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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 fitness 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.
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Product Description

Accounts Receivable

Fleet-Net Accounts Receivable is an open item module. AR maintains a sales inventory complete with sales history,
provides on-line customer inquiries, displays all open items, prints statements, tracks invoices and provides for
better audit trails.

Invoicing is quick and easy. Sales tax percentages may be calculated on the net invoice amount or a fixed sales
tax figure. Freight charges can be added after the sales tax calculation, and deposits can be deducted from the net
invoice amount.

Customer statements are available upon demand.

All journal entries associated with accounts receivable are automatically updated to the appropriate general ledger
holding file (see General Ledger User's Guide for details about posting to holding files and updating to the general
ledger) as part of the processing sequence. An aged trial balance can be printed at any time.

Pass Tracking allows entering serialized passes. The passes can be issued to customers through AR Invoicing or
Consignment entry.

Reports are available to track the serial #'s of passes in Inventory, Sold, and Issued by Consignment or Voided
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Accounts Receivable Implementation

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

As with all Fleet-Net® for Windows modules, 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.

M **When the binoculars Search functlon IS not available’ [ES FNWO_ItemSearchSubForm 02/25/2004 @ 2010 Fleet-Net Corp
| . ‘ y lkem Search
nor a drop down list, select ‘Ctrl F’ as a search tool. e thom Do | -
OEM Description: | =
When using this button to search the following sample OEM ttom 1: | Bl
form will open up. Use any of the search item criteria ‘“”““"‘“P"':“'f;"“"': j
to find your item select it and it will populate at the S 3
bottom of this form. To populate the previous form with Model | =

the selected item simply hover over the item # and == Deserpton — ‘
double click it. Close the search form.

il 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.
@l 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.
]
M__cpil_[v] 4| 2mo e
. . Su Mo Tu We Th Fr Sa
The calendar button allows for quick selection of a e b b0
specific date via a calendar. Calendar defaults to ITEBB B
current date. 25 2627 28 29 3
Cancel
The calculator button allows for quick simple
calculations on the fly. It opens up your systems
calculator.
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Accounts Receivable Checklist

Initial Setup Checklist

This checklist follows the instructions outlined on the following pages.

Done

Menu

ARO05

ARO05

AROS5

ARO05

AROS5

AR

@)
(b)

©
(d)

(€)
®

Program/Procedure

Setup Journal Sources and Aging using A/R Control Record.

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

Setup Headers for Invoices & Statements, using Agency Information.

Define values for CheckbookTranNo, CustomerNo, PaymentNo, ReferenceNo,
SerialHistoryTranNo, and TransactionNo, using Setup Tran Control Record.

Setup Internal Email Notification using, Email Notification Setup.

Setup all items to be tracked in Accounts Receivable using Sales Inventory.

Standard Cycle Checklist

This checklist follows the instructions outlined on the following pages.

Done

Menu

AR

AR

AR

AR

AR

AR08

@)
(b)

©
(d)

(€)
()

Program/Procedure

Invoicing — Enter and print invoices, update pending transactions.

Payment & Transaction Entry — Enter payments, credit invoices, and debit &
credit memos and make adjustments.

Auto Invoicing — Utilized to create invoices for scheduled invoicing.

Aged Trial Balance — Generate reports for outstanding transaction to balance
Accounts Receivable to the General Ledger Balance Sheet.

Statement Printing — Generate Statements for distribution to customers.

Pass Tracking — Tracks pass inventory and serial numbers or passes sold on
consignment.
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Accounts Receivable

Click Setup Features to proceed to the Accounts Receivable Setup Menu.

Accounts Receivable

EAEA AP P EA P P P P Y

Invoicing

Payment & Transaction Entry

Customer Information

Aged Trial Balance

Setup Features

Salez Inventory

Auto Invoicing

Statement Printing

Tranzaction Detail Report

Trial Balance by GL Distribution

Pass Tracking

Return To Previouz Menu

Enter your selection:| |
Wen: 09.06 [1/352019] |day FMLY42

med| | (| fmmg | fmnd) | and

mnl| | (| g | emg

[ ] Show Details
AR

Find

Accounts Receivable Setup

Setup Features

g

EAE AP PP EY 1 PN P PN

A/R Control Record

Mizcellaneous Codes

Agency Information

Renumber Customers

SetupTran Control Record

Purge Transactions

Purge Invoices

Uszer Defined Data Entry

Uszer Defined Data Form Setup

Uszer Defined Data Security Setup

Email Notification Setup

Return To Previous Menu

Enter your selection:
sr 09.06 [1/3/2018] Iday FHLY42

wnd| | e | | et [ mmdf fmm| fmmd) | med| | mn| | | | s

-

-

[] Show Details
ARDS

Find
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AR Control Record

Control Record Setup

Summarize Cash Postings: [ |
Journal Source AJR: 4R |,
Joumnal Source Cash: CR |,
Age 1: 30 Age 2: B0 Age 3: a0
Last Statement Date: | 10/31/2017
Max Field
Field Name Size Field Type Description
Check the box to summarize Cash transactions in the General
Summarize Cash Ledger. Leave the box unchecked to have each transaction
Postings N/A Yes/No listed separately in the general ledger.
Journal Source Select the subsidiary journal from the drop down where
AR 3 Alpha/Numeric | Accounts Receivable transactions will post in the general ledger.
Select the subsidiary journal from the drop down where Cash
transactions will post in the general ledger. This can be the
Journal Source same subsidiary journal used for Accounts Receivable
Cash 3 Alpha/Numeric | transactions or a separate subsidiary journal.
Age 1 Enter the aging categories for the Aged Trial Balance report.
Age 2 Entries represent the number of days since the invoice date that
Age 3 3 Number an invoice remains unpaid.
Enter the date that the last customer statements were printed.
This field will automatically update each time customer
Last Statement statements are printed. The field may be left blank during initial
Date Date/Time setup.

Miscellaneous Codes

Click Miscellaneous Codes to define all codes used throughout the Accounts Receivable 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.

Type:

Modify { Add Misc List Codes
Module: ’ﬁ

CreditCardE xpv'ear
CreditCadType

CustomerS electionCode
DocumentCode
EmailParameters
IrecicePrintFormat
IternProductClass
ltemlnitdfbd easure
MotificationGroup
Printteszage
SalesTranzactionT ype
StatementByCusth ameFReport
StatementByCustM ameReportGet
StatementByCustloReport
StatementByCustloReportGe
StatementPrintFarmat
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Following are examples and specifics for miscellaneous codes used in the Accounts Receivable module.

Field Name Description
Select an existing code from the drop down list or enter a
Type new code by typing in the definition provided by Fleet-Net.
Code Enter a code, either user defined or specific.
Value Enter a description to define the selected code.

CreditCardType (User Defined)

Modify | Add Misc List Codes

odule: ’ﬁ

Type: |CreditCardType

Code

VYalue

AMEX

American Express

MC

Mastercard

WISA

Wisa

Discover

CreditCardExpYear (User Defined)

Modify | Add Misc List Codes
Module: ’ﬁ

Type: CreditCardE »pYear

Code

Value

207

207

2ma

23

2M3

23

2020

2020

CustomerSelectionCode (User Defined)

Modify { Add Misc List Codes
Module: ’ﬁ

Type: |CustomerSelectionCode

Code

VYalue

Advertizing

Passes
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DocumentCode (User Defined)

Modify / Add Misc List Codes

Module: ’ﬁ

Code

VYalue

w

Document

Document

Mema

Mema

Phato

Phato

EmailParameters (Specific) - Enter C

odes and Values as shown in table below.

Modify / Add Misc List Codes
Module: ’ﬁ

Type: |EmailParameters

Code Yalue Print
¥ | FathTolrvoices T:ATechSupporthGa_ERWWARY
PathToStatements T:ATechSupporthQa_EMVAARY
FeportType pdf
Code Value
Value: When an invoice has been emailed a copy of the invoice will be
PathTolnvoices saved in this directory.
Value: When a statement has been emailed a copy of the statement
PathToStatements will be saved in this directory.
ReportType Value: The following report types is: pdf.

InvoicePrintFormat (Specific) - Enter

Codes and Values as shown in table below.

Module: ’ﬁ

Type: |InvoicePrintFormat

Modify | Add Misc List Codes

Code Yalue Print
P |[Letterhead FMAR_InwvoicePrintRepartyRD|
PlainPaper FHAR_|nvoicePrintR epart
Code Value
Letterhead FNAR_InvoicePrintReport (XXX) Customized for individual transits.
PlainPaper FNAR_InvoicePrintReport.
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ItemProductClass (User Defined)

Modify / Add Misc List Codes
Module: ’ﬁ
Type: |ltemProductClass v
Code VYalue Print
P01 Adult Passes
02 ‘outh Passes
03 Other

ltemUnitOfMeasure (User Defined)

Modify  Add Misc List Codes

Module: ’ﬁ
Type: BN W
Code VYalue Print
Ed, EACH
DAY Dt
I MONTH

NotificationGroup (User Defined)

Modify / Add Misc List Codes

Module: ’ﬁ
Type: |MatificationGroup W
Code Value Print
FHCE Finance Dept
» DA Directors
BOARD Board

SalesTransactionType (User Defined)

Modify / Add Misc List Codes

Module: ’ﬁ
Type: |SalesTranzactionT ype W
Code VYalue Print
P01 Pass Sale

10 Placed In Inventary

20 lzsues

25 Sales

30 Returns
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StatementPrintFormat (Specific) - Enter Codes and Values as shown in table below.

Modify { Add Misc List Codes
Module: ’ﬁ

Type: StatementPrintFarmat W

Code VYalue Print
Sort By Cust Mame Format FH&AR_StatementBpCust ameR eport
Sort By Cust Mo Format FH&AR_StatementByCust oR eport
Code Value
Sort By Cust Name Format FNAR_StatementByCustNameReport.
Sort By Cust No Format FNAR_StatementByCustNoReport.

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

Modify / Add Misc List Codes
Module: ’ﬁ

LT LT 12z actionD) escriphion )

Code VYalue Print

A=Y CREDIT MEMD

DM DEEIT MEMD

IN INVOICE

Code Value

CM CREDIT MEMO

DM DEBIT MEMO

IN INVOICE

User Defined Field Types (Specific) - Enter Codes and Values as shown in table below.

Modify / Add Misc List Codes
Module: ’ﬁ
Type: |UzerDefinedFieldT ype v
Code Yalue Print

Date Drate

Mumber Mumber

Text Text

Code Value

Date Date

Number Number

Text Text
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Agency Information

Click Agency Information to enter information, when using plain paper for invoicing or statement printing. Complete all

applicable fields and check the Use as Header checkbox.

Invoice Header Setup Form

Company Hame:
Address Line 1:
Address Line 2:
City:

State:

Zip:

Phone:

Fax:

E-Mail Address:
Path To Logo:

Tranzpartation Authariby - TA

2087 Wwest White Road

Laz Vegas

M

83104-

[300) 5551212
[200) 5551213

Idayigifleat-net.com

Use As Header ?

Max Field
Field Name Size Field Type Description
Company Name 50 Alpha/Numeric | Enter the transit name as it will appear on invoices.
Enter the first line of the transit’s address as it will appear on
Address Line 1 50 Alpha/Numeric | invoices.
Enter the second line of the transit’s address as it will appear on
Address Line 2 50 Alpha/Numeric | invoices.
City 25 Alpha/Numeric | Enter the city as it will appear on invoices.
State 3 Alpha/Numeric | Enter the state as it will appear on invoices.
Zip 10 Alpha/Numeric | Enter the zip code as it will appear on invoices.
Phone 14 Alpha/Numeric | Enter the transit’s phone number as it will appear on invoices.
Fax 14 Alpha/Numeric | Enter the transit’s fax number as it will appear on invoices.
Enter the email address of the person to contact at the transit
Email Address 255 Alpha/Numeric | regarding invoices.
Enter the path to the location where the transit’s logo is stored.
Logo 255 Alpha/Numeric | The logo will print on the invoices.
Use As Header n/a Yes/No Check the box to include the data on invoices.
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Renumber Customers

Click Renumber Customers When a customer number needs to be changed. Using this option will transfer all
historical data to a new number.

The new number can be manually assigned or to have the system assign the new customer number automatically,
check the Auto Assign Customer # box.

Renumber

Customer

Start
Old Customer #: 0000057 w  |Local Capital Reserves
Customer Name: | =
Search Mame: o
Mew Customer #: ||:||:||:|2|:|5? [ ] Auto Assign Customer #
Max Field
Field Name Size Field Type Description
Enter or select the existing customer number from the drop
Old Customer # 8 Alpha/Numeric down list OR
Enter or select the existing customer name to search for the
Customer Name 50 Alpha/Numeric | customer by name OR
Enter or select the existing customer search name to search for
Search Name 30 Alpha/Numeric | the customer by search name.
New Customer # 8 Alpha/Numeric Enter the new customer number being assigned OR
Auto Assign If this box is checked. Fleet-Net will auto assign a new number
Customer # n/a Yes/No to the existing customer.
Start

Click Start to begin the renumbering process and the following message displays. The new number will be as entered
or the next customer number if auto assign was selected.

Microsoft Access

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

Old Customer #: 0000057

New Customer # 0002057

Continue with renumber?
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Click Yes to continue or No to cancel.

If Yes is selected, the following message displays when the renumber is completed.

Click OK.

Microsoft Access

Old Custormer #; 0000037
Mew Custormer # 0002037

Renumber Completed

Customer renumber can also be used when a customer becomes inactive but cannot be deleted due to existing
transaction history. Renumber the inactive customer by assigning a new number that starts with ‘ZZ’ in order to move
that customer to the bottom of the drop down lists.

Setup Tran Control Record

Click Setup Tran Control Record to setup the values for specific Record Types.

Transaction Control Record Setup Form
Record Type Yalue Maximum Yalue Max Digits Add Leading Zeros
|Eheckb00leanN0 | 9333 | 93333533 | g
[CustomesNo | T 93339 | E
|Papmenttio | 203 | 93333933 | ]
|F|efelenceN0 | 13522 | 3393533 | 7
|SeriaIHist0r_l,lTlanN0 | 1023 | 9333333 | 7
[Transactionia | 7307 | 93333933 | ] [
Max Field
Field Name Size Field Type Description
Value entered will be used when entering payments. This field
CheckbookTranNo 30 Alpha/Numeric | can be left blank and the system will auto-assign the number.
Value entered will be used if, when adding a customer and the
CustomerNo 30 Alpha/Numeric | auto assign option is used.
Value entered will be used when entering a cash sale. That is,
a sale that is not associated with an invoice. This field can be
PaymentNo 30 Alpha/Numeric | left blank and the system will auto-assign the number.
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Field Name

Max Field
Size

Field Type

Description

ReferenceNo

30

Alpha/Numeric

Value entered will be used if, when creating an invoice for a
customer, the auto assign option is used.

SerialHistoryTranNo

30

Alpha/Numeric

Value entered will be used when generating A/R transactions
using serial numbers. This field can be left blank and the
system will auto-assign the number.

TransactionNo

30

Alpha/Numeric

Value entered will be used when generating A/R transactions.
This field can be left blank and the system will auto-assign the

Maximum Value

12

Alpha/Numeric

Maximum value is the last number the system will automatically
assign for each field. When that number is reached, the system
will restart the numbering.

Max Digits

Number

Enter the numeric value for numbering the fields shown. That
is, if the customer numbers will be 5 digits, enter 5 in the Max
Digits field and 99999 in the Maximum Value field. The Max
Digits cannot be any larger than shown in the example above

Add Leading Zeros

Yes/No

Check this box to have the system include leading zeros to any
or all of the record types.

Purge Transaction

Click Purge Transaction to apply credits to oldest invoices or can be used to delete transaction.

The system allows for transactions (entries made using Payment and Transaction Entry) to be purged. (See next
section for purging invoices.) Only zero balance items are eligible for purging. The system will purge transactions
based on the selection criteria entered and the transaction date. If the transaction date is less than or equal to the date

selected in the Thru Date field and the balance is zero, the transaction can be purged.

Purging Transaction may be used to apply credits to open invoices. The system will apply any unapplied credit items
with a date equal to or earlier than the Thru Date selected on the form. Unapplied credits with the selected date or
earlier will be applied to the oldest open invoice(s). This process can also be used to apply credits only; the purge

process is optional.

Purge Transactions

From Customer #: 1 v

Thru Date: |01/23/2018

Thru Customer #: |1 [] All Customers

Apply Credits

Field Name Magisleeld Field Type Description
From Customer # 8 Alpha/Numeric Enter or select the customer # from the drop down list.
Thru Customer # 8 Alpha/Numeric Enter or select the customer # from the drop down list OR
All Customers Yes/No Check this box to select all customers.
Thru Date Date/Time Enter or select the date from calendar.
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Apply Credits

Click Apply Credits to apply any outstanding credit memo transactions. The following message displays.

Microsoft Access

0 Do you wish to apply unapplied payments/credits now?

Click Yes to continue or No to cancel.

If there are no credits to be applied the following message will display.

Microsoft Access

[0] Me credits found.

Click OK.

If credit memo is assigned to the same transaction number as the debit transaction then following message will display.

Microsoft Access

o Mo unapplied credit found.

Click OK.

Once credit memos have been applied to the oldest transactions the following message will display.

Microsoft Access

o Apply Credits Completed.
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Purge

Guide

Click Purge to purge transactions with zero balances. Only those transaction with zero balances will be purged. The
following message displays.

Click Yes to continue or No

Microsoft Access

0 Do you wish to delete all zero balance tranzactions now?

to cancel.

When purge is completed the following message displays.

Click OK.

Purge Invoices

Microsoft Access

o Purge Completed,

Click Purge Invoices to delete invoices (entries made using Invoice Entry). Only zero balance invoices are eligible for
purging. The system will purge invoices based on the selection criteria entered and the invoice date. If the invoice date
is less than or equal to the date selected in the Thru Date field and the balance is zero, the invoice can be purged.

Purge Invoices

From Customer #: 1 v Thru Customer #: 1 w [ All Customers

Thru Date: [01/23/2018

Max Field
Field Name Size Field Type Description
From Customer # 8 Alpha/Numeric Enter or select the customer # from the drop down list.
Thru Customer # 8 Alpha/Numeric Enter or select the customer # from the drop down list OR
All Customers Yes/No Check the box to select all customers.
Thru Date Date/Time Enter or select the date from calendar.
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Click Purge to delete invoices with zero balances. The following message displays.

Microsoft Access

9 Do you wish to delete inveices now?

Click Yes to continue or No to cancel.

Once Purge is completed the following message displays.

Microsoft Access

o Purge Completed.

Click OK.

Email Notification Setup

In addition to emailing the invoice and statement to the customer an email can also be sent internally to different
departments that need to be informed. This is an optional feature that will not affect invoices and/or statements
emailed to the customer.

Click Email Notification Setup to enter the applicable email address for the internal employees in the selected group.

Email Notification Setup
Motification Group: BOARD v | [of |Board
Rec # Email Address Phone i Contact Name Inactive
[ 1 |Lday@flest-net com |[7F02) 5551212 [Ludnn Day O
| 2 |Pdodd@fleat-net.com |[?U2] 5551213 |F'at Dodd O
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Max Field
Field Name Size Field Type Description
Enter a number for each record. Emails will be sent to
Rec # 5 Numeric the members of the group in the number order assigned.
Email Address 50 Alpha/Numeric Enter the email address for each member of the group.
Enter the phone number of each member of the group.
Phone # Numeric This is an optional field.
Contact Name 40 Alpha/Numeric Enter the group member’s name.
Check this box if a member should not receive a
Inactive notification.

Click Green Checkmark to create new Notification Groups.

Once groups are created they can be selected from the drop down and email addresses for that group can be added.

Modify / Add Misc List Codes
Module: ’ﬁ

Type: MotificationGroup L")

Code

Value Print

Board

Directors

User Defined Data Form Setup

Click User Defined Data Form Setup. Selecting this option will allow the user to setup, user defined AR data fields for
custom tracking and reporting. These forms can be used for additional information about Customers not included on the

Customer Master form.

Form Restrictions

Click Form Restrictions, the following form displays. To add new User Form Name Click Green Checkmark.

User Defined Forms

User Form Name

Fleet-Met Form Name

P | [Additianal Custamer Infa

Data Fields

w | e |FNAF|_EustomerS etupForm

Second Phone Mumber

w | e |FNAF|_EustomerS etupForm

Form
L Restrictions

v

¥ Field

Restrictions

Rename
Fields
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Max Field
Field Size Field Type Description
Click the green check mark to add a new form or select an existing
User Form Name 50 Alpha/Numeric | form from the drop down list.
Fleet-Net Form Available Selections are FNAR_CustomerSetupForm or
Name 50 Alpha/Numeric | FNAR_UserDefinedDataEntryForm.
Data Fields

Click Data Fields, the following form displays.

User Defined Forms

Field Hame Field Type History "
|Branch Lacation |Text w O Data Fields
|Second Phone Number |Text W O He:t?i'c":iung
M [ v O Field
Restrictions
Rename
Fields
Max Field
Field Size Field Type Description
Field Name 50 Alpha/Numeric | Enter the category of the data being tracked for the customer.
Field Type 8 Alpha/Numeric | Date, Number, and Text (Options set up in Misc Code Setup).
Check the box to retain historical records of all changes made to this
History n/a Yes/No field.

Field Restrictions

Click Field Restrictions, the following form displays.

User Defined Forms

Form Name: |4dditional Customer Info

hd

Field Name

‘Eranch Location

b

|Second Phane Number

*

Data Fields

Form
Restrictiong

Field
Restrictions

Rename
Fields

Assign all applicable fields to the form selected. All fields available in the Accounts Receivable User Database will be
available for selection.
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Rename Fi

elds

Click Rename Fields, the following form displays. Select the field being renamed from the drop down options for Old
Field Name. Type the new name in the New Field Name box.

User Defined Forms

0ld Field Name:

New Field Name

Start

Data Fields

Form
Restrictions

Field
Restiictions

Rename
Fields

Click Start rename the field selected.

User Defined Data Security Setup

Click User Defined Data Security Setup to set up user rights to access the User created forms. The forms entered will
be available from the Customer Master or the User Defined Data Entry Form.

User Defined Form Security

User Id: |Iday v | |Lutinn Day
Form Name Description
| |Addiliunal Customer Info w
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
Form Name 50 Alpha/Numeric | from the drop down list.

User Defined Data Entry

Click Setup User Defined Data Entry to enter data for selected customer.

Customer #: |C1002

Customer Name:

Search Name:

User Defined Data Entry [

Form Name: |Additional Customer Info

Ludinn Day

w |Gateway Outdoor Advertising

w

W

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 will be
Form Name 50 Alpha/Numeric | available for selection.
Vendor Number 8 Alpha/Numeric Enter or select the vendor number from the drop down list.
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User defined fields for the selected form is listed on the left. Data specific to the selected customer is entered on the

right.
Enter

Click Enter to enter the data for the populated options.

User Defined Data Entry [ Lubnn Day

Form Name: 4ddtional Customer Info

b

Customer #: |C1002 " |Gateway Outdoor Adwvertizsing

Customer Name: v

Search Name: v

Branch Location |ﬂ2041

Second Phone Number |555-555-1 214

Print

Click Print to generate a report showing all data that has been entered for the selected customer.

Customer £ C1002 Galewsy Cudoor Adverising

Branch Location
#2041 iday

17232018 11:15:07 AM

Zacond Phons Numbsar

2555551212 iday

1232018 111814 AM
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Customer Information

Customers must be set up prior to invoicing or receiving payments.

Click Customer Information to enter new customers, edit and/or view current customers.

Accounts Receivable
J Invoicing | ?
ﬂ Payment & Transaction Entry | ?
j Customer Information | ?
j Aged Trial Balance | ?
j Setup Features | 7
ﬂ Sales Inventory | ?
j Auto Invoicing | 7
ﬂ Statement Printing | ?
j Tranzaction Detail Report | 7
ﬂ Tral Balance by GL Distribution ?
m Pass Tracking 7
E Return To Previous Menu | 7
4 || Enter your selection:| | [l Show Details
Van 02,06 [1/3/2018] | lday FNLY42 AR Find
Customer Setup
Customer #: v ["] Show Inactive Customers
Customer Name: v
Search Name: w
Master
Terms
Contacts
Motes
Codes
Totals
Sales
Trans
Aging
Hew
Gl Posting
Delete
User Data
Prices
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New
There are two options for creating a new customer #.
Click New create a new customer in the database. The following message displays.

Option #1: To have the system automatically generate the new customer number.

Microsoft Access

9 Get new customer #7

Click Yes to continue or No to cancel.

To manually assign the customer number, type the number in the Customer Number field, press enter. The following
message displays.

Microsoft Access

0 Do you wish to add this new customer # 000003

Yes

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

Customer Setup

Customer #: 000002 v

Customer Hame:

Search Name:

Sample Customer

[] Show Inactive Customers

W

Search Name: |5 ample

Address Line 1: 555 5. Main Street

Address Line 2: [Suite #2

Address Line 3: [Building #123
City: |45 WEGAS
State: MV |,

W

o

Zip: [33120-000

Phone # 1: |[555]121-2121

Extl: |

Phone # 2: |(555] 121-2122

Ext2: |

Fax: [[555]121-2123 Sales Tax %:

E-Mail Address: [Lday@ilest-net. com

Customer Since: | 1/23/2018 [_| Consignment Customer

[]Inactive

Comments:

Credit Card Type: |\/|54 w | |[«f | Credit Card #: |5555 1111 2222 3333
Expires:  Month: [1 [ | [January Year: [2020 [y | |<f

Max Field
Field Name Size Field Type Description
Enter the customer name. The customer name will print on
Name 50 Alpha/Numeric | invoices and statements.
Enter a search name. If the customer is an individual, enter
Search Name 30 Alpha/Numeric | last name then first name.
Enter the first line of the customer’s address. This line will
print directly beneath the customer name on invoices and
Address Line 1 40 Alpha/Numeric | statements.
Enter the second line of the customer’s address, if
applicable. This line will print directly beneath the first
Address Line 2 40 Alpha/Numeric | address line on invoices and statements.
Enter the third line of the customer’s address, if applicable.
This line will print directly beneath the second address line
Address Line 3 40 Alpha/Numeric | on invoices and statements.
Select the customer’s city from the drop down list. If the city
is not on the list, it can be added by clicking the green check
City 25 Alpha/Numeric | mark.
State 3 Alpha/Numeric | Select the customer’s state from the drop down list.
Zip 10 Alpha/Numeric | Enter the customer’s zip code.
Phone #1 14 Alpha/Numeric | Enter the customer’'s main phone number.
Enter the extension associated with the main phone number,
Ext 1 5 Alpha/Numeric | if applicable.
Phone #2 14 Alpha/Numeric | Enter the customer’s secondary phone number.
Enter the extension associated with the secondary phone
Ext 2 5 Alpha/Numeric | number, if applicable.
Fax 14 Alpha/Numeric | Enter the customer’s fax number.
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Max Field
Field Name Size Field Type Description
Enter the sales tax rate that will be added to this customer’s
Sales Tax Number invoices, if applicable.
Enter the customer’s email address. Multiple emalil
addresses can be added but they need to be separated by a
E-Mail Address 255 Alpha/Numeric | semicolon ().
This field automatically populates when the customer is
Customer Since Date/Time added. The date can be edited.
Check this box if passes are distributed to the customer on a
consignment basis. If this box is checked, invoices created
for this customer will automatically be ‘flagged’ as
consignment. This can be edited during invoice entry, if
Consignment necessary. This will be further explained in the Pass
Customer Yes/No Tracking section of this manual.
Select the customer’s credit card type, if applicable. This
Credit Card Type 15 Alpha/Numeric | field is informational only.
Enter the customer’s credit card number, if applicable. This
Credit Card # 30 Alpha/Numeric | field is informational only.
Select the expiration month and year of the customer’s credit
Expires Number card, if applicable. These fields are informational only.
Enter comments, if applicable. The comment will
Comments Memo automatically create a date/time/user stamp.
Master

Click Master to view/modify customer information.

Customer Setup

Customer #: 000002
Customer Name:

Search Name:

w | |5ample Custorer

[] Show Inactive Customers

L

Search Name: [Sample

Address Line 1: |555 5. Main Sheet

Address Line 2: |Suite Ha

Address Line 3: [Building #123
City: |LAS VEGAS
State: NV |,

v ||

Zip: |39120-000

Phone # 1: |(555]121-2121 Extl: |
Phone # 2: [[555) 1212122 Ext2: |

Fax: |[555]121-2123 Sales Tax %:

E-Mail Address: |Lday@flectnet.com
Customer Since: | 1/23/2018 [ | Consignment Customer

[]Inactive

Comments:

Credit Card Type: [VI54 v o | Credit Card #: |5555 1111 2222 3333
Expires:  Month: [1 [, | [Jaruary Year 2020 [y | o
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Terms

Click Terms to setup the customer terms and contract information.

Customer Setup

Customer Name:

Search Name:

Customer #: 000002 w | |Sample Customer

[] Show Inactive Customers

Temms: W
Contract Limit: $5,000.00
Contract Used: ’—[
Contract D ate: ,m

Contract PO: [05-96720

Contacts

Master

Terms

Notes

Codes

Totals
Sales
Trans
Aging

Gl Posting

Delete

User Data

Prices

Audit

Max Field
Field Name Size Field Type Description
Terms 15 Alpha/Numeric Enter the payment terms for selected customer.
Contract Limit Currency Enter the sales contract limit for this customer.
Contract Used Currency Enter the sales contract amount used for this customer.
Contract Date Date/Time Enter the date of the sales contract.
Contract PO 20 Alpha/Numeric Enter the customer’s Purchase Order number.
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Contacts

Click Contacts to enter any information on contacts associated with the selected customer.

Customer Setup
Customer #: 000002 w | |Sample Customer [] Show Inactive Customers
Customer Name: v
Search Name: v
Contact # First Name Last Mame Phone Ext Fax Master
1 [ahn [Srith [[EE5) 2221222 [102 [iE8) 2221223 Temmo
Email: [JsmithiZ5 transit. com Contacts
2 [willam [Bennett [E5513331333 103 [1555) 333-1334 Notes
Email- |Wbennalt@5transit.com Codes
4 | | | | | Totals
Email: | Sales
Trans
Aging
New
Gl Posting
Delete
Uszer Data
Prices
Audit
Max Field
Field Name Size Field Type Description
Enter a number to be assigned to each contact. Contacts
Contact # Number on the form will be sorted in numerical order.
First Name 20 Alpha/Numeric Enter the first name for each customer contact.
Last Name 20 Alpha/Numeric Enter the last name for each customer contact.
Phone 14 Alpha/Numeric Enter the contact’s telephone number.
Ext 5 Alpha/Numeric Enter contact’s extension number, if applicable.
Fax 14 Alpha/Numeric Enter the contact’s fax number, if applicable.
Email 255 Alpha/Numeric Enter the contact’s email address.
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Notes

Click Notes to type in comments or attach documentation to the selected customer’s master file.

Select a document code and enter a reference# to add notes, attach documents or enter a hyperlink.

Multiple notes, attachments and hyperlinks can be added but each must have a unique combination of document code
and reference #.

If a unique reference # is not included the system will populate a message prompting the user to enter a document
Reference #.

Customer Setup

Customer #: 000002
Customer Name:

Search Name:

w | |Sample Customer

["] Show Inactive Customers

Ay

Document Code: Memo

Comment:

hd

Reference #: |

Attachment:

Microsoft Access

|_0_I Please enter a document reference

Master

Terms

Contacts

Motes
Codes
Totals
Sales

Trans

Hypedink: [ flow
Created: [Lday [ 1/23/2871:4370PM  [FNAR_CustomerotesS ubForm 61 Posting
Updated: | | | Delete
User Data
Prices
Audit
Max Field
Field Name Size Field Type Description
Select the code applicable to the note or attachment from
the drop down list or add a new code by clicking on the
Document Code 25 Alpha/Numeric green checkmark. This is a required field.
Enter a reference specific to this comment/attachment (i.e.
Reference 30 Alpha/Numeric document name, date, etc.) This is a required field.
Enter comments applicable to the selected customer.
Comment Memo Entries are date and time stamped.
Attachment Right click in this field to activate the attachment process.
Hyperlink 255 Alpha/Numeric Enter the path to an applicable hyperlink.
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Codes

Click Codes to define any and all codes that apply to the selected Customer.

Customer Setup

Customer #:
Customer Name:

Search Name:

100z v

Gateway Outdoor Advertizing

["] Show Inactive Customers

™

S
’—1 P mirz Terms
’ 21 “Y |:Noles
* ,7 P Passes Codes
Max Field
Field Name Size Field Type Description
Enter a number to be assigned to each Sales ltem. Items
Sort Order Number on the form will be sorted in numerical order.
Select the code from the drop down list or add new
Selection Code 12 Alpha/Numeric codes. Click Green Checkmark.

Totals

Click Totals to view customer totals, the following form displays.

Customer Setup

Customer #: |C1002 w

Customer Name:

Search Name:

Gateway Outdoor Advertising

["] Show Inactive Customers

W

Last Invoice Date: 'W
Last Invoice Amount: ’W

Last Payment Date: ,W
Last Payment Amount: ’W

Year: 2017 |,

¥'td Sales: $4,245.00 Ytd Payments:

Master

Terms
Contacts
Notes

Codes

Totals
Sales
Trans
Aging
New
Gl Posting
Delete
User Data
Prices

Audit

The system defaults to the current year. To view a different year, select it from the drop down list.
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Sales

Click Sales to view all reference numbers associated with the selected customer’s sales.

Customer Setup
Customer #: 0214 v | [wiaorking Solutions-Hampa ["] Show Inactive Customers
Customer Name: v
Search Name: v
Ref # Date Description Sales Tax  Freight Deposit Gross Net - Master
(000000018833 | IN | 6/25/2016 [IMVOICE [ sooo [ sooo | $0.00 | $45000 | $450.00 =
erms
| GL Posting 5
(000000018563 | IN | 5/11/2016 [INWOICE [ 000 [ sooo | $0.00 | $300.00 | $300.00 —=
otes
| GL Posting
Codes
(000000018288 | IN | 3/28/2016 [INVOICE [ soo0 [ sooo | $0.00 | $300.00 | $300.00 Total
otals
| GL Posting
Sales
[000000OTENSE [N | 3/972016 [INVOICE [ sam0 [ somo | 5000 | $300.00 | $300.00 =
rans
| GL Posting
Aging
[00000D0TEDIZ [N | 27272016 [INVOICE [ sam0 [ sod0 | 3000 | $160.00 | $150.00 N
ew
| GL Posting
Gl Posting
GL Posting
If using Auto-Invoicing, this setup is mandatory:
Customer Setup
Customer #: C3003 w | |Ferguzon Township Office ["] Show Inactive Customers
Customer Name: "
Search Name: “
Div Account # Title Master
M AR [CATA, | 1020150100 [ | [Accounts Receivable Misc. Terms
Contacts
Revenue B vl
- Notes
Sales Tax: > vl
Codes
Totals
Sales
Trans
Aging
Hew
Gl Posting
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Click GL Posting to populate the general ledger account #'s to a selected Reference #.

GL Ref #: |0000000718339 GL Posting GL
Div  GL Account # Description Amount Batch # Date Tran #
T [1020102002 [Wiarking Solutions-Nampa [ $45000 [ 112998 [ B/30/2006[ 42446
10 [4010201000 W arking 5 olutions-Nampa | [$450.00 | IEC IS EEES
Record: M 1of2 L Search
Double click the Ref # to display line item detail.
Ref #: 000000018828 [N Serial #'s
Line # Sales Ttem # Description U/M Unit Price Quantity Ext Price Entered
[ 1 [2z00Ls [1 Dap Adult Local Pass-HON PROFIT RATE EA [ 15000[ 30000 945000
Record: H 1 of 1 H Search
Double click the Sales Item # field to display pass inventory data.
Line - | 1 lem: |23DD1L‘-\ Tran  Unit Extended =
From # Thru # Aty Type Price Price Comment
[ FEE | 197828 | 300 (M [ $150 [ $450.00 |u1 Pass Sale
Total: 300 $450.00 -
Record: W 1of .l Search

Trans

Click Trans to view all updated transactions for the selected customer.

Customer Setup
Customer #: 0214 w | [Working Solutions-Nampa [] Show Inactive Customers
Customer Name: v
Search Mame: “
Ref # Tran Date Code Descrption Amount -
| 00000008833 | ef29/2016 | N [INVOICE | $450.00
[ ooo00O0TES3s | F/is/2006 | CF [FIF1Esss [ (sa50.00)
| 0ooo0001esS3 | SA1/2006 [ N [INWOICE | $300.00
| oooooociesss | sf26c2mie [ CP [RIFTESS3 | ($200.00)
| 00o0000Cg2Ee | 282ME [ M [INWOICE | $300.00
[ oooooooiEzss [ 442006 [ CP [PIFTE2EE [ {$300.00)

Contacts

Notes
Codes
Totals
Sales

Trans
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Aging

Click Aging to view customer aging balance.

Customer Setup
Customer #: C1002 | |Gateway Outdaor Advertising [] Show Inactive Customers
Customer Name: .,
Search Name: v

Hame: ‘Gataway Outdoor Advertising [] Inactive Master

Search Name: [Gateway Dutdoor Advertising Comments: Terms
Address Line 1= [102 Macésthur Drive N Contacts

Address Line 2: } Microsoft Access Motes

Address Line 3: | Codes

Balance = §9,923.72

City: MeKeespart w || 9 Continue? Totals

State: P[] Zip:[151327524 Sales

Phone # 1: [[412) 996-9298 Extl: [ Trans

Phone # 2 | Ext2: | Yes Aging

Faw [[472]096-9451  Sales TawZ:| New

E-Mail Address: [firosai@gatewapoutdoor. com Gl Posting

Customer Since: ’W ["] Consignment Customer Delete
Credit Card Type: ’7\, o | Credit Card #: | User Data

Expires: Month: ﬁl Year: | v | Prices

Click Yes to continue or No to cancel. When Yes is selected the following form displays.

Customer Setup
Customer #: |C1002 | |Gateway Dutdoor Advertising [[] Show Inactive Customers
Customer Name: v
Search Name: .,
Over Over Over Master
Ref # Code Description Date Current 30 Days 60 Days 90 Days
T
[ESE N [VaIcE EE W | o | E T ems
Contacts
[oo13518 N [INvOICE IR $0.00 | $0.00 | 000 [ $4.000.00 Notes
[POAUGTE A1 [Fer From: CMTEST I $000 | $0.00 | 000 [ [$225.00) Codes
Totals
[PO&UGTE A1 [ber From: 0012375 [izaeme | $000 | $0.00 | $0.00 [ [$621.87)
Sales
[FDALGTE &) [ter Frem: 0011823 EEEE $0.00 | $0.00 | F0.00 [ [$5.544.08] Trans
[POAUGTE [ [ 91572016 | $000 | $0.00 | $000 [ $1308965 Aging
Mew

GL Posting

When an invoice or transaction is generated for a customer, Fleet-Net will debit the accounts receivable GL account and
credit the revenue GL account defined in the Customer Setup. The accounts can be edited during invoice/transaction
entry if necessary.

When a payment is processed for the customer, Fleet-Net will debit the bank account selected during payment
processing (See the Payment Processing section of this manual for further details) and credit the accounts receivable
account defined in Customer Setup. The accounts receivable account can be edited during payment processing if
necessary.

If sales tax will be applied to invoices for the customer, Fleet-Net will credit the sales tax payable GL account defined in
the Customer Setup during invoice entry.

Click GL Posting to assign default general ledger posting accounts for A/R, Revenue & Sales Tax if applicable.
If using Auto-Invoicing the GL set up is mandatory.
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Customer Setup

Customer #: 01002 w | |Gateway Dutdoor Advertizsing

Customer Name:

Search Name:

[] Show Inactive Customers

w

Fiscal
Year Div

Account #

Master

b

001 9

AR CATA/ ., |[1020150100
Revenue CATA ., | 4010101010

w |Accounts Receivable Misc.

Tems

W |CB - Passenger Fares - Family Passes

Contacts

Notes

Sales Tax: e vl
Codes
Totals
Sales
Trans
Aging
New
Gl Posting
Max Field
Field Name Size Field Type Description
Select the current fiscal year from the drop down list. The
fiscal year selected is used only to validate the general ledger
Fiscal Year Number account numbers.
A/R
Enter or select from the drop down list, the GL division for the
default accounts receivable account. This can be edited
Division 4 Alpha/Numeric | during invoice, transaction or payment entry.
Enter or select from the drop down list, the GL account
number for the default accounts receivable account for this
customer. This can be edited during invoice, transaction or
Account # 10 Alpha/Numeric | payment entry.
Revenue
Enter or select from the drop down list, the GL Division for the
default revenue account. This can be edited during invoice,
Division 4 Alpha/Numeric | transaction or payment entry.
Enter or select from the drop down list, the GL Account
number for the default revenue account for this customer.
This can be edited during invoice, transaction or payment
Account # 10 Alpha/Numeric | entry.
Sales Tax
Enter or select from the drop down list, the GL Division for the
default sales tax account, if applicable. This can be edited
Division 4 Alpha/Numeric during invoice, transaction or payment entry.
Enter or select from the drop down list, the GL Account
number for the default sales tax account for this customer, if
applicable This can be edited during invoice, transaction or
Account # 10 Alpha/Numeric payment entry.
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Delete

Click Delete to delete the selected customer. Customers must be inactive in order to be deleted. It is not
recommended that customers with data be delete. Recommendation is to make them inactive and then renumber to

maintain the historical data.

If customer is still active when trying to execute the delete option the following message will display.

Microsoft Access

IQI Customer status must be inactive,

Click OK.

Check the Inactive box on the Customer Setup form and proceed to execute the delete option again.

Microsoft Access

9 Do you wish to delete customer #17

oK

Cancel

Click Ok to continue or Cancel to cancel. If the customer has transaction history, the following message will display and

the delete process will not be allowed.

Microsoft Access

IQI ASR Transactions found...Delete is not allowed.
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If customer is made inactive and has no A/R Transaction the system will delete the customer and the following message

will display.
Microsoft Access
o Customer # 000003 Deleted,
Click Ok.

To make a customer inactive check the Inactive box. Add “ZZ” to the front of the customer’'s name which will drop the

customer to the bottom of the drop down list when sorted in alphabetical order.

Customer Setup

Customer #: |ONETIME w | |[ZZMitchel R Jodan

Customer Name: “

["] Show Inactive Customers

Search Name:

w

Name: [ZZhitchell R Jodon

Inactive

Search Name: [ZZMitchell R Jodan

Comments:

Address Line 1: [Mutual Benefit Insurance

Address Line 2: [403 Penn Stieet F 0 Box 577

Address Line 3: [Davin Gilespie

Master

Terms
Contacts
Notes

Codes

User Data

User Defined Data options need to be setup in order to utilize the User Data option.

Click User Data to add data to the user defined databases.

Customer Setup

Customer #: |C1002
Customer Name: |

Search Name:

w | |Gateway Outdoor Advertizing [] Show Inactive Customers

w

Form Name: |Additional Customer Info w ‘ Print
Branch Location
Second Phone Number |555-555-1 212

Master

Terms
Contacts
Notes
Codes
Totals
Sales
Trans
Aging
New
Gl Posting
Delete

User Data

Select the Form Name from the dropdown list. Enter applicable data as setup in User Defined Setups.
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Prices

Click Prices to select all Item #'s that will be used by the selected Customer.

Customer Setup
Customer #: C1002 v | |Gateway Dutdaor Advertising ["] Show Inactive Customers
Customer Name: w
Search Name: “
. Effective L Master
Item # Description Date Unit Price
‘/05 W |Advert\s\ng Revenue |1/W201E & | $835.00 Terms
» “ o | | & | Contacts
Motes
Codes
Totals
Sales
Trans
Aging
Mew
Gl Posting
Delete
User Data
Prices
Audit
Max Field
Field Name Size Field Type Description
Item # Number Enter a number or select from drop down options.
Description Alpha/Numeric Auto-populates the description for the selected item #.
Date that the pricing will be effective for the selected
Effective Date Date customer.
Unit Price Currency Enter the unit price to be paid by the selected customer.

Audit

Click Audit to generate an audit report for the selected customer, based on the field name(s) selected. Report option is
to display and/or print if desired.

Customer Setup

Customer #: [C1002
Customer Name:

Search Name:

w | |Gateway Outdoor Advertiging

"]

["] Show Inactive Customers

‘ 142342018 1:68:03 P

SontOrder |

Field Name: v All Fields From Date: (1/1/2018 g Thru Date: |1/23/2018 | g
Update Date Field Name 0Id Value New Value User Id -
Table Name: [FNAF_CustCodeT able Record Id: |1
1/23/2018 1:57:63 P [CustCode ~ P Lday
W
Table Name: |FMAR_CustCodeT able Record Id: |1
‘ 1/23/2018 1:57:53 PM [SortOrder | 1 Lday
Table Name: [FNAF_CustCodeT able Record Id: |2
‘ 1/23/2018 1:58:03 PM [CustCode | n Lday
Table Name: [FNAF_CustCodeT able Record Id: |2
2 Lday

Terms

Contacts
Notes
Codes
Totals
Sales
Trans
Aging

Hew

Gl Posting
Delete

User Data
Prices

Audit
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Sales Inventory

Sales inventory is used to set up items sold by the transit. When an item is invoiced this data is automatically updated
and history can be viewed by the type of item sold.

Click Sales Inventory to view, edit and/or enter Sales Inventory Iltems (passes, tickets).

Accounts Receivable

Invoicing

Payment & Transachion Entry

Customer Information

Aged Tnal Balance

Setup Features

Auto Invoicing

Statement Printing

Tranzaction Detail Report

mugd | | | | ] | e || ) mmd ] |l | nd ) [ =]

Trial Balance by GL Distribution

=

Pass Tracking

Sales Inventory |

EAEAE] PP P EX AP P I

=

Return To Previous Menu

To setup a new Item enter the new Item # in the Item # field. The following message displays.

Sales tem Maintenance

Item #: | Test#3 v Qty On Hand:

Item Description: v

Master

History

Notes

Microsoft Access Serial #'s

Delete
o Add new item #7

Click Yes to continue or No to cancel.
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Sales tem Maintenance

Item #: |Testf31

Item Description: ||

w || Test Defered Passes

v

Qty On Hand:

Description: |Test Deferred Pazzes

v ||«
Unit Of Measure: E& |, | |«f

Unit Price: 250.0000
Aty On Hand:

Fiscal A
Year Div

2018 | | Revenue: |CATA ., | 4050101120

Div

Deferred Revenue: |CATA| ., | 2410250500
Deferred Revenue Periods: |ﬁ

Product Class: 02

Account #

Account #

Title

Master

Date Last Sold:

History
Notes
Seral #'s

Delete

W |EIEI - Pazzenger Fares

Title

W |Deferred Fevenue - General

Max Field : o
Sl Naie Size Field Type Description
Select the item number from the drop down list or enter the
item number. See below for instructions for adding a new
Item Number 20 Alpha/Numeric item.
To search for an item by description select it from the drop
Item Description 40 Alpha/Numeric down list or enter the item description.
Description Alpha/Numeric Automatically populates based on the sales item selected.
Date Last Sold Date/Time Automatically populates based on the sales item selected.
Product Class 2 Alpha/Numeric Automatically populates based on the sales item selected.
Unit of Measure 2 Alpha/Numeric Automatically populates based on the sales item selected.
Unit Price Currency Automatically populates based on the sales item selected.
If Pass Tracking is used the Quantity on Hand for the
Qty on Hand No limit Numeric selected item will display.
Revenue
Enter the Fiscal Year to be used for chart of accounts
account number validation. Mandatory field if Auto-
Fiscal Year 4 Numeric Invoicing is used.
Select the division applicable for revenue accounts.
Division 4 Alpha/Numeric Mandatory field if Auto-Invoicing is used.
Select the applicable revenue account for the selected item.
Account # 10 Numeric Mandatory field if Auto-Invoicing is used.
Deferred Revenue
Division 4 Alpha/Numeric Select the division applicable for the revenue account.
Select the applicable Deferred Revenue GL Account
Account # 10 Numeric number.
Deferred Revenue Determine the number of months the Deferred Revenue will
Periods 2 Numeric be divided by.
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Master

Click Master to view/modify the selected Item.

Item #: |Test#3

Item Description:

Sales tem Maintenance

w || Test Defered Passes

")

Qty On Hand:

Description: |Test Defzired Paszes
w ||
Unit Of Measure: E2 || oF
Unit Price: ,W
Oty On Hand: ,7

Fizcal .
Year Div

Product Class: 02

Div

Deferred Revenue Periods: |ﬁ

2018 |, | Revenue: CATa ., | |4050101120

Deferred Revenue: CATA ., | 2410250600

Account #

Master

Date Last Sold:

History
Notes
Sernial #'s

Delete

Title

w |CC - Passenger Fares

Account #

Title

W |Daferred Revenue - General

Max Field
Field Name Size Field Type Description
Select the item number from the drop down list or enter the item
Item Number 20 Alpha/Numeric | number. See below for instructions for adding a new item.
To search for an item by description select it from the drop
Item Description 40 Alpha/Numeric | down list or enter the item description.
Description Alpha/Numeric | Automatically populates based on the sales item selected.
Date Last Sold Date/Time Automatically populates based on the sales item selected.
Product Class Alpha/Numeric | Automatically populates based on the sales item selected.
Unit of Measure Alpha/Numeric | Automatically populates based on the sales item selected.
Unit Price Currency Automatically populates based on the sales item selected.
If Pass Tracking is used the Quantity on Hand for the selected
Qty on Hand No limit Numeric item will display.
Revenue
Enter the Fiscal Year to be used for chart of accounts account
number validation. Mandatory field if using Auto-Invoicing or
Fiscal Year 4 Numeric POS import.
Select the division applicable for revenue accounts. Mandatory
Division 4 Alpha/Numeric | field if using Auto-Invoicing or POS import.
Select the applicable revenue account for the selected item.
Account # 10 Numeric Mandatory field if using Auto-Invoicing or POS import.
Auto populates the description for the selected General Ledger
Title 40 Alpha/Numeric | Account #.
Deferred Revenue
Select the Division that deferred revenue will be recording to for
the selected item. Mandatory field if creating deferred
Division 4 Alpha/Numeric | revenue entries in General Ledger.
Select the General Ledger Deferred Revenue Account # that
will maintain the general ledger entries until the appropriate
Account # 10 Numeric time.
Deferred Revenue Enter the number of months the revenue will be deferred.
Periods 2 Numeric Example: 1IPASSO08MONTHS =8
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History

Click History to view the sales history of the selected item.

Sales ltem Maintenance

Item #: /05

Item Description:

w ||Ride paszes

Qty On Hand: a

‘Year Month  Qty Sold Amount
2m7 E 3448700 46793816
27 5 45,417.00 $77.980.56
2017 4 63,087.00 | $105.986.16
2017 3 62,976.00| | $105,793.68
207 2 85,710.00| | $110.352.80
2m7 1 £1,338.00 | $10304352
2016 12 44 264.00 $74.363.52
2018 11 60,335.00 | $101.362.80
2016 10 71,444.00 | $12002592

Master

Notes

Serial #'s

Delete

Notes

Click Notes view/add notes or attachments for the selected item.

Sales ltem Maintenance

Item #: /16

Item Description:

w | |Football Shuttle Fares

v

Qty On Hand: i

Document Code: MNotes

Commenk:

vl Reference #: [20180123

Attachment:

Iday 1/23/2018 4:25:16 PM:
New Passes effective 17142018

Hyperlink:

Master

History
Hotes
Serial #'s

Delete

Serial #’s

Click Serial #’s to view or add serial numbers (pass numbers) for the selected item. The numbers are used for Pass
Tracking. See the Pass Tracking section of this manual for detailed instructions.

Sales ltem Maintenance

Item #: |23031L4

Item Description:

w131 Day Adult Local Pass

W

Qty On Hand: 12615

From # Thru # Oty Avail Sold Cons Void Customer# Heference # Transaction #
[ 0942 | 0942 | (| [ (751 [ [
[ 21065 | 21066 | 7 O O O [osio \ [
[ 21067 | 21068 | z O [ O Josio \ [
[ znz | | s O 0O [ [osst \ [
[ 2743 | 2743 | (| [ i (7T [ [

Master
History

Notes

Delete
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Delete

Click Delete the selected item. The following message displays.

Microsoft Access

0 Delete item #7

Click Yes to delete the item # or No to cancel.

If Yes is selected no additional prompts display, and all history will be deleted for the selected sales item.
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Invoicing

Click Invoicing to generate invoices for customers.

Accounts Receivable

Invoicing

Payment & Transaction Entry

Customer Information

Aged Tnal Balance

Setup Features

Sales Inventory

Auto Invoicing

Statement Printing

Tranzaction Detail Report

Tnal Balance by GL Distnbution

Pass Tracking

Return To Previous Menu

EAEYEA PP P EAE] S P Y

gl ] 3| [ ] | ] e ] | A | s | ] [ ] [

1 || Enter your selection:

[] Show Details

Vsr 09.06 [1/3/2018] | |Iday FNLV4Z AR Find
New Ref #
Click New Ref # to enter a new invoice, credit memo or debit memo.
Invoice
Invoice E“"Y Customer #: |C1002 | Fiscal Year: 2012 |, | Reference #i: o
|Gataway Outdoor Advertising
Customer Name: w
Search Name: = GL Posting Date: | 1/23/2018 @ Update Date: | 1/23/2018 |
Reference Code: ||« | Description: | Reference Date: ’m F
Use Existing He[ Master
Enter Manual Ref|[§] INVOICE Line Items
Get Next Reference #: [ ] GL Entries
Consignment Invoice: [ ] Pending
Create Print
Yoid
Max Field
Field Name Size Field Type Description
Enter the customer number or select the customer number from
Customer # 8 Alpha/Numeric | the drop down list. OR
To search by customer name, select the customer name from the
Customer Name 50 Alpha/Numeric drop down list or enter the customer name. OR
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Max Field
Field Name Size Field Type Description
To search by customer search name, enter the customer search

Search Name 30 Alpha/Numeric name.

Fiscal Year 4 Numeric Enter the current fiscal year or select it from the drop down list.
Enter the GL posting date that will be used for the invoices being
entered. If posting to more than one month, separate the invoices
prior to posting and verify that the GL posting date is correct for the

GL Posting Date Date/Time invoices being processed.

Enter the Update Date. All invoices with an invoice date equal to
or less than the Update Date will be updated to the General Ledger

Update Date Date/Time using the Posting Date entered in the previous step.

Select the code (IN = Invoice, CM = Credit Memo, DM = Debit

Reference Code Memo) from the dropdown list.

Automatically populates based on the Reference Code selected.

Description This field can be edited.

Automatically populates with the system date. This can be edited.
The Reference Date is the Invoice Date and will be used for

Reference Date Date selecting items to be updated.

This option is only available if selecting a CM or DM Reference
Code. Each invoice (IN) for the selected customer must have a

Use Existing unigue Reference Code. This selection would be used to apply

Reference # credit memos (CM) or debit memos (DM) to an existing invoice.

If a manual Reference Number will be assigned to the transaction,

Enter Manual enter it here. See the next step if the Reference Number is to be

Reference # 20 Alpha/Numeric automatically assigned by the system.

Check this box to have the system automatically assign the next

Get Next sequential Reference Number. Leave the box blank if a user

Reference # Yes/No defined Reference Number was entered.

If the customer was set up as a consignment customer, this box
will be checked. It can be unchecked if the transaction being
processed is not a consignment transaction. If a customer is not

Consignment setup as a consignment customer, but the transaction being

Invoice Yes/No processed is a consignment transaction, the box can be checked.

Create

Click Create to generate a new Reference # (Invoice). The following message displays.

Microsoft Access

9 Create new IM record?

Click Yes to continue or No to cancel.
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Invoice En“y Customer #: 000002

v Fiscal Year: 2018 |, | Reference #: v

|Sample Custamer
Customer Name: ”

GL Posting Date:

Update Date: | 2/14/201

Search Name: v 2n45208 g

Reference Code: | IN | |/« Relerence Date:

Use Existing Reference #: "

Enter Manual Reference #:

Get Next Reference #:

Deseription: [INvOICE 214208 (g

Consignment Invoice: [ ]

Master

Line Items
GL Entries
Pending
Print
Yoid

Credit Memo

Select CM (Credit Memo) from the Reference Code drop down option.

If credit memo will be applied against an existing reference number select it from the drop down options.
If credit memo will be manually entered. Enter the reference number. Note: This option will create a credit on account.

Involce Enlry Customer #: 000002

v Fiscal Year: 2018 | Reference #: v

|Sample Custarner

Customer Name: v
GL Posting Date: ]

1/24/2M8 @

Search Name: w

Reference Code: | CM |, | Description: |CREDIT MEMD Reference Date:

Use Existing Reference #: || v
- | 0013529 A2 IM 1/24/2ma
Enter Manual Reference i:{ /100 7375 N 142402018
Get Next Reference #: 0013527 7324 IM 1/24/2Mm8
0013526 a2 IM 1/24/2ma
Consignment Invoice: | 13525 7327

Create

Update Date: &

New Ref #
Master
Line Items
GL Entries
Pending
Print
Yoid

Click Create to create a credit memo based on the selection.

Invoice Entry

Customer #: 000002 |, | Fiscal Year: 2018 |, | Reference it w

|Sample Custarner
Customer Name: “

GL Posting Date:

Update Date: 1/24/218 @

Search Name: ™ 1/24/2M8 @

Reference Code:  CM ||« | Description: |[CREDIT MEMO Reference Date: 1/242M8 @

Use Existing Reference #: |0013523 w

Enter Manual Reference #:

Get Next Reference #: [ ]

Microsoft Access

9 Create new CM record?

Consignment Invoice: [ |

Create

New Ref #
Master
Line Items
GL Entries
Pending
Print
Yoid

Click Yes to continue or No to cancel.
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Debit Memo

Select DM (Debit Memo) from the Reference Code drop down option.

If debit memo will be applied against an existing reference number select it from the drop down options.

If debit memo will be manually entered. Enter the reference number. Note: This option will create a debit on account.

InV0|ce Entry Customer #: 000002

|Sample Customer
Customer Mame:

Search Mame: w

v | Fiscal Year: 2015 |, | Reference #:

GL Posting Date:

Reference Code: | DM |, ||« Description: |DEB|T MEMO

Use Ezxisting Reference #:

1/24/28 @ Update Date: 1/24/2M8 @

Reference Date: 1424208 @

Consignment Invoice:

W
REEFE 7356 N 172472018
Enter Manual Reference H: | )1 orn 7325 N 1/24/2018
Get Next Reference #: | 0013527 T4 IM 1/24/2m8
0013525 7323 N 1/24/2018

1/ 18

Create

New Ref #
Master
Line Items
GL Entries
Pending
Print
Void

Click Create to create a debit memo based on the selection.

Invoice Entry Customer #: 000002 |, | Fiscal Year: 2018 .,

|Sample Customer
Customer Mame:

Search Mame:

Reference #:

GL Posting Date:

v 1/24/28 @ Update Date: | 1/24/2018 | @
Reference Code: | DM |, ||« Description: |DEB|T MERO Reference Date: 1/24/2018 @ Mew Ref #
- . . Mast
Use Existing Reference #: 0013523 v RTEETt fare aster
Enter Manual Reference #: Line Items
Get Next Reference #: [] GL Entries
?
Conszignment Invoice: [ 0 Create new DM record? Pending
Create Print
VYoid
Click Yes to continue or No to cancel.
Invoice Entry Customer #: 000002 |..| Fiscal Year: 2013 || Reference #: 0013523 W
|Sample Customer
Customer Mame: w
Search Name: o GL Posting Date: | 1/15/2018 g |  Update Date: | 1/15/2018 @
Mew Ref #
Reference Code: IN Description: [INVOICE Reference Date: | 1/24/2018 | @ W
aster
Comment: [] Consignment Invoice
Line Items
GL Entries
Sales Tax %: 0.00
Pending
G 3 .
Sample Customer foss $0.00 Print
555 5. Main Street Sales Tax: $0.00
Suite Yoid
Building #123 Freight: $0.00
LaS VEGAS NV 83120-000 3
Deposit: $0.00
Net|  gam
Phonel: [[§85]121.2121  Extl: | Phone2: [[E85]121-2122  Ext2: | © 0.0
Fax: |[555)121-2123 E-Mail Address: || day@ileet-net.com
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Max
Field
Field Name Size Field Type Description
Select the code (IN = Invoice, CM = Credit Memo, DM = Debit
Reference Code Memo) from the dropdown list.
Automatically populates based on the Reference Code selected.
Description This field can be edited.
Automatically populates with the system date. This can be edited.
The Reference Date is the Invoice Date and will be used for
Reference Date Date selecting items to be updated.
Comments Alpha/Numeric | Comments entered in this field will print on invoices.
If the customer was set up as a consignment customer, this box will
be checked. It can be unchecked if the transaction being processed
is not a consignment transaction. If a customer is not setup as a
consignment customer, but the transaction being processed is a
Consignment Invoice Yes/No consignment transaction, the box can be checked.
Auto-populates based on the Sales Tax percentage setup in the
Sales Tax % Percentage selected customers master file setup.
Auto-populates based on the information entered in the customer
Customer Information Alpha/Numeric | master file setup.
Gross Currency Auto-populates once the Reference # has been updated.
Sales Tax Currency Auto-populates once the Reference # has been updated.
Freight Currency Auto-populates once the Reference # has been updated.
Deposit Currency Auto-populates once the Reference # has been updated.
Net Currency Auto-populates once the Reference # has been updated.
Auto-populates based on the information entered in the customer
Phonel Alpha/Numeric | master file setup.
Auto-populates based on the information entered in the customer
Extl Alpha/Numeric | master file setup.
Auto-populates based on the information entered in the customer
Phone2 Alpha/Numeric | master file setup.
Auto-populates based on the information entered in the customer
Ext2 Alpha/Numeric | master file setup.
Auto-populates based on the information entered in the customer
Fax Alpha/Numeric | master file setup.
Auto-populates based on the information entered in the customer
master file setup. This email address will used as the email address
E-Mail Address Alpha/Numeric | used when emailing invoices, debit or credit memo.

Master

Enter or select Customer #, Fiscal Year & Reference #

Click Master to view/modify the reference # transaction. Only allowed if not updated. If reference number is updated

the record can only be reviewed.

Line Items

Click Line Items to enter the line items on the invoice, credit memo or debit memo.
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Invoice Entry cysomer #: goom0z [] Fiscal Year: 2078 [v| Reference : [o113524 v
|Sample Customer
Customer Name: “
Search Name: v GL Posting Date: 118208 @ Update Date: 118208 &
[ [wvoce New Ref #
Line Non Unit Unit Extended Serial #'s Master
# Inf Stk Item # Description Meas Price Quantity Price Entered
100 ® |Advertising Reverve EA[ | smamoon | 1m| oo || ) e
Div: [CATA[\, | Account #: (4060301021 [ |[CF - Revenue - Interior Card Adverlising E:e::::s
[2 O O [1PASSOMONTH + | [OrePass Single Three Month Eal | s2070000 [ 00| 3207000 || O —
Div: [CaTA/ | Account #: 4050101120 |, |CC'F‘assengB| Fares Yoid
(ER | [Februay Adv Bus Stap #405 v sooooo [ ood| w0 & O
Div | Account #: ||
Moo | vl [ [ =0
Div v | Account i: M|
Total: $2.620.00
Max Field
Field Name Size Field Type Description
Automatically populates when either Information or Non-Stock box is
checked, or sales inventory item # is selected from the drop down
Line # Number list.
Check the box and enter a description. The description will print on
the invoice. This line is for information only no monies can be
Information Yes/No attached to this line item.
Check the box to enter an item that is not set up in sales inventory
master file. The unit price must be entered for all non-stock line
items. Leave box unchecked if an Item # will be entered or selected
Non-Stock Yes/No from the drop down option.
If the item being invoiced is set up in sales inventory master file,
Item # 20 Alpha/Numeric | select it from the drop down list.
For Non-Stock items or Information Items, enter a description. Sales
inventory items will default to the description setup up in the sales
Description 255 Alpha/Numeric | inventory master file. The description can be edited if required.
For Non-Stock items, select a unit of measure. For Information
Items, leave this field blank. Sales inventory items will default to the
Unit of Measure 2 Alpha/Numeric | sales inventory master file set up.
For Non-Stock items, enter the price of the item being invoiced.
Sales inventory items will default to the sales inventory master file
Unit Price Currency set up.
Enter the quantity of the line item being invoiced. If entering a credit
memo, enter a negative quantity. If entering serialize passes Click
Notepad to enter the ranges of serial # ‘s, when the subform is
Quantity Number closed Qty, extended Price and Serial#'s entered will be populated.
Automatically populates based on the unit price and the quantity
Extended Price Currency entered.
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GL Entries

Once all line items have been entered.

Click GL Entries the GL posting accounts will auto populate from customer master file setup the GL accounts numbers

can be edited if required. The amounts will automatically populate.

If item number is set up for Deferred Revenue in the Sales Item Maintenance.

Sales Item Maintenance

Item Description: W

Item #: 1PASSOIMOMTH w ||OnePass-Single Thrae Manth

Qty On Hand: 0

Description: |EIneF'ass-Sing|e Three Mantk
Product Class: |OP |, ||«
Unit Of Measure: E4 | ||«

Unit Price: 2070000
Aty On Hand: 0

Date Last Sold:

Fizcal
Year Div Account # Title
2017 |+ | Revenue: CATA . | 4050101120 . |CC-Passenger Fares
Div Account # Title

Deferred Aevenue Periods: |—3

Deferred Revenue: CATA| o, || 2410250500 | W |Deferred Revenue - General

9/19/2016

GL Entries will reflect all records for the individual GL postings by month.

-

Invoice Entry Customer #: 000002 || Fiscal Year: |2012 [, | Reference $#: 0013525 v
|Sample Customer
Customer Name: w
Search Hame: v GL Posting Date: ’7 & Update Date: ’7 &
[ INVOICE
Gross: 4262000 Sales Tax: ’w Freight: | 4000 Deposit: | $0.00 Met: | $2.620.00
Debits: $4,000.00  Credits: $400000 Balance: [ $0.00 Balance
Fiscal Posting
Year Div Account # Description Amount Batch # Date Tran #
(2018 W | [1020150100 | |Samp|e Customer | $2.620.00 | | 1/158/2018 |
|Accounts Receivable Misc.
2ma CAT: o | 2410280800 |\ |Samp|e Customer | [$1.380.00) | | 1/158/2018 |
|Deferred Revenue - General
2ma CAT: o | 4080101120 |\ |Samp|e Customer | ($£90.00) | | 1/158/2018 |
|EIEI - Paszenger Fares
2ma CAT: o | 4060301021 |y |Samp|e Customer | ($550.00) | | 1/158/2018 |
|EB - Revenue - Interior Card Advertising
2ma CAT: o | 2410280800 |\ |Samp|e Customer | $630.00 | | 2/15/2018 |
|Deferred Revenue - General
2me  |[CaTdy|[405m0m120 [ | [Sample Customer | [3630.00] | [ znssms |
|EIEI - Paszenger Fares
2me  |[CATdy (2470250500 [ | [Sample Customer | $630.00 | A

Mew Ref #
Master
Line Items
GL Entries
Pending
Print
WYoid
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If system did not auto populate the Division & GL Account numbers, both the debit and credit entries will be made
manually and are required.

Invoice Entry

Customer #: 000002 |, | Fiscal Year: 2012 .,

Customer Name:

Search Name:

|Samp|e Custarmer

b4

Reference #: 0013529 ~

GL Posting Date: | 1/24/2018 g

Update Date: 1/24/2018 @

| IM | INVOICE MNew Ref #
Gross: $50.00 Sales Tax: W Freight: | $000  Deposit: | $0.00 Met: | $50.00 Master
Debits: $0.00  Credits: 4000 Balance: ’W Balance Line Items
Fiscal Posting GL Entries
Year Div Account # Description Amount Batch # Date Tran # =
M T & o] | | | | rendne
Print
| VYoid
Max Field
Field Name Size Field Type Description
Automatically populates using the current fiscal year once a
Fiscal Year Number division is selected or entered.
Division 4 Alpha/Numeric Enter or select the division from the drop down list.
Account # 10 Alpha/Numeric Select the GL account number from the drop down list.
The customer name defaults in this field. The field can be
Description 50 Alpha/Numeric edited.
Enter the amount being posted to the selected division and
account. If the amount is a credit entry, enter a minus sign
Amount Currency before or after entering the dollar amount.
Entries cannot be made in this field. Once the item is updated
Batch # Number the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Posting Date Date/Time the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Tran # Number the field will be populated for inquiry viewing.

Enter both debit and credit information.

Balance

Click Balance to verify that the GL entries are in balance. After Balance is clicked, the Debits and Credits fields will
populate. When the entries are in balance the Balance field will show $0.00.

Invoice Entry

Customer #: 000002 | .| Fiscal Year: 2018 .,

Customer Name:

Search Name:

‘Sample Custamer

w

Reference #: 0013529 v

GL Posting Date: 142428 @

Update Date: 1/24/218 &

|Accounts Receivable Misc.

‘ IM | INVOICE New Ref i
Gross: 45000 Sales Tax: | $0.00  Freight: | $0.00 Deposit | $0.00 Nel:| $50.00 Master
Debits: $0.00  Credits: $0.00  Balance: $0.00 Balance Line Items
Fiscal Posting GL Entries
Year Div Account # Description Amount Batch # Date Tran # e
2018 ||[CATA | (4010101028 [+ | [Sample Customer | $50.00] | | | Sneng
Print
|CEB - Passenger Fares - JASI
Yoid
2018 CATS o | 1020150100 [+ | [Sample Customer [ $50.00 | [ [
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Pending

Click Pending to view all items that have not been updated, enter or verify the GL Posting Date and the Update Date.
Entries can be updated for a specific user or all users. To update entries for a specific user, select the user from the

drop down list or check the All User box.

Invoice Entry Customer #: v | Fiscal Year: 2015 |, | Reference #: v
Customer Mame: w
Search Mame: o GL Posting Date: 1/24/2018 |g Update Date: 1/24/2018 |@
Invoices Pending UpdElTe User Id: v| [JAllUsers | gelect All Unselect All Update
Ref Invoice
Update Ref # Code Description Date Met
|0013529 [I [INvOICE | 1/24/2m8 | 50.00
|Ida_l,l |DDDDD2 Sample Customer
Total: 50.00

Master

Line Items
GL Entries
Pending
Print
Yoid

Select All or Unselect All

Click Select All, entries for the selected user or all users will be checked. Click Unselect All to remove the
checkmarks. Individual checkmarks can be removed by checking on the update box for the Ref # to not be updated at

this time.

Get Totals

Click Get Total to see the total amount for all selected items.

Invoice Enlry Customer {f: + | Fiscal Year: 2012 ., Reference i: "
Customer Name: w
Search Name: v GL Posting D ate: /2442018 @ Update Date: 12402018 | @
Invoices Pending UpdElTe User Id: v | [JAll Users Select All Unselect All Update
Ref nvoice
Update Ref # Code Description Date Met
|0013529 [IN |INvOICE | 1/24s2m8 | 50.00
|Iday |DDDDUZ |Sample Custamer
Total: 50.00

New Ref #
Master
Line ltems
GL Entiies
Pending
Print
Yoid
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Update

Click Update to update the selected pending reference numbers. The following message displays.

Microsoft Access

Once the update has completed,
no further changes will be allowed.

update.

Do you wish to continue?

This option updates the customer, sales inventory,
accounts receivable, and general ledger files.

Yes

An audit report will print first and you will be prompted again for

Click Yes to continue or No to cancel.

If GL entries are missing the following message displays.

Microsoft Access

r % Invoice 0013531

Y ! No GL distribution found...No update allowed.

If GL is out of balance the following message displays.

Microsoft Access

W% Invoice 0013531

&# GL distribution cut of balance..No update allowed.

Click OK. Locate the Invoice referred to in the error message. Double Click in the Ref # field to open the invoice and

make the necessary corrections.

Once all entries are correct. Click Update the following Invoice Audit Report displays on the screen. Fleet-Net
recommends either printing or saving the report prior to updating the entries. Review the report for accuracy. Use the

Windows, File, Print process to print a hard copy.
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Inveice Audit Report
Customer Name Cust# Imvoice # Code Description Imioice Date Comment
Sample Cusmmer 000002 0013528 IN  IMVOICE V242ME
Line Item # Description Quartity UM UnitPrice  Extended Price
Test Charges 100 EA 35000 $50.00
Posting
Date D # Account # Title Description Debits Credits
CATA 4010101025 CB - Passenge Fares - JAS| Samgple Customer $50.00
CATA 1020150100 Anoounts Recsivablz Misc Sample Customer $50.00
Totals: $50.00 $50.00
Sales Tax % Gross Sales Tax Freight Deposit Net
0 50 00 $0.00 0.00 $0.00 $50.00
Gross Sales Tax Freight Deposit Net
1 Invoices Report T otals: 350 00 0.00 0.00 $0.00 $50.00
Click X Close Print Preview to generate the Invoice Audit GL Recap Report.
Invoice Audit GL Recap Report
Posting Invoice
Deata RaT# Dak Customer # Des crl pion D=bits Cradits
Fiscal Year: J15 Div# CATA  Account# 1020150100 Accounts Recaivable Misc.
0013529 242018 000002 Sample Custamer 35000
Account Tokls: 350,00
Fiscal Year: M1% Div# CATA  Account# 4010101026 CB - Passangar Faras - JA 3
0013529 1/24/2015 030002 Sample Custamer 350.00
Account Totls: 0.0
1 Transactions Raport Totks: 350,00 350,00

Click X Close Print Preview the following message displays.

@

Microsoft Access

This option updates the customer, sales inventory,
accounts receivable, and general ledger files,

Once the update has completed,
no further changes will be allowed

Do you wish to continue?

Click Yes to Update or No to cancel.
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Once update is completed, the following message will display.

Microsoft Access

o Update Completed Successfully

Click OK.

After the update is complete. No changes can be made to the Invoices. The system will mark the invoice UPDATED as
shown below.

Invoice Entry Customer #: 000002

| Fiscal Year: 2012 || Reference #: 0013529 "
|Sample Custarmer
Customer Name: v
Search Name: = GL Posting Date: [ 1/24/2018 |gi| Update Date: [ 1/24/2018 @
New Ref it
Reference Code: IN Description: |INvOICE Reference Date: IW Master
Comment: | ["] Consignment Invoice Line Items
GL Entries

Updaled Sales Tax % o.on Pending

Gross: $50.00

Sample Custarmer Print
555 5. Main Street Sales Tax: $0.00
Suite Void
Euilding #1223 Freight: $0.00
LAS YEGAS My 89120-000
Deposit: $0.00
Met: $50.00

Phonel: |[555] 1212121 Extl: | Phone2: |[555] 1212122 Ext2: ‘
Fax: |[555) 121-2123 E-Mail Address: |Lday@flest-net.com

Invoices, Credit Memos and/or Debit Memos can be printed either before or after the update has been completed.

Print/Email

Click Print to print and/or email invoices, credit memos or debit memos.

Invoices, credit or debit memos can be printed or emailed by individual reference numbers or a consecutive range of
reference numbers. Currently program will not print or email reference numbers by Customer.

Invoice Entry Customer #: 2 v | Fiscal Year: 2015 |, | Reference #: v
|LF'L, LLC.
Customer Name: w
Search Hame: w GL Posting Date: ’7 & Update Date: ’7 &
Invoice Printing New Ref #
Master
Print Format: |Flain Paper v | [| Print Emailed Invoices Line Items
Naotification Group: [Finance p Start GL Entries
From Ref #: | w  Thru Ref #: v Email Pending
Print
Yoid
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To print and/or email invoices for one customer select the customer from the drop down option. Select the first reference
number be printed and/or emailed, this process will need to be done for each individual reference number.

Invoice Entry Customer #: |2 v | Fiscal Year: 2018 | Relerence #: w
[LPL, LT
Customer Mame: v
Search Name: = GL Posting Date: ’7 g  Update Date: ’7 ]

2 - New Ref #
Invoice Printing R
Master
Print Format: |Plain Paper | [_] Print Emailed Invoices Line Items
Motification Group: Finance W Start GL Entries
From Ref #: w  Thru Ref #: w Email Pending
000000000020 | 20 10/3/2017  LPLLLLC. Irvoice $2.9 Pri
000000000016 |16 3/6/2018  LPL.LLL. Invaice $2 int
000000000015 (15 3/5/2018 LPLLLC. Inviice $25 Void
000000000011 1 10/23/27  LPL, LLC. Inviice £
0oooonooooio (10 2/28/2018  LPL.LLC. IMVOICE £7.1
0ooooooaooo? 7 10/14/2017 | LPL.LLC. Invioice 6.
000000000003 3 104752017 LPL,LLC Inviice £7.1
< >

To print and/or email multiple customer based on the range of reference numbers. Leave Customer # Blank.
Select the Starting and thru Reference #.

Invoice Entry Customer #: | FiscalYear: 2018 |, | Reference #: v
Customer Name: \
Search Name: \ GL Posting Date: 1/24/2M8 @ Update Date: | 1/24/2018 | g
= = s Mew Rel #
Invoice Printing ew e
Master
Print Format: |PlainPaper w | [| Print Emailed Invoices Line Items
Notification Group: v Start GL Entries
From Ref #: | w| Thiu Ref #: " Email Pending
0013529 TI26 1/24/2018  Sample Customer INVOICE Py Pri
0013528 7325 1/24/2018  Sample Customer INVOICE : ot
0013527 7324 1/24/2018  Sample Customer INVOICE : Void
0013526 7323 1/24/2018  Sample Customer INVOICE :
0013525 T2 1/15/2018  Sample Customer INVOICE
0013524 7N 1/24/2018  Sample Customer INVOICE
0013523 7320 1/24/2018  Sample Customer INVOICE
o827 1 12/31/2015 | Downtown McDonalds
oo11826 1 1243172015 | Nittanw Mall McDanald's Carp.
0011825 1 12/31/2015 | Lehigh Gas Corporation
omis24 1 1243172015 | State College Borough Office
oo1ezs 1 12/31/2015 | Centre County Recycling & Ref
oo1gz2 1 12/31/2015 | Centre County Office of Transp
oo11821 1 12/3172015 | Centre Region Code Admindcng
1 12/23/2015 | Lehigh Gaz Corporation
1 Centre Region Code A
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Max Field
Field Name Size Field Type Description

Select the invoice print format from the drop down list. The
agency name, address, phone and contact email will be

Print Format 50 Alpha/Numeric | included if Plan Paper is selected.

Notification Group Alpha/Numeric | Optional field. Select notification group from drop down list.

From Ref# and Thru

Ref# 12 Alpha/Numeric | Enter or select the starting/ending reference numbers.
Check this checkbox if invoice(s) need to be printed. Note: If
Customer Master file has an email address this must be

Print Emailed Invoices N/A Yes/No checked in order to print a hardcopy invoice.

Start

Click Start to print invoices for the selected options.

Click Yes to continue or No to cancel.

System will populate the invoices.
Print
Click Print.

Email

Microsoft Access

e Do you wish to print inveices now?

If emails need to be sent to the internal notification group. Select the group from the drop down options.

Invoice Entry Customer #: 000002 || Fiscal Year: 2013 |, | Reference H: 0013529 v

[Sample Customer
Customer Name:

Search Name:

v

GL Posting Date: B Update Date: B

Invoice Printing

Print Format: |PlainPaper
Notification Group: |E0ARD
From Ref #: 0013523

| [] Print Emailed Invoices Line ltems

v
w| Thru Ref #: 0013523

New Ref #

Master

Start GL Entries
v Email Pending
Print
Void
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Click Email to email invoices to the email address setup for the customer in the Customer Master file.

Microsoft Access

e Do you wish to Email invoices now?

Click Yes to continue or No to cancel.

Microsoft Access H
o Email Invoices sent.

QK

Click OK.

Sample of the email that is sent.

To  LuAnn Day

Wed 1/24/2018 12:06 PM

LuAnn Day

Invoice from Sample Transit

FOF l

Invoice 0013525...

See attached document for invoice detail.

If invoices are emailed; a copy of the invoice will be saved to a folder that was created in the Miscellaneous Code setup

for Email Parameters.
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Void
Voids can only be processed if the item has not been updated.
Click Void to void the selected reference number for the selected customer.

If the reference number has been updated the following message will be displayed. The reference number will not be
voided.

Microsoft Access

I:o] Reference updated...No changes allowed

Click OK.

If system will allow the reference number to be voided the following message will display.

Microsoft Access

This selection will prevent any revisions or updates.

Are you sure you want to void this reference?

Click Yes to continue or No to cancel.

Invoice Entry  cucomer #: 000 | Fiscal Year: 2018 .| Reference #: 0013530 %
|Sample Customer
Customer Mame: w
Search Name: w GL Posting Date: & Update Date: &
MNew Ref #
Reference Code: IM Description: |[INVOICE Reference Date: 1/24/2018 W
aster
Comment: ["] Consignment Invoice =
Line Items
GL Entries
H Sales Tax %: 0.ao
Voided Pending
Sample Customer Gross: .00 Print
555 5. Main Street Sales Tax: $0.00
Suite #,
Building #123 Freight: $0.00
LaS VEGAS NY 85120-000 3
Deposit: $0.00
Net:
Phonel: |[555)121-2121 Extl: | Phone2: [[555) 121-2122 Ext2: | € $0.00
Fax: [[555)121-2123 E-Mail Address: |Lday@fleet-net.com
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Payment & Transaction Entry

Click Payments & Transaction Entry to enter payments and transactions.

Accounts Receivable
j Invoicing | ?
j Payment & Tranzaction Entry | ?
ﬂ Customer Information | ¥
j fAged Tnal Balance | ?
j Setup Features | ?
ﬂ Sales Inventory | ?
j Auto Invoicing | ?
ﬂ Statement Printing | ¥
j Transzaction Detail Report | ?
10 Trial Balance by GL Distribution | [7
ﬂ Pass Tracking | ?
ﬂ Return To Previous Menu | ¥
4 | Enter your selection:| | [ | Show Details
Var 09.06[1/3/2018] || Iday FNLV42 AR Find

Payment & Transaction Entry is used to post payments, enter invoices, debit memos and credit memos. The AR
system posts deposits to the AP bank reconciliation form.

Transaction Entry Checking Account # 3350774093 w |M - General Fiscal Year: w
Customer #: v Deposit Slip #: ’7
Customer Mame: w Transaction Date: 1424208 | @
[[] Consignment Customer Search Name: w Update Date: ’7 &
Payment
Debit Memo
Credit Memo

Invoices

Adjustments

Pending

Page 63 of 130



Accounts Receivable Users Guide

Max Field
Field Name Size Field Type Description
When posting payments, select the bank account being
Checking Account 20 Alpha/Numeric debited from the drop down list.
Fiscal Year Number Select the fiscal year from the drop down list.
Select the customer number from the drop down list or enter
Customer # 8 Alpha/Numeric the customer number; OR

To search by customer name, select the customer name
from the drop down list or enter the customer name. The
customer number field will populate and the customer name
Customer Name will display in the field below the customer number. OR

To search by customer search name, select the customer
search name from the drop down list or enter the customer
search name. The customer number field will populate and
the customer name will display in the field below the
Search Name customer number.

When posting payments if this field is left blank, the system
will assign a number using the system date and deposit
number. The formatis YYYYMMDD-00; this field can be

Deposit Slip # 12 Alpha/Numeric edited.
The date defaults to the system date; this field can be edited.
Transaction Date Date/Time This date will be used as the transaction date.

Enter the GL posting date. All pending items with
transaction dates equal to or less than the Update Date will
Update Date Date/Time be updated.

Payment
Enter or select the customer from the drop down option.

Click Payment to enter a customer payment.

Transaction Entry cy.cking Account # [@as0774093 | [ Gereral Fiscal Year: 2015 [, =
Customer #: 000002 |, | |Sample Customer Deposit Slip #: ’W
Customer Name: w Transaction D ate: ’m b
[[] Consignment Customer Search Name: w Update Date: 1/24/2008 | @

Microsoft Access Payment
Debit Memo
o Do you wish to enter Payments? CicdiiMeng

Invoices
Adjustments

Yes Pending
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Click Yes to continue or No to cancel.

Transaction Entry checking Account # (55077405

W |M-General Fiscal Year: 2012 | .,

Customer #: 000002 |, | |Sample Customer

Customer Name:

["] Consignment Customer Search Hame:

Deposit Slip #: |20120124-01
v Transaction Date: | 1/24/2015 | @

Update Date: | 1/24/2018 | g

Payment Payment
Pending Reference #: v Mew Ref # Existing Reference #: | v Debit Memo
Reftum TranMurr Trar TranD ate Amount Credit Memo
0013523 7326 IM-1/24/2018  $50.00 =
0013528 725 N 1242018 412000 Invoices
0013527 T34 N 1242018 416000 -
0013526 7323 N | 1/242018 | $83.00 Adiustments
7322 N $2,620.00

1/15/2018

Pending

Max Field
Field Name Size Field Type Description

Select a Pending (payment) Reference number from the drop
down list. References will only be available if the payment has

Pending Reference # 12 Alpha/Numeric | not been updated.

New Reference # 12 Alpha/Numeric | Click to enter a new reference.
Select an existing reference number to post a payment to an
existing invoice or debit memo. In order to clear an invoice
from the system, payments must have the same reference

Existing Reference # 12 Alpha/Numeric | number as the original invoice or debit memo.

Select an existing reference to post a payment to a specific invoice (reference); the following message displays.

@

Microsoft Access

Warning: This is an existing reference #,
You may be creating a duplicate entry.

Do you wish to create an additional transaction using the same
reference #7

Click Yes to continue or No to cancel.
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Transaction Entry Checking‘Accounlﬂ 9850774093 v | |M - General Fiscal Year: 2018 |, =
Customer #: 000002 |, | |Sample Customer Deposit Ship #: ’W
Customer Mame: w Transaction Date: ’m b
[[] Consignment Customer Search Name: w Update Date: 1424208 @
Payment Payment
Pending Reference #: v Mew Ref # Existing Reference #: 0013523 w Debilbcno
Credit Memo
Cash Deposit
| Reference & Date Code Description Sale Amount Ship # Checking Account # Invoices
i |DD1 3523 | 1/24/28 | CP |Payment O | [$550.00) |2D1 80124-m |9850??4093 Adjustments
[] Consi t Invoi Pay t Type: [miv o | Check #: [12345 Pending
AMEX American Express
CasH Cazh
oIS Dizcover
MC M astercard
w0 Money Order
WS4 Wiza
Max Field
Field Name Size Field Type Description
Automatically populates with the reference number selected
Reference # 12 Alpha/Numeric or entered.
_ Automatically populates with the date selected or entered in
Date Date/Time the Transaction Date field.
Code 2 Alpha/Numeric Automatically populates with CP (Cash Payment).
Automatically populates with Payment. This field can be
Description 25 Alpha/Numeric edited.
Automatically populates with the user defined or system
Deposit Slip # 12 Alpha/Numeric | generated Deposit Slip # at the top of the form.
Check this box if the transaction is a cash sale. That is, a
sale not being applied to an A/R invoice. The system will
debit the bank account selected at the top of the form and
credit the revenue account as defined in Customer Master.
If no revenue account is set up in the Customer Master, the
Cash Sale Yes/No GL postings will have to be entered.
Amount Currency Enter the amount of the payment.
Automatically populates with checking account number
Checking Account # 20 Alpha/Numeric selected at the top of the form.
Select the method of payment from the drop down list. If
_ applicable payment method is not on the list, it can be added
Payment Type 10 Alpha/Numeric Click Green Checkmark.
Enter the customer’s check or credit card number (This field
Check # 10 Alpha/Numeric can be left blank).

Once all applicable information has been entered. Click on the pencil box to save the record.

Reference # Date

Code

Description

Caszh Deposit

Sale Amount Slip # Checking Account #

#|[o013523

[] Consignment Invoice

[ 17247208 [ oF

Payment Type: ’ﬁ o

|F'ayment

| | [$550.00) |2D1BD124-D1
Check #: |12345

[98507 74093
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Click New Ref # if payment will not be applied to an existing reference number. This option will create a payment on

account for the selected customer. When processing Cash Receipts you will use New Re# to create the transaction to
make the payment/deposit record for the selected date.

["] Consignment Customer

Transaction Entry Checking Account # (3350774093

Customer #: 000002

v | M - General

w | |Sample Customer

Deposit Shp #: [20120124-01
v Transaction Date: 1/24/2M48

o Update Date: | 1/24/2018 | @

Customer Name:

Search Name:

Pending Reference #:

Payment

Mew Ref # Existing Reference #:

Debit Memo

Credit Memo

B

Microsoft Access

9 Do you wish to manually assign the reference #7

Click Yes to manually assign a reference # or No to have the system assign the next number in sequential order or

Cancel to cancel.

If Yes is selected the following message displays. Enter user-defined reference #.

Microsoft Access
Please enter a new reference £, (12 characters max. 0K
Alpha-numeric) -

Cancel

ONACCT180124]

Click OK to continue or Cancel to cancel.

If No is selected the following prompt displays.

Microsoft Access

9 (et Mext Reference #7

Yes Mo
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Click Yes the system will populate the next reference number or No to cancel.

Payment
Pending Reference ii: v Mew Ref # Existing Reference #: ™
Cash Deposit
Reference # D ate Code Description Sale Amount Shp # Checking Account #
¥ (0002033 [1/24/2008 [ CF [Payment O [2018M124-01  [3850774093
[] Consignment Invoice Payment Type: ’7\, «f  Check #: |
Field Name Maéi;eld Field Type Description
Reference # 12 Alpha/Numeric Automatically populates with the new reference number.
Automatically populates with the date selected or entered in
Date Date/Time the Transaction Date field.
Code 2 Alpha/Numeric | Automatically populates with CP (Cash Payment).
Automatically populates with Payment. This field can be
Description 25 Alpha/Numeric edited.
Check this box if the transaction is a cash sale. That s, a
sale not being applied to an A/R invoice. The system will
debit the bank account selected at the top of the form and
credit the revenue account as defined in Customer Master.
If no revenue account is set up in the Customer Master, the
Cash Sale Yes/No GL postings will have to be entered.
Amount Currency Enter the amount of the payment.
Automatically populates with the user defined or system
Deposit Slip # 12 Alpha/Numeric | generated Deposit Slip # at the top of the form.
Automatically populates with checking account number
Checking Account # 20 Alpha/Numeric selected at the top of the form.
Select the method of payment from the drop down list. If
applicable method is not listed, it can be added Click Green
Payment Type 10 Alpha/Numeric Checkmark.
Enter the customer’s check or credit card number (This field
Check # 10 Alpha/Numeric | can be left blank).

To enter the GL Account numbers for the selected reference payment. Double Click Reference # field. If the customer

setup included the GL posting accounts, the accounts & amounts will automatically populate. The debit

account will be

the bank account selected at the top of the form, the credit account will be the Accounts Receivable. If GL Posting was

not set up the record will be blank, both the debit and credit records will need to be created.

Transaction Total: $200.00 Balance
Debits: $0.00  Credits: $0.00  Balance: IW
Fizcal Posting
Year Div Account # Description Amount Batch # Date Tran #
2018 CATA o 10IMEMO0 | |Sample Custorner | $200.00 | | |
|Ca$h General
2ma CATA | (1020150000 | W |Sample Customer | [$200.00] | | |
|.t’-'«c:|:0unt$ Receivable Misc.

Page 68 of 130



Accounts Receivable Users Guide

Deposits are batched by Deposit Slip #; the GL account used for the debit entry must be the same GL account (Bank
Account) selected at the top of the form.

Max Field
Field Name Size Field Type Description
Debit Entry
Fiscal Year Number Enter current fiscal year.
Division 4 Alpha/Numeric | Enter or select division from drop down options.
Enter or select GL Account number associated to the Checking
Account 10 Alpha/Numeric | Account selected on the Transaction Entry screen.
Automatically populates with the customer name. This field can be
Description 50 Alpha/Numeric | edited.
Amount Currency Enter the amount of the payment (Debit Entry).
Entries cannot be made in this field. Once the item is updated the field
Batch # Number will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated the field
Posting Date Date/Time will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated the field
Tran # Number will be populated for inquiry viewing.
Credit Entry
Fiscal Year Number Enter current fiscal year.
Division 4 Alpha/Numeric | Enter or select division from drop down options.
Enter or select the GL number for the applicable Accounts
Account 10 Alpha/Numeric | Receivable.
Automatically populates with the customer name. This field can be
Description 50 Alpha/Numeric | edited.
Enter the amount to relieve the applicable Accounts Receivable
Account. This number will be entered with a minus sign either before
Amount Currency or after the number. Multiple entries can be made. (Credit Entry).
Entries cannot be made in this field. Once the item is updated the
Batch # Number field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated the
Posting Date Date/Time field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated the
Tran # Number field will be populated for inquiry viewing.
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Balance

Click Balance to verify that debit & credit entries are in balance. Balance will be $0.00 when entry is in balance.

=] 11/4/2011
Transaction Total: $200.00
Debits: $200.00  Credits: | $200.00  Balance: $0.00

Fizcal Posting

Year Div Account # Description Amount Batch # Date Tran &
20118 CATA W [ 1010150100 ¥ |Sam|3|e Cugtomer | $200.00 | | |

|Cash General

2018 CaTaly [1020150100 | . |Sample Customer | [$200.00) | | |

|Accounts Receivable Misc.

v vl I | | |

Record: 4 4 3of3 H Search

Refer to the end of the Payment & Transaction Entry section of this manual for instructions on
Updating Transactions.
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Debit Memo

Click Debit Memo to create a debit memo for the selected customer and reference number.

Microsoft Acces:

9 Do you wish to enter Debit Memos?

5

Click Yes to continue or No to cancel.
Transaction En"Y Checking Account # o Fiscal Year: 2018 [,
Customer #: 000002 | | |Sample Customer Deposit Slip #:
Customer Name: v Transaction D ate: 1/28/20M8 | g
["] Consignment Customer Search Name: " Update Date: ]

Pending Reference i

w

Debit Memo

Mew Ref #t | Existing Reference #: |

RefMum
001 3532
001 3529
001 3529
0013528
0013528
001 3528
001 3527
001 3526
001 3525
001 3525
001 3523
001 3523
00002040
9

TranMurr| Trat| TranD ate

7339
TI2E
EEX]
73258
T334
7335
7324
7323
T3
7340
7320
7328
337

Dk
IN
Dk

172472018
1/24/2M8
1/24/2M8
1/24/2M8
1/24/2018
1/24/2M38
1/24/2M8
17247208
1A15/2018
1/25/218
172472018
1/24/2M8
1/24/2018

Amount
$100.00
$50.00
2000
$120.00
($150.00)
[$1.20.00)
$160.00
$63.00
$2.620.00
[$1.500.00)
$550.00
[$550.00]
[$50.00)
[

Payment

Debit Memo

Credit Memo
Invoices
Adjustments

Pending

Max Field
Field Name Size Field Type Description

Select a debit memo reference number from the drop down
list. References will only be available if the debit memo has

Pending Reference # 12 Alpha/Numeric | not been updated.

New Reference # 12 Alpha/Numeric | Click to create a new reference number.
Select an existing reference number to post a debit memo to

Existing Reference # 12 Alpha/Numeric | an existing invoice or debit memo.

If an existing reference number was selected, the following prompt displays.

©

Microsoft Access

Warning: This is an existing reference #,
You may be creating a duplicate entry.

Do you wish to create an additional transaction using the same

reference #7
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If the debit memo will be applied to an existing reference number. Click Yes to continue or No to cancel.

Transaction Ener Checking Account # (3350774093 v | M - General Fiscal Year: 2012 [, =)
Customer #: 000002 |, |Sampla Customer Deposit Slip #: ’7
Customer Name: “ Transaction Date: ’m B
["] Consignment Customer Search Name: v Update D ate: '7 ]
Debit Memo fovment
Pending Reference #: " Mew Ref #t Existing Reference #: 0013529 w Debit Memo
Credit Memo
Heference # Date Code Description Consign Amount =
¥ |[0013523 [T7z4/2012 [ DM [DebitMemo O Invoices
Adjustments
Pending
Field Name Maéizeld Field Type Description
Reference # 12 Alpha/Numeric Automatically populates with the reference number selected.
Automatically populates with the date selected or entered in the
Date Date/Time Transaction Date field.
Code 2 Alpha/Numeric Automatically populates with DM (Debit Memo).
Automatically populates with Debit Memo. This field can be
Description 25 Alpha/Numeric edited.
If the debit memo will be applied against a consignment
_ reference number the box will need to be checked or will auto
Consign Yes/No populate via the reference number selected.
Amount Currency Enter the amount of the debit memo.

If New Ref # was selected, the following prompt displays.

9 Do you wish to manually assign the reference #7

Microsoft Access

Click Yes to manually assign a reference # or No to have the system assign the next number in sequential order or
Cancel to cancel.

If Yes is selected the following message displays. Enter a user defined debit memo reference number.

Alpha-numeric)

DM201801]

Please enter a new reference #. (12 characters max.

Microsoft Access

Cancel

Click Ok to continue or Cancel to cancel.
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Click OK.

Microsoft Access

o Mew Reference # Created.

oK

If No is selected the following message displays.

Yes

Microsoft Access

9 Get Mext Reference #7

Click Yes the system will populate the next reference number in sequential number or No to cancel.

Transaction Enfry cpecking account # [ei77ana o | [M - General Fiscal Year: [2018 [
Customer #: 000002 |+, | [Sample Customer Deposit Slip #:
Customer Mame: v Transaction Date: 17247208 | @
[] Consignment Customer Search Name: v Update Date: &
Debit Memo Payment
Pending Reference if: Mew Ref # Existing Reference #: v Debit Memo
Credit Memo
Reference # Date Description Consign Amount =
¥ | HEEE [T7z4720E [ DM [DebitMemo O trvoices
Adjustments
Pending
] Max Field . o
Field Name Size Field Type Description
Automatically populates with the reference number selected
Reference # 12 Alpha/Numeric or entered.
Automatically populates with the date selected or entered in
Date Date/Time the Transaction Date field.
Code 2 Alpha/Numeric Automatically populates with DM (Debit Memo).
Automatically populates with Debit Memo. This field can be
Description 25 Alpha/Numeric edited.
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Field Name Maéi;'aeld Field Type Description
If the debit memo will be applied against a consignment
reference number the box will need to be checked or will
Consign Yes/No auto populate via the reference humber selected.
Amount Currency Enter the amount of the debit memo.

After the debit memo is entered the entry must be recorded to the General Ledger. If the customer setup did not include
the GL posting accounts, both the debit and credit entries must be entered on this form.

Double Click Reference # field. If the customer setup included the GL posting accounts, the amounts will automatically
populate. The debit account will be the accounts receivable account if set up in the customer master setup (GL
Posting). The credit account will be the revenue account entered if setup in the customer master setup (GL Posting).

If GL Posting was not set up the record will be blank, both the debit and credit records will need to be created.

Transaction Total: $100.00
Debits: 410000  Credits: $100.00  Balance: $0.00
Fizcal Posting
Year Div Account # Description Amount Batch i Date Tran #
208 |[CATA 1020150100 [y ||Sample Customer | $100.00 | | |
|.-‘-'«c:counts Fieceivable Mizc.
208 CATA 4010101010 |+ | |Sample Custamer | [#$100.00] | | |
|CE - Passenger Fares - Family Passes
Max Field
Field Name Size Field Type Description
Debit Entry
Fiscal Year Number Enter the current fiscal year.
Division 4 Alpha/Numeric Select Division from the drop down options.
Select the GL Account number from the drop down. (Accounts
Account 10 Alpha/Numeric Receivable).
Automatically populates with the customer name. This field can
Description 50 Alpha/Numeric be edited.
Enter the amount applicable to the GL Account number selected
Amount Currency Multiple GL account numbers and amounts can be entered.
Entries cannot be made in this field. Once the item is updated
Batch # Number the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Posting Date Date/Time the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Tran # Number the field will be populated for inquiry viewing.
Credit Entry
Fiscal Year Number Enter the current fiscal year.
Division 4 Alpha/Numeric Select Division from the drop down options.
Account 10 Alpha/Numeric Select the GL Account number from the drop down. (Revenue)
Automatically populates with the customer name. This field can
Description 50 Alpha/Numeric be edited.
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Max Field
Field Name Size Field Type Description
Enter the applicable amount using a minus in front or back of the
amount entered. Multiple GL Accounts and amounts can be
Amount Currency entered.
Entries cannot be made in this field. Once the item is updated
Batch # Number the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Posting Date Date/Time the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Tran # Number the field will be populated for inquiry viewing.

Balance

Click Balance to verify that debit & credit entries are in balance. Balance will be $0.00 when entry is in balance.

Tranzaction Total: $100.00
Debits: $100.00  Credits: $100.00  Balance: $0.00
Fizcal Posting
Year Div Account # Description Amount Batch i Date Tran #
208 CATA 10201500100 | |Sample Customer | $100.00 | | |

|Ac:u:ount$ Receivable Misc,

2018 CATA | o 4010101010 | o |Samp|e Customer | [$100.00) | | |

|CB - Pazzenger Fares - Family Pazzes

Credit Memo

Click Credit Memo to create a credit memo for the selected customer and reference number.

Microsoft Access

g Do you wish to enter Credit Memaos?
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Click Yes to continue or N

o to cancel.

Transaclion Entry Checking Account #

Fiscal Year: 2018 |,

W
Customer #: 000002 w | |Sample Customer Deposit Slip #: ’7
Customer Name: v Transaction Date: | 1/25/2018 | @
[[] Consignment Customer Search Name: w Update Date: &
Credit Memo figvment
Pending Reference #: v Mew Ref # Existing Reference #: | v Debit Memo
Fieftum TranMurr| Trar TranD ate Amaount Credit Memo
0013532 7339 D | 1/24/2018  $100.00 =
0013529 TI26 IM 1/24/20018 | $50.00 Invoices
0013529 7338 DM 1724720018 | $2000 =
0013528 7I25IN [1/24/2013  $12000 aistnents
003528 T334 CP 1/24/2018  ($150.00] Pending
003528 733B CP 1/24/2018  ($120.00]
0013527 7324 IN [ 1/24/2018 $160.00
0013526 7323 IM 1/24/20018 | $69.00
0013525 a2z IN 1552008 $2,620.00
0013525 7340 CP 1/25/2018 [$1.500.00]
0013523 320 IN [ 1/24/2018  $550.00
0013523 7328 CP 1/24/2018  ($550.00]
00002040 7337 CP 1/24/2018 | [$50.00]
0 P 3 | [$200.00)
- Max Field . L
Field Name Size Field Type Description
Select a credit memo reference number from the drop down
list. References will only be available if the credit memo has
Pending Reference # 12 Alpha/Numeric | not been updated.
New Reference # 12 Alpha/Numeric | Click to enter a new reference.
Select an existing reference number to post a credit memo to
Existing Reference # 12 Alpha/Numeric | an existing invoice or debit memo.

If an existing reference number was selected, the following prompt displays.

©

Microsoft Access

Warning: This is an existing reference 2,
You may be creating a duplicate entry.
Do you wish to create an additional transaction using the same

reference 7

If the credit memo is being applied to an existing reference number, Click Yes to continue or No to cancel.

Page 76 of 130




Accounts Receivable Users Guide

Transaction En“Y Checking Account # v Fiscal Year: 2013 .,
Customer #: (000002 |\, | [Sample Customer Deposit Slip #:[
Customer Name: w Transaction D ate: ’m b
[] Consignment Customer Search Name: v Update Date: | 1/25/2018 | g
Credit Memo faavument
Pending Reference #: W Mew Ref # Existing Reference #: 0013525 W Wl Lemm
Credit Memo
Reference # Date Code Description Consign Amount =
b (|TEEE [T725/2018 [ CM  [Credit Memo O ($20.00] Invoices
Adjustments
Pending
Max Field
Field Name Size Field Type Description
Reference # 12 Alpha/Numeric Automatically populates with the reference number selected.
. Automatically populates with the date selected or entered in the
Date Date/Time Transaction Date field.
Code 2 Alpha/Numeric Automatically populates with CM (Credit Memo).
Automatically populates with Credit Memo. This field can be
Description 25 Alpha/Numeric edited.
If the credit memo will be applied against a consignment
reference number the box will need to be checked or will auto
Consign Yes/No populate via the reference number selected.
Enter the amount of the credit amount using a minus sign in the
Amount Currency beginning or at the end of the amount.
New Ref #

If New Ref # is selected, the following prompt displays.

9 Do you wish to manually assign the reference #7

Microsoft Access

Cancel

Click Yes to manually assign a reference # or No to have the system assign the next number in sequential order or

Cancel to cancel.

If Yes is selected the following message displays. Enter a user defined credit memo reference number.

Please enter a new reference £, (12 characters max.

Alpha-numeric)

CM201301|

Microsoft Access

Cancel
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Click Ok to continue or Cancel to cancel.

Click OK.

o Mew Reference # Created.

Microsoft Access

If No is selected the following message displays.

Microsoft Access

0 Get Next Reference 7

Click Yes the system will populate the next reference number in sequential order or No to cancel.

Transac“()n En“Y Checking Account #

vl|

Customer #: 000002 |+, | |[Sample Customer

Deposit Slip #:

Customer Name: w Transaction D ate: 1/25/208 | @
[] Consignment Customer Search Hame: w Update Date: 1/28/2018 @
Credit Memo faavument
Pending Reference #: Mew Ref # Existing Reference #: 0013525 w DebilMeno
Credit Memo
Reference # Date Code Description Consign Amount =
¥ (| EEEE [T72572018 CM  [Credit Mema O [$20.00) nvoices
Adjustments
Pending
Max Field
Field Name Size Field Type Description
Automatically populates with the reference number selected
Reference # 12 Alpha/Numeric or entered.
Automatically populates with the date selected or entered in
Date Date/Time the Transaction Date field.
Code 2 Alpha/Numeric Automatically populates with CM (Credit Memo).
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Max Field
Field Name Size Field Type Description
Automatically populates with Credit Memo. This field can be
Description 25 Alpha/Numeric edited.
If the credit memo will be applied against a consignment
reference number the box will need to be checked or will
Consign Yes/No auto populate via the reference number selected.
Enter the amount of the credit amount enter a minus to the
Amount Currency beginning or end of the amount.

After the debit memo is entered the entry must be recorded in the General Ledger. If the customer setup did not include
the GL posting accounts, both the debit and credit entries must be entered on this form.

Double Click Reference # field. If the customer setup included the GL posting accounts, the amounts will automatically
populate. The debit account will be the revenue account if set up in the customer master setup (GL Posting). The credit
account will be the Accounts Receivable account entered if setup in the customer master setup (GL Posting).
If GL Posting was not set up the record will be blank, both the debit and credit records will need to be created.

Transaction Total: [$20.00) Balance
Debits: $20.00  Credits: $20.00 Balance: +0.00
Fizcal Poszting
Year Div Account # Description Amount Batch # Date Tran #
L IFIE] W 1020150100 | W |Sample Custarner | [$20.00) | | |
|.-’-‘n.cc:0unts Fieceivable Mizc.
20ma CaTA|y 40002 |\ ||Sample Customer | 32000 | | |
|EB - Paszenger Fares - Mobile Ticketing
E | | | |
Field Name Maéi?eeld Field Type Description
Debit Entry
Fiscal Year Number Enter the current fiscal year.
Division 4 Alpha/Numeric Select Division from the drop down options.
Select the GL Account number from the drop down. (Accounts
Account 10 Alpha/Numeric Receivable).
Automatically populates with the customer name. This field can
Description 50 Alpha/Numeric be edited.
Enter the amount applicable to the GL Account number selected
Amount Currency Multiple GL account numbers and amounts can be entered.
Entries cannot be made in this field. Once the item is updated
Batch # Number the field will be populated for inquiry viewing.
. _ Entries cannot be made in this field. Once the item is updated
Posting Date Date/Time the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Tran # Number the field will be populated for inquiry viewing.
Credit Entry
Fiscal Year Number Enter the current fiscal year.
Division 4 Alpha/Numeric Select Division from the drop down options.
Account 10 Alpha/Numeric Select the GL Account number from the drop down (Revenue).
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Field Name MaéiE(LEId Field Type Description

Automatically populates with the customer name. This field can
Description 50 Alpha/Numeric be edited.

Enter the applicable amount using a minus in the front or back of

the amount entered. Multiple GL Accounts and amounts can be
Amount Currency entered.

Entries cannot be made in this field. Once the item is updated
Batch # Number the field will be populated for inquiry viewing.

Entries cannot be made in this field. Once the item is updated
Posting Date Date/Time the field will be populated for inquiry viewing.

Entries cannot be made in this field. Once the item is updated
Tran # Number the field will be populated for inquiry viewing.

Balance

Click Balance to verify that Debit & Credit entries are in balance. Balance will be $0.00 when entry is in balance.

Transaction Total: [$20.00) Balance
Debits: $20.00  Credits: $20.00  Balance: ’W
Fizcal Poszting
Year Div Account # Description Amount Batch # Date Tran #
SIFIE w | 102015000 [ |[Sample Custorner | ($20.00) | | |
|.-’-‘n.cc:0unts Receivable Misc.
2ma CaTah o 4010101002 » |Samp|e Cuztomer | $20.00 | | |
|EB - Paszenger Fares - Mobile Ticketing
* [ [ [ [
Invoices

Click Invoices to create an invoice for the selected customer and reference number.

Microsoft Access
0 Do you wish to enter Invoices?
Yes Mo
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Click Yes to continue or No to cancel.

Transaction Entry Checking Account # v Fiscal Year: 2018 .,
Customer #: 000002 |+, | |Sample Customer Deposit 5lip #: ’7
Customer Name: w Transaction D ate: 1/25/2M8 @
["] Consignment Customer Search Name: w Update Date: 1/25/208 @
Invoices foyment
Pending Reference #: v Mew Ref # Existing Reference #: || v Debit Memo
Feftum TranMurr Trat TranD ate Amount Credit Memo
0013532 cie:: | DM 1/24/2018  $100.00 -
0013529 326 IN 1/24/218  $50.00 Invoices
0013529 ck:} DM 1/24/2018  $20.00 -
0013528 735 N 1/24/2018 | $120.00 fdiusiments
0013528 acert CP 1/24/2m8  ($150.00) Pending
0013528 7338 CP /2472008 ($120000]
0013527 T4 IN 1/24/2018  $160.00
0013526 Facrc} IN 1/24/2018  $69.00
0013525 s IN 14152018 $2.620.00
0013525 7340 CP 1/25/2018  [$1.500.00)
0013523 7320 IN 14242018 | $580.00
0013523 ) CP 1/24/2M8  [($550.00)
LP 0l
: Max Field - _
Field Name Size Field Type Description
Select an invoice reference number from the drop down list.
References will only be available if the invoice has not been
Pending Reference # 12 Alpha/Numeric | updated.
New Reference # 12 Alpha/Numeric | Click to enter a new reference.
Select an existing reference number to post an invoice to an
existing credit or debit memo. This option will rarely be used
Existing Reference # 12 Alpha/Numeric | in invoice entry.

©

Microsoft Access

Warning: This is an existing reference #,
You may be creating a duplicate entry.
Do you wish to create an additional transaction using the same

reference #7

If the invoice is being applied to an existing reference number, Click Yes to continue or No to cancel.

Transaction Entry Checking Account # vl] Fiscal Year: 2018 |,
Customer #: 000002 |, |Sample Customer Deposit Slip #:
Customer Name: w Transaction D ate: 1/25/2M8 @
["] Consignment Customer Search Name: w Update Date: 1/25/208 @

Invoices Gayment,
Pending Reference #: v Mew Ref # Existing Reference #: v Debit Memo
Credit Memo

Reference # Date Code Description Consign Amount =
» . Invoices
[IMv201801 [1/25/2018 N [Irvoices O [

Adjustments

Pending
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Field Name Ma;i;laeld Field Type Description

Reference # 12 Alpha/Numeric Automatically populates with the reference number selected.
Automatically populates with the date selected or entered in the

Date Date/Time Transaction Date field.

Code 2 Alpha/Numeric Automatically populates with IN (Invoice).

Description 25 Alpha/Numeric Automatically populates with Invoices. This field can be edited.
If the invoice will be applied against a consignment reference
number the box will need to be checked or will auto populate via

Consign Yes/No the reference number selected.

Amount Currency Enter the amount of the invoice.

New Ref #

If New Ref # was selected, the following prompt displays.

Microsoft Access

o Do you wish to manually assign the reference 27

Click Yes to manually assign a reference # or No to have the system assign the next number in sequential order or

Cancel to cancel.

If Yes is selected the following message displays. Enter a user defined invoice reference number.

INVZ018071|

Microsoft Access

Cancel

Please enter a new reference £, (12 characters max. oK
Alpha-numeric) -

Click Ok to continue or Cancel to cancel.

Click OK.

o Mew Reference # Created.

Microsoft Access
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If No is selected the following message displays.

Click Yes to continue or No to cancel.

The system will populate the next reference number in sequential order.

es

Microsoft Access

9 Get Mext Reference #7

Transac“()n Entry Checking Account #

vl|

Customer #: 000002 |, | |Sample Customer

["] Consignment Customer

Customer Hame:

Search Name:

Fiscal Year: 2013 | .,

Deposit Slip #:
Tranzaction Date: /25208 | @

Update Date: |  1/25/2018 | @

Invoices
Pending Reference #: v New Ref # Existing Reference #: v
Reference # Date Code Description Consign Amount
o

T‘mm EEE [72572018 | N [irwoices

Adjustments

Payment
Debit Memo
Credit Memo

Invoices

Pending

Max Field
Field Name Size Field Type Description

Reference # 12 Alpha/Numeric Automatically populates with the reference number.
Automatically populates with the date selected or entered in

Date Date/Time the Transaction Date field.

Code 2 Alpha/Numeric Automatically populates with IN (Invoice).
Automatically populates with Invoices. This field can be

Description 25 Alpha/Numeric edited.
If the invoice will be applied against a consignment reference
number the box will need to be checked or will auto populate

Consign Yes/No via the reference number selected.

Amount Currency Enter the amount of the invoice.

After the invoice is entered the entry must be recorded in the General Ledger. If the customer setup did not include the
GL posting accounts, both the debit and credit entries must be entered on this form.

Double Click Reference # field. If the customer setup included the GL posting accounts, the amounts will automatically
populate. The debit account will be the Accounts Receivable if set up in the customer master setup (GL Posting). The
credit account will be the Revenue account entered if setup in the customer master setup (GL Posting).
If GL Posting was not set up the record will be blank, both the debit and credit records will need to be created.
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Transaction Total: $100.00
D ebits: 4$100.00  Credits: $100.00  Balance: $0.00
Fizcal Posting
Year Div Account # Description Amount Batch i Date Tran #
28 |[CATA[y | 1020150700 |\ ||Sample Customer | $10000 | | |

|.~’-'«c:u:ount$ Receivable Misc,

2018 CATA | o 400101010 | |Samp|e Customer | [$100.00) | | |

|CB - Paszzenger Fares - Family Paszes

Field Name Maéi?eeld Field Type Description
Debit Entry
Fiscal Year Number Enter the current fiscal year.
Division 4 Alpha/Numeric Select Division from the drop down options.
Select the GL Account number from the drop down. (Accounts
Account 10 Alpha/Numeric Receivable).
Automatically populates with the customer name. This field can
Description 50 Alpha/Numeric be edited.
Enter the amount applicable to the GL Account number
selected Multiple GL account numbers and amounts can be
Amount Currency entered.
Entries cannot be made in this field. Once the item is updated
Batch # Number the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Posting Date Date/Time the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Tran # Number the field will be populated for inquiry viewing.
Credit Entry
Fiscal Year Number Enter the current fiscal year.
Division 4 Alpha/Numeric Select Division from the drop down options.
Account 10 Alpha/Numeric Select the GL Account number from the drop down. (Revenue).
Automatically populates with the customer name. This field can
Description 50 Alpha/Numeric be edited.
Enter the applicable amount using a minus in the front or back
of the amount entered. Multiple GL Accounts and amounts can
Amount Currency be entered.
Entries cannot be made in this field. Once the item is updated
Batch # Number the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Posting Date Date/Time the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Tran # Number the field will be populated for inquiry viewing.
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Balance

Click Balance to verify that Debit & Credit entries are in balance. Balance will be $0.00 when entry is in balance.

Tranzaction Total: $100.00
Debits: $100.00  Credits: $100.00  Balance: $0.00
Fizcal Posting
Year Div Account # Descnption Amount Batch i Date Tran #

g |[CATA[. | 1020150700 |\ ||Sample Customer | $10000 | | |

|.t’-'«c:|:0unt$ Receivable Misc.
2018 CATA o 40101010 | W |Samp|e Customer | [$100.00) | | |

|CE - Pazzenger Fares - Family Pazzes

Adjustments

Click Adjustments to create an adjustment for the selected customer and reference number.

Microsoft Access

e Do you wish to enter Adjustments?

Click Yes to continue or No to cancel.
Transaction Entry Checking Account # v Fiscal Year: 2013 .,
Customer #: 000002 |+, | |Sample Customer Deposit Slip #:
Customer Name: w Transaction D ate: 1/25/2018 | @
["] Consignment Customer Search Hame: w Update Date: 1/25/2018 | @
Adjustments faavment
Pending Reference #: v Mew Ref # Existing Reference #: v Debit Memo
Credit Memo
Invoices
Pending
. Max Field . .
Field Name Size Field Type Description
Select an adjustment reference number from the drop down
list. References will only be available if the adjustment has
Pending Reference # 12 Alpha/Numeric | not been updated.
New Reference # 12 Alpha/Numeric | Click to create a new adjustment reference number.
Select an existing reference number to post an adjustment to
Existing Reference # 12 Alpha/Numeric | an existing invoice, debit memo or credit memo.

Page 85 of 130




Accounts Receivable Users Guide

Customer #: 000002 |, | |Sample Customer

Transac“()n Entry Checking Account #

v Fiscal Year: 2018 | .,

Customer Name:

Deposit Slip #:
w Transaction Date: 1/25/208 | @

[[] Consignment Customer Search Name: w Update Date: 1/25/2018 @
Adjustments
Pending Reference #: Mew Ref # Existing Reference #: v

Amount
$100.00

$50.00
0013529 7338 DM 1/24/20018  $20.00
0013528 73258 IN - 1f24/2008 0 $120.00
00135248 7334 CP | 1/24/20018  ($150.00)
0013528 7335 CP [ 1/24/20018  ($120.00)
003527 7324 IN | 1/24/2018 | $160.00
0013526 7323 IN | 1/24/2018 | $63.00
0013525 7322 IN 14152018 | $2.620.00
0013525 7340 CP 1/25/218  [$1.500.00)
0013523 7320 IN | 1/24/2018 | $550.00
0013523 7328 CP | 1/24/20018  ($550.00)
00002040 7337 CP | 1/24/2018 | ($50.00)
00002033 7329 CP [ 1/24/2018 | ($200.00)

Debit Memo
Credit Memo

Adjustments

Payment

Invoices

Pending

If an existing reference number was selected, the following prompt displays.

9 Warning: This is an existing reference £,

You may be creating a duplicate entry.
Do you wish to create an additional transaction using the same

reference #7

Microsoft Access

If the invoice is being applied to an existing reference number, Click Yes to continue or No to cancel.

Max Field
Field Name Size Field Type Description

Reference # 12 Alpha/Numeric Automatically populates with the reference number selected.
Automatically populates with the date selected or entered in the

Date Date/Time Transaction Date field.

Code 2 Alpha/Numeric Automatically populates with AJ (Adjustment).
Automatically populates with Adjustment. This field can be

Description 25 Alpha/Numeric edited.
If the invoice will be applied against a consignment reference
number the box will need to be checked or will auto populate

Consign Yes/No via the reference number selected.

Amount Currency Enter the amount of the adjustment.
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New Ref #

If New Ref # was selected, the following prompt displays.

Microsoft Access n

e Do you wish to manually assign the reference #7

Click Yes to manually assign a reference # or No to have the system assign the next number in sequential order or
Cancel to cancel.

If Yes is selected the following message displays. Enter a user defined invoice reference number.

Microsoft Access H

Please enter a new reference #. (12 characters max. oK
Alpha-numeric) -

Cancel

[INv201801)

Click Ok to continue or Cancel to cancel.

Microsoft Access H

o Mew Reference # Created.

Click OK.

If No is selected the following message displays.

Microsoft Access

9 Get Mext Reference #7
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Click Yes to continue or No to cancel.

The system will populate the next reference number in sequential order.

Transaction Entry Checking Account # vl] Fiscal Year: 2018 |, =
Customer #: 000002 |, | |Sample Custamer Deposit Ship #: ’7
Customer Name: w Transaction Date: ’m b
["] Consignment Customer Search Name: w Update Date: 1/25/2018 | @
Adjustments faosment
Pending Reference i: v Mew Ref # Existing Reference #: 0013532 w Debilbcno
Credit Memo
Reference # Date Code Description Consign Amount =
» | TEEE [1725/2018 [ &) [Adustments o Invoices
Adjustments
Pending
Max Field
Field Name Size Field Type Description
Reference # 12 Alpha/Numeric Automatically populates with the reference number.
_ Automatically populates with the date selected or entered in
Date Date/Time the Transaction Date field.
Code 2 Alpha/Numeric Automatically populates with AJ (Adjustment).
If the invoice will be applied against a consignment reference
number the box will need to be checked or will auto populate
Consign Yes/No via the reference number selected.
Automatically populates with Adjustment. This field can be
Description 25 Alpha/Numeric edited.
Enter the amount of the adjustment. If adjustment will be for
a negative amount add the minus to the beginning or end of
Amount Currency the amount.

After the adjustment is entered the entry must be recorded in the General Ledger. If the customer setup did not include
the GL posting accounts, both the debit and credit entries must be entered on this form.

Double Click Reference # field. If the customer setup included the GL posting accounts, the amounts will automatically
populate. The debit/credit account will be the Accounts Receivable. The credit/debit account will be the Revenue
account. If GL Posting was not set up the record will be blank, both the debit and credit records will need to be created.

Tranzaction Total: $2 80
Debits: $260  Credits: 4250 Balance: IW
Fiscal Posting
Year Diw Account # D escription Amount Batch # Date Tran #

2ma CaTh | 1020150000 " |Sample Cuztomer | $2.50 | | |

|.-’-'n.c:n:c:unts Receivable Mizc.
208 CATA|w 4010101002 | W |Sam|:ule Customer | [$2.50) | | |

|EB - Pazzenger Fares - Mobile Ticketing
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Max Field

Field Name Size Field Type Description
Debit Entry
Fiscal Year Number Enter the current fiscal year.
Division 4 Alpha/Numeric Select Division from the drop down options.
Select the GL Account number from the drop down. (Accounts
Account 10 Alpha/Numeric Receivable).
Automatically populates with the customer name. This field can
Description 50 Alpha/Numeric be edited.
Enter the amount applicable to the GL Account number selected
Amount Currency Multiple GL account numbers and amounts can be entered.
Entries cannot be made in this field. Once the item is updated
Batch # Number the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Posting Date Date/Time the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Tran # Number the field will be populated for inquiry viewing.
Credit Entry
Fiscal Year Number Enter the current fiscal year.
Division 4 Alpha/Numeric Select Division from the drop down options.
Account 10 Alpha/Numeric Select the GL Account number from the drop down (Revenue).
Automatically populates with the customer name. This field can
Description 50 Alpha/Numeric be edited.
Enter the applicable amount using a minus in the front or back of
the amount entered. Multiple GL Accounts and amounts can be
Amount Currency entered.
Entries cannot be made in this field. Once the item is updated
Batch # Number the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Posting Date Date/Time the field will be populated for inquiry viewing.
Entries cannot be made in this field. Once the item is updated
Tran # Number the field will be populated for inquiry viewing.
Balance

Click Balance to verify that Debit & Credit entries are in balance. Balance will be $0.00 when entry is in balance.

Transzaction Total:

$2.50

Debits: $260  Credits: 4250 Balance: IW
Fiscal Posting
Year Diw Account # D escription Amount Batch # Date Tran #
2Ma8 CaTaly 1020750700 | |Sample Customer | $2.60 | |
|.-’-'n.c:n:c:unts Receivable Mizc.
28 CATA | 4000001002 | W |Sam|:ule Customer | [$2.50 | |
|EB - Pazzenger Fares - Mobile Ticketing
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Pending

Click Pending to view all entries that have not been updated, the following form displays. Entries listed will be those

with a transaction date that is equal to or less than the date entered in the Transaction Date field.

Transaction Entry cpecking Account # [sas0774033 | [M - General Fiscal Year: 2018 [,
Customer #: v Deposit Slip #: ’7
Customer Name: w Transaction D ate: ’m b
["] Consignment Customer Search Name: w Update Date: 1/25/208 @
Transactions Pending UpdElTe User Id: w  [|AllUsers | gelect All Unselect All Update
Cash Payment -
Update Reference # Date Code Description Sale Type Check # Amount
| 0013525 [ 17252008 | M [Credt Memo O [ [ -20.00
|Ida_l,l |DDDDD2 |Sample Customer | |
|Do13525 [ 172572018 | &) [Adiustments O [ [ 250
|Ida_l,l |DDDDD2 |Sample Customer | |
|Dov3sz7 [ 1/25/2018 | DM [Dehit Mema O [ [ 2500
|Ida_l,l |DDDDD2 |Sample Customer | |
[EMz0130 [ 1/25/2018 | M [Credit Mema O [ [ -25.00
|Ida_l,l |DDDDD2 |Sample Customer | |
Total: 750

Payment

Debit Memo
Credit Memo
Invoices
Adjustments

Pending

Entries can be updated for a specific user or all users. To update entries for a specific user, select the user from the

drop down list or check the All User box.

Select All or Unselect All

Click Select All, entries for the selected user or all users will be checked. Click Unselect All to remov

e the

checkmarks. Individual checkmarks can be removed by checking on the update box for the Ref # to not be updated at

this time.

Get Totals

Click Get Total to see the total amount for all selected items.

Invoice Entry Customer #: v | Fiscal Year: 2015 || Reference #: v
Customer Name: w
Search Mame: o GL Posting Date: 1/24/2018 @ Update Date: 1/24/2M8 | @
Invoices Pending UpdElTe User Id: v | [JAlUsers Select All Unselect All Update
Ref nyoice
Update Ref # Code Description Date Met
|0013529 [I [INWOICE | 1240208 | 50.00
|Ida_l,l |DDDDD2 Sample Customer
Total: 50.00

Master

Line Items
GL Entries
Pending
Print
Void
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Update

Click Update to update the selected pending reference numbers.

@

Microsoft Access

This opticn updates the customer, sales inventory,
accounts receivable, and general ledger files.

Once the update has completed,
no further changes will be allowed.

An audit report will print first and you will be prompted again for
update,

Do you wish to continue?

Click Yes to continue or No to cancel.

If GL entries are missing the following message displays.

& 'nvoice #:0013531
‘S Mo GL distribution found...Mo update allowed.

Microsoft Access n

If GL is out of balance the following message displays.

@3 Invoice #:0013531
&/ GL distribution out of balance..No update allowed.

Microsoft Access

Click OK. Locate the reference invoice, double click in the Ref # field to open the reference number and make the

necessary corrections.

Once all entries are correct. Click Update the following Invoice Audit Report displays on the screen. Fleet-Net
recommends either printing or saving the report prior to updating the entries. Review the report for accuracy. Use the
Windows, File, Print process to print a hard copy.
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Tnvoice Audit Report
Customer Mame Cust# Imsoice # Code Description Irvoice Date Comment
Samgie Customer 000002 0013523 IN - IMVOICE V242018
Line Item # Description GQuartity UM UnitPrice  Extended Price
Test Charges 100 EA 350.00 360.00
Posting
Date Div # Account# Title Description Debits Credits
CATA 010101026 CB - Passenger Fares - JAS| Sample Customer $50.00
CATA 1020150100 Accounts Recaivable Misc Sample Customer $50.00
Totals: $50.00 $50.00
Sales Tax % Gross Sales Tax Freight Deposit MNet
0 $50.00 $0.00 .00 20,00 $50.00
Gross Sales Tax Freight Deposit MNet
1 Imvoices Report T otals: $50.00 $0.00 .00 $0.00 $50.00
Click X Close Print Preview to generate the Invoice Audit GL Recap Report.
Invoice Audit GL Recap Report
Posting Invoics
Dats Raf# Dzt Customer £ Descr plion Debi s Cradits
Fiscal Year: 2018 DivE CATA  Account# 1020150100 Account Recaivable Misc.
0013528 1242015 000002 Sample Customer 350,00
Account Totls: 550.00
Fiscal Year: 2018 DivE CATA  Account# 4010101028 CB -Passanger Faras- JA 3l
0013528 1242015 000002 Sample Customer 35000
Account Totls: 550,00
2 Transactions Raport Totls: 550.00 550,00

Click X Close Print Preview the following message displays.

Microsoft Access

This option updates the customer, sales inventory,
accounts receivable, and general ledger files.

Once the update has completed,
no further changes will be allowed

Do you wish to continue?

Click Yes to Update or No to cancel.
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Microsoft Access

o Update Completed Successfully

Payment & Transaction Entry.....continued

Once update is completed Click OK.

After the update is complete. No changes can be made to the Invoices. The system will mark the invoice UPDATED as

shown below.

Invoice Entry Customer #: 000002 || Fiscal Year: 2012 [, | Reference #: 0013529 w
|Sample Customer
Customer Name: w
Search Name: o GL Posting Date: | 1/24/2018 g Update Date: | 1/24/2018 |
Reference Code: I Description: |[INVOICE Reference Date: 1/24/2018
Comment: ‘ [[] Consignment Invoice
Updated Sales Tax %: 0.0
Sarnple Custormer Loz $50.00
585 5. Main Street Sales Tax: $0.00
Suite #4
Building #123 Freight: $0.00
L4S VEGAS Ny 85120-000
Deposit: ’W
MNet:
Phonef: [[555) 1212121 Extl: | Phone2: [F55) 1212122 Ewmt2: | © $50.00
Fax: |[555]121-2123 E-Mail Address: |LdayGflest-net.com

New Ref #
Master
Line Items
GL Entries
Pending
Print
Void

Invoices, Credit Memos and/or Debit Memos can be printed either before or after the update has been completed.

Aged Trial Balance

Click Aged Trial Balance to print a trial balance showing customer number, name, phone number, year-to-date sales,
balance due and current balance. Only updated invoices and transactions will appear on the Aged Trail Balance Report.

Aged Trial Balance

From Customer #: 000002 || Thru Customer #: 000004 |,

Transactions Thru Date: ’m =
[]All Customers
Sort By Customer Name
[[]Sort By Customer #
Print Detail

[] Consignment Invoices

Print
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Field Name Magi;laeld Field Type Description
Enter the first customer number for the report — Leave blank
From Customer # 8 Alpha/Numeric | if the report is being generated for all customers.
Enter the last customer number for the report — Leave blank
Thru Customer # 8 Alpha/Numeric | if the report is being generated for all customers.
Enter a transaction date that represents the latest date that
Transactions Thru Date Date/Time will be listed on the report.
Check this box to include all customers with outstanding
All Customers Yes/No balances.
Sort By Customer Name Yes/No Check this box to list the customer by name.
Sort By Customer # Yes/No Check this box to list the customer by customer number.
Check this box to see invoice detail by customer. Leave
the box unchecked to view summary totals only. (See
Print Detall Yes/No samples below).
Open Items Only Yes/No Check this box to view customer(s) with balances.
Check this box to view only invoices/payments on
Consignment Invoices Yes/No consignment.

Print

Click Print to generate the report; the following prompt displays.

Microsoft Access

0 Do you wish to print report now?

Yes

Mo

Click Yes to continue or No to cancel.
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Sample of report With Print Detail and Open Items Only checked.

Aged Balances By Customer Name - Open ltems Only
Thru Date: 1/25/2018
Ref # Date Code Ytid Sales Current Over 30 Over 60 Over90 Cns Balance
000007  Sample Customer (5E5) 121-M121  (556) 1212122
00002038 1242015 CF Paymant 6548 (5200.00) 5000 50.00 soo0 O
00002040 1242018 CF Faymant (350.00) $0.00 $0.00 000 O
03525 152018 1M INVOICE $2,80000 $0.00 $0.00 000 O
03525 1252018 CF Paymant 122 §1,500.00) 5000 5000 o O
013525 1252018 CM Gredit Memo (520.00) 5000 50.00 w00 O
03526 1242018 1M INVOICE 382,00 $0.00 $0.00 o0 O
013526 1252018 Al Adjustments 325D $0.00 $0.00 000 O
03527 1242018 IN INVOICE 516000 $0.00 $0.00 soo0 O
03527 1252018 DM Debit Memo 2500 50,00 5000 oo O
0DM3E28 1242018 1M INVOICE $12000 $0.00 $0.00 soo0 O
0013528 1242012 CF Faymant (3150.00) $0.00 $0.00 o0 O
013528 1242015 CF Paymant (3120.00) $0.00 $0.00 soo0 O
03525 1242015 IN INVOICE 35000 5000 5000 o O
03529 1242015 DM DebitMemo 2000 5000 50.00 w00 O
03512 1242012 DM Debit Mamo $10000 $0.00 $0.00 o0 O
CM201501 1252018 CM Credit Memo (325.00) $0.00 $0.00 soo0 O
CustomerT otals: $3671.50 $1.40M 50 $0.00 .00 $0.00 $1.101.50
100.00% 0.00% 0.00% 0.00%
Report Totle: $1ET1.50 $1.10150 $0.00 0.0 $0.00 $1.101.50
10000% 0.00% 0.00% 0.00%
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Auto Invoicing

This process is used to automate invoicing for customers whose invoices remain consistent. Available billing cycles are
monthly, quarterly or annually.

Customers must be setup in Customer Information and payment terms and contract amount (if applicable) defined.
Also, Sales Inventory should be defined. Customers must also have default GL (A/R and Revenue) accounts

assigned.

Accounts Receivable

EACIE{PA Y EY EAPS P S

7

Invoicing

Payment & Transaction Entry ?

Customer Information ?

Aged Trial Balance

Setup Features

=]

Auto Invoicing

Statement Printing

Transaction Detail Report

Tnal Balance by GL Distribution

Pass Tracking

| | =] [ =] [ =] [

|
|
|
|
|
Sales Inventory | T
|
|
|
|
|
Return To Previous Menu |

Auto Invoicing Entry

Click Auto Invoice Entry to set up an automatic invoice.

Auto Invoicing

|
2
s

16

Auto Invoice Entry

wd || e |

Generate Auto Invoices |

Return to Previous Menu

New Ref #

Enter or select the customer from the drop down option.

Click New Ref # to generate the invoice that will be used in auto invoicing to generate customer invoices on a

scheduled bases.
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Auto Invoice En“y Customer #: |C1017 | Fiscal Year: 2018 |, | Reference #: P
[ The Benecon Group
Customer Name: =
Search Name: v
Hew Rel #
Master
Line Items
GL Entries
Print
Delete
Max Field
Field Name Size Field Type Description
Select the customer number from the drop down list or enter the
Customer # 8 Alpha/Numeric | customer number.
After an automatic invoice is set up you can select the
Reference # 12 Alpha/Numeric | reference number from the drop down list.
To search by customer name, select the customer name from
the drop down list or enter the customer name. Once the
Customer Name 50 Alpha/Numeric | customer is selected the field will populate.
To search by customer search name, select the customer
search name from the drop down list or enter the customer
search name. Once the customer is selected, the customer
Search Name 30 Alpha/Numeric | number field will populate.

The following displays after clicking New Ref #

Enter new reference #

BG2014

Microsoft Access

Enter a user defined Auto-Invoicing reference number.

Click OK to continue or Cancel to cancel.

Auto Invoice Entry

Customer #: |C1017 | Fiscal Year: 2015 | Reference # BGZ015 w

| The Benecon Group

Customer Name:

Search Name:

New Ref it
Description: [Invoice Hext Invoice Date: Fl Sales Tax %: 0.00 Master
Comment: | Gross: $0.00 Line Items
Expiration D ate: Frequency: Preferred Day: Sales Tax: $0.00 GL Enties
Freight: $0.00 Print
Met ’7
The Benecon Group © s Delete

P 0 Bax 5406
Lancaster PA 17606

Phonel: |

Fax: E-Mail Addiess: |

Extl: |

Phone2: |

Ext2: |
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Max Field
Field Name Size Field Type Description
Defaults to Invoice. This will display at the top of the form,
Description 25 Alpha/Numeric above the customer name and address.
Next Invoice Enter the NEXT invoice date or select the date from the
Date Date/Time calendar.
Enter customer specific comments. The comment will print
on every invoice generated for the selected reference
Comment 40 Alpha/Numeric number.
Enter the date that the LAST invoice will be generated for this
customer and reference number. If the expiration date is less
than or equal to the system date an invoice will NOT be
Expiration generated. If the expiration date is later than the system date,
Date Date/Time an invoice WILL be generated.
Enter the number of months between billings. 1 = Monthly, 3
Frequency 2 Number = Quarterly, 12 = Annually.
Preferred Day 2 Number Enter the day of the month that the invoice will be generated.
If sales tax was set up in Customer Information, this field will
Sales Tax automatically populate. An amount can be entered or edited
Percentage 5 Number on this form.
Gross Currency Automatically populates once line items are entered.
Sales Tax Currency Automatically populates once line items are entered.
Freight Currency Enter freight charges, if applicable.
Net Currency Automatically populates once line items are entered.
Line Iltems

Click Line Items to enter the line items being invoiced. Refer to the Sales Inventory section of this manual for further
instructions for setting up the default GL accounts for Sales Inventory.

AUto InVOice E“"Y Customer #: C1017 w | Fiscal Year: 2018 ., Heference #: BG2018 v
| The Benecon Group
Customer Hame: "
Search Mame: "
Line Hon- Unit Extended New Ref #
# Info Stock Item # Description Meas Unit Price Auantity Price
Master
» 1 O O [as w | |Feduced Fare Coupons E& W | £17.0000 | 10.00 | $170.00
Line Items
Div: |CATA | Account #: 40101010256 | o |EB - Paszenger Fares - Reduced Fare GL Entries
* O O > ‘ = | Print
Delete
Div: v | Account #: vl
Max Field
Field Name Size Field Type Description
Line # Number Automatically populates when data is entered on the line.
Check this box to enter a comment in the description field. The
Information Yes/No comment will print on the invoice.
Check this box if the item being invoiced has not been entered in
Non-Stock Yes/No the sales inventory.
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Max Field
Field Name Size Field Type Description
Select the sales inventory item being invoiced from the drop down
ltem # 20 Alpha/Numeric | [ist.
Automatically populates based on the stock Item selected. For
Description 255 Alpha/Numeric | non-stock items, enter a description.
Automatically populates based on the stock Item selected. For
non-stock items, enter a unit of measure or select from the drop
Unit of Measure 2 Alpha/Numeric | down list.
Automatically populates based on the stock Item selected. For
Unit Price Currency non-stock items, enter a unit price.
Quantity 10 Number Enter the quantity of the item being invoiced.
Extended Price Currency Automatically populates based on the quantity and unit price.
Enter the GL Division for the Revenue account that will be credited
when the invoice is generated Mandatory Field for auto-
Div 4 Alpha/Numeric | invoicing.
Enter the GL Account number for the Revenue account that will be
credited when the invoice is generated Mandatory Field for auto-
Account # 10 Numeric invoicing.

GL Entries

Click GL Entries to view the general ledger entries populated from the Customer Master File Setup/GL Posting section.
If General Ledger accounts do not populate refer back to the Customer Setup portion of the manual to add them to the

customer.

If the GL setups are completed in both the Customer file and the Sales Item file the Revenue account assigned to the
Sales Item will default to the GL postings in Auto Invoicing.

Auto Invoice Entry Customer #: C1017 | Fiscal Year: 20123 |, Reference #: BEG2013 W
| The Benecon Graup
Customer Name: v
Search Name: )
Gross: | $17000 Sales Tax: | $0.00  Freight: | $0.00 Met: | $170.00 Mew Ref #
Debits: $170.00  Credits: $170.00  Balance: $0.00 Balance Master
Fiscal Line Items
Year Div Account # Title Description Amount GL Entries
Pllzots  |[caTal| 1020150100 [ |[Eccounts Receivable Misc. |The Benecon Group | $170.00 Print
2018 |[CATA[,|[4010101025 [, |[CB - Passenger Fares - Reduced Fare [The Benecon Group | ($170.00) Delete
* v V| [ |
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Print

Click Print to print the invoice proof; the following prompt displays.

Microsoft Access

9 Do you wish to print now?

Click Yes to view and/or print or No to cancel.

Auto Invoice Proof

Invoice Nextinvokcs Dats
cC1nT

Bill To: The Benecon Group
PO Box 5406
Lancasier PA 1TE06

Refanancs £
5520148

Tams: Mo Torms Paps 1
Lins Haemn ¥ Cezonpiion QU LM LAnl Pros
1 15 R Fans Courmns

Exfianded Price

plale SR — Epre sl 1
CATA 4001002s

BubToilal
brrvo s Toodal:

SIT0
o gates)
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Master

Click Master to view the invoice set up.

Auto Invoice En“Y Customer #: |C1017 | Fiscal Year: 2018 |, | Reference ¥: |EG2018

| The Benecon Group
Customer Name:

Search Name:

v
New Ref #
Description: |Invcice Next Invoice Date: & Sales Tax Z: oo Master
Comment: | Gross: $170.00 Line Items
Expiration Date: Frequency: Preferred Day: Sales Tax: $0.00 GL Entries
Freight: $0.00 Print
Net [ gi7000
The Benecon Group i a7 Delete

P 0 Box 5406
Lancaster P& 17606

Phonel: | Extl: | Phone2: | Ext2: |

Fax: E-Mail Address: |

Delete

Click Delete to delete an auto invoice reference, the invoice master, line items and GL distribution.

Microsoft Access

9 Delete Reference?

Click Yes to delete or No to cancel.

Microsoft Access

o Reference # Deleted

Click OK.
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Generate Auto Invoices

Click Generate Auto Invoices to generate automatic invoices, to include the invoices generated through Auto Invoicing
in the invoice update, run the Generate Auto Invoices process prior to updating items entered in Invoice Entry.

Auto Invoicing

-~

j Auto Inkoice Entry |
2| Generate Auto Invoices | ?

ﬂ Return to Previous Menu

-~

-~

Generate Auto Invoices

Generate Invoices Thru: 10/1/2017 v | [] All Customers
From Customer #: C1017 v
Thru Customer #: C1017 v Start
Fiscal Year: 2013 | o

Max Field
Field Name Size Field Type Description

Select the invoice generation date. All invoices with the next
Generate invoice date less than or equal the date entered here will be
Invoices Thru Date/Time generated.

Check this box to generate all auto invoices for all customers.

Invoices for all customers with dates less than or equal to the
All Customers Yes/No date selected in the previous step will be generated.

To select a range of customers, select the first customer in the
From range from the drop down list. Only those customers with auto-
Customer # 8 Alpha/Numeric | invoices will be available for selection.

To select a range of customers, select the last customer in the
Thru range from the drop down list. Only those customers with auto-
Customer # 8 Alpha/Numeric | invoices will be available for selection.

Click to begin generating auto invoices based on the selections
Start n/a n/a made.
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Start

Click Start to generate the auto invoice for the selected options.

Microsoft Access E

Process Invoices Thru: 10/1/2017
Fraom Customer: C1017
Thru Customer: C1017

Continue?

Click Yes to continue or No to cancel.

If there are no invoices to be generated the following message will display.

Microsoft Access “

Click OK.
Microsoft Access “
o Completed.
OK
Click OK.
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Invoices will be in pending status and can be displayed, edited, voided and updated by returning to the AR menu and
selecting Invoicing and Click Pending.

Invoice En‘ry Customer #: |C1017 | Fiscal Year: 2013 | Reference #: 0013534 v
‘Tha Benecon Group
Customer Name: "
Search Name: P GL Posting Date: 2/1/2M5 g| Update Date: 21208 @
Mew Ref #
Reference Code: 1M Description: [[E= Reference Date: 212018 @ T
aster
Comment: ["] Consignment Invoice -
Line Items
GL Entries
Sales Tax %: oo
Pending
G 3 X
The Benecon Graup ross $170.00 Print
P O Box 5406 Sales Tax: $0.00
Lancaster PA 17606 Yoid
Freight: $0.00
Deposit: $0.00
Phonel: | Extl: | Phone2: | Ext2: | HE $170.00
Fax: E-Mail Address: |
Created | Iday | FMAR_Autolnvoicel enerateF orm | 1/25/2018 2:29:16 PM
Updated: | Iday | FMAR_Autolnvoicel ensrateF orm | 1/25/2018 2:29:16 PM
Select the reference numbers to be updated.
Invoice En“y Customer #: | Fiscal Year: 2018 |, | Reference #: v
Customer Name: ™
Search Mame: v GL Posting Date: 21/52me @ Update Date: 2117208 @
Invoices Pending Update User Id: v [JANlUsers | SelectAll | |Unselect Al Update
Ref Invoice =
Update Ref # Code Description Date Het Line Items
O |00 3525 =] |CREDIT MEMO | 1s2dszmE | 0.00 GL Entries
‘Iday |DDDDD2 |Sample Custamner Pending
O |0 3531 [IN |IMvOICE | 1s2deme | 1E.80 Print
[Iday |onaoaz |Sample Customer Yoid
|00 3534 I |Inveice IEGFENEN 170.00
‘Iday |C1 o7 |The Benecon Graup

Click Update to update the selected records.

@

Micrasoft Access

This option updates the customer, sales inventory,
accounts receivable, and general ledger files.

Oncethe update has completed,
no further changes will be allowed.

An audit report will print first and you will be prompted again for
update.

Do you wish to continue?
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Click Yes to continue or No to cancel.

Reports will generate to be reviewed and/or printed.

Invoice Audit Report
Customer Name Cust# Imvoice # Code Description Imvoice Date Comment
The Benecon Group c17 0013534 IN  Inwoice 21/2018
| Line Item # Description Quantity UM Unit Price Extended Price
| 1415 Reduced Fare Coupons. 1000 EA 31700 $170.00
Posting
Date Div # Account # Title Description Debits Credits
CATA 1020150100 Aocounts Recaivabie Misc The Beneoon Group $170.00
CATA 4010101025 CB - Pazsenge Farss - Reduced Fare The Beneoon Group 170,00
Totals: 1.0 $170.00
SalesTax % Gross Szles Tax Freight Deposit Met
Q FT000 W00 0.0 .00 $170.00
Gross Szles Tax Freight Deposit Met
1 Invoices Report Totals: 7000 $0.00 0.0 $0.00 ST0.00
Invoice Audit GL Recap Report
Posting Invoice
Diats Raf# Dzt Customer £ D=t cri ption Debits Cradits
Flscal Year: 2015 Div# CATA  Accountd: 1020150100 sccounts Rscshvabls Misc
001334 212018 C107 The Beregon Group $170.00
account Tets: 5170.00
Fiscal Year: 2015 Div# CATA  Account# 4010101025 CB - Passanger Fares - Reduced Fare
0013534 2018 1017 The Benecon Group 3170.00
Account Tokls: 5170.00
2 Transzctions Report Totls: F170.00 F170.00

®

This option updates the customer, sales inventory,
accounts receivable, and general ledger files.

Once the update has completed,
no further changes will be allowed

Do you wish to continue?

Microsoft Access

Click Yes to continue or No to cancel.

o Update Completed Successfully

Microsoft Access

Click OK.

Once auto invoices have been updated they are ready to be printed or emailed to the customers.

Click Print. (Refer to Page 48)
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Statement Printing

Click Statement Printing to print monthly statements for customers.

Accounts Receivable
J Invoicing| | ?
ﬂ Payment & Tranzaction Entry | ?
j Customer Information | ?
j Aged Tnal Balance | ?
j Setup Features | ?
ﬂ Sales Inventory | ?
j Auto Invoicing | ?
ﬂ Statement Printing | ?
ﬂ Trangaction Detail Report | ?
10/ Tiial Balance by GL Distribution | [2
ﬂ Pass Tracking | ?
ﬂ Return To Previous Menu | ?
Print
Once all applicable information has been entered.
Click Print to print the statements for the selected options.
Statement Printing
Print Format:  Sort By Cust Name Format w | [ | Print Emailed Statements Print
Motification Group: BOARD w Email
From Customer #: w Thru Customer #: w Update
Statement
[] All Customers Date

Open Items Only
[] Print Zero Balance Statements

[] Print All Activity Since Last Statement

Statement Message: |5ample Transit would like to announce the addition of 10 new buzes and 20 A
niew routes. Az wowelcome new neighbors we are hoping to keep all of our
travelors happyl]
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Max
Field
Field Name Size Field Type Description
Select the print format (Sort by Customer Name or Sort by
Print Format 50 Alpha/Numeric | Customer Number).
Notification Group Alpha/Numeric | Optional field. Select notification group from drop down list.
To select a range of customers, select the first/last customer
From Customer # and in the range from the drop down list. Statements will only be
Thru Customer # 8 Alpha/Numeric | printed for customers with a non-zero balance.
Check this box to print statements for all customers with a
All Customers Yes/No non-zero balance.
Check this box to print only open items. If the box is left
unchecked all transactions for customers with non-zero
Open Iltems Only Yes/No balances will print.
Print Zero Balance Check this box to include statements for customers with zero
Statements Yes/No balances.
Check this box to print all accounts receivable activity since
Print All Activity Since the previous statement date for all customers regardless of
Last Statement Yes/No their account balance.
Statement Message 350 Alpha/Numeric | A message can be entered that will print on all statements.
Check this checkbox to print statements for all customers.
Print Emailed Leave the box unchecked to print statements for only
Statements Yes/No customers without email addresses.
Click to preview statements on the screen. Use File/Print to
Print send the print job to the printer.
Email Click to email statements to customers.
Update Statement
Date To update the statement date click this button.

Click Yes to continue or No to cancel.

Microsoft Access

g Last Statement Date: 10/31/2017

Do you wish to print statements now?
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Statemant Date: 1252013

C1001 Pease Remi To
Toi: AMERICHN SEATING TOM PANY TRAMSPOR TATIO M ALTHORITY - TA
401 AMBRICAN SEXATHNG CENTER S0E WEST WHITE ROMD
S0 EROADNAY STREET LAS VEGASINY 23104~
SRAMD RARIDS M1 45500 FHOME (200 5551212

FAC (O =53
LD EFLEET-MET.COM

Customar &tatamant Fage 4

Dat Rafarsncs D= cription Check # Ameount

1M E DEFTE=T g lela—]

Seprrigis Trarst would Tk = 20 srmounce She aidbban of 90 ney Duses sl 20 newranes, A w
wWaiDomes rEW MEigninors we e Fogieg) 20 kesn sl of e Tasebrs, ooy !

000

Cuwnrant Over 30 Ovear &l Ovarag Balance Dus

[ alas) 2000 000 000 2000

Email

If emails need to be sent to the internal notification group. Select the group from the drop down options.

Invoice En"Y Customer #: 000002 |, | Fiscal Year: 2018 |, | Reference #: 0013529 v
|Sample Custarner
Customer Name: v
Search Name: " GL Posting Date: ] Update Date: &
Inveice Printing
Print Format: |PlainPaper v | [] Print Emailed Invoices
Motification Group: EOARD w Start
From Ref #: 0013529 w | Thru Ref #: 0013529 v Email

New Ref #
Master
Line Items
GL Entries
Pending
Print
Void

Click Email to email invoices to the email address setup in the Customer Master file.

Microsoft Access

0 Do you wish to Email invoices now?

Click Yes to email invoices to the selected options or No to cancel.
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Microsoft Access

o Ernail Invoices sent.

OK

Click OK.

Sample of the email that is sent.

Wed 1/24/2018 12:06 PM

LuAnn Day
Invoice from Sample Transit

To LuAnn Day

Invoice_00135329...

See attached document for invoice detail.

If invoices are emailed; a copy of the invoice will be saved to a folder that was created in the Miscellaneous Code setup
for Email Parameters.

Update Statement Date

Click Update Statement Date. When selecting this option the system will populate the Last Statement Date as the date
the option was selected.

Microsoft Access

o Do you wish to update the Last Statement Date?

Click Yes to continue or No to cancel.
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Microsoft Access “

o Staternent Date Updated.

Click OK.
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Transaction Detail Report

The Transaction Detail Report lists transactions by date & reference number, totaled by each month.

Click Transaction Detail Report to generate the report.

From Date: |1/1/2018 o Thru Date: |1/25/2018

Transaction Detail

Print
Field Name Maéi;;eld Field Type Description
Enter the first transaction date for the report. For entries made in
Invoice Entry this is the reference date. For entries made in
From Date Date/Time Payment & Transaction Entry this is the transaction date.
Enter the last transaction date for the report. For entries made in
Invoice Entry this is the reference date. For entries made in
Thru Date Date/Time | Payment & Transaction Entry this is the transaction date.
Print

Click Print to generate the report to be reviewed and/or printed.

Microsoft Access

9 Do you wish to print report now?

Yes

Mo

Click Yes to continue or No to cancel.
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Accounts Receivable Transaction Detail
Tran Dats FeT# Coea Cust # Nams Descrpiion Check # amount

1102013 DEPTEST Mo CioM Amerkan Seathg Company  Invokees $500.00
1152018 00133525 b Qo0oaz Sample Customer W QICE 5262000
1232018 0013522 CM 1 Defarad Tesl Cedl Memo (50000}
17232018 PDALGIE Al C1002 Gatewsy Ouldoor Adveriising Xfer From- CMTEST [F225.00)
17232018 PDALSGIE Al 1002 Galkewasy Oudoor Adveriising Xer From:- 0012975 (9521 .87)
17232018 PDALGIE Al C1002 Gaeway Owdoor Adveriising Xer From:- 0011829 (36,644 06)
17242018 Q0002039 CP 000002 Zample Customer Payment BS48 (F200.00;
17242018 00002040 Ce 000002 Zample Customer Payment B30.00)
17242018 Q013523 N Qo0ogz Sample Cusiomer M QICE 355000
17242018 Q013523 CP 000002 Sample Customer Fayment 12345 (#530.00)
1242018 Q013526 N Qo0oaz Zample Customer W QICE SE9.00
1242018 0013527 Mo 000002 Sampk Customer NV OICE 315000
17242018 0013528 N Qo0ogz Sample Cusiomer M QICE 312000
17242018 0013528 CP 000002 Sample Customer Fayment (#130.00)
1242018 0013528 Ce 000002 Zample Customer Payment F120.00)
152472013 0013529 Mo 000002 Sampk Customer NV OICE $30.00
17242018 0013529 CM 000002 Sample Cusiomer Deb R Memao 52000
17242018 0013532 Ok 000002 Sample Customer DedR Meamao 510000
1252018 0013525 Ce 000002 Zample Customer Payment 123 [$1.500.00)
1025203 0013525 CM 000002 Sampk Customer Crdl Memo 520.00)
17252018 0013526 Al Qo0ogz Sample Cusiomer Adustments 5250
1252018 Q013527 Ok 000002 Zample Customer DebR Meama §2500
1252018 2018125 CP 000004 CashRecsbis Payment [$1.500.00)
125203 20180125 CE 000004 Cash Recepls CashSak $1.500.00
17252018 Chvzo1an CM 000002 Sample Customer Cedl Memo @25.00)

mMonthly Total: 1 [35.489.43)

Annual Total: 2013 (36,489 43)

Report ToRI: (86,489 43)

Trial Balance by GL Distribution

Click Trail Balance by GL Distribution to generate a report that provides a list by range of selected accounts or all
accounts where entries were generated through the Accounts Receivable module.

From Division #: CaTA | W

From Account #:

Trial Balance By GL Distribution
From GL Posting Date: |I:|‘I As2me g

Fizcal Year: 2013 .,

1010150100

Thru GL Posting Date: |I:|‘I A9/2M8 @

= Print
Thru Divizion #: CaTA| .| Thru Account #: W
Max Field

Field Name Size Field Type Description
From GL Posting
Date Date/Time Enter the first GL posting date for the report.
Thru GL Posting
Date Date/Time Enter the last GL posting date for the report.
Fiscal Year Number Select the fiscal year from the drop down list.

Enter the beginning division number for the report or leave

From Division # 4 Alpha/Numeric | blank to print all divisions.
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Max Field
Field Name Size Field Type Description

Enter the beginning account number for the report or leave

From Account # 10 Alpha/Numeric | blank to print all accounts.
Enter the ending division number for the report or leave blank

Thru Division # 4 Alpha/Numeric | to print all divisions.
Enter the ending account number for the report or leave

Thru Account # 10 Alpha/Numeric | blank to print all accounts.

Print

Click Print to generate the GL Distribution report to be printed. The following message displays.

Microsoft Access

9 Do you wish to print report now?

Yes Mo

Click Yes to continue or No to cancel.

Accounts Receivable Trial Balance By GL Distribution
Fos ting GL GL
Date Faf# Coda Cust # D= scripbon: Bakh £  Trané# D= bits Cradits
Fiscal Year: 2018 Diw CATA
Account #: 1020150100 Accounts Receivable Misc
11218 DEPTEST M C1001 Amerkan Seating Company 19 2159% $500.00
Teotal Pesting Month: 1 0000
Total Account #: 1020150100 Accounts Receivable Mic. o000
Account #: 4010101010 CB - Passenger Fares - Family Passes
112018 DEPTEST M C1001 Amerkan Seating Company 19 215927 350000
Teotal Posting Month: 1 oo
Total Account #: 4010101010 CB- Passenger Fares - Family Fas 0000
Total Division #: CATA 0000 0000
$0.00
He.pnrt Totals: 50000 50000
$0.00
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Pass Tracking

Allows Serialized passes to be entered and tracked by Available, Sold, Consigned and Voided statuses.
Inventory Quantity on hand is available as well as Customer Quantity on hand.

Click Pass Tracking.

Accounts Receivable

Invoicing

Payment & Transaction Entry

Customer Information

Aged Trial Balance

Setup Features

Auto Invoicing

wnd ||| | emd || wad| [ end] | and| |l | | am)

Statement Pninting

=)

Transaction Detail Report

Trial Balance by GL Distribution

Paszs Tracking

|
|
|
|
|
Sales Inventory |
|
|
|
|
|
|

3125lelslxlolalalols ]~

and| | emd| e

Aeturn To Previous Menu

Sales Item Entry

Click Sales Item Entry to add and define Sales Items. Item Product Classes and Units of Measure can be defined by
clicking the applicable green check mark. Once defined select the applicable Product Class and Unit of Measure, enter
the Unit Price and the Quantity of Sales Items currently on hand.

When an item is invoiced or consigned this data is automatically updated and history can be viewed by the type of item
sold.

Pass Tracking

==

Sales Item Entry

Sales Item Senal Entiy

Sales Item Serial Conzignment Entry

Senal Inventory Purge

AP PN Y

| || || || | end

—
M

Pasz Sales Report

=

Pass Transaction Report

=

Pass Reconciliation Reports

|
|
|
|
Pass Inventory Heport |
|
|
|
Return to Previous Menu |

EAE

Master

Click Master to review and or change the setup for a Sales Item.
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Sales tem Maintenance

Item #: 1PASSOTMONTH

Item Description:

w | |OnePazz-Single One Month

b

Qty On Hand: 100

Description: |OnePass-Single One Manth
v ||
Unit Of Measure: [E4 |, | [«
Unit Price: ’w
Qty On Hand: ’7‘100

Fiscal

Product Class: 0P

Master

Date Last Sold: 9/21/208
History
Motes

Sernal #'s

Delete

Year Div Account # Title
218 || Revenue: CATA ., 4050101120 | |EE-Passenger Fares
Div Account # Title
Deferred Revenue: | p vl
Deferred Revenue Periods: |—
Max Field
Field Size Field Type Description
Enter or select the Item number from the drop down
Item # Numeric options.
_ Auto-populates the total quantity on hand for the
Qty On Hand Numeric item number selected.
Used to search for an item using alphabetical
Item Description Alpha/Numeric | search. Enter the first few letters for the item name.
Auto-populates from the Sales Item Master Setup for
Description Alpha/Numeric | the item selected.
Enter or select an Item Product Class. If required
class is not listed it can be added. Click Green
Product Class Alpha/Numeric | Checkmark.
Enter or select a unit of measurement. If required
unit is not listed it can be added. Click Green
Unit of Measure Alpha/Numeric | Checkmark.
Auto-populates the price from the Sales Item Master
Unit Price Currency setup.
Auto-populated the total quantity on hand for the
Qty On Hand Number item number selected.
Revenue
Auto populates based on the GL setup in the Sales
Fiscal Year Number ltem Master.
Auto-populates based on the GL setup in the Sales
Div Alpha/Numeric | Item Master.
Auto-populates based on the GL setup in the Sales
Account # Number Item Master.
Auto Populates the description for the GL Account #
Title Alpha/Numeric | selected.
Deferred Only Applicable is using the Deferred Revenue
Revenue option
Div Number Select the Division from the drop down options.
Account # Number Select the GL Account from the drop down options.
Auto-populates the description for the GL Account
Title Alpha/Numeric | number selected.
Deferred Enter the number of months the selected item will be
Revenue Periods Number deferred across.
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History

Click History to view the annual history of the Sales ltem.

Sales ltem Maintenance
Item #: /03 v | |Ore Passes Qty On Hand: ’7‘109
Item Description: v
Year Month Oty Sold Amount
2018 1 1.00 $65.00
207 g -3.00 [$207.00]
27 E 11.00 $850.00
207 5 7.00 $483.00
207 4 7.00 $574.00
207 3 11.00 $941.00
207 2 6.00 $508.00
207 1 8.00 $643.00
2016 12 13.00 $1.303.00
2018 11 10.00 $872.00

Master

Notes

Sernal #'s

Delete

Notes

Click Notes to create and/or view pertaining to the Sales Item; the following form displays. Notes can be entered and
documents attached using this form. Document codes are defined by clicking the green checkmark. Mandatory fields
on this form are Document Code and Reference #.

Sales tem Maintenance

Item #: /03 w ||One Passes Qty On Hand: 109
Item Description: v
» Document Code: w | | Reference #: |
Comment: Attachment:
Hyperlink:

Master

History

Seral #'s

Delete
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Serial #'s

Click Serial # to display the serial # ranges and the status of each. Refer to the next section in this document for

instructions for entering Sales ltems and serial numbers.

Sales tem Maintenance

Item #: /03

Item Description:

v |Dne Pazzes

Aty On Hand: 109

From # Thru # Aty Availl Sold Cons ¥oid Cust # HRef # T # Master
| il B 1\ O 0 O [caom | | -
History
| 16 | a0 | 5 O 0O O [ciooz [0m1 3517 | 7289 Not
otes
| 2| % | B O 0 [ [caooe | |
[ 7 [ W O o o [ [ [
Delete
[ a1 ENEE o 0O 0Of [ |

Delete

Click Delete to remove the item from the Sales Item Inventory Master.

Sales ltem Maintenance

Item #: [1PASSOTMONTH

Item Description:

" |DneF'ass-Single One Month

w

Qty On Hand: 100

Description: [OreFazs-Single One Month
v ||
Unit Of Measure: E& || o
Unit Price: 'w
Qty On Hand: ,7100

Fiscal

Product Class: OF

Year Div Account #
2018 | | Revenue: CATA ., | 4050101120
Div Account #
Deferred Revenue: "

Deferred Revenue Periods: r

vl|

Title

Date Last Sold: 9/21/2018

Microsoft Access

W |CC - Paszsenger Fares

Title

e Delete item =7

Master

History
Notes
Sernal #'s

Delete

Click Yes to continue or No to cancel.
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Sales Item Serial Inventory Entry

Click Sales Item Serial Inventory Entry to enter quantities received for Sales Items to Inventory. Select the applicable
Sales Item number from the drop down list, the current Quantity on Hand and Unit Price displays.

Pass Tracking
j Sales Item Entry | ?
ﬂ Sales Item Senal Entiy | ?
ﬂ Sales Item Senal Consignment Entry | ?
j Senal Inventory Purge | ?
m Pass Inventory Report | ?
ﬂ Paszs Sales Report | ?
13| Pass Transaction Report | ?
14| Paszs Heconciliation Reports | ?
ﬂ Return to Previous Menu | 7

Sales ltem Serial Inventory Entry
Item #: [1PASSOIMONTH w ‘DnaPass-SingIe Orne tonth Qty On Hand: | 100 Price: | $£9.00

Item Description: v

Receipts

Tran Date
From # Thru # Oty Type Received Comment Adiuch E
H [ [ v|[17252018 | @
Reinstate
Consolidate

Record: M 1of1 H Search

Sernial Inventory
Fiom # Thiu # Qty Availl Sold Cons WYoid Customer #  Reference # Transaction #

[ 700 | ENED O 0O 0Of [ [
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Receipts

Click Receipts to enter the receiving for numbered passes.

Sales Iltem Serial Inventory Entry

Serial Inventory

Item #: |1FASSOTMONTH W |DnePass-SingIe One Month Aty On Hand: 100  Price: | $69.00
Item Description: v
Receipts - Receipts
Tran Date
From # Thru # Qty Type Received Comment A divsh
--‘9| 1051 | 1200 | 150 @ [+ |1.-"25.-"2D18 & |Placed In Inventory
Reinstate
* 1/25/2018 | @
| | | ke | 2 ‘ Consolidate
-
Record: W 1of1 LI 1 Search

From # Thru # Oty Avail Sold Conz ¥Yoid Cust # Ref # T tion #
[ 1001 | 1080 [ 50 o 0O 0O | |
[ 100 | 198 [ 10 o 0O 0O | |
Max Field
Field Size Field Type Description
Enter the first serial number of the item
From # Numeric being added.
Enter the last serial number of the item
Thru # Numeric being added.
Qty Numeric Automatically calculated.

down list. Codes are setup via
Tran Type 2 Alpha/Numeric | miscellaneous list codes.

Select a transaction code from the drop

Date Received Date Enter the date the passes were received.

Comment 100 Alpha/Numeric | but can be modified or appended.

The transaction code description defaults

Once the record is entered the lower portion of the form reflects the new transaction.

Serial Inventory
From # Thiu # Oty Availl Sold Conz Void Customer# Reference # Transachion #
| 1081 | 1200 [ 150 [ [ 0 I | | [
| 1o | 1050 [ 60 O O O] [ [
| 100 | 193 [ 100 [ B R I | |

Page 119 of 130



Accounts Receivable Users Guide

Adjustments

Click Adjustment to void Available Sales Items. The Serial Inventory records are the ranges of Sales Items Available.

Sales ltem Serial Inventory Entry
Item #: 1PASSOTMONTH W |DnePass-SingIe One Month Gty On Hand: 100 Price: | $65.00
Item D escription: v
Adjustments - Receipts
Tran Date
From # Thru # Qty Type Received C t Avail Void Al rek
[ 100 ][ 102 | 3@ [ |[1/E20E g [[Retums 0
Reinstate
| b4 | | b4 |”25£2018 ] ‘ O Conzolidate
Max Field
Field Size Field Type Description
Enter the first serial number of the item
From # Numeric being voided.
Enter the last serial number of the item
Thru # Numeric being voided.
Qty Numeric Automatically calculated.

down list. Codes are setup via
Tran Type 2 Alpha/Numeric | miscellaneous list codes.

Select a transaction code from the drop

Date Received Date Enter the date the passes are being voided.

Comment 100 Alpha/Numeric | but can be modified or appended.

The transaction code description defaults

Once the record is entered the lower portion of the form reflects the new transaction.

Serial Inventory
From # Thru # Qty Avall Sold Cons Void Customer # Reference # Transaction #
[ 1051 | 1200 [ 150 o O O] [ [
[ 1001 | 10 [ 8 O o dfj [ [
| 103 | N O O Odf [ |
| 100 | 0z | E] O 0O O | |

Check the Void check box. Once the void record is completed it is no longer visible and the Inventory N
been updated.

umbers have
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Sales ltem Serial Inventory Entry
Item #: 1PASSOTMONTH + |[OnePass-Single One Month Qty On Hand: 100 Price: | $69.00
Item Description: v
Adjustments - Receipts
Tran Date
From # Thru # Oty Type Received C t Avail Yoid Adial

[ 1001 [ | 1080 [ 50 [30 [ |[17572018 | | [Fetums 0O &

Reinstate
1/25/2018 @
| i | | ¥ | B | g Consolidate
-
Reinstate

Click Reinstate to correct a range of Sales Items that were voided in error. The Serial Inventory displays only ranges
that have been voided. Enter the range of Sales Items to be Placed back to Inventory (Available).

Item Description:

Item #: 1PASS0TMONTH

Sales ltem Serial Inventory Entry

« | [OnePass-Single One Month

W

Aty On Hand: 100 Price: | $63.00

Reinstate Voided Serial #'s - Receipts
From i Thru # Qty ;;:; He[::aegsed Comment e
| 1001 [ [ 1080 [ 50 [10[y|[1/25/2008 | |[Placed Inlnventor
Heinstate
Il vl] | vlfirzsizs (e | Consolidate
Maximum
Field Field Size Field Type Description
Enter the first serial number of the item being
From # Numeric returned to inventory.
Enter the last serial number of the item being
Thru # Numeric returned to inventory.
Qty Numeric Automatically calculated.
Select a transaction code from the drop down list.
Tran Type 2 Alpha/Numeric | Codes are setup via miscellaneous list codes.
Date Received Date Enter the date the passes are being voided.
The transaction code description defaults but can
Comment 100 Alpha/Numeric | be modified or appended.
The following confirmation message displays.
Microsoft Access

9 Re-instate this serial # range?
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Click Yes to continue or No to cancel.

Click Receipts to display all ranges of the Sales Items that are in Available.

Serial Inventory
From # Thru # Qty  Avail Sold Conz Void Customer# Reference # Trangaction #
| 1051 | 1200 [ 150 O o 0O | |
| 1ot | [ 5 O o 0O | |
| 103 | RS O O Of | |
| T | 02 | 3 O O Of | |
Consolidate

Click Consolidate to combine ranges of Sales Items with consecutive serial numbers. It is recommended that the
ranges are kept with the Quantities that are usually sold or issued.

Sales ltem Serial Inventory Entry

Item Description:

@

b

Item #: 1PASSOTMONTH W |DnePass-SingIe One Month Gty On Hand: | Price:

Microsoft Access

Consclidation Range
From #: 100 Thru #: 199

Consclidate this range?

Yes Cancel
Serial Inventory
From # Thiu # Aty Avail Sold Cons ¥Yoid Cust # HRef # T tion #
[ 1051 | 1200 [ 150 o o 0O | |
[ 1001 | T80 [ &0 o o 0O | |
[ 103 | EEN T o o O [ [
| 100 | 102 | 3 o o O [ [

Receipts

Adjustments
Reinstate

Consolidate

Click Yes to continue or No to find another range that can be consolidated or Cancel to cancel.

Microsoft Access

From #: 100 Thru #; 199

Consclidation Completed.

Click OK.

Page 122 of 130



Accounts Receivable Users Guide

When no further serial numbers may be consolidated the following message displays.

Click OK.

Once consolidated Click Receipts to view the updated record.

Microsoft Access

o Mo further consaolidation records found,

Serial Inventory

From # Thru # Aty Avail Sold Cons Yoid Customer # Heference # Transaction #
[ 1051 | 1200 [ 150 [ O I I I | | |
[ oo | s [ w0 o 0O O [ [
[ 100 | 189 [ 100 O 0O O] [ [

Sales Item Serial Consignment Entry

Click Sales Item Serial Consignment Entry to enter Sales Items for Consignment customers. Only customers flagged
as Consignment Customers in the Customer Master are available for selection. This does not generate any
transactions for Invoicing or GL Entries.

Pass Tracking

Sales Item Entry

Sales Item Serial Entryp

Sales Item Senal Conzsignment Entry

Sernal Inventory Purge

Paszz Inventory Report

Pass Sales Report

Pasz Transzaction Report

Pass Reconciliation Reports

EAE A EAN P I

FReturn to Previous Menu

=ad | end| el end | emd | el sl

=

=

Issues

Click Issues to issue consignment passes to the selected customer.
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Consignments
Customer #: |C3001 w | |Bellefonte Boro
Customer Hame: | Item #: [1PASSOTMONT]\, | [OnePass Single One Month Price: | $63.00
Search Name: v Item Qty On Hand: 300 Customer Qty On Hand: a
Issues - lssues
From # Thru # Oty Type Tran Date Comment Price  Extend Price
£ [ 00| 124 | 25 o |[1726r2018 | g |[pass sale [$6300 | 172500 Sales
* | - | | 123 E::::: I Inventory | | Sales Returns
25 Sales Cons Retuins
a0 Returns
- Consolidate
Record: M 1of1 L Search Split
Senal Inventory
From # Thiu #t Qry Avail Sold Cons Woid C # R it T i3
[ 100 | 153 [ 1m O 0O 0Of [ [
[ 1001 | s [ A O o dj [ [
[ 1051 | 200 [ 150 o o dj [ [
Max Field
Field Size Field Type Description
Enter the first serial number of the item being sent
From # Numeric to the consignee.
Enter the last serial number of the item being sent
Thru# Numeric to the consignee.
Qty Numeric Automatically calculated.
Select a transaction code from the drop down list.
Tran Type 2 Alpha/Numeric | Codes are setup via miscellaneous list codes.
Date Received Date Enter the date the transaction date.
The transaction code description defaults but can
Comment 100 Alpha/Numeric | be modified or appended.

Once the Issue record is completed the Inventory Numbers will be updated. The On Hand and Customer Quantity On

Hand have been updated.

Consignments
Customer #: |C3001 w | |Belefonte Boro
Customer Name: w | Item #: [1PASSOTMONT) y, | [OnePassSingle One Month Price: | $69.00
Search Name: v Item Oty On Hand: 275 Customer Qty On Hand: 25
Issues |ssues
From # Thru # Oty Type Tran Date Comment Price  Extend Price
3 ; | . ]
Sales Returns
Cons Returns
Consolidate
Record: M 10of1 H Search Split
Senal Inventory
From # Thru # Aty Avall Sold Cons ¥Yoid Cust # R # T #
[ 725 | NG O O dj [ [
[ 1001 | ] O o o [ [
[ 1051 | 1200 [ 190 O O O] [ [
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Sales

Click Sales to enter ranges of passes the consignee has sold.

Consignments

Customer 3 C3001 + | |Bellefonte Boro

Customer Name:

v | Item #: 1PASSOIMONT |DnaF‘ass—Sing|e One Month

Price: | $69.00

Search Name: v Item Gty On Hand: 275 Customer Qty On Hand: 25
Sales - lssues
From #t Thru # Oty Type Tran Date Comment Price  Extend Price
| 100 [ ] 07 | 2 |5y |[1723/2ms [#6a00 | $138.00 Sales
* ‘ " | | - | | | Sales Returns
Cons Returns
Total: - Consolidate
Record: 4 10f1 L W Search SDlil
Serial Inventory
From # Thru # Aty  Avail Sold Cons Woid Cust # Ref T #
[ 100 | 10 | 2 O O O [csooi [ [
[ 10z | 3 = | L1 [caont [ [
Max Field
Field Size Field Type Description
Enter the first serial number of the item
From # Numeric being sold by the consignee.
Enter the last serial number of the item
Thru # Numeric being sold by the consignee.
Qty Numeric Automatically calculated.
Select a transaction code from the drop
down list. Codes are setup via
Tran Type 2 Alpha/Numeric | miscellaneous list codes.
Date Received Date Enter the date the transaction date.
The transaction code description defaults
Comment 100 Alpha/Numeric | but can be modified or appended.

Once the Sales record is completed the Inventory Numbers will be updated. The On Hand and Customer Quantity On

Hand will be updated.

Consignments

Customer #: C3001 | |Bellefonte Boro

Customer Name:

w | Item B 1RASSOTMONT| W ‘DnePass-SingIe One Month

Price: | $69.00

lesues

Sales

5ales Returns

Cons Retums

Consolidate

Split

Search Name: v Item Gty On Hand: 275 Customer Qty On Hand: 23
Sales
From # Thiu & Oy Type Tran Date Comment Price  Extend Price
nl v [ v -] |
Total:

Record: M ¢ 10of1 " Search
Serial Inventory

From # Thru # Aty Avail Sold Conz Void Cust #t Reh T it
[ 10z | 2 m O O [ [caom
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Sales Return

Click Sales Return to return any passes that the consignee sold that were subsequently returned by the purchaser to

the consignment customer.

From # & Thru # will only represent the passes that have been sold and are available to be returned.

Enter the range of sold Sales Items and either check Cons if the consignee puts the items back into their inventory to be
resold or Void if the consignee voids the returned Sales Items.

Consignments

Customer #: | C3001 w | |Bellsfonte Boro
Customer Name:

Search Name: w

v | ltem #: 1PASSOTMONT| W |DnePass-SingIe One Manth

Item Qty On Hand: 275 Customer Oty On Hand: 23

Price: | $69.00

Sales Returns

lssues

From # Thru # Qty Type Tran Date Comment Price  Extend Price Cons Void
A 100 [ ]| o1 | 2 [an]y|[1/za:2018 | g |[Returns [ 600 | sizson [ B4 Sales
*| - | | v | & | | O O Sales Returns
Cons Returns
Consolidate
Record: W 1of1 L3 T Search Split
Serial Inventory
From # Thru # Aty Avail 5o0ld Cons Woid Cust # HRef T #
| 100 | Tar | z O [ [ B I [V T | \
Max Field
Field Size Field Type Description
Enter the first serial number of the item
From # Numeric being returned to the consignee.
Enter the last serial number of the item
Thru # Numeric being returned to the consignee.
Qty Numeric Automatically calculated.
Select a transaction code from the drop
down list. Codes are setup via
Tran Type 2 Alpha/Numeric | miscellaneous list codes.
Date Received Date Enter the date the transaction date.
The transaction code description defaults
Comment 100 Alpha/Numeric | but can be modified or appended.

Once the Sales Return record is completed the Inventory Numbers will be updated and the On Hand and Customer

Quantity On Hand will be updated.

Cons Returns

Click Cons Returns to record the Sales Items that the Consignee has returned to the agency.

Only the serial numbers that the consignee has on hand can be returned. Check Avall if the Sales Items are being
returned to the transit’s inventory to be resold. Void if the Sales Items are to be voided.
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Consignments
Customer #: C2001 w | |Belefonte Boro
Customer Name: | Item t: [TPASSOIMONT] ., | [OnePass-Single One Month Price: | $69.00
Search Name: Item Qty On Hand: ’72?5 Customer Qty On Hand: '73
Consignment Returns - |ssues
From # Thru # Qty Type Tran Date Comment Price  Extend Price Avail ¥oid
| 12| T2 | ENE L] [$5900 | gaizo0 [ O s
# | - ‘ | - ‘ ‘ | O 0O 5ales Returns
Cons Returns
Total: ’— - Conszolidate
Record: M 10of1 L I Search Split
Serial Inventory
From # Thru # Qty Avail Sold Cons Void Cust # Rel # T tion #
[ 122 | 128 | 0O 04 [ [canm [ \
Max Field
Field Size Field Type Description
Enter the first serial number of the item being returned by
From # Numeric the consignee.
Enter the last serial number of the item being returned by
Thru # Numeric the consignee.
Qty Numeric Automatically calculated.
Tran Select a transaction code from the drop down list. Codes
Type 2 Alpha/Numeric are setup via miscellaneous list codes.
Date
Received Date Enter the date the transaction date.
The transaction code description defaults but can be
Comment 100 Alpha/Numeric modified or appended.

Once the Consignment Return record is completed the Inventory Numbers will be updated. The On Hand and Customer
Quantity On Hand will be updated.

Consolidate

Click Consolidate to combine ranges of Sales Items with consecutive serial numbers. It is recommended that the
ranges are kept with the Quantities that are usually sold or issued. In this example all ranges will be combined into 26

thru 32.

oiei)

Consignments

Customer #: 00000040 v

Customer Name:

Search Name:

o

w | Item #: 10 vl Price: |
=l Item Qty On Hand: 535 Customer Qty On Hand: H
Microsoft Access “

Consolidation Range
From #: 26 Thru #: 32

Consolidate this range?

Cancel

From #

Serial Inventory

Thru # ay

Avail Sold Cons Void Customer #

Reference # Transaction #

\ 5 |

7 2z 0 O

[ [oooooodo | [

[ a]

7] 5 O & 0O O [o00000a0 | [

Record: 1

1of2 L

Search

Issues
Sales
Sales Retuins
Cons Retumns
Consolidate

Split
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Click Yes to continue or No to find another range that can be consolidated or Cancel to cancel.

Consignments

Customer #: 00000040
Customer Name:

Search Name:

v [Ha}phs Grocery Company

v | Item #:

v ‘ADLILT 31 DAY PASS Price: |

Item Qty On Hand: 596 Customer Qty On Hand: 2

$34.00

Issues

Sales
Sales Returns
Cons Returns

Consolidate

Split

Senal Inventory
From # Thiu # Aty Avail Sold Cons Void Customer # Heference # Transaction #
% | 32 | 7 [0 O & [J [o00000a0 | I
Record: M 1of1 M Search

Split

Click Split to split a range of serial numbers.

Needs to be applied when returns are being done on just a select sales item that was sold in a range of serial numbers.

Consignments
Customer #: [C3007 w | |Bellefonte Bora
Customer Name: w | Item #: [1PASSOIMONT] y, | [OnePass-Single One Month Price: | $63.00
Search Name: " Item Qty On Hand: ,—2?8 Customer Qty On Hand: ,—D
Split Serial # Range - |ssues
From # Thru # Aty Type Tran Date Comment Price  Extend Price Cons Sold
Al 10z ][ 02 | T [10]|[1/302078 [ |[Placed Tn Tnventory [36500 | seam [ Sales
Sales Returns
* o [ o] 7| \ [ o o !
Cons Returns
- Consolidate
Record: M 1of1 oM Search Split
Serial Inventory
From # Thiu # Oty Availl Sold Cons Void Customer#  Reference # Transaction #
[ 0z | @ W O L1 [ [caoo
Max Field
Field Size Field Type Description
From # Numeric Enter the first serial number of the items being split.
Thru # Numeric Enter the last serial number of the items being split.
Qty Numeric Automatically calculated.
Tran Select a transaction code from the drop down list.
Type 2 Alpha/Numeric | Codes are setup via miscellaneous list codes.
Date
Received Date Enter the date the transaction date.
The transaction code description defaults but can
Comment 100 Alpha/Numeric | be modified or appended.
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Once the Split record is completed the Inventory Numbers will be updated.

Consignments

Customer #: C3001 « | |Belefonte Bora
Customer Name:

Search Name: “

| Item B [1PASSOIMONT] o |DneF’ass'Single One Marth

Item Qty On Hand: 278 Customer Qty On Hand: 0

Price: |

$E9.00

Split Serial # Range

From # Thru # Qty Type Tran Date Comment Price  Extend Price Cons Sold
| o] [ v ¥ | o O
Record: M 10of1 L) Search
Serial Inventory
From #t Thru it Aty Avail Sold Cons Void Cust # Ref it T i
\ 0z | T2 | | 0O O [czom [ [
\ 103 | [N ER | L O [caom [ [

Issues

Sales
5 ales Returns
Cons Returns
Consolidate

Split

Serial Inventory Purge

Click Serial Inventory Purge to purge either Serial Inventory or Transaction records by Item # and thru date.

Pass Tracking

B2 [aleols]=

—
(7% ]

—
o

B

Sales Item Entry | ?
Sales Item Senal Entry | ?
Sales Item Senal Consignment Entry | ?
Senal Inventory Purge | ?
Pass Inventory Report | ?
Paszs Sales Report | ?
Paszz Tranzaction Report | ?
Pass Reconciliation Reports | ?
Return to Previous Menu | K

Purge Serial Inventory

Enter or select Iltem # and Thru Date.

Click Purge Serial Inventory to delete the serial inventory.

Confirmation message displays.

Click Yes to continue or No to cancel.
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Purge Serial Inventory

Item #: 1PASSOTMONTH W |CIneF'ass-SingIe One Month [ Adl Items

Thru Date: [12/31/2017 | g

Microsoft Access -
Purge Serial Inventory

Purge Transactions
9 Do you wish to delete serial inventory now?

Microsoft Access

o Serial Inventery Purge Completed.

Click OK.

Purge Transactions

Enter or select Iltem # and Thru Date.

Click Purge Transaction to delete the serial transactions.
Confirmation message displays.

Click Yes to continue or No to cancel.

Purge Serial Inventory

Item #: /06 v |Hide passes [] All Items

Thiu Date: [12/31/20017 | @

Microsoft Access
Purge Senal Inventory

Purge Transzactions
0 Do you wish to delete serial transactions now?
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Microsoft Access

o Serial Transaction Purge Completed.

Click OK.

Pass Inventory Report

Click Pass Inventory Report to generate reports utilizing Customer # & Item #(s) by Date Range.

Pass Tracking
J Sales Item Entry | ?
ﬂ Sales Item Senal Entry | ?
j Sales Item Senal Consignment Entry | ?
j Senal Inventory Purge | ?
m Paszs Inventory Report | ?
E Paszz Sales Report | ?
ﬂ Pass Transaction Report | ?
ﬂ Paszs Reconciliation Reports | ?
ﬂ Return to Previous Menu | 7

Enter or select the Customer #, Select Iltem # to display. Select All will not populate in the display mode however it can

be selected to generate and print a report. Enter or Select Date Range.

Pass Inventory Report Form

Item Description: | From Date: 1/1/2M8 |gi Thru Date: | 1/31/2018

Customer #: |C3001 w |Bellef0nte Baro [C] All Customers
Customer Name: w
Item #: vl| Qty On Hand: All Items

Dizplay

Print

Display

Click Display to display the report for the selected options.
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Pass Inventory Report Form
Customer #: |C3001 « | [Belleforte Bara [C] All Customers
Customer Name: w
Item #: 1FASSOTMONTH W |ElneF'ass-S|ngIe One Month Aty On Hand: 2rg ] All ltems
Item Description: w | From Date: 1/1/2016 |gg  Thru Date: | 1/31/2018 @
From # Thru # Oty Avail Sold Cons Void Cust # Refl # T tion # C Bhere]
[ I | 02 | [ O O O] [caon [ [ E ey
[ 103 | 12 | 13 | | [ [c3om [ [ [ Print
20 | 0 20 | 0| i

Print

Enter or select the Customer # and Item # or check All Items and Date Range.

Click Print to generate a report that can be viewed and printed.

Pass Inventory Report

ftem #: 1PASS0MMONTH  CnePass-Single One Month Gty Available: 278 Gty On Hand: T8 From Oate: V12018 0X0 Thru Date: 131/201511:
From Serial # Thru Serial # ity RAvail Sold Cons Void Cust # Reference # Transaction # Create Date
02 102 O O O <o 185:25:35 AM
03 121 i3 O O O <3001 201885342 AM
ttem Total: 20 ] 20 '] ']

Pass Sales Report

Click Pass Sales Report to generate a report for Sales ltems entered through AR invoicing.

Pass Tracking
J Sales Item Entry | ?
j Sales Item Serial Entryp | ?
ﬂ Sales Item Serial Conzignment Entry | ?
j Senal Inventory Purge | ?
m Passz Inventory Report | ?
ﬂ Pass Sales Report | ?
ﬂ Pass Transaction Report | ?
ﬂ Pasz Reconciliation Reports | ?
E Heturn to Previous Menu | ?
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Pass Sales Reporl Form From Date: 112018 (@ | Thiu Date: | 1/31/2018 | @
Customer #: v | All Customers
Customer Mame: w
Item #: | 1PASSOTMONTH " |DnePass-Single One Manth [] All Items
Item Description: | Transaction Type: v | All Transactions
From # Thru # In¥c Date Ref # Cust # Aty Ext Price Rt Cn Comment
iiE | 121 [ 1/26/208 [IN [0013535 C3om [ 18 #1500 [ []Pass Sale

Totak [ 13 $1.311.00

Dizplay

Print

Enter or select the From & Thru Dates, Select customer or All customers, Select Item # to display. Select All will not
populate in the display mode however it can be selected to generate and print a report. Select Transaction Type or All

Transactions.

Display

Click Display to display the report based on the selected options.

Pass Sales Reporl Form From Date: 1172018 (@ | Thru Dake: [ 17312018 | @
Customer #: v | All Customers
Customer Name: w

[] All Items

Item #: 1PASSOIMONTH W |DnePass-SingIe One Month

w | All Transactions

Item Description: + | Transaction Type:
From # Thru # Invc Date Ref # Cust # Aty Ext Price Kt Cn Comment
iiE | 121 [ 1/26/208 [N [0013535 C3001 [ 18 #1300 [ [[Pass Sale

Display

Print

Print

Enter or select the From & Thru Dates, Select customer or All customers, Select Item # or All ltems, Select

Transaction Type or All Transactions.

Click Print to generate a report that can be viewed and printed.

Pass Sales By Customer #

Customer: C3001 Bellefonte Boro From Date: 112018 ThruDate: 1212012
Item # 1PASSIMONTH OnePass-Single One Month
From Serial # Thru Serial # RefDate  Reference # Code aty Unit Price  Extended Price Rt Cn Comment
102 21 1/26/2018 0013535 IN 19 $69.00 3131100 O 0O Passae
ttem Total: 19 $1.211.00
Customer Total: 19 $1,311.00
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Pass Transaction Report

Click Pass Transaction Report to generate reports utilizing Customer # & Iltem #(s), Date Range and Transaction

Types.

Pass Tracking

Sales Item Entry

Sales Item Serial Entrp

Sales Item Serial Conzignment Entry

=3 | | | e

Senal Inventory Purge

Passz Inventory Report

Pass Sales Report

Pass Transaction Report

A EY P P

-
o

Pasz Reconciliation Reports

| || || || | end

Return to Previous Menu

B

=

Enter or select the From & Thru Dates, Select customer or All customers, Select Item # to display. Select All will not
populate in the display mode however it can be selected to generate and print a report. Select Transaction Type or All

Transactions.

Display

Click Display to display the report based on the selected options.

Pass Transaction Reporl Form Transaction From Date: 141/208 | @ Transaction Thru Date: | 1/31/2018 @
Customer #: “ | All Customers
Customer Name: v
Item #: 1PASSOTMONTH W |DneF‘ass-SingIe One Maonth [] Al Items
Item Description: + Transaction Type: v | All Transactions
Extended Trans Tran -
From # Thru # Oty Price Cust # Reference i Date Tyvpe C Display
| 1001 | 1080 | a0 | | | | 1/25/2018 | 10 |Placed In Inventory
[]Voided [ |Sold [ |Consigned Available Print
| 1051 | 1200 | 180 | | 1/26/2018 | 10 |Placed In Inventory
[[]¥oided [|Seld []Consigned Available
| 100 | 102 | Ell| | | | 1/25/2018| 30 [Retums
[ |Voided [ |Sold [ |Consigned Available
| 103 | 133 | a7 | | | | 1/25/2018 | 30 |Retuns
[]Voided [ |Sold [ |Consigned Available
[ ET-roel aoen L =ui| [ [ (W T

Print

Enter or select the From & Thru Dates, Select customer or All customers, Select Item # or All Items, Select

Transaction Type or All Transactions.

Click Print to generate a report that can be viewed and printed.
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Pass Transaction Report
ltem #: 1PAS501MONTH CnePass-Single One Month From Date: 112018 Thru Date: 1/31/2008
Trmns Trn
From Serial # Thru Serial # GOty Avail Sold Cons Void Date Cust# Reference # Transaction # Type Comment

1001 1050 0 8 O 0O O 10 Placed In Inventory

1051 1200 1O O 0O 0O 10 Placed In Inventory
100 102 @ 0O 0O 0O 0 Retuns
03 2] =T O 0O o 30 Retuns

1001 1050 = oO QO o M| 3 Retuns

1001 1050 50 O g o 10 Pilsced In Inventory
00 158 100 O g o Consclidation
00 159 WO o0 O 01 PassSzke
00 159 100 O O o W0 Retuns
00 124 I O 0O O 01 Fass Szl
W00 101 | O O 25 Sales
W00 101 2 O O O 30 Retuns
00 101 0 O O 25 Bales
00 101 IO 0o O 30  Retuns
00 101 T 0 O O 25  Sales
00 101 OO0 0 W 30 Retuns
w0z 121 2 O O O 01 PassSsle
e 124 3 oo o v 3 Retuns
0z 102 i O O O 1302018 G0 10 Pilsced In Inventory
03 121 o0 O O 1302018 G0 10 Pilsced In Inventory
] 121 B0 O O Veseois c3om 0013535 7383 01 Pas Sk

Pass Reconciliation Reports

Click Pass Reconciliation Report to generate reports utilizing Customer # & Item #(s), and a Cut Off Date.

Pass Tracking

EAE A E P PN Y

Sales Item Entry

(E]

Sales Item Senal Entry

Sales Item Serial Conzignment Entry

Senal Inventory Purge

Pass Inventory Heport

Pasz Sales Report

Pass Transaction Report

Pass Reconciliation Reports

Return to Previous Menu

and| || || || | and || e | and | eng

Enter or select customer or All customers, Select Item # or All ltems, and Cut Off Date.

Display

Click Display to display the report based on the selected options.

Customer Mame:

Customer #: C3001

Pass Reconciliaton Form

W |Bellef0nte Bora

[C] All Customers

v
Item #: vl All ltems
Item Description: v Cut DIf Date: |1/31/2018 | @
Serial Inventory
Item # Description From # Thru # Aty Unit Price  Extended Cost
[iEE [State College Boro Bus Passes 5] 250 [ 200 [ $16000 [ $32.000.00

Dizplay

Print
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Print
Enter or select customer or All customers, Select Item # or All ltems, and Cut Off Date.

Click Print to generate a report that can be viewed and printed.

Pass Reconcilation Report

Customer: C3001 Bellefonte Bomo Cut Off Date: 1212018
tem #: /032 State College Boro Bus Passes Unit Price
Starting
From Serial #: Thru Serial #: Imentory: 00 K FB000  Value OF Inventory: $12,000.00
‘On Hand:
Sold: X HG00D Cash Due:
Outlet Reconciled By: Oate: Total Due:
Pass Inventory Received Report
Customar: C3001 Ballafonts Boro
tam £ D= scription From $erial £ Thiu Serial £ |58 usd
=5 tte Colags Boro Bus Passes

These reports can be used to reconcile Sales Items for consignees.

Invoicing Sales Iltems & Serial Numbers
Proceed to the AR Menu and the AR manual for further directions.
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