 02/22/2018 @
Yendor Name: v Update Date: | 02/22/2015 @
Search Name: w
Adjustments A/P Div #: CATA | |New Entry | Reference #: | v Invoices
Credit Memos
Debit Memos
Adjustments
Pending
Field Name Description
A/P Div # Select the A/P division from the drop-down list.
New Entry Click to create a new Adjustment.
Select an existing Adjustment reference number for this vendor from the
Reference # drop-down list to view an existing adjustments that has not been updated.

New Entry

Click New Entry to create a new Adjustment reference #. The following form displays.

Microsoft Access
Enter Mew Reference #
Cancel

REV20180222|

Enter a User Defined reference number Max Field Size 20 Alpha Numeric. If the adjustment is being issued to
offset an existing invoice, credit memo or debit memo use the same Reference Number that was used for the
transaction being offset.

Click OK to continue or Cancel to cancel.

Transaction Entry
VYendor #: [B00019 v | |Diinker Biddle & Fieath LLP Fiscal Year: 2018 || GL Posting Date: | 02/22/2018 &
Vendor Name: v Update Date: | 02/22/2018 @
Search Name: v
Adjustments AJP Div #: CATA o | |Mew Entiy | Reference #: REV20180222 v Invoices
Purchase Retainage Credit Memos
Date Amount Description Pay Order # Amount D
mEEEEE 002 [Bdusiment | | Updated: [] =
Adjustment
Contract ﬂ:| 2 Type OF1099: |4 [, | Amount Code: 3 |, | Project #: 2017JUNEGAZEBO vl|[? |usiments
Pending
Grants GL Digtribution GL Update Sub A h Delete
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Field Name Description
Enter the date of the adjustment. The adjustment date and the GL posting date must
match month and year. If they do not the A/P Aged Trial Balance will not reconcile the GL
Date at month end.
Amount Enter the amount of the adjustment. This will display as a positive/negative amount.
If Type of Goods was set up in the Vendor Master it will auto populate, description can be
Description edited at this time.
Pay Automatically checked. This box sets the adjustment as due for and eligible for payment.
Purchase Order# Enter the PO # if applicable Max field size 11 Alpha Numeric.

Retainage Amount

If applicable enter the fixed dollar amount of retainage to be applied.

Updated

Box will be checked once adjustment is updated.

Contract #

Enter or select contract # from drop-down options. Utilize the ? to search list of all
contracts assigned to the selected vendor.

Type of 1099

Auto-populates based on the Vendor Master setup. This field can be edited on this form
Currently this Type = A.

Amount Code

Auto-populates based on the Vendor Master setup. This field can be edited on this form.

Project #

Enter or select the project # from drop-down options. Utilize the ? to search list of all
projects assigned to the selected vendor.

Grant

Click Grants, to allocate the adjustment amount to a grant or grants.

Project must be selected to utilize this options. If a project is not selected the system will generate the following

message.

Microsoft Access

IQI Please enter a Project ,
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Once a project is selected. The following form displays:

Project #: |2017JUNEGAZERD

Invoice Amount: $0.02

Line  Fiscal Invoice
Src Grant # Item Year Line Item Amount Used Labor Remaining Amount
’T |2D1 7-06-GROUNDSF |DD.DD.D1 |2D1 7 | $150,000.00 | $17.551.0 | $0.00 | $132.448.93 | $0.00

Src: | F Grant #: |201?-DB-GF|DUNDSF

Total Distribution: $0.00
Compute Remaining Remaining: $0.02

Field Name

Description

Project #

Auto populates based on the project selected for the adjustment.

Invoice Amount

Auto populates based on the amount entered for the adjustment.

Src

Auto populates the type of grand funding setup in Procurement Suite.

Grant # Auto populates the description for the grant # selected.
Line Item Auto populates all line items for the selected grant.
Fiscal Year Auto populates the Fiscal Year setup for the selected grant.

Line Item Amount

Auto populates all line items setup for the selected grant.

Used

Auto populates the amount already assigned to the line item.

Labor

Auto populates at amount of labor is applicable that was entered in Project
Tracking.

Remaining

Auto populates the amount of funds still available for the line item.

Invoice Amount

Enter the amount being paid utilizing the individual line items. Adjustment
amounts can be separated between multiple lines.
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Compute Remaining

Click Compute Remaining to apply amounts to line items to generate current remaining balances. Amount will move
from Remaining field to the Total Distribution field.

When the Transaction is updated the total debit memo amount will be updated to Project Costs and each line item
amount will update the Project with amount used.

Project #: |2D1 FIUMEGAZERD Invoice Amount: | $0.02
Line  Fizcal Invoice
Src Grant # Item Year Line Item Amount Used Labor R inil Amount
F |2D1 F-06-GROUNDSF 00.00.01 |2D‘I? | $150.000.00 | $17.551.03 $0.00 | $132.448.97 | $0.02

Sre: | F - Grant #: [2017-06-GROUNDSF

Distribution: $0.02
Remaining: $0.00

GL Distribution

Click GL Distribution to assign the General Ledger Account # applicable to the adjustment transaction.

Posting GL
Div # Account # Description Amount Batch # Date Tian # Distribution Code
CATA[ | [1020650100 [\, |[Drinker Biddle & Reath LLP [ 00z | [ [ cst vl
|Accounts Receivable - Capital Grants - Federal
’ v vll | | | | vl
|
Total: $0.02  Distribution: $0.02 Wariance: $0.00
Field Name Description
Div # Enter or select Division from drop-down options.
Account # Enter or select the General Ledger Account # applicable to the adjustment.
Description Auto populates the Vendor Name.
Amount Enter the amount to be recorded to the selected General Ledger Account #.
Batch # Once Adjustment has been updated the system will assign the Batch #.
Posting Date Once Adjustment has been updated the system will populate the date.
GL Tran # Once Adjustment has been updated the system will populate the transaction #.
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Field Name

Description

Distribution Code

Enter or select a Distribution Code to allow for reports to be generated to
further define subcategories within the selected General Ledger Account #. If
Distribution code needs to be added. Click Green Checkmark add a new

code.

Total Auto populates based on the amount of the adjustment.

Calculates the total amount distributed as amounts are entered by General
Distribution Ledger Account #'s.

System takes Adjustment Total against the Distribution amount to generate the
Variance variance amount.

Once Variance equals $0.00, close the GL Distribution form by Xing out. Record will be saved. If entry is out of
balance the following message displays and correcting entries will need to be made.

GL Update

Microsoft Access

[0] The distribution amount does not equal the Reference amount.

Click GL Update to do a quick update for the Adjustment entered. This option will not generate any Audit Reports.
Recommendation: Utilize the Pending option when updating adjustment records to create an Audit Report for the
credit memo transaction. If this option is selected the following message displays.

Click Yes to update the adjustment to the Accounts Payable subsidiary journal or No to cancel.

Microsoft Access

9 Update Mow?
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Subcontractor

Click Subcontractor to enter the amount the Vendor will pay the subcontractor. This function is only available when
a Project has been setup as the Project must be selected before subcontractor information can be entered.

The following form displays:

Reference Purchase PO DBE Reference
Subcontractor # Project # Reference # Date Order# HRev Code Amount
z v |7 |[2017JUNEGAZEED [REV20180222 EZZETER | c (v w0z
|Bob the Builder
dl viz|l | I | | v
I
Total: $0.02
Field Name Description
Subcontractor # Enter or select the subcontractor from the drop-down options.
Project # Auto populates based on the subcontractor selected.
Reference # Auto populates for the reference # assigned to the transaction.
Reference Date Auto populates the Adjustment date.
Auto populates from the transaction entry form, if a Purchase Order # was used
Purchase Order # to secure the product or services.
PO Rev Auto populates if Purchase Order as a revision #.
Auto populates based on vendor setup. Can be modified at this type by selecting
DBE Code options available in the drop-down options.
Auto populates the amount entered for the adjustment. Amount can be modified
Reference Amount at this time.

Attachment

Click Attachment to attach a scanned image to the transaction. Paperless Option. The following form displays.

Attachment:

g

credit-memo-template jpg

Delete
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Delete

Click Delete to remove the attachment. The following message displays.

Attachment:

Delete

Microsoft Access

o Attachment Deleted,

Click OK.

Delete

Click Delete to delete a transaction that has not been updated. Once transaction has been updated it cannot be
deleted. If record has been updated the following message displays.

Click OK.

If record has not been updated and the delete option is selected. The following message displays.

Microsoft Access

|8I Previously Updated...Delete not allowed

Microsoft Access

9 Delete transaction now?

Click Yes to continue or No to cancel.

Once transaction is deleted the following message displays.
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Click OK.

Updating Transactions

Pending

Microsoft Access

o Transaction successfully deleted.

Click Pending to view all A/P items (Invoices, Debit Memos, Credit memos, and Adjustments) that have not been
updated to the Accounts Payable subsidiary journals. This form allows batch update of all or a selection of

transactions to update.

Entry of the correct GL Posting and Update Dates is required.

All transactions selected will post to the General Ledger on the date entered in the GL Posting Date field.

All transactions prior to and including the date entered in the Update Date field will be updated. Any transactions with
an invoice date later than the update date will remain pending for a future batch update.

All transactions will display and the default is Select All for updating.

The following are available to limit the transactions to be updated:
e Change the Update Date to limit the transactions.
e User Id —select only 1 user (the user that generated the transaction).
e Click Unselect All and manually check the Sel box to the left of the Vendor #

Transaction Entry
Vendor #: vl] Fiscal Year: 2018 || GL Posting Date: | 02/22/2018 @
Yendor Hame: w Update Date: | 02/22/2012 @
Search Mame: w
Transactions Pending Update User 1d: v| [JANUsers | gelect All | |Unselect All Print
Transactions Pending Update -
AP Tran Transaction Transaction
Sel Vendorf Divit Reference # Code Due Date Project Description Amount
(ED0TE] | CaTa |CMzot80212 CM | 212/2018 [2017JUNEGAZEED Shipping Charges [ [450.00)
[Driker Biddis & Feath LLP User Id: [iGay Credt
(ED0TE] | CaTa |DM20180222 DM | 2/22/2018 [2017JUNEGAZERD Shipping Charges [ $50.00
[Driker Biddis & Feath LLP User Id: [iGay Reversal
i (ED0TE] | CaTa |REV20180222 A) | 2/22/2018 201 7JUNEGAZERD Adiustment [ $0.02
|Drinker Biddle & Reath LLP User Id: |Iday
Total: 41013802

Invoices

Credit Memos
Debit Memos
Adjustments

Pending

Once reports are printed and transactions are updated no changes can be made to the transactions.
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Review Transactions

Double Click Vendor Number for the selected transaction to review or make corrections to the data prior to printing
the audit reports and updating the pending transactions. The Transaction Entry form displays:

Transaction Entry
Yendor #: " | Fiscal Year: 2013 | GL Posting Date: | 02/22/2018 @
Vendor Name: = Update Date: | 02/22/2012 @
Search Name: "
Transactions Pending Update User Id: | [JANUsers | Select All | | Unselect Al Print Invoices
Transactions Pending Update - Credit Memos
\ AP TED T b T b Debit Memos
SEe|I A::;T;;ﬂ % |test Reference # %l ?E:T;:;:? |TE5T Project Description | Amnl.;r;tuu . Adjustments
IA& Auto Parts User Id: |JRmhrhaugh ‘
[ [Boda7 [ CATA [test I SAEE ‘ [ $750.00
|C|ark Auta Equipment User Id: |]rohrbaugh
[ [coo7s [ CATA [20171107TESTING [T [T1728/2007 [207 7NOVwWALL ‘ [ 4,444,010
|Transfur Corporation User Id: |DE|UE|E|
[ [coors [ CATA ™ [20171T06F argetGrant [ DI [117280zm7 | ‘ [ $4,444.00
|Transfur Corparation User Id: |pdndd
Total: $i013800 -

Make any required changes. Click Pending to return to the Pending Transaction Entry form.

Transaction Entry
Vendor t: 24122456 v |AA Auta Parts Fiscal Year: 2012, GL Posting Date: | 02/22/2012 @
Yendor Name: “ Update Date: | 02/22/2018 |@
Search Name: “
Invoices AP Div i CATA L | | New Entry Reference #: |zt W Invoices
Invoice 1 Di t Di t Purchaze Credit Memos
Date Due Date Amount Date Amount Payp Order # Description -
Debit Memos
| 1012207 @ |1U.f1 2/2m7 $500.00 | |
Adjustment
Contract #: | 7 Retainage %: Retainage Amount: Updated: [ | et
Project #: TEST w |2 Type OF1099: | Amount Code: | [ |Attachment ficnding
Grants GL Distribution GL Update Sub A h Delete
Tran  Purchase Due Invoi Di: Di: Net
Div # Reference # Code Order # Date Date Date Amount Pay Amount
CATA, [test o | 10/120207 [10M2/2017 | | | $500.00
Balance: $500.00
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Print

Click Print to view/print/save the AP Transaction Audit Report. The report lists all items AP items awaiting updating.

Transaction Audit Report

Accounts Payable Transaction Audit Report
Fiscal Year: 2018 Posting Date: (/22208 Update Date: 02222018
Division: CATA
BOD018 Drinker Biddle & Reath LLF
Tran Invoice Due Discount Discount Amount
Reference # Dreseription Code Tran# Contract #\Project # Pay Date Date Drate Amount Due
CM20180212 Shipping Charges Credit CM 15862 Yes  ZAZEDIE ZNZZ01E {350.00)
HOITIUNEGAFEBD
Joumal Entries
Div # Account # Title Description Amount
CATA 020650100 Accounts Recevshle - Capisl Grants - Drinker Biddle & Resth LLP {350.00)
Fedaral CsT
3 Grant # Line ltem  Year Src Line tem Grant# Amount Allocated
F  2017-08-GROUNDSF 00000 2017 F  207T-08-GROUNDSF {550.00)
Total: {550.00)
Sub# Subcontractor Name Amount Dbe
2 Baob the Builder (35000 C
D201 80222 Shipping Chamges Rewersal DM 15854 Yes  ZZZE0IE ZEZREDIE $50.00
HDITIUNEGATERD
Joumal Entries
Div & Account # Title Description Amount
CATA 020650100 Accounts Recavshle - Capisl Grants - Drinker Biddle & Resth LLP 350.00
Fedaral CsT
S Grant # Line ltem  Year Src Line tem Grant# Amount Allocated
F  2017T-08-GROUNDEF 000001 2017 F 20IT-08GROUNDSF 350,00
Total: 350,00
REVZ0180222 Adijustment Ad 15866 Yes 22202018 2222018 002
DITIUNEGAZEED
Joumal Entries
Div & Account # Title Description Amount
CATA 020550100 Accounts Recdvable - Capisl Grants - Drinker Biddle & Reath LLF 0.2
Fedaral CsT
5 Grant # Line ltem  Year 5Src Line ltem Grant# Amount Allocated
F  2017-08-GROUNDEF 000001 2017 F 20IT-08GROUNDSF 002

After printing/saving the report. Click Close Print Preview the follow message displays.

Microsoft Access

9 Do you wish to print a report sorted by GL Account #7

Click yes to view/print/save the GL Distribution report. The report lists each division on a separate page.
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GL Distribution Report

Accounts Payable Transaction Audit GL Distribution Report

Fiscal Yaar: 2013

Posting Dale: 02222013

Updat Date: 02222015

Vandor AP Div Refrancs £ Tran# D= scription Projpct £ A meont
CATA 1020650100 Accounts Recalvable - Capill Grants - Fedaral

200019 CATA ChzOiadiz 15862 DrinkerEladle & Reath LLP 2N TIUNE GAZEED 50.00
510019 CATA DM2O180222 15864 Drink er Bhddle & Reath LLP 20 TIUNE GAFER D 50.00
510019 CATA REwWZIB0222 15866 Drink er Elddle & Reath LLP 20 TIUNE GAZEB O a0z
CATA 1020550100 sccounts Recalvabls - Capil Grants - Fegaral sccount Total: ooz
CATA Devisbon Total: ooz

Review the reports for accuracy prior to continuing with the update. When the report is closed the following prompt

displays:

Microsoft Access

0 Do you wish to update all pending transactions?

Click yes to update pending transactions or if the reports are incorrect click No to be returned to the pending items

listing.

If Yes is selected the following message displays once update is completed.

Microsoft Access

o Update completed successfully.
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Fixed Expense Transaction Entry

Click Fixed Expense Transaction Entry to set up fixed expenses. Fixed Expense transactions can also be set up

utilizing the Vendor Master Fixed Exp option.

TRANSACTION MAINTENANCE

Tranzaction Entry

|[?

Fizxed Expense Transaction Entry

|[?

Fixed Expensze Processing

-

ACH Tranzaction Entry

Edit ACH Tranzactions

Yoid ACH Payments

-

Grant Allocation Report

| | et [ [ mm

fay

EAPIEEAPS PN

Return To Previous Menu

-

4 || Enter your selection:

Wz 03.06 [2/6/2018] Iday FHLY42

[] Show Details

AP Find

Setup

Click Setup to set up the Fixed Expense transaction that will be processed by the selected frequency.

Fixed Expense Setup

Yendor #: 0000007 " | Jozeph Jamizson

Yendor Name: w

Search Name: w

Fixed Expenses

b

A/P Div: | FRJ2

Reference #: |M0nlhly

Tran Code: FE Project #: TECH UPGRADE OPS 20 w

w

Dese: [Monthly Cortract
Type OF1099: |4 |,

Original Ref Date: 111/2018 Met Due Days 30 Date Mext Invoice:

["] Stop Processing

Amount Code: |3 [, Frequency: MO |

2M1/2018  Next Due Date: MNext Ref #:

Amount: ’w Original Balance: $6.600.00  Invoices To Date: ’w GL Distribution
Max Field

Field Name Size Field Type Description
A/P Division Numeric Select applicable A/P Division from the drop-down list.
Reference # 20 Alpha/Numeric | Enter a user defined reference number.
Desc 30 Alpha/Numeric | Enter a user defined description.

Check box to suspend further payment from being processed. To

Stop Processing Yes/No reactivate the payment uncheck the box.
Tran Code Alpha/Numeric | Select DI (Invoice) or FE (Fixed Expense).
Project # Select project from the drop-down box if applicable.
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Max Field
Field Name Size Field Type Description

Type of 1099 Alpha/Numeric | Select the Type of 1099. “A” is required selection at this time.

Amount Code Alpha/Numeric | Select the code applicable to the expense from the drop-down options.
Select the frequency of the payment for the fixed expense.
(W=Weekly, BW=Bi-Weekly, SM=Semi-Monthly, MO=Monthly,
QT=Quarterly, SA=Semi-Annually, AN=Annually or MD=Same Date

Frequency 2 Alpha Each Month).

Original Ref Date Date Enter original date for the fixed expense (optional field).

Net Due Days Numeric Enter number of days from the invoice date to payment due date.

Date of Next Enter date of the first invoice that will be processed using Fixed

Invoice Date Expenses.
If the number of Net Due Days is entered, system will calculate the
due date based on the Date of Next Invoice plus the number entered

Next Due Date Date in Net Due Days.

Amount Currency Enter the amount of the expense.

Enter the original total amount for this expense. If fixed expense is
being set up for a contracted amount, that amount should be entered
in this field. Once the total payments processed through Fixed
Expenses equal the amount of the Original Balance, system will stop
Original Balance Currency processing payments for this expense.

If Original Balance is being used as outlined above and payments
have been made against the contract prior to setting up the Fixed
Expense, enter the dollar amount of payments in Payments to Date.
System will compute the Original Balance, less Payments to Date, less
payments processed through Fixed Expenses in order to determine
Payments to Date Currency when to stop processing payments.

GL Distribution

Click GL Distribution to enter the General Ledger Account #'s and percentages as applicable to the fixed expense
entry.

2] FNAP_FixedExpenseSetupGlSubForm - O
GL Distribution
Reference #: |Monthl}l

Fiscal
Year GL Div GL Account # Poszting Description Distribution %
| EHE w100 | (B09991E090 | .. |M0nth|_l,l Computer kaint. | 25.00
2018 || CATA . BO99916090 | . |Monthl_l,l Computer kaint. | 7h.00
* W w w | |
Record: M Tof2 L Search
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Field Name Description
Fiscal Year Select the fiscal year from the drop-down list.
GL Division Select the GL division for posting the expense from the drop-down list.
GL Account # Select the GL account number for posting the expense from the drop-down list.

Posting Description

Enter a description of the transaction.

Distribution %

Enter the percentage of the expense to be applied to each account. If the
distribution does not equal 100%, the remaining balance will be applied to the

last GL account on the list.

Print

Click Print to generate the Fixed Expense Setup Report.

Fixed Expense Setup Report
Original Net
AP Reference Tran Due Invoice Due
Div Reference # Description Date Code  Frequency Stop Days Date Date Amount
Vendor: 0000007 Joseph Jamison
CATA Monthly Wonthly Contract 1172018 FE MO ] 30 2Me £550.00
Project# TECH UPGRADE OPS 21 Original Balance: 56,600.00  Invoices To Date: $550.00
Fiscal Div Account# Title Description Amount Percent
2018 100 5099916090 CB - Miscellangous Administration - OtherE  Monthly Computer Maint. $137.50 25
2018 CATA 5095516080 CB- Misc ini ion - OtherE  Monthly Computer Maint. 3412.50 75
endor Total: $550.00
Report Total: £550.00
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Fixed Expense Processing

Click Fixed Expense Processing to process payments for vendors that have been previously set up with fixed
expenses.

TRANSACTION MAINTENANCE

Tranzaction Entry ?

2| Fixed Expense Transaction Entry ?

3| Fixed Expense Processing

ACH Transaction Entry |
Edit ACH Tranzactions | 2
Yoid ACH Payments |

Grant Allocation Report ?

-

A S AP PSP TN Y

Return To Previous Menu ?

4 || Enter your selection: [] Show Details
Ve 09.06 [2/6/2018] Iday FHLV42 AP Find

Enter or select the Vendor from the drop-down option or check the all box for all Vendors.

Fixed Expense Processing

Vendor: || w| 1Al
Jozeph Jamizon
B00019 Diinker Biddle & Rieath LLP
BOO20 Purchasze Power
GL Posting Date: 2/22/2018 |gi| Fiscal Year: - Print
Update
| Wsn; 09.06 [2/21/2018]
Field Name Description
Vendor Select the vendor from the drop-down list.
To select all vendors setup with Fixed Expense transaction check the
All All box.
Select the reference number from the drop-down list if a specific vendor
Reference # was selected. This field is not available if All is checked.
If All is selected enter due date from the drop-down list. This field is not
Due Date available if a specific vendor and reference was selected.
GL Posting Date Enter the GL Posting date. SEE THE NOTE BELOW.
Fiscal Year Select the fiscal year from the drop-down list.
Print Click to print an audit report. See samples below.
Update Click to update the selected fixed expenses.
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GL Posting Date

It is very important that during the month end cut off period that fixed expenses processing is done in two batches if
items are being processed that are due in different months.

Example: On May 31t fixed expenses are being processed with dates through June 3'; one fixed expense batch
should be processed with a 5/31Due Date and a GL Posting Date of 5/31, and the other batch processed with a 06/03
Due Date and a 06/03 GL Posting Date.

Print

Once Vendor option has been selected and Reference or Due Date is entered.
Click Print to generate Audit Reports.

Fixed Expense Processing

Yendor: 0000007 .| []Ad
Reference #: |Monthly w ! [ ]AN

GL Posting Date: | 11/30/2017 g Fiscal Year: 2018 o

| e 09,06 [2/21/207 8]

If individual vendor was selected the following message displays.

Microsoft Access

Vendor # 0000007
Reference #: Monthly

Due Date: 11/15/2017

GL Posting Date: 11/30/2017

Print Audit Reports?

Click Yes to continue or No to cancel. If Yes is selected the following reports will be generated.
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If All is selected the following message will display.

()

Microsoft Access

All Vendors
All References
Due Date: 11/15/2017

GL Posting Date: 11/30/2017

Print Audit Reports?

Click Yes to continue or No to cancel. If Yes is selected the following reports will be generated.

Accounts Payable Fixed Expense Audit Report
Fiscal Year 2018 Posting Date 02/22/2018
Reference # Description TC Invoice Date Due Date Project# Amount Due
AP Division: CATA
BOOM Lowe's Home Centers, Inc
12345 fixed expense FE 82017 1002017 $250.00
Div Account # Title Description Amount
200 5049301188 CC - Vehide Pars Fixed Expense $250.00
Vendor Totals $250.00
BOOMMS Drinker Biddle & Reath LLP
Monthly fees forads FE 101207 10M 52017 5100.00
Div Account # Title Description Amount
CATA 5090101180 CC - Dues & Subscriptions $100.00
Vendor Totals 5100.00
BO020 Purchase Power
111 WMonthly FE 10172017 T1MS20MT 5150.00
Div Account # Title Description Amount
100 5030504290 CB -Building Services $150.00
Vendor Totals 5150.00
AJP Division Totals: 5500.00

Click Close Print Preview the following message displays.

©

Do you wish to print a fixed expense audit report sorted by GL Account

#

Microsoft Access
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Click Yes to print the reports or No to cancel.

Accounts Payable Fixed Expense GL Distribution Audit Report

Fiscal Year: 2013 Posting Date: 0x'zz2013

‘Vendor Raferance £ TC  Invoice Dete Description Amount

AP Diviskon: CATA

100 SE30504250 CB - Bulkging Zarvicas Projct #
80020 111 FE 142017 $150.00
Account Tokl: $150.00

N0 sMT1ES CC -Vehicls Park Project #
BIam 12345 FE anzmT Fliad Expansea 525000
Account Tokl: 525000

CATA 5050191150 CC - Duss & Subscriptions Project #
BIO 9 Mo nthly FE 142017 $100.00
Account Tokl: S100.00
AP Diviskon Tokl: 500 00

Click Close Print Preview system returns to the Fixed Expense Processing form.
Update

Click Update to update the transactions to pending status. The following message displays.

Microsoft Access
9 Did you print the audit reports?
Yes Mo

Click yes to continue, No to cancel. The following message displays.

Microsoft Access

All Vendors
9 Reference #: Monthly
Due Date: 11/15/2017
GL Posting Date: 2/22/2018

Post Fixed Expenses To Accounts Payable?

Click yes to process Fixed Expenses or No to cancel the update. If Yes is selected, the Fixed Expenses are sent to
the AP holding file for processing and check issuance. The vendor master is now updated during the Fixed Expense
update.
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Click OK.

Microsoft Access

o Fixed Expense Update Completed.

ACH Transaction Entry

Click ACH Transaction Entry to process payments to vendors and/or create a NACHA batch file for processing by
the Agency’s bank.

TRANSACTION MAINTENANCE

Tranzaction Entry

2| Fized Expense Transaction Entry

3| Fizxed Expenze Processing

ACH Transzaction Entry

Edit ACH Transactions

Yoid ACH Payments

-

Grant Allocation Report

—
o

Return To Previous Menu

EANEEAPN PN P

1 || Enter your selection:
an: 09.06 [2/6/2018] lday FHLW42

=

wnd ||| | et | | wnd| | e | )

[] Show Details
AF01

Find
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Create ACH Xfer File

Click Create ACH Xfer File to complete a one-time setup of the agency’s bank information. This form will also be
used when processing ACH Payments. The following form displays.

Select Bank Account from drop-down options that ACH Payments will be withdrawn from.

ACH Transactions

Priority Code: |01

Checking Account #: (3850774093 v | [M - General Delete Display ACH
Transactions
Company Name: [Centre Area Tran Immediate Origin: | 251313123 Print
Service Class Code: 200 File I1d Modifier: |2 Change
Company Descretionary Data: Format Code: |1 'gfar;ﬂl:
Company Id: [1251313123 Destination Name: [M & T Bank Create
Standard Entry Class: |PFD Origin Name: |Centre Area Transit ACH
Payments
Company Entry Description: |Acct Pay Originator Status Code: |1
Create
Origination DFI Id: (31302955 Trace #: |031302355 ACH

Immediate Destination: | 031302955

5 5 Xfer File
[] Automatic Debit Flag

[] Company Prenotification

Batch Header Data: |

5 File T tT

Output File Path: |S:\Employee Reimbursementsh8.03.17 bt

User Id: Application Id: Password: Payment Date: w @ Start

Header Record [Internet Only] [T] Create Special Prenote Only File

Field Name

Description

One Time Setup Iltems

Company Name

Enter the name that appears on the selected bank account.

Service Class Code

Enter the applicable service class code:

200 = ACH Entries Mixed Debits and Credits;

220 — ACH Credits only; 225 — ACH Debits Only;

290 — Reserved for Magnetic Tape with Clearing Entries.

Company Discretionary Data

For Transit’s internal use, if desired. No specific format is required.

Company Id

Companies are identified by a unique identification number. ANSI standard
identifiers should be used where feasible and formatted with the nine-digit
identification number preceded by the ANSI one digit Identification Code
Designator (ICD). The most frequently used ANSI Identification Numbers and
related ICD's for companies are:

1 - IRS Employer Identification Number (EIN)

3 - DUNS Data Universal Numbering System

9 - User Assigned Number

The first digit in the ANSI format is always ICD followed by appropriate nine-
digit number (INNNNNNNNN).

Standard Entry Class

Enter: PPD = Prearranged Payments and Deposits.

Company Entry Description

The Transit Agency establishes the value of this field to provide a description
of the purpose of the entry to be displayed back to the Individual; for example,
ACCT PAY.
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Field Name

Description

Origination DFI Id

Transit Routing Number used to identify the DFI's originating entries within a
given batch.

Priority Code

Enter 01.

Immediate Destination

Enter the ACH or Receiving Point Identification Number, preceded by a blank.

Immediate Origin

ACH or Receiving Point Identification Number.

File Id Modifier

Enter A to identify the file as the first file being sent.

Format Code

Enter 1.

Destination Name

Enter the name of the recipient financial institution for the selected bank
account.

Origin Name

Enter the name of the transit.

Originator Status Code

Enter 1 — Originating DFI.

Trace #

TTTTAAAA - Transit & Routing Number of Originating DFI (usually Head
Office) plus ABA Number of Originating DFI.

Automatic Debit Flag

Check box for Yes or leave blank for No. This will determine whether or not
to include the debit side of the transaction. This may or may not be required
by your banking institution.

Company Pre-notification

Check box for Yes if transfer is a first time pre-note or leave blank for No.

Batch Header Data

If your banking institution requires a heading for the transaction file, please
enter the title here. This will be at the top of the file each time it is created
and sent.

Output File Path

Enter the path to the location and file name where the ACH text file will be
saved (Note: .txt is required)

For Internet transmission only — If the bank requires this, they will provide the

User Id Id number.

For Internet transmission only — If the bank requires this, they will provide the
Application Id Id number.

For Internet transmission only — If the bank requires this, they will provide the
Password password.

Entries Done for each ACH submission

Create Special Pre-note File

Check box to create an ACH file for pre-notes only.

Payment Date

Enter or select the payment date from calendar.
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Create ACH Payments

Click Create ACH Payment to update the ACH payments for the vendors selected in Vendor Payment Selection.
The following form displays.

ACH Transactions

Create ACH Payments Display ACH
Transactions
Motification Group: |4 w Print
Checking Account #: (3350774033 v Fiscal Year: [2018 [, Payment Date: [2/22/2018
Change
Prenote
Start Status
Create
ACH
Payments
Create
ACH
Xfer File
Field Name Description
Notification Group Select the internal group that will be sent emails when ACH Payment are processed.

Select the checking account from the drop-down list where ACH Payments will be
Checking Account # made from.

Fiscal Year Select the fiscal year from the drop-down list.
Enter a payment date. All payments in the cash requirements from Vendor Payment
Payment Date selection will have this payment date.
Start

Click Start the following message displays.

Microsoft Access

0 ACH transactions will be created from A/P payment selections,

Checking Account #: 9850774093

Bank Gl Posting Account: CATA 1010130100
Payment Date: 2/22/2018

Fiscal Year: 2018

Continue?
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Click yes to continue with the update or No to cancel. The following message display:

Microsoft Access

o ACH Transaction Update Completed.

The update process writes the general ledger entries to the Accounts Payable subsidiary journal and updates the

vendor master files.

Click OK.

If no ACH Payments have been selected for payment the following message will display.

Microsoft Access

IQI Mo ACH payments selections found.

Click OK.

An ACH statement is exported to the directory specified and emailed to address setup in the Vendor Master.

ACH Statement

ACH deposits from Sample Transit

To LuAnn Day

.
1l
o

chStatement_Robe
Beck BECK ...
See attached statement for invoice detail.

Vendor # [BECK |Robert Beck | Payment Date | 2/23/2018
Reference # | pPo# | Date | Description | Amount Net |
CATA BECK DI 9/13/2017 $750.00
CATA 5030116091 $750.00
$750.00
Fri 2/23/2012 @11 AM
LuAnn Day
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Once ACH Payments have been created the selected Checking account will be updated to reflect the
Withdrawal/Debit in the Bank Statement Reconciliation form, Vendor Master Payment option will reflect the payment

and the General Ledger subsidiary journal will display reflect ACH Payment in the description field.

Bank Statement Reconciliation
Checking Account #: 3350774033 v |M - General Last Statement D ate: B/30/20M7 W
GL Division #: [CATA GL Account #: |1D1 0150100 Cash General
Reconciled Withdrawals: | $877 587,70 | 46 Check Totals
Refresh
Dutstanding Withdrawals: | $92,037.22 | 14 Print
Ref # Rec Ref Date Amount Comment Payee Statement
P |[84-EECK I | $750.00 |AEH-1 234512345 |F|0bert Beck Print
= Audit
810016 [ 02/22/2018 | $1.169.70 [ACH-123455 123456 [Fapeite Parts Service. Inc.
ate s
[EE0028 [ 1172172017 | $10.000.00 [ACH-123456 123456 [Wes! Penn Power Credits
[20171031 CI [ 1073172007 | $50,000.00 | [ Withdrawals/
— = = Debits
[20171031D [ ][ 10/3172017 | 456232 |M|_ssmg ‘withdrawl for Board of Directar’ |
Vendor Master
Yendor #: BECK v |Robert Beck ["] Show Inactive Yendors
Yendor Mame: w
Search Name: v
Payments
Tran Manual Check Voided
Div # Reference # Code Check # Check Date Payment Amount Date Yoided By Alt
[EAF [BECK [P | ACH [ [ 2/232m3] $750.00 | | N
Journal Entry Form
Fiscal Year Current Period  Start Date End Date Dehits Credits
2018 W | g | 07/01/2m7 | 06/30/2018 $91 45074 $91.459.74
Journal: &P, AP
Div Account # Posting Date Amount Reference # Project Description
CaTA | 1010150100 g2/22/2ma [$58.640.02) ||Batch Total Checks
Cash General Dist Code: Tran #: 215395 | Batch #: a3
CATA | 2010150100 n2/22/2ma $84,700.02 | Batch Tatal Checks
Accounts Papable Dist Code: Tran #: 215997  Batch #: a3
CATA | 201050800 02s22/2m8 $3.940.00 ||Batch Total Retainage Papable
Accounts Papable -Retainage Dist Code: Tran #: 215992 Batch i#: a3
CATA 1010150100 02/23/2M8 [$750.00] | Batch Total ACH Payments
Cazh General Dist Code: Tran #: 215399  Batch #: a4
CATA || 2010150100 02/23/2m8 $750.00 | Batch Tatal ACH Payments
Accounts Papable Dist Code: Tran #: 216000 Batch #: a4
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Display ACH Transactions

Click Display ACH Transactions to review all transaction for the selected payment date.

ACH Transactions

Display ACH Transactions
Yendor #:

Display ACH
o | [+] All Vendors Payment Date: |2/22/2018

v @ [ Al Dates Transactions
Payment Tran
Yendor # D ate Code

Print
Pre-
Recipient Hame Bank Account # Routing # note Amount
|BDD1B | 22z2iama |22 |Fayette Parts Service, Inc. |123458
|Fayette Parts Service, Inc.

[123455 O $1,169.70
Description: |

w

Change
Prenote
Status

Create
ACH

Payments

Create
ACH
Xfer File

Total: ’w
Enter a Payment Date or check box for All Dates. Click Select to display the results.

Print

Click Print to generate a printable report for the selected Payment Date. Once date is entered or selected Click Start.
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Change Prenote Status

Click Change Prenote Status to change the pre-note status on all pending transactions.

Microsoft Access

9 All ACH transactions will be set to a prenotification status,

Continue?

Click Yes to continue or No to cancel.

Microsoft Access

o ACH Prenote Update Completed.

Click OK.

Create ACH Xfer File

Click Create ACH Xfer File to create a text file (NACHA) for processing by the Agency’s bank. The text file will be
saved in the location as designated on the Create ACH Xfer form.

This step is not necessary if the ACH Transaction Processing is being used to record electronic payments to
vendors via automatic withdrawals from the Agency’s bank account or via on line payment processing to
vendors.

If creating a pre-note file only check the Create Special Pre-note Only File box.

Select Payment Date from drop-down option.

Page 101 of 171



Accounts Payable User Guide

Start

Click Start to generate the ACHfile with/without pre notes for the selected Payment Date. The message below

displays.

Uszer Id: Application Id: Password: Payment Date: |11/21/2017 w | |@ | Start

Secure File Transport Transmission Header Record [Internet Only] [ ] Create Special Prenote Only File

Microsoft Access

0 Continue?

Click Yes to continue or No to cancel.

Click OK.

Microsoft Access

10 Records Transferred
1 Blocks

Total Debits: O
Total Credits: 1169.7
ACH File Build Completed.

Once Transfer file has been created the system will generate the report to be submitted to the Financial Institution for
the Checking Account that will be paying the ACH payments. The file will be in the Output File Path setup during the
one time setup.

Home Share View
:(-:' - 1 . v ThisPC » Idays (Wfnlvs3) (U:) » ACH » VendorAchReports
't Favorites Name Date modified Type Size
B Desktop "1 AchStatement_ACH Test_§790_20170201.PDF  2/1/2 Adobe Acrobat D... 5KB
=| Recent places S ACHXfer20180222. bt 2/14/2017 1:48 PM Text Document 1KB
& Downloads
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Edit ACH Transaction

Note: Since this form allows editing and purging ACH transactions, access rights to this form should be restricted to
management.

Click Edit Ach Transaction Entry to modify or purge transactions.

TRANSACTION MAINTENANCE

Tranzaction Entry

2| Fizxed Expense Transaction Entry

3| Fixed Expenze Processing

Edit ACH Transactions
Yoid ACH Payments

Grant Allocation Report

-

wnd || | | wed | [ wed | | | and | | and | mng

—
o

|
|
|
ACH Trangaction Entry |
|
|
|
Return To Previous Menu |

AP EY AP P 1 Y

1 || Enter your selection: [| Show Details
Yare 0905 [2/6/20018]  |[Iday FNL42 AP Find

Edit ACH Transaction

Click Edit ACH Transaction to make changes to ACH Payment that have been processed for payment. The
following form display.

Select Payment Date or All Dates.
Select

Click Select to view transaction for editing.

Edit ACH Transactions

Edit ACH Transactions Edit ACH
Yendor #: vl All Vendors  Payment Date: |2/22/2018 v | @ [ |All Dates Select U
Purge ACH
Payment Tran Pre- Transactions
Vendor i Date Code Recipient Name Bank Account # Routing # note Amount
4 [Bo0TE W | 2rEzizms [z2 Tw! |4 |[Favette Parts Service, Inc. [123455 [123458 | | $1.163.70
|Fayalte Parts Service, Inc. Description: |
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Purge ACH Transactions

Click Purge ACH Transactions to clear records from the ACH file. This will have no impact on the general ledger
entries or the data stored in the vendor master file.

Start

Select the From Date and Thru Date. Click Start.

Edit ACH Transactions

ACH Transaction Purge

Edit ACH
Trangzactions
From Date: [11/21/2017 || Thiu Date: [2722/20018 || | Stant
Purge ACH
) Transactions
Microsoft Access

All ACH transactions will be deleted
From: 11/21/2017
Thru: 2/22/2018

Continue?

Click Yes to continue or No to cancel.

A confirmation message displays when the purge is completed.

Microsoft Access

o ACH Transaction Purge Completed.
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Void ACH Payments

Click Void ACH Payments to void an ACH payment that has NOT been sent as text file (NACHA) to the bank.

TRANSACTION MAINTENANCE

Tranzaction Entry

Fixed Expense Transaction Entry

Fixed Expense Processing

5| Edit ACH Transzactions
Yoid ACH Payments

Grant Allocation Report

-

AN AP PN P

—
o

|
|
|
ACH Transzaction Entry |
|
|
|
|

mnd ||| | e | | end| | ] | and| | wnd | | amy

Return To Previous Menu

1 || Enter your selection: [| Show Details

Vsn: D9.06 [2/6/2018] | [Iday FNLY42 AP Find

Only non-reconciled ACH Transactions are available for this process. When ACH transactions are created, the
program automatically ‘flags’ them as reconciled. Prior to voiding the ACH transaction it must be marked as
unreconciled in the Banking Maintenance menu. Voiding an ACH transaction allows for a paper check to be issued or
the invoice can be cancelled to remove from Accounts Payable open invoices. Complete the form for the specific ACH
Payment to be voided.

Void ACH Withdrawals

Checking Account #: |3350774033
ACH Payment Date: 3/13/2017
GL Posting Date:

2/22/2M8 @

v |[M - General

« | ACH Reference #:

3931-BECK] o |F|nhert Beck

ACH Date: | 9/13/2017  Amount: |

$750.00

Fiscal Year:

Tran
Div # Reference i Code

ACH
Tran # D ate

Payment
Amount

CATA, [BECK

| |

15748 | 9M13/2m7

$750.00

Total:

$750.00

Update
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Update

Click Update to complete the Void process. The following message displays.

Microsoft Access

0 Void the ACH payment now?

Yes Mo

Click yes to void payment or No to cancel.

If Yes is selected the following message displays.

Microsoft Access “

o Do you wish to cancel the invoices?

Click yes if the invoice is being cancelled or No if the invoice is not being cancelled or Cancel to return to the Void
ACH Withdrawal form. The following message displays.

Microsoft Access H

o ACH payment voided.

OK

Click OK.
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If invoice has not been cancelled, it is required that in Vendor Payment Selection the Hold/Pay status is changed to
Pay when the invoice is not cancelled.

Vendor Payments
Vendor #: BECK v |H0bert Beck All Vendors | [ ] Sort Cash Requirements By Yendor Name Pay ¥ia ACH
Yendor Hame: w
Search Name: w Division: v | [+] All Divisions
Hold { Pay Status : : Ducilate
Tran Discount Discount -
Div # Reference # Code Due Date Date A t A t | Pay Discount
Eligible
| caTa | BECK (I G [ $0.00 | $750.00 | B4 -
Fized
| BECK | Fobert Beck Expenses
[CoTa | BECK [tF [afszmr | | | L On Account
[ Bk | Robert Beck Reference i
Delete
[CATA | BECK [ F | 2zzizms | [ [ g7a000 [ Payments
| BECK | Robert Beck Hold / Pay
Status
Cash
Requirements
Retainage
Payments
Total: | $0.00 | $750.00

Grant Allocation Report

Click Grant Allocation Report to display and print transaction reports for selected Grant Funding.

TRANSACTION MAINTENANCE

AP ES AP PP PN

1

Transzaction Entry

Fixed Expense Transaction Entry

Fizxed Expense Processing

ACH Transaction Entry

Edit ACH Transactions

VYoid ACH Payments

Grant Allocation Report

Aeturn To Previouz: Menu

Enter your selection:
Wer: 09,06 [2/6/2018] lday FMLY42

[] Show Details
aPm

Find
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Select the Funding Source, Grant # or Check the All Grants box.

Display

Click Display to populate the transaction on the screen.

Grant Allocation

Funding
Source

Grant # Description

F v | [2017-06-GROUNDSF

W |Gazeb0 and Bridge

v | []All Grants

Grant # Line # F‘:'!:acaall Due Date Project # Div # Reference # Amount
201706 GROUNDSF DOO0OT [2017 | 10/3/2017 [2017IUNEGAZEBD | CATA [SCTTet (ol | $1.95000
Src:[ F Line Item Grant #: [2017-06-GROUNDSF | award
Vendor #: |EDD?S Vendor : |Transf0r Corparation Desc: |
201706 GROUNDSF DOOLOT [2017 [ 10/31/2017 [ 201 FJUNEGAZEBD | CATA 20181018 (ol | 3333333
Src:[ F Line Item Grant #: [2017-06-GROUNDSF | award
Vendor #: |EDD?S Vendor : |Transf0r Corparation Desc: |
201706 GROUNDSF DOOQOT [2017 | 2/12/2018 [2017)UNEGAZEBD | CATA |[CM20180212 [ | [$50.00)
Src:[ F Line Item Grant #: [2017-06-GROUNDSF | award
Vendor #: |BDDD1S Vendor : |Drinker Biddle & Reath LLP Desc: |Shipping Charges Credit
201706 GROUNDSF DOO0OT [2017 | 2/22/2018 [2017IUNEGAZEBD | CATA |REV20180222 (& | 3002
Src:[ F Line Item Grant #: [2017-06-GROUNDSF | award
Vendor #: |BDDD1S Vendor : |Drinker Biddle & Reath LLP Desc: |Adiustment
I I I I I — Tm’:l $6.551.03 -
Print
Click Print to generate a report for all transactions for the selected options.
Transaction Maintenance.....continued
A/P Grant Allocation Report
Due
Date Project # Vendor # Vendor Name Div # Reference # Descripfion Amount
Funding Source: F Federal
Grant# 2017-06-GROUNDSF Gazebo and Bridge
Activity Line fem: 00.00.01  Fiscal Year 2017 Source: F Grant # 201705GROUNDSF award
2122218 20MMTJUNEGAZEBO BO0O19 Drinker Biddle & Reath LLP CATA REVZ0D180222 Al Adjustment 5002
452018 2017JUNEGAZEBOD BO0O01S Drinker Biddle & Reath LLP CATA 12855 Ol Construction 562543
21222018 201TJUNEGAZEBOD BOOO1S Drinker Biddle & Reath LLP CATA DM20180222 DM Shipping Charges Reversal S50.00
2M2/2018 2017JUNEGAZEBO BO0O19 Drinker Biddle & Reath LLP CATA CM20180212 CM  Shipping Charges Credit (850.00)
3252018 2017JUNEGAZEBO [iliric] Transfor Comoration CATA 20180220 DI $B842 25
1082NT 2MTIUNEGAZEBD Coorg Transfor Comoration CATA SCT-Test o $1,950.00
1W3INZNT 201TJUNEGAZEBOD Coorg Transfor Comoration CATA Z0M&10M8 o $3,333.33
Activity Line HemTotal: $5,551.03
Grant Total: $6,551.03
Funding Source Total: $6,551.03

Page 108 of 171



Accounts Payable User Guide

AP Payment Processing

Click AP Payment Processing to select transactions for payments.

ACCOUNTS PAYABLE

j AP Transaction Maintenance | ?
2| Modify/Add Vendor Master |[7

3| AP Payment Processing ?
_4 Banking Maintenance ?
E Aged Trial Balance | ?
ﬂ Invoices Due Report | ?

7| Yendor Master Inquiry ?
_3 Print 1099 Statements ?
E Uszer Defined Entry | ?
10| Miscellaneous Codes Maintenance | ?
11| AP Setup ?
E Subcontractor Maintenance ?
H GL Posting Inquiry | ?
ﬂ Return To Previous Menu | ?

4 || Enter your selection: [] Show Details

Van 09.08 [2/6/2018] | |Iday FNLY42 ap i

Vendor Payment Selection

Click Vendor Payment Selection to sort and select the invoices to be paid. Invoices can be selected by invoice due
date, invoices that are eligible for a discount, fixed expenses only, on account or by reference number.

PAYMENT PROCESSING

¥endor Payment Selection |
2| Print Yendor Checks |
Check Reagister by Date |

Check Disbursement List

Check Warrant Register

Checkoucher Inquiry

wnd| | | f o] | g mng] | and| | g

AP EA P PP Y

16| Return To Previous Menu

4 | Enter your selection: | [| Show Details

Vrr 09.0 [2/6/2018] | |Iday FNLV42 APD3 Find
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Vendor Payments

Vendor #: | w | All Vendors | [ | Sort Cash Requirements By Yendor Name [[] Pay Via ACH
Yendor Name: w
Search Name: w Division: v | [+] All Divisions
Due Date
Discount
Eligible

Fized
Expenses

On Account
Reference #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Retainage
Payments

Field Name Description
Vendor # Select the vendor number from the drop-down list or enter the vendor number

To search by vendor name, select the vendor name from the drop-down list or enter the
vendor name. Once the vendor is selected, the vendor number field will populate and the
vendor name will display in the field to the right of the vendor number. This field (vendor
Vendor Name name) will be blank

To search by vendor search name, select the vendor search name from the drop-down
list or enter the vendor search name. Once the vendor is selected, the vendor number
field populates, and the vendor name will display in the field to the right of the vendor

Search Name number. This field (vendor search name) will be blank

All Vendors Click to select all vendors

Sort Cash Requirements

by Vendor Name Check the box for a vendor listing in name order rather than vendor number order

Check the box to process vendors being paid via ACH. Only invoices for those vendors
set up as ACH recipients will be listed when this box is checked. This feature can be

Pay Via ACH used to process all electronic withdrawals paid to a vendor

Select the A/P division from the drop-down list to process payments for one division at a
Division time
All Divisions Click to select all A/P divisions

Invoice selection can be done by Due Date, by Discount Eligible only, by Fixed Expense only, by Retainage Payments
only or by Reference Number only. Note: all vendors to be paid with checks must be done separately from ACH
vendors. If the Pay Via ACH is not checked, the system only looks for “checks” vendors. If checked, only vendors with
ACH indicated on their Master will be returned.

Due Date

Click Due Date to select all invoices to be paid by the invoice due date the following prompt displays. This can be for
a single vendor or all vendors.
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Vendor Payments

¥endor #: vl|
Yendor Name:

Search Name:

All Vendors | [ | Sort Cash Requirements By Yendor Mame

Division: vl|

[] Pay ¥ia ACH

All Divisions

Due Date

Discount
Eligible

Fixed
Expenses

Reference #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Retainage
Payments

Microsoft Access

9 Select Invoices By Due Date?

Click Yes to continue or No to cancel. If Yes is selected, the Due Date field will now be available. Select the invoice
due date from the drop-down list. All invoices with a due date equal to or prior to this date will be selected for

payment.

Vendor Payments

Yendor #: wl|
Yendor Name:

Search Name:

All Yendors | [ | Sort Cash Requirements By Yendor Name

Due Date

w | Division: o |

10482017
10416/2M7
1187207
118/2M7
11/9/2M7
11422/2m7
11428/2m7
11429/2m7
1242/2M7
12/28/2M7
2A12/2ma
2/19/2m8
2/22/2ma
a/7rama
3/25/2ma
4/5/2018 L2

[[] Pay Via ACH

All Divisions

Due Date

Discount
Eligible

Fixed
Expenses

On Account
Reference #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Retainage
Payments

Once the due date is selected from the drop-down list, the following prompt displays.
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Microsoft Access

0 Select all Invoices due by 4/5/2018

Click Yes to continue or No to cancel.

Vendor Payments
Vendor #: v | All Yendors | [ | Sort Cash Requirements By Yendor Name [[] Pay Via ACH
Vendor HName: v Due Date
Search Name: W | (44572018 w | Division: v | [+] All Divisions
Cash Requirements Print . i 7 - |/ lueiDate
Tran D Retainage Payment Vendor Cash -
Div # Reference # Code Due Date Date A Total Required Dé’:?'.‘é"lm
igible
4 [ caTa 1212 DI | 982017 [ | s15000 | $0.00 | $160.00 | $150.00 | $150.00
[Boont |Lowe's Home Centers, Inc []ACH Payment [ |ACH Prenotification [ ] Print On Separate Check E:«F:aiiex
Project #: Subcontractors Y
o t
[ CATA " [Manthly-0001 FE [ 10/15/2017 | | #0000 | $000 | $10000 [ 410000 | $250.00
- - P - Reference #
|EDDU1 E] |Dnnker Biddle & Reath LLF ["JACH Payment [ |ACH Prenotification [ ] Print On Separate Check
Project #: Subcontractors PE:r::al:ls
[ CaTa |CM2m1B0212 CM | 271272018 | [ ($50.00) | $0.00 | ($50.00) | $50.00 | $200.00 Hold / Pap
|EIITE] |Drinker Biddle & Feath LLP []ACH Payment [ |ACH Prenotification [ Print On Separate Check Status
Project #: {201 7JUNEGAZEBO Subcontractors Cash
ho -
[ CaTa |DM20120222 DM | 2/22/2018 | | [ 45000 | $0.00 | $60.00 | 410000 | $250.00 o
|EUDU1 E] |Drinker Biddle & Feath LLF ["JACH Payment [ |ACH Prenotification [] Print On Separate Check Retainage
Payments
Project #: |2017)JUNEGAZEBD Subcontractors
| CaTa [REV20180222 &) | 222208 | | [ $002 | $0.00 | $002 | 410002 | $250.02
[BO0019 Drinker Biddle & Reath LLP ["1ACH Payment [ ]ACH Prenotification [ | Print On Separate Check s

Discount Eligible

Click Discount Eligible to select only invoices that are eligible for a discount, the following prompt displays.

Vendor Payments

Vendor #: = |

Vendor Name:

Search Hame:

All Vendors | [] Sort Cash Requirements By Yendor Name

[]Pay ¥ia ACH

Division: o7 |

All Divisions

Due Date

Discount
Eligible

Fixed
Expenses

On Account
Reference #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Hetainage
Payments
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Microsoft Access

0 Select Discount Eligible Invoices?

Yes

Click Yes to continue or No to cancel.

If payments already have been selected, the follow message will display.

Microsoft Access

0 Erase existing payments?

Yes

Click Yes to continue or No to cancel.

Note: If invoices are selected by due date, any Discount Eligible invoices eligible for payment will
list. It is not necessary to run the Discount Eligible separately.

Fixed Expenses

Click Fixed Expenses to select only fixed expense invoices, the following prompt displays.

be included in the

Vendor Payments

Yendor #:

") | All Vendors | [ ] Sort Cash Requirements By Yendor Name []Pay ¥ia ACH

Yendor Name:

Search Mame:

Division: vl| [+] &ll Divisions

Due Date

Discount
Eligible

Fized
Expenses

Reference #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Retainage
Payments
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Microsoft Access

0 Select Fixed Expense Invoices?

Click Yes to continue, No to cancel.

Note: If invoices are selected by due date, any Fixed Expense invoices eligible for payment will be included in the list.
It is not necessary to run the Fixed Expenses separately.

On Account

Enter or select Vendor from drop-down option.

Vendor Payments

Vendor #: ) | All Vendors | [ | Sort Cash Requirements By Yendor Name [ Pay Via ACH
Yendor Name: v
Search Name: ™ Division: " | [v] All Divisions
Due Date
Discount
Eligible
Fixed
Expenses

Reference #

Delete
Papments

Hold / Pay
Status

Cash
Requirements

Hetainage
Payments

Click On Account to select invoices for partial payment, the following prompt displays.

Microsoft Access

e Select On Account Payments?

If Yes is selected, the following prompt displays.
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Payment Processing... continued

Microsoft Access

Balance = §350.02
Continue?

@

If Yes is selected, the following prompt displays. Enter the amount of the payment

Microsoft Access

Enter payment amount

Cancel

200.00

Click OK to continue or Cancel to cancel. The following message displays.

Microsoft Access

Vendor Balance = 5350.02

Payment amount of 5200.00

Will be applied to the oldest inveoices first
Continue?

©

Yes

Please note that the payment amount will go to the OLDEST invoice when using this option. If Yes is selected, the

cash requirements for this vendor will display.

Vendor Payments

Subcontractors

Project #: |2017JUNEGAZEBD

Vendor #: BO00TS [ | [Drirker Biddle & Reath LLP All Vendors | [ ] Sort Cash Requirements By Yendor Name [] Pay Via ACH
Yendor Name: “
Search Name: v Divigion: W ‘ All Divisions
Cash Requirements Print . . _ _ - Due Date
Tran Digcount Digcount Invoice Retainage Payment Vendor Cash -
Div # Reference # Code Due Date Date Amount Total Required Dé?i;?bulgt
M cata [Manthly-0001 | FE [10/5/2017 | [ [ #0000 | 4000 [ #0000 | $10000 | $100.00
‘EUDm E] |Drinker Biddle & Reath LLP [JACH Payment [ |ACH Prenotification [ | Print On Separate Check E:l;:?l:es
Project #: Subcontractors
CATA [CM20180212 [ oM | 2rzema] [ [ ($50.00) | $0.00 | ($50.00) | 45000 | $50.00 = T
[BO00T9 [Drinker Biddle & Fieath LLP [JACH Payment [ ]ACH Prenotification [ | Print On Separate Check elerence
Project #: [Z0T7JUNEGAZEBD Subconlractors FE:,:,?:“
CATA |[DM20180222 | DM | 2/2z/208 | | | $50.00 | $0.00 | $50.00 | $100.00 | $100.00 Hold 7 Pay
‘EDDU] E] |Drinker Biddle & Reath LLP [ JACH Payment | |ACH Prenoctification [ |Pnnt On Separate Check Statug
Project #: |2017JUNEGAZERO Subcontractors ot
CATA |HEV2EIT o0zz2z2 | Al | 2/22/2me | | | j0.02 | $0.00 ‘ j0.02 ‘ $100.02 ‘ $100.02 :
[Bonn1S |Ciinker Biddle & Reath LLP [[JACH Payment [ ]ACH Prenotification [ | Print On Separate Check Retainage
Payments
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Reference #

Enter or select a vendor from drop-down options.

Click Reference # to select only the invoices based on a specific reference number; the following message will

appear.

Vendor Payments

Vendor #: BOOOMS |, |Drinker Eiddle & Reath LLP
Yendor Name: ™

Search Name: v

All Yendors | || Sort Cash Requirements By Vendor Name

Division: vl

[ ] Pay Via ACH

All Divisions

Due Date

Discount
Eligible

Fizxed
Expenszes

0On Account
Reference #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Retainage
Payments

Note: In order to select invoices by a specific reference number, a vendor must be selected first.

Microsoft Access

6 Select By Individual Reference #7

Click Yes to continue or No to cancel. If Yes is selected, the cash requirements for this vendor will display.

Vendor Payments

Project #: | 201 7JUNEGAZEED

Subcontractors

Vendor #: BOODS |, |Drinker Eiddle & Reath LLP All Vendors | [_| Sort Cash Requirements By Vendor Name [ ] Pay Via ACH
Yendor Name: v
Search Mame: ™ Division: w | [+] All Divisions
Cash Requirements Print 5 . - Due Date
Tran Discount Discount Invoice Retainage  Payment Vendor Cash -
Div 1t Relerence it Code Due Date Date A t A it A it A it Total Required DIE:?F‘?I:IIN
igible
3 | CATA |MDntth-DDD1 | FE | 1041 5f2D1T| | | $100.00 | $0.00 | $100.00 | $100.00 | $100.00
[ERITE] [Drinker Bidde & Feath LLP []ACH Payment [ |ACH Prenotification [ Print On Separate Check z Fixed
Kpenses
Project #: Subcontractors
On A
| CATA |CM2D1 80212 | Ch | 2/12/2msa | | | [$50.00) | $0.00 | [$50.00) | 450,00 | £50.00
(EIIIE] |Drrinker Biodle & Reath LLP []ACH Payment [ |ACH Prenotification [ Print On Separate Check
- Delet
Project #: | 2017JUNEGAZERD Subcontractors Pa:mi:ls
| CATA |DM2D1 s0222 | M | 2/22/2msa | | | $50.00 | $0.00 | $50.00 | $100.00 | $100.00 Hold 7 Pay
|BDUU19 |Drinker Biddle & Reath LLP [ JACH Payment | |ACH Prenotification [ | Print On Separate Check Status
Project #: |2017JUNEGAZEED Subcontractors Cash
| CATA |F|EVZU1 Bozz2 | Al | 2.-’22:’2018| | | $0.02 | $0.00 | jnoz2 | 10002 | $100.02 .
|BDUU1S |Drinker Biddle & Reath LLP ["JACH Payment [ |ACH Prenotification [ | Print On Separate Check Retainage
Payments
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Subcontractors

Click Subcontractors to identify the amount being paid to a subcontractor for the selected invoice. This information is
required if tracking invoices & payments in Contract Management.

Vendor Payments

Vendor #: BOO3E v ‘Safety-KIean Spstems, Inc. All Vendors | [| Sort Cash Requirements By Vendor Name [ ]Pay Via ACH
Vendor Name: v
Search Name: w Division: v | [w] All Divisions
Cash Requirements Print _ . . Due Date
ran t D t I Retainage  Payment Vendor Cash -
Div # Reference # Code Due Date Date A Total Required Dé’“‘;‘i’l']"lgl
P |[CaTA [TEST-SUB3 [or [ sAs201E] [ [ 1250000 | $0.00 | $12500.00 | $1250000 | $12500.00
|BDDEB |Safeter\ean Systems, Inc. []ACH Payment [ |ACH Prenotification [ | Print On Separate Check z Fixed
spenses
Project #: [2013BSCLEANING iSubcontractors | o
n A

Reference #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Retainage
Payments

The following form displays. Note: The amount of the payment equals the total amount for the selected invoice. This
amount needs to be changed to reflect the actual amount being applied to the subcontractor payment records.

~=]  FNAP_VendorPaymentSubcontractorSubForm - B
Payment -
Subcontractor # Amount
4 0000004 W |J|:d|:u Street Sweeping | $1:2.500.00
* vl| |
Total: | $12.500.00 -
Record: M 1of1 L Search

Adjust the amount being paid and X out to save the changes. Note: Once this change has been made if the
Subcontractor option is selected again the system will revert back to the total invoice amount.

~=|  FNAP_VendorPaymentSubcontractorSubForm - B
Payment -
Subcontractor # Amount
anoooos W |J|:-J|:| Street Sweeping | $1,625.00
4l vl| |
Total: $1.625.00 -
Record: 4 4 |2of2 M Search
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Delete Payments

Click Delete Payments to delete all previously selected invoices. This action deletes the invoices from the payment
gueue only.

Vendor Payments
Vendor #: BOOOTS |, |Dnnker Biddle & Reath LLF All Vendors | [| Sort Cash Requirements By Vendor Name [] Pap Via ACH
Yendor Mame: w
Search Name: v Division: w | [+] All Divisions
Due Date
Discount
Eligible
Microsoft Access Fixed
Expenses
If you wish to delete only specific On Account
paymentsthen you must use the cash Reference #
requirements option and select from there,
Delete
Delete all payments for selected vendor? Payments
Hold / Pay
Status
Requirements
Retainage
Payments

Click Yes to continue or No to cancel. The following message will display.

Microsoft Access

o Completed

Click OK.

A single invoice can be deleted by clicking Cash Requirements. The form will display all invoices in the payment
gueue. To delete a specific invoice from the selection. Right Click the field to the left of the invoice to be deleted, and
press the Delete key on the keyboard. Click the Cash Requirements button to recalculate the running total.

Vendor Payments
Vendor #: BOO0TS | ‘Drinker Biddle & Reath LLP All Vendors | [| Sort Cash Requirements By Yendor Name [[]Pay ¥ia ACH
Yendor Name: -
Search Name: - Division: w | [w] All Divisions
Cash Requirements Print . : Due Date
) T Discount Discount Invoice Retainage  Payment Vendor Cash -
Div # Reference # Code Due Date Date Amount Amount Amount Amount Total Required Dé‘li‘;?l:‘l’:
CATA |CM2menz12 CM | 2/1z/2me | | | ($50.00) | $0.00 | ($50.00) | ($50.00) | [$50.00)
(EE] [Drinker Biddle & Feath LLP []ACH Papment [ |ACH Prenotification [ | Print On Separate Check E:;gtias
Project #: | 201 7JUMEGAZERD Subcontractors =
n
CATA [DM20180222 DM | 2/22/2018 | [ | $50.00 | $0.00 | $50.00 | $0.00 | $0.00 = T
[B000TS [Crinker Biddie & Reath LLP [JACH Papment [ ]ACH Prenatification [ | Print On Separate Check slerence
. Delet
Project #: |2017JUNEGAZEBD Subcontractors Pa;m‘l.e..s
CATA [REV20180222 &) [ 2/zziente| [ | $0.02 | $0.00 | $0.02 | $0.02 | $0.02 Hold 7 Pay
‘EUUUT 9 |DHI’]kEI Biddle & Reath LLP [[JACH Papment [|ACH Prenotification | Print On Separate Check Status
Project #: | 201 7IUNEGAZEBD Subcontractors ot
Requirements
Retainage
Payments
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Hold/Pay Status

Enter or select Vendor from drop-down option to review the selected Vendors transactions/payments.

Click Hold/Pay Status to change the payment status of the invoices in the queue. The following message displays.

Vendor Payments

Yendor #: |B0O0014
Vendor Name:

Search Name:

™ |D|inkel Biddle & Reath LLF

W

W

All Vendors | [ Soit Cash Requirements By Yendor Name

Division: = |

[]Pay ¥ia ACH

All Divisions

Due Date

Discount
Eligible

Fixed
Expenses

On Account
Reference #

Delete
Papments

Hold / Pay
Status

Cash
Requirements

Retainage
Payments

Microsoft Access

0 Change Hold/Pay Status?

Click Yes to continue or No to cancel. The following form displays.

To change an invoice from a Pay status to a Hold status, remove the checkmark from the box labeled Pay.
If changing hold status to pay status check the Pay box.

Vendor Payments

Vendor #: |E00019

Vendor Name:

W |Drimker Biddle & Reath LLP

w

All Vendors | [ | Sort Cash Requirements By Yendor Name

[]Pap Via ACH

Search Mame: ~ Division: v | [+] All Divisions
Hold / Pay Status . i - Due Date
Tran Discount Discount -
Div It Reference it Code Due Date Date Amount Invoice Amount Pay Dé?i‘;?l;‘lgt
300 Fle#Test ol
[300 | efTes! [or | | [ [ Fixed
‘ BooO1e | Cirinker Biddle & Reath LLP Expenses
cata | SCTest DI EGEE | [ s000 | $1850.00 On Accaunt
[Eooma | Dinker Bidde & Reath LLF ficterencel
Delete
cata | Monthl,-0001 FE [tonszmT | [ [ sono [ Payments
‘ BOOOTS | Drinker Biddle & Reath LLP  Hold 7 Pay |
cata | test DI [10/8/2017 [ [ $750.00 =
asl
‘ BO00TS | Drirker Biddle & Reath LLP Requirements
Retainage
CaTA | SCTest 0P [T202m7 | [ [ meam [ Pamers
‘ BOOOTS | Drrinker Biddle & Reath LLP
Total: | $0.00 | $1.726.45
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Cash Requirements

Click Cash Requirements to view the invoices in the payment queue. If invoices are deleted from the queue click
Cash Requirements to refresh the screen and recalculate the amounts being paid and the cash required for the check

run.

If separate checks are required for one vendor, check the box labeled Print On Separate Check.

/

Vendor Payments

¥endor #: vl|

Vendor Name:

All ¥endors | [ | Sort Cash Requirements By Wendor Name

[ ] Pay Via ACH

Search Name: P Division: v| / [w] All Divisions
Cash Requirements Print i | DueDate
Tran t D I Retainage  Payment Vendor Cash -
Div B Reference # Code Due Date Date A t A t A it ount Total Required DE’;P'E'I)"'IM
7 igible
[CATA [201711088EE D [ 117872007 | | [ $20000 [ $000 [ 920000 [ #170000 | 8565002
[Eons [Transfor Comparation []ACH Payment [ ]ACH Prenotification [ | Print On Separate Check E"F‘;:;ieg
Project B: [2017NOVwWALL Subcontractors on A
n
[ CaTa [2017108CCC ol [ 11/a2n7 | [ [ #.70000 | $000 | $1.70000 [ $340000 | $88.350.02 Rof. s
|CDU?9 ‘Transfur Corporation [JACH Payment [ ]ACH Prenotification [ | Print On Separate Check eference
- Delet:
Project B [2017NOVwWaALL Subcontractors Pa_:mi:ls
| CATA |SubTEST 1 il | 11/29/.2M7 ‘ | | £14000 | $0.00 | $140.00 | $2.540.00 | $88.480.02 Hold / Pay
|con7s [Transfor Corporation []ACH Payment [ ]ACH Prenotification [ Print On Separate Check Status
Project B: [2017NOVwWALL Subcontractors et

[CaTa [TESTSUB

Dl 117292007 |

[ [ s5000 | $0.00

|CDU?9 ‘Transfur Corporation

Project #: |2017N0VwALL

[[]ACH Payment [ ] ACH Prenctification

Subcontractors

R "
$15000 [ 3$3630.00[ [ 48854002 o
["]Print On Separate Checl Retainage

Payments

If this print option is used, carefully review the checks on screen prior to printing to verify that the invoices are being
applied to separate checks correctly. A separate check will be issued for a vendor each time a checkmark is found in

the Print on Separate Check field.

Retainage Payments

Click the Retainage Payments button to select all Invoices that have been paid with retainage amounts remaining.

Vendor Payments

Yendor #: vl|
Yendor Name: “

Search Mame:

All Vendors | [| Sort Cash Requirements By Vendor Name

Division: vl

[] Pap ¥ia ACH

All Divisions

Due Date

Discount
Eligible

Fized
Expenszes

On Account
Relerence #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Retainage
Papments
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Microsoft Access

9 Select all Invoices with retainage.

Click Yes to continue or No to cancel. Only those invoices that have been flagged with retainage will populate.

Vendor Payments
Vendor #: w | All Vendors | [ ] Sort Cash Requirements By Vendor Name []Pay Via ACH
Yendor Mame: ™
Search Name: w Divigion: w | [+] All Divisions
Cash Requirements Print ) ) . . - Due Date
Tran D t D t I Retainage  Payment Vendor Cash -
Div # Reference # Code Due Date Date Amount A t A t A t Total Required DIESIP‘?I:IInl
igible
[CATA [DMamsnzzz DM [ 2/2272mE]| [ [ s | $000 [ s50.00 [ 525000 | $400.00
|BEIEIEI'IEI |Dnnker Biddle % Reath LLP [[JACH Payment [ |ACH Prengtification [ Print On Separate Check £ Fixed
spenses
Project #: |2017JUNEGAZERD Subcontractors o
nA t
[CaTa [REV2OT80222 Bl [ Z/zz27zmE]| [ [ 002 | s000 | 5002 [ sE002 | $00.02 = =
|BEIEIEI'IEI |Dnnker Biddle % Reath LLP [[JACH Payment [ |ACH Prengtification [ Print On Separate Check elerence
- Delet:
Project #: |2017JUNEGAZERD Subcontractors po :mi :ls
[CaTa [20171102 DI [1/2272m7 | [ [ sw0m | $000 [ §75000 [ s/s000 | $1150.02 Hold 7 Pay
0007 |Clark &uto E quipment []ACH Payment [ ]ACH Prenotification [ Print On Separate Check Status
Project #: | 2016 PROJECT Subcontractors Tt
[CaTa [2017mi0z DI [ 1z/zemy | [ | $380000 | $000 | $3.800.00 | $380000 |  $4.950.02 -
|BEIEI'I? |N|tlan_p Office Equipment Inc. [[JACH Payment [ |ACH Prengtification [ Print On Separate Check Retainage
Payments
Project #: | 201601 Subcontractors Y
[ CATA [20780205 N EEEE [ | $75,00000 | $0.00 [ $75.000.00 | 47880000 |  $79.950.02

Print on Separate Check

When invoices need to be paid on separate checks the Print on Separate Check box needs to be checked. Now, the
system will look at the invoices in numerical order. In the example below customer has 5 invoices, and they want to
pay the first invoice 20180607 09 on check #1 and the remaining invoices need to be paid on check #2.

Vendor Payments

Vendor #: BO013 W | All Yendors | [] Sort Cash Requitements By Yendor Name [[] Pay Via ACH
Yendor Name: v Due Date 2
Search Name: | |7Aase0s v Division: vl / [w] All Divisions
Cash Requirements Print ) A e Due Date
. Tran D D i Retainage Paym ndor Cash Di
Div # Relerence i Code Due Date Date Amount Amount Amount Amgfint Total Required é‘l:;?l::l:l
[CaTA [20180607 09 [O [ #rms| [ [ sama | 000 [ pfEam 531333 | §33333
|BDD19 |Hitter Technology, LLC ["JACH Payment [ |ACH Prenotification Print OpfSeparate Check E Fixed
xpenses
Project #: Subcontractors
On A
| CATA |201 80603 01 | o] | F/8/2ma | | | $100.00 | $0.00 EDD.UU $433.33 $433.33 A T
|BDD19 |Hitter Technalogy, LLC [CJACH Payment [ ] ACH Prenotification Print On Separate Check elerence
Project i Subcontractors P[a)ye:t::ls
»|[CaTA [20180608 02 [or [ 7o [ [[ s777m0 | $000 [ 77700 [ 121033 [ $1.21033 Hold 7 Pay
|BDU19 |Hitter Technalogy, LLC DAEH Papment D ACH Prenotification D Print On Separate Check Status
Project 1 Subcontractors Cash
oot
| caTa |20180608 03 | o | 7seme| | | s2zz00 | $0.00 | $22300 | $1.43333 | $1.432.33 R
|BDU18 |F|itter Technology, LLC ["JACH Payment [ ACH Prenotification || Print On Separate Check Retainage
P. t
Project #: Subcontractors =L
| CATA |2I]'I 80603 04 | o} | 7Aas2ma | | | $200.99 | $0.00 ‘ $200.93 | $1.634.32 | $1634.32
|BO01S |HLE[ Technolooy. LLC [ JACH Payment [ |ACH Prenotification | Print On Separate Check s
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The user needs to check Print on Separate Check Box for both 20180607 09 and on #20180608 01.

This selection will print two checks: one for 2010607 09 and the next for the 4 remaining invoices starting with
20180608 001, ending with 20180608 04. Note: Program will look for next checked box to split payments.

In the same example above, if the user just wants to print the last invoice, they would only check Print on Separate

Check Box on the last invoice 20180608 05. This selection will create one check for invoices 20180607 09 to
20180608 04 and a separate check for invoice 20180608 05.

Print Vendor Checks

Click Print Vendor Checks to print checks for transactions selected in Vendor Payment Selection. The following form
displays

Accounts Payable Check Printing

Checking Account #: 9350774033 v Fizcal Year: 2018 .,
|M - General Check Date: | 02/22/2018 g
Sort checks by vendor # Starting Check #: 9632

[ ]Sort checks by vendor name

Check Frint Format: | FRJ2

Print
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Field Name

Description

Checking Account #

Select the checking account number from the drop-down list.

Sort Checks by Vendor #

Check this box to sort the checks by vendor number.

Sort Checks by Vendor Name

Check this box to sort the checks by vendor name.

Check Print Format

Select the check print format from the drop-down list.

Fiscal Year Select the fiscal year from the drop-down list.
Defaults to the system date, but can be changed by typing in a
Check Date new date or selecting a date using the calendar feature.

Starting Check Number

Automatically populates with the next check number. This field

can be edited, if necessary.

Print

Click Print to print checks. The following message displays.

Microsoft Access

Q Is this a restart?

Click Yes ifitis a restart (explained later) or No if it is not a restart or Cancel to cancel the check print run. If No
is selected, the following verification message displays.

Microsoft Access

Checking Account #: 9850774083
Checks will be sorted by Vendor #
Check Date: 02/22/2018

Starting With Check #: 00009692

Continue?

Click Yes to continue or No to cancel. If Yes is selected, the following message displays alerting user the required
number of checks needed for the check run.

Microsoft Access

Checks Required: &
Continue?
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Click Yes to continue or No to cancel. If Yes is selected the checks will display on the screen for previewing.

To send the checks to the printer. Click Print Icon on Tool Bar. When the print job finishes, the following message
displays.

PRINT PREVIEW

e OO g B H ke QUEEEHE @EEDE E!/

Print Size  Margins Print Data Only Portrait Landscape Columns Page  Zoom One Two  More Excel Tt.axt PDF  Email More  Close Print
- - Setup - Page Pages Pages~ File or XP5 -

Preview
Print Page Size Page Layout Zoom Data Close Preview

Once print is completed. Click the Close Print Preview Icon. The following message displays.

Microsoft Access

9 Did the checks print correctly?

Click Yes if the checks printed correctly or No if they did not. If Yes is selected, the system will update the checks to
the General Ledger; the following message displays.

Microsoft Access

o Update Completed

Click OK.

If after previewing the checks on the screen, it is determined that the checks should not be printed at this time, use the
Windows File/Close function or click the X to close the preview screen. The following prompt displays.

Microsoft Access

9 Did the checks print correctly?
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As the checks were not sent to the printer or printed incorrectly, click No to be returned to the Accounts Payable
Check Printing Screen. No updates will be processed until Yes is selected at the prompt shown above.

If the checks were printed, and some or all of them need to be reprinted, enter the new check starting number in the
Starting Check # field.

select the Restart option.

Microsoft Access

0 Is this a restart?

Click Yes to continue or Cancel to cancel. The following message displays.
Click OK to continue or Cancel to cancel. The following verification message displays.

Microsoft Access
Enter check £ for restart
Cancel

9695

Payment Processing.....continued

Microsoft Access

Checking Account #: 9830774093
Checks will be sorted by Vendor #
Check Date: 02/22/2018

Starting With Check #: 00009658
Restarting With Check #: 00009695

Continue?

Click Yes to continue or No to cancel. If Yes is selected, the following message displays alerting user the required
number of checks needed for the check run.
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Microsoft Access

Checks Required: &
Continue?

Click Yes to continue or No to cancel. If Yes is selected the new checks will appear on the screen with the new
starting with check. (Refer back to page 121 for printing and updating instructions).

The spoiled checks must be manually entered into the check book in order to appear on reports. Please refer to the
manual check entry in the Checkbook Maintenance portion of this manual for details on how to enter the spoiled
checks.

Check Register By Date

Click Check Register by Date to view and/or print a check register, the following form displays.

Check Register

Checking Account #: 33507740393 w | [M - General

From Check Date: SFENE v Thru Check Date: [2/22/2018 v

1142042017
9125207
8423207
814/20017
8472017
841/.2017
74315207
arEar
7052007 Print
2T
743207
7207
B/2B/2017
E/19/2017
EA2/20017 ha

Payment Processing.....continued

Field Name Description
Checking Account # Select the checking account number from the drop-down list.
From Check Date Select from date from the drop-down list.
Thru Check Date Select the through check date from the drop-down list.

Print

Click Print to generate an Accounts Payable Check Register. The following message displays.
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Click Yes to continue or No to cancel.

Microsoft Access

From Check Date: 2/6/2018
Thru Check Date: 2/22/2018

Continue?

Accounts Payable Check Register
Man Discount Reference Net Payment
Check# Check Date Chk Void Div# Reference# Retainage Earned Amount Amount Amount Balance
00009690 2062018 O HewF lyer Industries
CAT 13456 $1,722.00
CAT 13456 &1,722.00)
Staterment Date: “\oided™ $0.00 $0.00
000096 2192018 O O Drinker Biddle & Reath LLP
Construction CAT RE#Test 52 35000
Statement Date: Check Totals: 52,250.00 $2,250.00
00009692 2222018 O O Lowes Home Centers, Inc
CAT 1212 £150.00
Statement Date: Check Totals: $150.00 £2,400.00
00009693 2222018 [ [J Drinker Biddle & Reath LLP
Shipping Charges Credit CAT CMZ20180212 (550.00)
Shipping Charges Reversal CAT DM20130222 $50.00
Construction CAT RE#Test £250.00
Adjustment CAT REVZ0180222 £0.02
Statement Date: Check Totals: §750.02 §2,650.02
oooosesd z2zzo1s L O Clark Auto E quipment
CAT 2171102 $750.00
Statement Date: Check Totals: $750.00 £3,400.02
00009635 272018 O [ nittany Office Equipment Inc.
CAT 20171102 53,300.00
CAT 20180205 575,000.00
Statement Date: Check Totals: 578,800.00 $82,200.02
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Check Disbursement List

Click Check Disbursement List to view and/or print a check disbursement list. The following form displays.

Check Disbursements List

Checking Account #: 9550774093 W b4 - General

From Check Date: Z/6/2013 v Thru Check Date: |2/22/2018 v

Print

Field Name Description
Checking Account # Select the checking account number from the drop-down list.
From Check Date Select from check date, from the drop-down list.
Thru Check Date Select thru check date, from the drop-down list.

Print

Click Print to generate the distribution report to be reviewed/printed. The following message displays.

Microsoft Access

From Check Date: 2/6/2018
Thru Check Date: 2/22/2018

Continue?

Click Yes to continue or No to cancel.

Accounts Payahle Check DishursementList
Checking Account £ S550774093 M -Geperal
From Date: 262015 Theu Date: 2222015
Chack # Chack Dak Raf# Hams Amownt Viod ded

Q0009630 2E2ME Wi E kew Flyer industries 100 E
00009631 2H9ZME  BOOH G Crinker Blddle & Feam LLP $2.250.00
00009692 22018 B0 Lowe's Home Cenfers, inc $150.00
Q0109693 22ME  BOOMY Crinker Blddle & Feam LLP $250.02
00009694 2mf2E BOOO7 Clark Aulo Ecuipment $750.00
00009685 22ME  BONT Mitary Office Equipment Inc $78,800.00
Q0009696 2218 BO019 FRter Technaology. LLC $5.000.00
0000987 mizie C00re Tarsfar Coporatbn $3.690.00

Total: $90 59002

Page 128 of 171



Accounts Payable Users Guide

Check Warrant Register

Click Check Warrant Register to view and/or print a check warrant register. The following form displays.

Check Warrant Register
Checking Account #: 3350774093 v M - General
From Check Date: [2/6/2018 v| ThiuCheck Date: [2/22/2018 |,
Field Name Description
Checking Account # Select the checking account number from the drop-down list.
From Check Date Select the from date from the drop-down list.
Thru Check Date Select the through check date from the drop-down list.

Print

Click Print to generate the distribution report to be reviewed/printed. The following message displays.

Microsoft Access

From Check Date: 2/6/2018
Thru Check Date: 2/22/2018

Continue?

Click Yes to continue or No to cancel.

Accounts Payable Check Warrant Register
GL Payment
Check# Check Date Vendor#  Div# Reference# Description PO# Div# GLAccount # Amount Balance
00009690 262018 Voi3e HewFlyer Industries
CAT 13456 10000243000
200 1030150100 $1,722.00
Check Totals: $0.00 5$0.00
00009692 20222018 BO0OO1 Lowe's Home Centers, Inc
CAT 1212 10000181000 200 1030150100 $150.00
Check Totals: $150.00 $150.00
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Check/Voucher Inquiry

Click Check/Voucher Inquiry to display or print a report of all checks/vouchers by payment date range.
Select the criteria: One vendor or All Vendors, Only ACH Payments, Print GL Distribution.

Check [ Voucher Inquiry
Vendor #: EO0019 [y, | [Drinker Biddle & Reath LLP [] Al ¥endors [ |ACH Payments
From Payment Date: [11/20/2017 W Thru Payment Date: |2/22/2013 W [[]Page break on vendor #
Dizplay
Print
Display

Click Display to view on the form for the selected criteria. Double click Reference # to display the GL Distribution.

Check { Voucher Inquiry
Vendor #: BOO01S o, |Drinker Biddle & Reath LLP [] Al Vendors [ |ACH Payments [ | Print GL Distribution
From Payment Date: [11/20/2017 v Thru Payment Date: |2/22/2018 w [[]Page break on vendor #
Tran ManC  Check Yoided - -
Div # Reference # Code Check # hk Date Payment Amount Date Yoided By Display
[CaTa [CMz0ta0z1z [t [ oooosesa [ [ 2/zzre00g| (550.00) | [ Print
Yendor: |BDDD‘I 9 |Drinker Biddle & Reath LLP |Shipping Charges Credit
[CaTa [DM20780222 [OM [ oooosess [ [ zzzremis| 5000 | [
Yendor: |BDDD‘I 9 |Drinker Biddle & Reath LLF |Shipping Charges Reversal
[CATA [REHTest [T= - _ I
Vendor: [E00013 IW = FNAP_VendorMasterGLDistSubForm
| TaTh |F|EV2D1 B2z |' A/P Div: | CaTa  Reference #: [Ch20180212 Tran Code: | CHM
. - GL Posting
Vendor: [R00013 Drir Div # Account # Description Amount Batch # Date GL Tran #
| CATA [RE#Test [| [¥E [T0z0650100 [Drinker Biddle & Reath LLP [ [$50.00) | 79 | 2/22/2018 215386
Vendor: [B00019 'm |Accounts Receivable - Capital Grants - Federal
[ CATA [SC-Test Il
Vendor: [B00013 [Drir
Total:
Record: M 1of6 [ ota [$50.00)
Record: M 10of1 M Search
[ Wan: 09.06 [2/21/2018]

Print

Click the Print to print a report for the selected criteria.

Check / Voucher Inquiry Report
Vendor BO0O19 Drinker Biddle & Reath LLP
Tran Man Check Voided

Div# Reference# Code Check # Chk Date Payment Amount Date Voided By Description
CATA SC-Test ol 0o000es7e [ 20207 $1,650.00

Check Date Total: 51,650.00
CATA RE#Test ol 0000%ss1 [ 2M8208 52,250.00 Construction

Check Date Total: 52,250.00
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Banking Maintenance

Click Banking Maintenance to setup, reconcile, enter manual checks and void checks.

ACCOUNTS PAYABLE

EXE R EYE PP EY EA P P N S

AP Tranzaction Maintenance

Modify/Add Yendor Master

AP Payment Processing

Banking Maintenance

Aged Trial Balance

Invoices Due Report

Yendor Master Inquiry

Print 1099 Statements

User Defined Entry

Mizcellaneous Codes Maintenance

AP Setup

Subcontractor Maintenance

GL Posting Inquiry

Return To Previous Menu

Enter your selection:
Weh: 09.06 [2/6/2018] |day FHLW42

r

[] Show Details
AP

Find

Set Up Checking Accounts

Click Setup Checking Accounts from the menu, the following form displays.

BANKING MAINTENANCE

5

EAE AP FY S EA P P P Y

4

Checkbook Maintenance

Setup Checking Accounts

Manual Check Entry

¥Yoid Check Entiy

Checkbook Adjustments

¥oid Check and GL Distribution Reports

Positive Pay Export-Customer specific

Positive Pay Export - GPT

Syncretic Invoice Import - BCT

Delete Clozed Checking Accounts

Return To Previous Menu

Enter your selection:
Ysn: 09.06 [2/6/2018] Iday FMLY42

7

-3

mad| | e (| fmmg | fmn ) | and

=

[] Show Details
AFPD4

Find
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Checking Account Setup

Fizcal
Checking Account # Account Description Year GL Div  GL Account #
» 12345 Pazz Thiu Account |201? v |E.-‘-\T.6 W | [T010BE0M00 |, | 1
9850774093 b - General |2D18 v |E.-‘-\T.6 W |‘ID1D1ED‘I |y | 9697
9858106371 S-State 1513 |2D1? v |E.-’-‘«T.~’-‘- W |1D1D1EDSDD v | 2
9863312279 L- Local Ressrves [2n7 [ ] [cately] noEmwon o] | 1
863312386 Fi-Commute Reserves [2n7 [ ] [cataly] oEmemn [ | 3
Field Description
Checking Account # Enter the bank account number.
Account Description Enter a description for the bank account.
Fiscal Year Select the current fiscal year from the drop-down list.
GL Division Select the General Ledger division from the drop-down list.
GL Account # Select the General Ledger account number associated with this bank account.
Last Check Number Enter the last check number used for the bank account.

Double Click Checking Account # field to open the sub-form for entering beginning bank balances. Double Click
option will also display ending balances by month once reconciliation has been performed on the selected Checking
Account.

& FNAP_CheckingAcctSubForm - &

.'| Period Ending Date: I—m Ending Balance: $831.495.10 =
Penod Ending D ate: BAAS207 Ending Balance: $2.073,928.03 -

Record: 1of10 L Search
Field Description
Enter the bank statement date of the last statement that was reconciled
Period Ending Date outside of Fleet-Net.
Enter the account balance from the last bank statement that was
Ending Balance reconciled outside of Fleet-Net.

Once date and balance have been entered the following confirmation message displays.

Microsoft Access

Bank Statement Period Ending Date: 06/30/2017
Bank Statement Ending Balance: 5831,495.00

Correct?
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Click Yes to continue or No to cancel.

Close the sub-form by clicking the X in the upper right hand corner.

Checkbook Maintenance

Click Checkbook Maintenance to reconcile and maintain all Checking Accounts.

BANKING MAINTENANCE
j Checkbook Maintenance | ?
ﬂ Setup Checking Accounts | 7
j Manual Check Entiy | ?
_ 4| Void Check Entry |[?
j Checkbook Adjustments | ?
__ 7| Void Check and GL Distribution Reports |[?
ﬂ Positive Pay Export-Customer specific | 7
j Positive Pay Export - GPT ?
E Syncretic Invoice Import - BCT ?
ﬂ Delete Closed Checking Accounts | 7
E Return To Previous Menu | ?
1 | Enter your selection: [] Show Details
Wen 09.06 [2/6/2018] |day FHLW42 APO4 Find
Enter or select Checking Account # & Last Statement Date.
Bank Statement Reconciliation
Checking Account #: & 4033 w |M - General Last Statement D ate: v
GL Division #: ,W GL Account #: |1D1 0180100 |Cash General
Check Totals
Print
Statement
Print
Audit
Deposits/
Credits
Withdrawals/
Debits
Manual
Checks
Heconcile
Checks
Update
Checks
Balance
General
Ledger
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Field Description
Checking Account # Select the checking account number from the drop-down list.
Last Statement Date Select last bank statement date.

Once the Last Statement Date is selected the form will populate as shown above.

Bank Statement Reconciliation

Checking Account #: 9550774033 v |M - General Last Statement D ate:
GL Division #: [CATA GL Account #: |1D1 0150100 ‘Cash General
Checkbook Beginning Balance: $831.495.00 Reconciled Checks: $725,137.86 77 Check Totals
Plus Deposits/Credits: [ §1,932.45478 145 Outstanding Checks: | §1,324,397.24 126 Print
Less Withdrawals/Debits: [ $3,015.160.02 263 Reconciled Withdrawals: [ $577,557.70 % pisionont
. _ = q . Print
Checkbook Ending Balance: [$253.210.24) Dutstanding Withdrawals: $92,037.22 14 Audit
Reconciled Deposits: 41.478.187.85 ,W Deposits/
Outstanding Deposits: $455.266.93 ] Credits
Withdrawals/
Debits
Manual
Checks
Reconcile
Checks
Update
Checks
Balance
General
Ledger

Note the Checkbook Ending Balance field on this form reflects the balance as of the date the form is being viewed,
not the balance as of the date shown in the drop-down list.

If, Accounts Receivable module is being used, deposits will post to the bank reconciliation form automatically. If
Accounts Receivable is not being used, deposits and other credits to the cash accounts must be manually entered.
These transactions can be entered as they occur during the month or at the end of the month as part of the
reconciliation process.

Deposits/Credits

Click Deposits/Credits to enter deposits and/or credits to the selected Checkbook. The following form displays.

Bank Statement Reconciliation
Checking Account #: |3050774093 v |M - General Last Statement Date: E/30/20017|
GL Division #: [CATa GL Account #: ‘101 0150100 |Cash General
Reconciled Deposits: | $1.4768167.85 | 123 e “ | Check Totals
Outstanding Deposits: | $456,266.93 | 22 Print
Ref # Rec HRef Date Amount Comment c
4 |1D4 130 | B/30/2017 | $29.28951 |Must match bank deposit slip Print
[04 13 [ 7y | $70000 |Must match bank depostt sip udit
[04132133 EE $224%8.19  |Must match bank. deposit sip peoneite/
|1D4 134 | Fhaszomr | $57.862 56 |Must match bank deposit siip Withdrawals?
[04135 [T | 92,951 57 |Must mateh bank depest sip Dehits
[1047136 137 e 1582246 [Must match bank depost sip M anual
|1D4 138 | Fl242m7 | $33.820.27 |Must match bank deposit slip Reconcile
[1047138 [ 77y | 35190333 |Must match bank deposit sip Checks
[104 140141 EEIE] $12.366.50 |Must match bank deposit sip gﬁgg;‘:
|105 40 | B/2972017 | $285.45 |HH credit card payment for AR Balance
[ #1 [ 77502007 | $21.30000 |relype E:s;g‘:‘
|105 42 | 78207 | $531.00 |Musl match bank deposit slip
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Field Description
Reconciled Deposits Automatically populates when form is refreshed.
Outstanding Deposits Automatically populates when form is refreshed.
Refresh Click to refresh form and populate calculated fields.
Enter a user defined reference number for manual entries. Entries
Ref # created in Accounts Receivable will display the deposit slip number.
Check this box during the reconciliation process if the transaction has
Reconciled cleared the bank.

Enter the date of the transaction for manual entries. Entries created in
Accounts Receivable will display the deposit date entered when posting

Reference Date the payments.
Enter the amount of the deposit or credit for manual entries. Entries
Amount created in Accounts Receivable will display the amount of the deposit.

Enter a description of the transaction for manual entries. Entries
created in Accounts Receivable will display “Must match bank deposit
Comment slip.” This field can be edited.

Withdrawals/Debits

Click Withdrawals/Debits to enter manual withdrawals and/or debits to the selected checkbook. All A/P checks and
ACH Payments issued will automatically post to the checkbook. The following form displays.

Bank Statement Reconciliation
Checking Account #: 3250774033 v |M - General Last Statement Date: E/30/2017)
GL Division #: [CATA GL Account #: |1U1 0150100 |Cash General
Reconciled Withdrawals: | $877 58770 | 46 Tt “ |Check Totals
Dutstanding Withdrawals: | $92.037.22 | 14 Print
Ref i Rec Ref Date Amount Comment Payee Statement
¥ |[zar7aris [O7714/2007 | $177.046.73 [ACH payrol for 07/14/2017 [ Print
[ 70728 [ 07/2872017 | $183.95278 [ACH papiol for 07/28/2017 [ 5 A"'d'_l .
20Tz O [ 1073172017 | 000000 | | Credits
|201 710310 ] | 1043122017 | $562.32 |Misswng “withdrawl for Board of Director' | Withdrawals/
[F7723 1440w = $137.23 [BCH-123956 123456 [Comeast Cable Downtann Wikl ‘[:Eb'lsl
|3?72-V|]'| 44T | 06/29/2017 | $10.51 |AEH-1 2345E 123456 |Enmcasl Cable [Main TV] Checks
|3?95-VDU?? | 08302017 | $9.051.81 |ACH-123123 |VantagepointTransfer #107009 Reconcile
[3795vi254 [ 0B/3072017 | $T47464 [ACHA23123 [Vartagepoint Transfer HI04696 Checks
[3795v 0663 EEEH 32105056 [ACH123123 [Vartagepaint Transfer #107213 o
|3?95-VD?4D | 0643042017 | $£15.42 |AEH-123123 |VantagepnintTransferu 0555 Balance
|3?95-VUEB4 | 06/30/2017 | 4769612 |ACH-1 23123 |F‘A State W/H Tares (E-Tides| rl:edgell
[3795-v0285 [ 05/30/2017 | $65,391.21 [ACH123 123 [IRS - Fom 541
Field Description
Reconciled Withdrawals Automatically populates when form is refreshed.
Outstanding Withdrawals Automatically populates when form is refreshed.
Refresh Click to refresh form and populate calculated fields.

Enter a user defined reference number for manual entries. Entries created
through the Accounts Payable ACH process will display a reference number that’s
Ref # comprised of the vendor number and the processing date.

Check this box during the reconciliation process if the transaction has cleared the
Reconciled bank.
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Field Description
Enter the date of the transaction for manual entries. Entries created through the
Accounts Payable ACH process will display the date that the ACH was

Reference Date processed.
Enter the amount of the withdrawal debit for manual entries. Entries created
Amount through the Accounts Payable ACH process will display the amount of the ACH.

Enter a description of the transaction for manual entries. Entries created through
the Accounts Payable ACH process will display the vendor bank routing number
Comment and bank account number. This field can be edited.

Manual Checks

Click Manual Checks to record spoiled checks that were spoiled in a check run (See the Print Vendor Checks section
in this manual). They must be manually entered in checkbook for tracking and audit purposes. Once the spoiled
checks are entered they will no longer be in the Manual Checks form, they will now be included on the list of checks to
be reconciled. Enter the spoiled checks as shown below.

Bank Statement Reconciliation
Checking Account #: 3350774033 v |M - General Last Statement D ate: B/30/2017
GL Division #: [CATa GL Account #: |1D1 50100 Cash General
Check # Check Date Amount Ref # Payee Comment
Check Totals
| 00009538 | 24224208 | $2.352.25 |2D18-8325 |JoeJamison |Eheck Spoiled 2/22/2018
dl [l | | [ [ 1
Print
Audit
Deposits/
Credits
Withdiawals/
Debits
Manual
Checks
Reconcile
Checks
Update
Checks
Balance
General
Ledger
Field Description
Check Number Enter the check number of the spoiled check.
Check Date Enter the date the spoiled check was issued.
Amount Enter the amount of the spoiled check.
Ref # Enter a user defined reference number.
Payee Enter the payee’s name.
Comment Enter a description of the transaction.

Reconcile Checks

Click Reconcile Checks to reconcile checks to the bank statement or to locate the spoiled checks and click the
voided field to mark the checks as voided. Notice when voided is checked, the amount field is now blank. Since the
checks were reissued on a check run restart, there is no effect on the GL as the system will only post the reissued
checks to the General Ledger. Entering the spoiled checks in checkbook puts them on the register so that there will
be no gap in sequence of checks numbers on reports. The following form displays.
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Bank Statement Reconciliation
Checking Account #: 3350774033 W |M - General Last Statement D ate: B/30/2007) W
GL Division #: [CATA GL Account #: [1010150100 |Cash General
Reconciled Checks: | FTESETE T | e s v| |Reconcile * | Check Totals
Dutstanding Checks: | $1.326.749.49 | 127 Thru Check #: - Reset Print
Check # Rec Void Check Date Amount Ref # Payee Comment Statement
[ oooosesz [ [ [ 272272008 $150.00  [BO00T [Lowe's Home Centers, Inc [ Print
[ oooosesz [ [ [ 2/zz72008] $250.02 [BOOOTS [Drinker Biddle & Reath LLP [ > A"d'_ll .
[ oooosess [ [ [ zvezzremig | $750.00 [BO007 [Clark Auto Equipment [ Credits
[ oooogess [ [ [ 2/zz/2008] $76.800.00 [BO0T7 [Nittary Office Equipment Inc. [ Withdrawals/
[ oooosese [ [ | 272272008 | $5.000.00 [B00TS [Ritter Technalogy, LLT [ ::::;
[ ooooges? [ [ [ 2/2z/2018] $3E90.00 [C0079 [Transfor Corparation [ Checks
[ oooogsas [ B [ 2/22/2018 [2m18-6325 [Joe Jamison [Check Spailed 2/22/2018 Reconcile
[ oooosest [ [ [ 27972008 $2.250.00 [BO00103 [Drinker Biddie & Reath LLP [ Checks
[ oooogean [ R $0.00 [voisa [New Flyer Industries [ Eﬁ;‘i&i
[oooogere (1 [ [ 1172072007 | $7.00000 [2A123458 [ Buto Parts [ Balance
[ooooae7r [ O [ 1172072017 | $2.046.63 [B000T [Lowe's Home Centers, Inc [ 'ﬁ:g;:;‘:'
[ oooosers [ [ [ 117200207 | $1.650.00 [BO0D109 [Drinker Biddie & Reath LLF [
Field Description
Reconciled Checks Automatically populates when form is refreshed.
Outstanding Checks Automatically populates when form is refreshed.
Refresh Click to refresh form and populate calculated fields.
Select the first sequential check that cleared the bank from the
From Check # drop-down list.
Enter the last sequential check that cleared the bank from the drop-
Thru Check # down list.
After selecting the range of sequential checks that cleared from the
Reconcile drop-down list, click reconcile (see below).
Reconciled Check this box if the check cleared your bank.
Reset Click to reset ALL checks to not reconcile.
If a check was voided or if it was the voucher portion only, this box
Voided will be checked.

When the drop-down list is used to reconcile checks in sequential order, after clicking Reconcile the following prompt
displays to confirm the selection of range of check numbers:

Microsoft Access

Reconcile Checks?

Frorm: 00001057
Thru: 00003569

Click Yes to continue or No to cancel. If Yes is selected, the following message displays.
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Microsoft Access

o Update Completed

Click OK.

The Reconciled Checks and Outstanding Checks fields are recalculated and updated.

\

Bank Statement Reconciliation
Checking Account #: 3350774093 v |M - Generfl Last Statement Date: 6/30/2017
GL Division #: [CATA GLMAccount #: [10101501 DD/ |Cash General
Reconciled Checks: 725 5208 a7 From Check #: i -
| i V' Refresh v| |Reconcile Check Totals
Outstanding Checks: | $1.32401425 | 116 Thru Check #: v Reset Print
Tin
Check # Rec Void Check Date Amount Ref # Payee Comment Statement
o001 057 O | BAa20m2 | $10.49 |DDVDSSD |Bridgestone Mileage Sales | Print
= Audit
00001782 O [ /24202 §7.50 [DOFAR FEEF [Theresa Gilaria [
ket
Qoo 851 O | 104 f2m2 | $19.00 |DDTDK REF |Steph Duross | Credits
00002095 | | 11420022 | $17.50 |2D12112D |Danie|BDDne | Withdrawals/
— Debits
00002333 O | 1142013 | $42.00 |2013D114 |Cummun|ly Diversity Group |
Manual
00002375 O [ 5/2erz003 | 38850 [20130528 [FedLine Speed Shine | Checks
oooozes:2 O | B/ /2013 | $23.50 |2D130805 |Andreereissaty | Reconcile
= Checks
00003 34 EEEEE $4.50 [20130628 [Bngela M. Hardin [
Update
00003450 O | 8./158/2m3 | $123.00 |2D130819 |Chung K.ai | Checks
00003569 | | 9/ f'2D13| $41.00 |2D13DSDS |E||a Mae Kuhns | Balance
oo044a0 (1 [ [ 3/3/2014 $17.50 [20140303 [Nuripe Ulku Ayik [ ',3_23;:::'

This process can be repeated until all checks in sequential order are marked as reconciled. The checks that are not
in sequential order are more easily marked as cleared by checking the field labeled Reconciled to the right of the
check number. It is not necessary to click the Reconcile button when marking individual checks reconciled. When all
individual cleared checks are marked as reconciled, click Refresh so that the totals in the Reconciled Checks and
Outstanding Checks fields recalculate.
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Update Checks

Click Update Checks Once all items are marked as reconciled. The following message displays.
Enter the Bank Statement Period End Date. Click OK to continue or Cancel to cancel.

Microsoft Access

Please Enter Bank Statement Period Ending Date oK
e | ok |

0773172017 | |

If OK was selected the following message displays. Enter Ending Balance from applicable date the bank statement.
Click OK to continue or Cancel to cancel.

Microsoft Access
Please Enter Bank Statement Ending Balance
Cancel
|253867.23 |
If OK is selected, the following message displays.
Microsoft Access

o This update will close the current Checkbook period

Bank Statement Period Ending Date: 07/31/2017
Bank 5Statement Ending Balance: 5233,867.23

Correct?

If the Bank Account is not in balance the following message displays.

Microsoft Access

_"‘-.I Qut Of Balance: 452707.07

Mo Update Allowed

Click OK to be returned to the reconciliation screen. Make any necessary corrections.
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Bank Statement Reconciliation

Checking Account #f: [9050774033 v |M - General Last Statement D ate: E/30/2017)
GL Division #: ,W GL Account #: |1 010150100 Cash General
Checkbock Beginning Balance: [ $837.435.00 Reconciled Checks: | $72552085 | E Check Totals
Plus Deposits/Credits: | §1934.45478 | 145 Outstanding Checks: [~ §1324014.25 | 116 Eiea
Less Withdrawals/Debits: [ $3018.16002 | 269 Reconciled Withdrawals: [ §877537.70 | " Slaicment
Checkbook Ending Balance: [ (3253210 24] Outstanding Withdrawals: [ 30203722 | 14 rint
Reconciled Deposits: ‘ $1.473,187.85 | 123 Deposits/
Statement Period Ending Date: [ 773172017 Outstanding Deposits: [ $456.256.95 | 2 Credits
Statement Ending Balance: ’W Wil:;‘t;i:als;
Plus Dutstanding Deposits: ’m Microsoft Access Manual
Less Dutstanding Checks: ’m Uiz
Less Outstanding Withdrawals: ’W f > 1 Out Of Balance: 452707.07 Hgﬁggﬁze
Current Balance: ($705.917.31) T Mo Update Allowed Update
Out Of Balance: [ $452707.07 heck
Balance
B

Click Update Checks enter the bank statement date and the bank balance. Once account is in balance, the following
message displays.

Bank Statement Reconciliation
Checking Account #: 3350774033 v |M - General Last Statement D ate: B/30/2017) o
GL Division #: ,W GL Account #: |1 010150100 |Cash General
Checkbook Beginning Balance: 'W Reconciled Checks: | $726.901.54 | 102 Check Totals
Plus Deposits/Credits: [ §1.934.45478 | 145 Uutstanding Checks: [ §13206335 | 101 Bt
Less Withdrawals/Debits: | §3019.16002 | 263 Recanciled Withdrawals: | $877567.70 | 45 Statement
Checkbook Ending Balance: 'm Dutstanding Withdrawals: | $92.037.22 | 14 ::;ll
Reconciled Deposits: | $143382755 | 127 Deposits/
Statement Period Ending Date: [ 773172017 Outstanding Deposits: [ $450627.23 | 1 Cicdits
Statement Ending Balance: [ $70883331 Witrln)nlrgi\:salsi
Plus Outstanding Deposits: ,W Microsoft Access Manual
Less Outstanding Checks: | $1320,63356 Chechs
Less Outstanding Withdrawals: [ $52,037.22 6 Continue with update? econaiy
Current Balance: [$253.210.24) Update
Checks
Yes Genorl
Ledger

Click Yes to continue with update or No to cancel. If Yes is selected the system will update the Check Register and
the following message will display.

Microsoft Access

o Update Completed

Click OK.
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Print Statements

Click Print Statement to print the month end statement, select the month end date that was reconciled from the drop-
down list.

Checkbook Statement Report
Checking Account: 9850774093 M - General
Last Statemsnt Date: 082302017
=
F
2
2 s
= =
RefDak Check 2 Ref £ 2 o PayssiComment Asmount Balancs
1ATzZ014 00005912 20141117 Wl O ©wangng Ren 47D F530,932.%
/82015 00006141 20150105 [ Zhangal 228 $530,909.56
1182015 00006180 20150119 ] [ Mehzn AkAyoun el e FE0ELE
982015 D00OTIET 20150303 [ Hrisfma Rajendren F2ed $530,570.7E
2Mz01e D000TT4E 2018021 ] [0 5w 2 Protograpny 17000 $530, 70078
2/222016 00007812 20160222 E D Permmsyvanla Sate Makating L4y $823,306.32
S/222017 00002403 WO154 B O AFSCME Councll i3 $13,140.58 81515634
S222017 00002404 WOMEE E D AFSCME Cowncll 13 Falr Shane FE03.09 S84 45325
5202017 000024328 WOOM2 [l [0 Central PA Fesivalof e Ans FRIM 81413825
6192017 00002420 WO239 E D Cenftral PA Comvention & $132.00 $513,040.25
6192017 00002491 WOOE1 B [ Colleglan, e 000 $513,800.25

Balance General Ledger

Click Balance General Ledger to generate a reconciliation report that balances to the General Ledger. The following

form displays.

Bank Statement Reconciliation
Checking Account #: 3850774093 v |M - General Last Statement D ate: TAZ01T
GL Division #: [CaTA GL Account #: |1U1 5000 Cash General
Bank Statement Check Totals
From Date: | 07/01/2017 @  Thu Date: | 07/31/2017 @ Statement Balance: $708.833.31 Print
Statement
Fizcal Year: 'W Deposits/Credits Dutstanding: 'W Print
Period: '1_ Checks/Debits Dutstanding: $520.087.65 il
General Ledger Account Balance: [$163,093.78) Bank Balance Reconciliation: $197.54057 DE:’:‘;;‘?}
Out Of Balance: ’m : Totals Print ‘Withdrawals/
Debits
Manual
Checks
Reconcile
Checks
Update
Checks
Balance
General
Ledger
Field Description
From Date Enter the starting date as shown on the bank statement being reconciled.
Thru Date Enter the ending date as shown on the bank statement being reconciled.

Statement Balance Enter the ending balance as shown on the bank statement being reconciled.

Note: All transactions that pertain to the bank account being reconciled must have been updated in General
Ledger in order for the report to balance.
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Totals

Click Totals and all remaining fields will populate.

Bank Statement Reconciliation

Checking Account #: 3350774093 v |M - General Last Statement Date: TAN20T
GL Division #: [CATA GL Account #: |1D‘I 50100 |Eash General

Bank Statement
From Date: [ 07/01/2017 [g@|  Thiu Date: | 07/31/2017 @ Statement Balance: [ $70883331
Fiscal Year: [ 2018 Deposits/Credits Outstanding: | $8.79491
Period: ,1_ Checks/Debitz Dutstanding: [W
General Ledger Account Balance: [$163.093.78) Bank Balance Reconciliation: [w
Dut Of Balance: [$3R0.634 35) Print
Field Description
Fiscal Year Current fiscal year displays.
The account period that corresponds to the thru date entered in the
Period bank statement portion of the form displays.
General Ledger Account The ending balance for the general ledger account associated with
Balance the selected bank statement for the period shown displays.
Deposits/Credits The total amount of outstanding credits as determined in the Update
Outstanding Checks Process displays.
The total amount of outstanding debits as determined in the Update
Checks/Debits Outstanding | Checks Process displays.
The calculated total of the Statement Balance, plus Outstanding
Bank Balance Credits, less Outstanding Debits displays. This amount should
Reconciliation balance to the General Ledger Account Balance.

Print

Click Print to print the reconciliation summary report. Subsequent pages list the outstanding credits and debits.

Bank Reconciliation
Checkng Account: 9350774053 M- ezl Lzt staement Dats: 731/2017
Diviskon: CATA Asccount#: 1010150100 Titla: Cash Geneml
From Date: OF/01/2017 Thru Date: o7/E12017 Bank 3&temant Batanca: 57108 B33.31
Fiscal Year: 2013 De posits! Cradits O utstanding: 5573491
Pariod: 4 Ethdraw aisl Debdts Owts tanding: 590 05T ES
Ganaral Laggsr Account Balancs: [5163.093 78} Bank Balancs Reconciiafion: 3197 540 57
Qut Of Batancs: [5350.634.35)
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Check Totals

Click Check Totals to generate the following screen to review totals based on the Last Statement Date selected.

Bank Statement Reconciliation
Checking Account #: 9350774093 W |M - General Last Statement Date: an2msy .
GL Division #: [CATA GL Account #: [1070150100 Cash General
Checkbook Beginning Balance: ’W Reconciled Checks: | $0.00 | a
Plus Deposits/Credits: | $450 52723 | 13 Outstanding Checks: | $1,320,633.56 | 33
Less Withdrawals/Debits: | $1. 41267078 | 111 Reconciled Withdrawals: | $0.00 | a
Checkbook Ending Balance: [ ($253210.24] Outstanding Withdrawals: [ $92037.22 | 13
Reconciled Deposits: | ETT| i
Dutstanding Deposits: | $450627.23 | 18
Print Audit
Click Print Audit to generate a Checkbook Transaction Audit Report.
Checkbook Transaction Audit Report
Ol il ey Ao ount: 98507 74093 M - General
Last Statement Data: 7342017
Cutstand ing Deposits
Raf# Raf D2t commsant Amount
FEOQT24 0730 TEU2017  MWust match bank depost slip ITASE19
Bank Deposk Summary
FB a7 7512017 Must match bank depast slip 3133872
Bank Cenosk Summary
2 Month: 7 5794819
20170819401 92017 Wust match bank depost sl $861.00
Bank Ceposk Summary
271120401 2292017 WSt match bank depost slip 325000000
Bank Deposk Summary
st A 42017T  Grant Amount DEw Down 3300000
|tz A1 42017  Grant Amount DEw Down 3360000
4 Month: 2 25T AG1.00
123456 10112017 Grant Amount DEw Down 375.000.00

Manual Check Entry

Click Manual Check Entry function to enter checks issued outside of the system. Invoice data must be entered and
updated before manual check payments can be posted. Manual check payments should be posted before selecting
invoices for payment using the accounts payable payment processing function.
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BANKING MAINTENANCE

-

Checkbook Maintenance

|

2| Setup Checking Accounts |

Manual Check Entry |

Void Check Entry |

5| Checkbook Adjustments |
Yoid Check and GL Distribution Reports | ?

|

|

|

|

|

Pozitive Pay Export-Customer specific

Poszitive Pay Export - GPT

Syncretic Invoice Import - BCT

Delete Closed Checking Accounts

Return To Previous Menu

EAEIEPIE M P N

4 || Enter your selection: [| Show Details

Ve 09.06 [2/6/2018] | |Iday FHLY42 AP04 Find
Manual Checks  Checking Account #: 9350774053 v M - General
Vendor #: BO001S |, |Drinker Biddle & Feath LLP
Yendor Mame: w Fiscal Year: 2018 || Check Date: 2/23/2018 @
Search Name: w Check #: a31q Amount:
Select
References
Diszplay
Selections
Update
Field Description
Checking Account # Select the checking account from the drop-down list.

Vendor

Select the vendor number from the drop-down list or enter the vendor number; OR

Vendor Name

Select the vendor name from the drop-down list or enter the vendor name; OR

Search Name

Select the vendor search name from the drop-down list or enter the vendor search
name.

Fiscal Year Select the fiscal year from the drop-down list.
Check Date Enter the issue date of the manual check.
Check Number Enter the check number of the manual check.
Amount Enter the amount of the manual check.

Display Reference

Click Display References to view all transactions available for selection. The following form displays.
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Manual Checks

Yendor #: BOOO19 | o

Yendor Mame:

Checking Account #: 3350774033

W M - General

|Drinker Biddle & Feath LLP

w Fiscal Year: 2013 .,

Check Date:

#
Search Name: w Check #: Amount:
Tran I Di: I Payment Man
Div#t Reference# Code DueDate Date A A A t  chk  CheckTotal mySelect
P[CaTa | ManualTest | DI | 2/23/2018 | | 000 [ 93780 | s9ars0 [ | $937 50 . :
[Cata [t [ DI [10re/z7 | [ 00 | sm0o0 | $5000 ][ #1670 LT
Update
Select Reference
Click Select References; the following message display.
Microsoft Access

9 Select Reference #'s7

Yes

Click Yes to continue or No to cancel. If Yes is selected, the following prompt displays.

Click Yes to continue or No

Microsoft Access

Yendor Balance = 51,630.00
Continue?

@

Yes

to cancel. If Yes is selected the following form displays.

Manual Checks
Yendor #: E00O013

Yendor Mame:

Checking Account #: 3950774093

w | M - General

" |Dlinker Biddle & Reath LLP

v Fiscal Year: 2013 .,

Check D ate: 2/23/2018

[
Search HName: v Check #: 9912 Amount:
Tran Discount Discount Invoice Payment Man
Div # Reference # Code Due Date Date Amount Amount Amount Chk Check Total
>|| CaTA [ SCTest | DI [ angem? | | $000 [ igsnon [ siesdon [ | $1.650.00

Select the open items paid by manual check by checking the Man Chk box.
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Manual Checks Checking Account #: 3350774093 v M - General
Vendor #: BOOD1S o, |DrinkerBiddIe&F|eath LLF
Yendor Name: v Fiscal Year: 2015 |, | Check Date: 2023208 @
Search Name: v Check #: 9912 Amount: $1.650.00
Tran Di: t Di: t I i Payment Man
Div# Reference#  Code DueDate Date A t A t A t chk  Check Total igclect
..i’||EATA| SCTest | DI | afs/2m7 [ $0.00 [ $185000 | $1650.00 [ $1.650.00
Display
Selections
Update

Update

Click Update, to post the manual checks. If the total of the invoices selected does not balance to the amount entered
in the Amount field, the following error message displays:

Microsoft Access

9 Update Manual Check Now?

Click Yes to continue, No to cancel. If Yes is selected, the following message displays:

Microsoft Access

o Updated Completed

oK

Click OK.

Void Check Entry

Voided checks can be entered at any time during the month. You have the option of canceling the invoices also or re-
opening them for payment in the future. In a case where a check is written to the wrong vendor, the invoices can be

canceled permanently. If the check was written for the wrong amount or date, for example, the invoices can be re-opened
and chosen for payment again.

Click Void Check Entry to void checks. The following form displays.
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BANKING MAINTENANCE

Checkbook Maintenance

|
2| Setup Checking Accounts |
Manual Check Entry |
|
|

-

¥oid Check Entry

Checkbook Adjustments

¥oid Check and GL Distribution Reports
Positive Pay Export-Customer specific
Positive Pay Export - GPT

|
Syncretic Invoice Import - BCT |
|
|

-3

wnd| | (| mngy) [ emg

-

-

1| Delete Clozed Checking Accounts

A =P 1 B A P P P

6| Heturn To Previous Menu

4 | Enter your selection: [| Show Details

Vn 09.08 [2/6/2016]  ||Iday FNLV4Z AP0 Find
Voided Checks
Checking Account #: | 3360774032 wl| M - General
Check #: | 00009593 | Centre County United 'Wayp
GL Posting Date: [ 2/23/2070 (| Check Date: [ 7/17/2017 Amount: | $66.00 Fiscal Year: =
Div # Reference i E:ﬂ; Tian # Check Date Payment Amount Lpdate
[CaTa [o7142017 [cr ] 18386 [ 772017 | [$66.00)
Total: [$66.00)
Field Description
Checking Account Select the checking account from the drop-down list
Select the check to void from the drop-down list. Only checks that

Check # have not been reconciled will populate the drop-down list.
GL Posting Date Defaults to the system date. This date can be changed, if necessary.
Check Date Automatically populates based on the check number selected.
Amount Automatically populates based on the check number selected.
Div # Automatically populates based on the check number selected.
Reference # Automatically populates based on the check number selected.
Tran Code Automatically populates based on the check number selected.
Tran # Automatically populates based on the check number selected.
Check Date Automatically populates based on the check number selected.
Payment Amount Automatically populates based on the check number selected.
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Update

Click Update to void the check. The following message displays.

Microsoft Access

9 Yoid the check now?

Click Yes to continue or No to cancel.

If Yes is selected, the following message displays.

Microsoft Access

9 Do you wish to cancel the inveices?

Click Yes to cancel invoices or No to not cancel invoice or Cancel to cancel.

Click Yes to cancel the invoice. If Yes is selected the system will make the associated accounting entries (debit cash
and credit the expense account(s) associated with the invoice).

If No is selected the system will make the associated accounting entries (debit cash and credit accounts payable).

If Yes or No is selected the following messages display.

Microsoft Access

o Check Voided.

If the invoice was not cancelled, it must be flagged for payment. Go to Vendor Payment Selection, select the vendor

from the drop-down list and click Hold / Pay Status (Refer to page 117 for further instructions.) Locate the invoice(s)
associated with the voided check.
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Checkbook Adjustments

Click Checkbook Adjustments to make manual adjustments for Deposits/Credits, Withdrawal/Debits, and do
Transfers from one checking account to another.

BANKING MAINTENANCE

EAE PP AP P P

1

Checkbook Maintenance

Setup Checking Accounts

Manual Check Entry

Yoid Check Entry

Checkbook Adjustments

¥oid Check and GL Distribution Reports

Poszitive Pay Export-Customer specific

Positive Pay Export - GPT

Syncretic Invoice Import - BCT

Delete Closed Checking Accounts

Return To Previous Menu

Enter your selection:
Wan: 09.06 [2/6/2018] Iday FNLV42

T

3

T

=) | e e

b

[ ] Show Details

AF04 Find

Checkbook Adjustments Fiscal vear 2013

Checking Account #: |3850774033
GL Division #: [CATA GL Account #: |1D1 0150100

Journal: || p

v | Cument Period: | 3 Start Date:

07/01/2017  End Date: | 06/30/2013

W |M - General

Last Statement Date: 74314207

Accounts Payable

AR Accounts Receivable
ER ER

CR Cash Receipts

Fé Fixed Assets

GEM GEM

GL General Journal Entries
MY Inventory

P& PFrior Period Adjustments
FRL Pagrall

ROC Fe-occuring Entries
WM Wehicle Maintenance
w0 “whork Orders

Cash General

Posting Date: ]

Deposits/
Credits

Withdrawals/
Debits

Transfers

Print
Audit

Update

Field Name Description
Fiscal Year Enter or select Fiscal Year from drop-down options.
Period The current period will display. This cannot be changed on this form.
The starting date of the selected fiscal year displays. This cannot be
Start Date changed on this form.
The ending date of the selected fiscal year displays. This cannot be
End Date changed on this form.
Select the checking account that the transaction pertains to. If the
transaction is a transfer, the account selected in this field will be the
Checking Account account that the funds are being taken from (credited).
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Field Name Description
Defaults to the GL Division and Account assigned to the selected bank
GL Division & Account account.
Journal Select the subsidiary journal that the transaction will be written to.
Posting Date Enter or select from the calendar, the GL date for the transaction.

Deposits/Credits

Click Deposits/Credits to make adjusting entries for corrections to Deposits or Credit entries.

Checkbook Adiuslments Fiscal Year: 2018 || Cument Period: [ & StartDate: [ 07/01/2077 End Date: | 0G/30/2018
Checking Account #: 3350774032 v | [M-General Last Statement Date: | 7/31/2017
GL Division #: ,W GL Account #: |1 010150100 Cash General
Joumnal: 4R |, | Accounts Receivable Posting Date: | 2/23/2M18 | g
Total Deposits / Adjustments: $0.00 Refresh Deposits/
Ref it Ref Date Amount Comment Div Account Credits
[#DJ201 80212 [ 2nzems g || $0.23  |Deposit Shortage CATY | (4010201219 v Wilgdrs}:also‘
ebits
] | @ | v v
Transfers
Print
Audit
Update
Field Name Description
Enter a user defined Reference. The Reference # entered will be populated in the
Ref# Checkbook and General Ledger.
Rec The Reconciled checkbox will automatically be checked.
Amount Enter the amount being deposited to the account selected at the top of the form.
Comment Enter a comment/description, if desired.
Select the GL Division and Account that will be credited for the transaction. Multiple
Div/Account accounts can be credited.

Withdrawals/Debits

Click Withdrawals/Debits to make adjusting entries for corrections to Withdrawls or Debit entries.

Checkbook Adjustments Fiscal Year: 2112 [.,| Current Period: [ 3 Start Date: | 07/07/2017 End Date: [ 06/30/2018
Checking Account #: 3350774033 v | M- General Last Statement D ate: 73207
GL Division ¥: [CATA GL Account #: |1E|‘I 00100 Cash General
Joumnal: 4R w | Bccounts Receivable Posting Date: 20230208 @
Withdrawals / Dehits: $0.00 Refresh Deposits/
Ref # Ref Date Amount Comment Div Account # Credits
[4DJ20180131 REEEER $50.00 [Bark Service Charges CATY | (5030316008 v Wi“[-)d';}:alsf
ebits
» =
&
| | | | * - Transfers
Print
Audit
Update
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Field Name Description
Enter a user defined Reference. The Reference # entered will be populated in the
Ref # Checkbook and General Ledger.
Rec The Reconciled checkbox will automatically be checked.
Amount Enter the amount being withdrawn from the account selected at the top of the form.
Comment Enter a comment/description, if desired.
Select the GL Division and Account that will be debited for the transaction. Multiple
Div/Account accounts can be debited.
Transfers

Click Transfers to transfer funds from the selected checking account to an alternative checking account.

Checkbook Adjustments Fiscal Year: 2013 [, Cunent Period: [ 5 Start Date: | 07/01/2017 End Date: | 05/30/2018
Checking Account #: |3550774093 v |M - General Last Statement D ate: 74314207
GL Division #: [CATA GL Account #: |1D1 maemon Cash General
Journal: AR || Accounts Receivable Posting Date: |  2/23/2018 @
Total Transfer Amount: $0.00 Refresh Deposits/
Ref # Ref Date Amount Comment Xfer To Checking Account # Credits
2080131 [ 7at2mE (g || $100,000.00 [1/30/2015 Pagral 9ER5511571 v Wi"[')d'g}:alsf
ebits
dl | @ || | v
Transfers
Print
Audit
Update
Field Name Description
Enter a user defined Reference. The Reference # entered will be populated in the
Ref # Checkbook and General Ledger.

The Reconciled checkbox will automatically be checked. The box can be
unchecked. Leaving it checked on this form will flag it as cleared when processing

Rec the bank statement reconciliation.
Amount Enter the amount being transferred from the account selected at the top of the form.
Comment Enter a comment/description, if desired.

Xfer To Checking Account # | Select the bank that the money is being transferred to.

Print Audit

Click Print Audit to generate reports for reviewing/printing before executing the update to the General Ledger.

Checkbook Adjustments Audit Report
Checking Account #: 3850774083 M- Genaml Div # CATA GL Account#: 1010180100
Joumal: AR Posting Date: 2232015
Deposits/Credits
Reference # Rec Date Div GL Account # To Cheching Account # Amount Comment
ADJD18I212 O 2A22018 CATA 401020219 3023 Deposit Shorge
Total: 3023
Transfers
Reference # Rec Date Diiw GL Account# To Checking Account # Amount Comment
20180121 O 1212018 CATA 010150800 9EBEE115T1 $00,00000 V202018 Payoll
Total: $100,000.00
Withd Rwal s/Debits
Reference # Rec Oate Div GL Account # To Cheching Account # Amount Comment
ADJ20180131 O 1212018 CATA 5030315008 35000 Bank Benice Charges
Total: $50.00
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Update

Click Update to update the adjustment entries to the Checkbook & General Ledger.

Microsoft Access

9 Update Checkbook and GL Journal?

Click Yes to continue or No to cancel.

When update is completed the following message displays.

Microsoft Access “

o Update Completed
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Aged Trial Balance

Click Aged Trial Balance to generate list of vendors with balances due and to compare to the General Ledger
Accounts Payable account balance. The following form displays.

ACCOUNTS PAYABLE

J AP Tranzaction Maintenance | ?

_ 2| Modity/Add Vendor Master

-

ﬂ AP Payment Processing

4| Banking Maintenance

h| Aged Trial Balance

|| || )

6| Invoices Due Report

~

7| Yendor Master Inquiry

8| Print 1099 Statements

User Defined Entry

. and| | angf [ s .

-

Mizcellaneous Codes Maintenance

1| AP Setup

2| Subcontractor Maintenance |

il | = | =g

3| GL Posting Inquiry |

-

EAHE{EAPE MEYEA N

6| Return To Previous Menu

4 || Enter your selection:
Yo 03.06 [2/6/2018]

[] Show Details

AP Find

Iday FHLY42

Yendor #:
Yendor Name:

Search Name:

Aged Trnial Balance

All Vendors

Usze Due Date For Aging
["JUse Invoice Date For Aging

Transactions Thru Date: =

W AllVendors

W
W

Include Retainage

Print

[]Only Retainage

Field Description
All Vendors Check this box to run a report for all vendors.
Vendor # Select the vendor number from the drop-down list or enter the vendor number; OR

Vendor Name

Select the vendor name from the drop-down list or enter the vendor name; OR

Search Name

Select the vendor search name from the drop-down list or enter the vendor search
name.

Transactions Thru Date

Enter the ending date for the trial balance report.

Use Due Date for Aging

Check this box to use the invoice due date for aging purposes.

Use Invoice Date for Aging

Check this box to use the invoice date for aging purposes.

Include Retainage

Select to include retainage amounts on the aged trial balance.

Only Retainage

Select to only print the aged trial balance for retainage.
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Print

Click Print the following message displays.

=

Microsoft Access

Transactions thru 02/28/2018

Aging Date 02/28/2018
Aged by Invoice Date
Print Report MNow?

Yes

Click Yes to continue or No to cancel. If Yes is selected the following report displays.

Accounts Payable Aged Trial Balance Report Includes Retainage
Transactions Thru Date: 2282018 Aged By Invoice Date Over Crver Owver
Tran Invoice Due Discount 30 &0 50 Total
Div # Reference # Code Pay Date Date Eamed Current Days Cays Days Due
AR RutoParts ARZ5E
CATA test Dl Yes 10MZEIT 1022017 $0.00 $500.00
Vender Totals: $0.00 $0.00 0.00 50.00 $500.00 $500.00
0.00% 0.00% 0.00% 100.00%
Centre County United Way V0SS
CATA 07142017 ol Mo  TA4201T  T42017 $0.00 600
CATA OT142017 CF Mo TATEOIT  TTRNT $0.00 (56500}
CATA OT142017 CF Mo 223E018  ZZVINE $0.00 600
Vendor Totals: $0.00 $0.00 30.00 $0.00 600 $56.00
000% 0.00% 0.00% 100.00%
Clark AutoEquipment BODOT
CATA test Dl Yes GOMED17  IUSENMT $0.00 $750.00
Vender Totals: $0.00 $0.00 0.00 50.00 $7E0.00 $TE0.0D
000% 0.00% 0.00% 100.00%
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Invoices Due Report

Click Invoices Due Report to identify all invoices due through a specified date. Only those invoices with a pay status
will be listed on the report.

ACCOUNTS PAYABLE

j AP Transaction Maintenance
2| Modify/Add Vendor Master

=

3| AP Payment Processing

4| Banking Maintenance

| | = | =

5| Aged Trial Balance

-

6| Invoices Due Report

=

&| Print 1099 Statements
9| User Defined Entry

=

=) | =

0| Miscellaneous Codes Maintenance

1| AP Setup

2| Subcontractor Maintenance

-

3| GL Posting Inquiry

|
|
|
|
|
|
7| ¥Yendor Master Inguiry |
|
|
|
|
|
|
|

EAF I E L PP S EA P P

16| Return To Previous Menu

41 | Enter your selection: [| Show Details
Vo 09,06 [2/6/2018] || Iday FNLV4Z AF Find

Enter or select from calendar icon the Due Date.

Invoices Due Report

Due Date: 02/20/2020 Print

| |Include Invoices On Hold

Field Description

Include Invoices On Hold Check this box to include invoices that have been flagged as ‘On Hold’ on the report
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Print

Click Print to generate the report for review/print. The following message displays.

Click Yes to continue or No to cancel. If Yes is selected the following message displays.

Microsoft Access

Continue?

9 Print inveices due thru 02/26/2018

Microsoft Access

Balance = §11,081.35
Continue?

Click Yes to continue or No to cancel. If Yes is selected, the following report displays.

Accounts Payable Invoices Due Report
AA AutoParts RA123456
Tran Imroice Due Discount Discount
Div# Reference # Description Code Trmn# Pay Date Date Date Amournt Amount Due
CATA test Dl 15786 “es 101122017 0Az2MT $500.00
Vendor Totals: $500.00
ABC Bus, Inc. VB0
Tran Imroice Due Discount Discount
Diiv & Reference # Description Code Trmn# Fay Diate Date Oate Amount Amount Due
CATA PABTAIZZTIE mainenanoe suppliss Dl 10070 “Yes 1034206 11202016 36521
CATA PASTA1IZTIE Incomect wendor invouoe M 12880 Mo 3EI2DIT 3232017 (F89.21)
Vendor Totals: 3000
Clark Auto Equipment BOIOT
Tran Imroice Due Discount Discount
Div# Reference # Description Code Trmn# Pay Date Date Date Amournt Amount Due
CATA test Dl 15757 “es 10MG2DIT V52017 $T50.00
Vendor Totals: $750.00
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Vendor Master Inquiry

Click Vendor Master Inquiry to view vendor information. No changes can be made to the vendor information in this
view. (Refer to page 33 of explanation on all the selections).

ACCOUNTS PAYABLE

AP Transzaction Maintenance
Modify/Add Yendor Master

AP Payment Processing

Banking Maintenance

Aged Tral Balance

Invoices Due Report

Yendor Master Inquiry

|17
|
|
|
|
|
|
Print 1099 Statements |
|
|
|
|
|
|

Uszer Defined Entry

Mizcellaneous Codes Maintenance

AP Setup

Subcontractor Maintenance

S| PAFY IS EA S PR T

| | || e | [ | || | wnd] | emd| | end| | wnd || | | engd | fomagd | | and] | and

13| GL Posting Inquiry
16| Return To Previous Menu
4 | Enter your selection: [ | Show Details
Find
Y 03.06 [2/6/2018] Iday FHLY42 AP
Vendor Master Inquiry
Vendor #: 0000007 w | Jozeph Jamizon ["] Show Inactive ¥endors
Yendor Mame: "
Search Mame: ~
Vendor #: TINNE []Inactive 1099 Name Control: Customer Account #: 33255 Master
Name: Joseph Jamison Type Of Goods: Repairs Bot=s
DBA Mame: Joe's Computer Repair Type Of DBE: H SBE Purchases
Search Name: Joe DBE Certificate #: [12-8375023 Invaices
Address Line 1: P.0. Box 60289 DBE Cert Expiration Date: [12/21/2018 Payments
Address Line 2: Tax Id: [388-68-9285 Type of TIN: [2 All Trans
Altention: [Steven Allen Sales Tax %: | 525 Purchase Disc %: (A B
City/StatefZip: LAS VEGAS MY 891071-0628 Type Of 1099: |2, Amount Code: |3 Print 1093 Totals
E-Mail: |day@Flest-net.com Dwner Hame:
Phone: [702] 5551212 Ext: [100 Fax: [[702) 5551213 Payp ¥ia ACH [ ]ACH Prenotification
Terms: Net 30 Net Due Days: 30 Payment Disc Days: 10 Payment Disc %: 5
Created: ‘ 2/20/2018 9:00:58 AW |\da\f |FNAF’_VendorMasterForm
Updated: | 2/22/2MB Z0413PM [day |FMAP_vendorM asterSubFom

Page 157 of 171



Accounts Payable User Guide

Print 1099 Statements

Click Print 1099 Statements to print 1099 statements for all vendors or a specific vendor based on criteria set up in

the vendor master form.

1099 Misc Forms

Vendor #:
Vendor Name:
Search Name:

Type OF 1099: |2

v

#All Vendors |

v |[1033-MI5C

Payment Year: 2017 | Transmission #:

Y]

Create
Payee's

Edit
Payee's

Reports

Electronic
Filing
Transmitter
Setup

Delete
Payee's

Clone
Payee's

Field

Description

Vendor #

Select the vendor number from the drop-down list or enter the vendor number;
OR

Vendor Name

Select the vendor name from the drop-down list or enter the vendor name; OR

Search Name

Select the vendor search name from the drop-down list or enter the vendor
search name.

All Vendors

Check this box to run a report for all vendors.

1099 Print Format

Select the print format from the drop-down list. Currently Option A.

Payment Year

Select the year from the drop-down list.

Transmitter Setup

1099 Misc Forms

Vendor #:

Vendor Name:
Search Name:

Type OF 1099:

w All Vendors

w

Payment Year:

Transmission #:

w

Setup Transmitter

Create

J T TIN: T

Control Code:

Last Filing Indicator: ’—

Company Name: ‘Hap\d Transit

Payer Hame Control:

Company Continuation: ‘

Combined Federal/5tate Filing: ’—

Company Address: “I 234 Main Strest

Company Citp/State/Zip: [LAS VEGAS

v [NV | [B147-

Contact Name: [Susie Smith

Contact Phone #/Ext: |[701) 993-9333

Contact Email: ‘ssmith@rap\dnansit com

Yendor Indicator: v |,

Software Yendor Name: ‘FlEE[-NE[ Corporation

Vendor Address: ‘91 23 Flamingo, Suite 110

Wendor Citp/State/Zip: ‘LAS VEGAS

] [NVTo ] [Bna7-

Vendor Contact: |Clive Newel

Yendor Phone #/Ext: ([200) 258-2762

Path To File: ‘c:\ZD] 741099y

Payee's

E dit
Payee's

Reports

Electionic
Filing

Transmitter
Setup
Delete

Payee's

Clone
Payee's

Click Transmitter Setup to define the required field for printing and submitting 1099’s to the IRS via FIRE.

(IRS Publication 1220)
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If the 1096 and 1099’s will be submitted by mail, complete the top section of the form as shown above and detailed

below.
Max Field
Field Name Size Field Type Description

Transmitter TIN 9 Numeric Enter the transit’s EIN.
Transmitter If filing electronically, the transit must apply for a TCC code with
Control Code 3 Alpha/Numeric | the IRS. If mailing the forms, this field can be left blank.
Last Filing If filing electronically and this is the last year that the payer and
Indicator 1 TIN will file information returns enter a 1, otherwise leave blank.
Company Name 40 Alpha/Numeric | Enter the full name of the Transit.

Used for electronic filing only. Refer to IRS Publication 1220 for
Payer 4 Alpha/Numeric | information on determining the correct Name Control Code.
Company If the full name did not fit in the field above, enter the remaining
Continuation 40 Alpha/Numeric | information in this field.
Combined
Federal/State Used for electronic filing only. Refer to IRS Publication 1220 for
Filing 1 Numeric information on the correct CF/SF code.
Company
Address 40 Alpha/Numeric | Enter the street address of the transit.
City 40 Alpha/Numeric | Enter the city.
State 2 Alpha Select the State code from the drop-down list.
Zip Code 10 Numeric Enter the Zip Code.

Enter the name of the person that the IRS would contact with
Contact Name 40 Alpha/Numeric | guestions.
Contact
Phone/Ext 14 Numeric Enter the phone number of the contact person.
Contact Email 50 Alpha/Numeric | Enter the email address of the contact person.

If the 1096 and 1099’s will be submitted by electronically, complete the top and bottom sections of the form as shown
above and detailed below.

Max Field
Field Name Size Field Type Description
Select V' from the drop-down to indicate that the software was
Vendor Indicator 1 Alpha purchased from a Vendor.
Software Vendor
Name 40 Alpha/Numeric | Enter Fleet-Net Corporation
Vendor Address 40 Alpha/Numeric | Enter 9183 W Flamingo, Suite 110
Vendor City 40 Alpha/Numeric | Enter Las Vegas
State 2 Alpha Select NV code from the drop-down list
Zip Code 10 Numeric Enter 89147
Vendor Contact 40 Alpha/Numeric | Enter Clive Newell
Vendor Phone 14 Numeric Enter 800-258-2762
Enter the path to the location where the electronic file will be
Path To File 100 Alpha/Numeric | exported.
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Create Payee’s

Click Create Payee’s to generate a set of records to be submitted electronically. The following message displays.

Microsoft Access

A new set of records for payroll year 2017
will be created with transmission # 8.

Continue?

Click Yes to continue or No to cancel. Once completed the following message displays.

Edit Payee’s

Microsoft Access

o Completed.

OK

Click Edit Payees to make changes to any Vendor’s populated data that have been selected to receive 1099’s. The
following form displays.

Payment
Year

Ta# Vendor# Retun #f

Driginal

Cormrected

2017

8 [vo7s [y 1

Return Type: & |, | of |1DSS-MISC
TIN: |75-2836627

Payee Hame: [Hydrotex, Lid.

Mame Control:

Amount: [7 [, [[of | $2.489.83

2m7

B w0208 w!| 1

Return Type: (A [ |« | [1095MISC
TIN: |23-2108173

Payee Mame: [REL LLP

Mame Control:

Amount: [7 [, [[of | $12,500.00

2017

5 o4 o 1

Return Type: (& [ |« | [1095MISC
TIN: |54-14974E3

Payee Name: |First80urce Solutions

Name Control:

Amount: [7 [, [[of | $2.030.20

2017

B [voar3 (o] 1

Return Type: & [ |« | [1093MISC

Totals: $2.207.227.35
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Max Field

Field Name Size Field Type Description

Payment Year 4 Numeric Auto-populates based on the year selected at the top of the form.
_ Auto-populates with a 1 for the initial ‘build’. Subsequent builds will be

TX# 1 Numeric numbered accordingly. This function is used in electronic filing only.
Vendor # 8 Alpha/Numeric | Auto-populates with the applicable vendors.
Return # 8 Numeric If sending multiple 1099s to a vendor they must be uniquely numbered.
Return Type 1 Alpha Auto-populates with the code assigned to the vendor master.
TIN 10 Numeric Auto-populates with the TIN nhumber from the vendor master.
Payee Name 40 Alpha/Numeric | Auto-populates with the vendor name from the vendor master.
Name Control 4 Numeric Auto-populates with the Name Control from the vendor master.
Amount 2 Numeric Auto-populates with the Amount Code from the vendor master.

Reports

Click Reports to print the following report options:

Detail Report — To review all data prior to printing the 1099’s and 1096.
1099 Form — Prints the 1099 for mailing to Vendors
1099 Form — Prints form to be submitted by mail to the IRS.

1099 Misc Forms Yendor #: vl| All Yendors
Yendor HName: v
Search Name: v
Type OF 1099: o w |[1093-MISC Payment Year: 2017 | Transmission #: § v
Report Options Create
Payee's
Transmitter TIN: |99999999 W |F|apid Transzit Edit
1099 Print Format: 1033 Print Format v Payee's
Reports
[[] Detail Report
Electronic
[[]1099 Form Filing
1096 F
U orm Transmitter
Setup
- Delete
Print Papee's
Clone
Payee's
Max Field
Field Name Size Field Type Description

Transmitter 1D

Select the EIN from the drop-down list.

1099 Print Format

Select the 1099 Print Format from the drop-down list.

Detail Report

Check Detail Report Box to generate a report to review all data for Vendor’s selected for 1099’s.

Print

Click Print to review/print the report.
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1099 Detail Report
Payment Year: 2017 Transmission £ 2
Vendor £ Vand or A ddra 55 Original Corre ted
E0043 ACE AnswerlngSewnice Return Typs: A 1099-MEE
270'W aker Dive TIN: 251733352
Sute 104 Payss Mams: ACEAnswering Senics
St Colege PA 16801 1 S AL 4=
Mams Control:
Codaiumount: 7 $542.09
WaTad ALLDATA Rafurn Typs: & 1098-MEC
P.0.Box 548579 TIN: 330734307
Callzs TX 75284-8373 :
= Payes Hame: ALLDATA
Mams Control:
Codelamount: 7 5150000
S0005 Cenfre Cally Times Return Typs: A 1099-MEE
PO Box 311014 TIN: 24-0576050
Lionta kAl 43151-
: Payes Name: Contre Daly Times
Mame Controd :
Codaimount: 7 5277008

1099 Forms

Check 1099 Form to generate print preview and final printing of 1099’s.

Report Options Create
Payee's

Transmitter TIN: |99999999 " ‘Flapid Transit Edit

1099 Print Format: 1039 Print Format v Payee's

Reports
[[] Detail Report

1099 Form Electronic

Filing
1096 F
i arm Transmitter

Setup

- Delete
Print Payee's
Clone
Payee's

Print

Click Print to print the 1099’s for vendors and Government Entities. The following message displays. (Alerts to the
number of 1099 forms required).

Microsoft Access

9 Please load 21 1099 form(s) in printer.

Continue?

Load 1099 forms in printer. Click Yes to continue or No to cancel.
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Rapid Trans it
1234 Main Street
LAS WVEGAS NV BB147-

s ]

251733882

ACE Answering Service

24209
270 Walker Drive
Suite 104
State College PA 18801
BO0D42
9595 [ ]VOID [ ]JCORRECTED
PAYER'S name, stroet address, city or town, stale or province, country, ZIP | 1 Rents OMB No. 1545-0115
or foreign postal code, and telephone no
$ ) Q1 7 Miscellaneous
2 Royaltes A, Income
S Form 1099-MISC
3 Other income 4 Federal income tax withheld Copy A
$ $ For
PAYER'S federal identification number | RECIPIENT'S identification number | 5 Fishing boat proceeds 6 Medcal and heath carepayments | Internal Revenue

Service Center

File with Form 1096.

RECIPIENT'S name

7 Nonemployee compensation

Street address (including apt. no.)

8 Substitute payments in lieu
of dividends or interest

For Privacy Act
and Paperwork

Reduction Act
Notice, see the

City or town, state or province, country, and ZIP or foreign postal code

9 Payer made direct salesof |10 Crop insurance proceeds 2017 General
$5.000 or more of consumer S

products 1o a buyer Instructions for

(recipient) for resale » D $ Certain

2 12 Information

Returns.

Account number (see instructions) FATCA filing | 2nd TIN not. |13 Excess golden parachute |14 Gross proceeds paid to an
requirement r ‘ payments attorney
] $ $
15a Section 409A deferrals 15b Section 409A income 16 State tax withheld 17 State/Payer's state no 18 State income
N, (T e . e
$ S $ $

Form 1099-MISC

Do Not Cut or Separate Forms on This Page

Department of the Treasury -

38-2099803
Internal Revenue Service

-- Do Not Cut or Separate Forms on This Page

EFORE MAILING

1096 Forms

Check 1096 Form to generate print preview and final printing of 1099’s.
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Print

Click Print to print the 1096 to be mailed to the IRS. The following message displays.

e Please load 1096 form in printer.

Continue?

Microsoft Access “

Load 1096 form in printer. Click Yes to continue or No to cancel.

Rapd Tansk

1234 Main Srest

LAS VEGAS NV 39147-

Suzke Emih (721} 9999999
ssmin @ Bpdiansfoom
99959999 21

X

Z2OTIZTIES

Do Not Staple E9kL9

rom 1096 Annual Summary and Transmittal of
Dopertment of the Traasury U.S. Information Returns

Intemal Revenue Service

OMB No. 1545-0108

2017

FILER'S name

Street address (including reom or suite number)

City or town, state or pravinee, country, and ZIP or foreign postal code

Name of person to contact

[ Telophone number : For Official Use Only

Email address Fax number I I

1 Employer identification number| 2 Sacial security number 3 Total number of forms | 4 Federal income tax withheld

& Total amount reported with this

l | |$ $
6 Enter an “X" in only one box below 1o indicate the type of form being filed. | 7 Form 1099-MISC with NEG in box 7, check
W-2G | 1007-BTC [ 1098 1098-C | 1098E | 1008-Q | 1098T | 1009-A | 1099-B | 1099-C | 1099-CAP | 1099-DIV | 1099-G | 1099-NT
az 50 &1 ] a4 7 83 a0 7 a5 73 at 26 aa
1099-LTC |1099-MISC | 1009-OID (1099-PATR| 1099-Q | 1099-QA | 1099-R | 1099-5 | 1099-SA 3921 3922 5498 | 5498-LSA | 5498-0A
o5 £ o7 3 1A 8 75 o4 25 26 28 72 24

e[

Form 1086

1099-K
10

5498-SA
27
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Electronic Filing

Click Electronic File to create the file for submission to the IRS. The following message displays.

Click Yes to continue or No to cancel.

Microsoft Access

1099 Records found = 21
Electronic Filing

Continue?

Create Electronic File

Prior Year Indicator: [P,

Test File: [T |y,

Create
Papee’s

Edit
Papee’s

Transmitter TIN: |88888888 w | |Fiapid Transit

Reports

Path to File: |c.\201 7410934

Electronic
Filing

Transmitter
Setup

Delete
Payee's

Clone
Payee's

Field Name

Max Field
Size

Field Type

Description

Prior Year Indicator

This will only be used if filing electronically for a prior year.

Test File

Select ‘T’ if creating a test file for submission to the IRS.

Transmitter ID

Select the EIN from the drop-down list.

Path to File Enter the path and file name for the text file being created. (.txt)
Create File Click to generate the text file.
Create File

Click Create File. System will check for missing data. If system finds errors the following message displays.
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2] FNSysdigProgressMeterForm 08/24/2016 © 2018 Fleet-N..

Checking For Carrections
3of 21 records

14%

Microsoft Access “

Click OK. Make corrections to fix any errors. Click Create File again once corrections are made.

Once file is created the following message displays.

Microsoft Access “

o Completed,

Ok
System will generates a .txt file to the Path to File location.

h201799999999 T Rapid Tran=it
Rapid Transit
1234 Main Street LAS VEGAS
NvV89147 00000021Susie Smith
7015995559 ssmith@rapidtransit.com
00000001 VFleet-Net Corporation 9183 W
Flamingo, Suite 110 LAS VEGAS
NvV89147 Clive Newell 8002582762
L2017 599955555 L7 Rapid Transit
01234 Main Street LAS VEGAS
NvV89147 7015595995
oooo0o02
B2017 240676050
goooooooooOOO0OO0O0O00Q0O0O0O0ODOOO0OOO0OO0O0O0O0O00OO0O0O00O00000000000000000000000
gooooooQoOO0OOOZ2770080000000000000000000000000000000000000000000000
goooooooooOOQO0OO00Q0O000O0O0Q0O0OOQO0OOOOOO0ODO0OOO0000Q00000000000000000000
Cant e ool L B
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Clone Payee’s

Enter the Payment Year and select a Transmission # where the existing record is currently available to be cloned.

Click Clone Payee’s to select a vendor or all vendors to make a copy for the selected transmission.

If Transaction number is not selected the following message displays.

ie} Pleasze select a transmission #.

Microsoft Access

Click OK. Enter or select a transmission # and continue the process.

1099 Misc Forms

Yendor #: vl

Yendor Mame:

Search Name:

Type OF 1099: -

All Vendors

Payment Year: 2017 | Transmission #: |2 “

Clone Payee's

New/Existing Transmission #:

Yendor # |E0005

Create
Payee's

w ||Centre Daily Times

Edit
Payee's

Repoits

Electronic
Filing
Get New Tx #f Start
Transmitter
Setup

Delete
Paypee's

Clone
Papee's

Field Name

Max Field
Size

Field Type

Description

New/Existing
Transmission #

Enter an existing transmission number containing the vendor
being cloned.

Select the vendor being cloned or leave All Vendors checked to

Vendor create new records for all vendors.

This is used for electronic filing only. Check box to create next
Get New Tx # seguential transmission number.
Start

Click Start to process the Clone.

Get New Tax #

Click Get New Tx # system will populate the next transmission number in sequential order.

Start

Click Start the following message displays.
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©

Microsoft Access

This option will add new records to existing transmissions or
add records to a new transmission,

Continue?

Click Yes to continue or No to cancel.

System will create a new transmission # with just the vendor(s) record(s) selected.

Delete Payee’s

Enter the Payment Year and select a Transmission # where the existing record is currently available

Click Delete Payee’s to select a vendor or all vendors to make a copy for the selected transmission.

If Transaction number is not selected the following message displays.

Microsoft Access

I:Q] Please select a transmission &,

Ok

Click OK. Enter or select a transmission # and continue the process.

The following message displays.

©

Microsoft Access

This optien will delete all payee's for the selected payment year and
transrission ¥,

Payment Year: 2017 Transmission £ 13

Continue?

Click Yes to continue or No to cancel. Once deletion is completed the following message displays.
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Click OK.

User Defined Entry

Microsoft Access

o Payee's deleted.

QK

If User Defined Data has been setup. Click User Defined Entry to enter the applicable information for the selected

Vendor.

Form Shows examples only.

User Defined Data Entry

Form Name: ‘‘Yendor Contact List

Ludinn Diay

w | |Customize List for Yendor Contact Infarmation

Vendor #: 44123456 W |AA Auto Parts

Yendor Hame: w

Search Name: w

Subcontractor Contact Name |

Subcontractor Email |

Subcontractor Name [
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GL Posting Inquiry

Click GL Posting Inquiry to view only transaction posted to the General Ledger through a selected posting date.

ACCOUNTS PAYABLE

)

AP Transaction Maintenance |
Modifp/Add Vendor Master |

AP Papyment Processing

Banking Maintenance

Aged Tral Balance

Invoices Due Report

Yendor Master Inquiry
Print 1099 Statements

User Defined Entry

Miscellaneous Codes Maintenance
AP Setup

Subcontractor Maintenance

- -
el A=A LA R R R R R R

ry
M

GL Posting Inquiry |

L I T T I e I I I I A AR It ]

Ak

16| Return To Previous Menu |

4 | Enter your selection: [] Show Details
Viarc 09.05 [2/6/2018] || Idap FNLVA2 AP Find

The following form displays.

GL Posting Form

All Vendors  Thru Posting Date: |I]2.-"28.-"2EI'IB

Vendor #: vl| Al'Yendars
Yendor Name: .
Search Name: v
Print
Field Description
Vendor # Select the vendor number from the drop-down list or enter the vendor number; OR
Vendor Name Select the vendor name from the drop-down list or enter the vendor name; OR

Select the vendor search name from the drop-down list or enter the vendor search
Search Name name.

All Vendors Check this box to run a report for all vendors.
Thru Posting Date Enter or select date from calendar icon.
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Print

Click Print to generate the report for the selected options. The following option displays.

@

Microsoft Access

Thru Gl Posting Date 02/28/2018
Print Report Mow?

es

Click Yes to continue or No to cancel.

Accounts Payable GL Posting Report
Vendor Reference# TC Tran#% Description Batch # Tran # Posting Date Amount
AP Div: CATA
100 5030501290 CR - Building Services
MO001 554327 Dl 15731 Lowe's Home Centers, Inc 3800 215584 B232mM7T £150.00
Account Total: $150.00
100 5045516001 CB - Computer Equipment - E xecutive Office
M0001 654554 Dl 15711 Lowe's Home Centers, Inc Joos 215573 {Z3IZMT 52,500.00
Account Total: $2,500.00
100 5049301193 CC - Office Supplies
V074 12345 ol 15735 O ffice Depot Credit Plan 3504 215587 a/25120M7 322870
Account Total: $228.70
100 5049904190 CB - Maintenance - Revenue Vehicle
M0005 20170823 ol 15730 Clark Auto Equipment 3899 215580 a23ezny $128.58
Account Total: $128.58
100 5049916092 CB - Marketing
CO023 270823 A Dl 15732 213 Printing 3801 215587 {Z3IZMT 55,000.00
Account Total: $5,000.00
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