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Accounts Payable Data Entry  





APMU001      Task  76      The La Crosse System (TM)      Port  78      3/08/96 

                                                                                

                       LA CROSSE MANAGEMENT SYS, TESTING                        

                                                                                

                          Accounts Payable Data Entry                           

                                                                                

    1  Invoice Entry                   13  Check Writing Conversion             

    2  Invoice Void                                                             

    3  Debit Memo Entry                                                         

    4  Credit Memo Entry                                                        

    5  Debit/Credit Memo Void                                                   

    6  Manual Check Entry                                                       

    7  Manual Check Void                                                        

    8  Check Writing                                                            

    9  Check Clearing                                                           

   10  Check Voiding                                                            

   11  Expense Re-Distribution                                                  

   12  Payment Status Change                                                    

                                                                                

                                  Procedure:                                    

                                                                                

                                                                                

                                    8:44                                        
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Invoice Entry



Introduction



Invoice Entry� XE "Invoice Entry" \r "invoice1" � is found on the Accounts Payable Data Entry menu, 1-1.  This is the program where all Accounts Payable invoices� XE "Accounts Payable Invoice Entry" \t "See Invoice Entry And Manual Check Entry" � are entered, that have not been paid.  This provides you with what your company owes per vendor.  The invoices� XE "Purchase Order Invoices" \t "See Invoice Entry And Manual Check Entry" � are than paid through the Accounts Payable Check Writing program.  A/P Invoice Entry directly updates the General Ledger, posting the entry to the Accounts Payable General Ledger account and the expense distribution accounts.  



Part of the process of clearing a purchase order is the entering in of the invoice from the vendor.  Special modifications have been written into four of the LMS Accounts Payable programs.  These features will only be activated if field 5, Purchase Order System (Y/N) in the P.O. Control File is set to a Y for yes.  



The documentation on the operation of Invoice Entry includes the operation relating to linking the purchase order to the invoice.  It also includes operation of inputting non-purchase order Accounts Payable invoices. 



All invoices for non-prepaid purchase orders, that were created through the Purchase Order module, should be input into the Accounts Payable system� XE "Invoice Entry:Functions And Purpose" \r "invoice2" � with the assigned purchase order number.  If this is not done the purchase order will not purge from the Purchase Order module.  By linking the purchase order to the Accounts Payable invoice, information is provided on purchase order quoted costs versus actual charged costs.  This is reported through the Purchase Order Variance Report.  There is also a Purchase Order report that will print all items that have been invoiced on the system but the item has not been received into inventory on the system.  This is the Purchase Order Pending Receipt report.  Also when a purchase order is linked to the Accounts Payable Invoice the APHist File is updated with the purchase order information, thus providing a History File of purchase order to invoice.
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Introduction  (Cont’d)



Use of the Accounts Payable Invoice Entry, along with entering the assigned purchase order number, results in the following functions.  Also included are functions relating to non-P.O. invoice transactions.



Vendors can be accessed by vendor number or through an alpha vendor name search.  A miscellaneous vendor is available, which allows input of the vendor’s name.  This should be used for vendors that are very rarely used and a permanent Vendor File is not desired.  A default vendor number appears after completing an invoice.  This will be the vendor used on the prior invoice and can be overridden.  Thus if you enter all invoices for the same vendor one after another, this will save you the input of vendor number.  These features apply to P.O. and non-P.O. invoice functions.



A discount� XE "Invoice Entry:Discount Amount Entry" � amount is entered by a percentage or dollar amount.  The percentage used can be a default from the Vendor File or can be overridden.  When calculating discount by a percentage, the invoice amount that is used to percentage on can be changed.  As an example, the freight amount of the invoice could be subtracted from the discount calculation.  The discount amount is stored in the A/P Files but is not posted to the General Ledger until the invoice is paid.  The discount function relates to P.O. and non-P.O. invoice functions.



Vendor terms in days are stored in the Vendor File.  Terms can also be entered during the invoice.  Both calculate a default invoice due date.  The default due date can be overridden.  This applies to P.O. and non-P.O. invoices.



The vendor’s invoice number may be up to 20 alphanumeric characters.  The system date will be the default invoice number.  A check for duplicate invoice numbers per vendor occurs.  This applies to P.O. and non-P.O. invoices.



The General Ledger is updated with a credit to the Accounts Payable account.  The amount credited is the total amount of the invoice including the discount amount.  The Accounts Payable account is defined in the Global File.  All of the expense distributions are posted directly to the General Ledger.  There is an unlimited amount of expense distributions that can be made per invoice or individual purchase order line item.  This relates to P.O. and non-P.O. invoices.



When entering a P.O. invoice, additional input of General Ledger distributions, not relating to the individual items on the purchase order is available.  This is used to post such things as freight and other charges.  
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When invoicing from a purchase order, an item with a Vendor Item File that has a designated General Ledger Account number, automatically displays in the expense distribution entry.  If the item does not have a defined G/L account number in a Vendor Item File but does have a Product Class Association File, the designated General Ledger Account number automatically displays in the expense distribution entry.  The branch number, assigned to the item on the purchase order, is also a factor in determining which G/L account appears as the default.  This allows a different default G/L account number to appear based on different branches.  If there is no G/L account number defined in the Vendor Item File or Product Class Association File, a default G/L account number stored in the Vendor File is used.  All defaults can be overridden.



A non-P.O. invoice has one G/L default account number.  This is stored in the Vendor File and can be overridden.



All of the Accounts Payable reports and Vendor Analysis reports are updated for P.O. and non-P.O. invoices.  The Vendor File is updated for month and year to date purchases.



On P.O. invoices a Pending File� XE "Invoice Entry:Pending File" � is updated or created.  If the Accounts Payable invoice has been input but the items have not been received the items print on the Pending Receipt Report.  If the receipt has been entered and the invoice is than entered, the purchase order is removed from the Pending Invoice Report.  Once the Accounts Payable invoice and the receipt of the item has been performed, the Purchase Order item prints on the Variance Report.  This provides an analysis of the receipt cost of the item versus the invoiced cost of the item. 



The program provides any amounts that have been previously invoiced of an item.  It also provides the receiving status of the purchase order, closed, open, or partially received.  The quantity invoiced and date invoiced is written for each item into the Purchase Order Line Item File.  Also written to this file is the invoiced cost of the item, which is written as the actual cost.  The P.O. Quoted Cost remains unchanged.



More than one purchase order can be applied to the same invoice.  Each purchase order has the corresponding files updated.  The operator is able to go back and forth between the purchase orders, making modifications on all of the included purchase orders, prior to the final acceptance of the invoice.
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All invoices� XE "Invoice Entry:A/P History File" � create an APHist File and GLHist File.  This includes invoices linked to a purchase order and those not linked to a purchase order.  The GLHist File stores all of the expense distributions that posted to the General Ledger for P.O. and non-P.O. invoices.  The APHist File stores the invoice header information and purchase order information.  This file can be accessed through the A/P Invoice Inquiry.  When an invoice is linked to a purchase order, the items on the purchase order and amounts and quantities invoiced are written to the APHist File.  If an item has been substituted in P.O. Receipts, the original item number is written to the APHist File.  Thus a linkage of purchase order items, A/P invoice and the G/L distributions are created and stored in the history files.  These files remain until a purge is run.



The program provides an automatic release function of all of the items on a P.O. invoice.  The operation of the automatic release is based on the receiving status of the purchase order.  If there is no default G/L account number, the program prompts for an account.  Within the automatic release function, individual items can still be selected for individual changes or exclusion from the automatic release.  The invoice information and General Ledger distribution on the items can be changed as many times as desired.  Invoice header information can also be changed.  Thus until the operator exits the item screen, invoices on the items can be modified as many times as desired.



Non-P.O. invoices also allow as many changes to the General Ledger distribution as desired, prior to accepting the invoice transaction.  Invoice header information can also be changed.



After the entry of the automatic release or individual selections and G/L distributions, there is the ability to cancel the entry of the invoice.  Cancellation of the invoice means no files are updated and allows the operator the ability to redo the invoice.  This applies to P.O. and non-P.O. invoice transactions.
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Enter Data





Transaction Date



When entering the program from the menu the cursor stops at Transaction Date.  A carriage return accepts the system date as the transaction date.  This can be overridden.  Whatever date is input determines what fiscal month is updated in the General Ledger.  It is not the invoice date that determines the month� XE "Invoice Entry:Fiscal Month Updating" � the General Ledger is updated.  It is the transaction date input when entering the program.  Thus it is extremely important that the correct transaction date is entered.  As an example, the current system date is 10/01/95.  However, you are still entering invoices in for the month of September and you want them posted to the General Ledger for fiscal month September.  Thus in order for the General Ledger to be updated for the month of September a transaction date of 09/30/95 should be entered when entering the program at the Transaction Date menu prompt.  The transaction date that is input is also the default invoice date, which can be overridden per invoice.  (MMDDYY)



Notice on the following screen sample, that the fiscal month that is updated in the General Ledger is displayed after the heading Month.  In this example, the fiscal year begins in January so month 10 is October.  If the fiscal year began in July, entering a transaction date of 10/04/95, would post to fiscal month 4 in the General Ledger.



10/04/95                 Invoice Entry For 10/04/95         Month 10   8:00   

                                                            Post   0       .00

Vendor No.                                                                    

 Inv.No.                                      P.O. Number                     

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     
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Enter Data  (Cont’d)



In Global Record 6 the Accounts Payable G/L account number is stored.  These are the accounts that are automatically posted to when exiting the program.  If there is an invalid G/L account number stored in Global Record 6, input of the invoice is not allowed.  The following prompt appears upon entry to the program.  Entering a carriage return exits the program and returns to the Accounts Payable Data Entry menu.  You must have a valid account number stored in the Global File in order to enter an invoice.



There Are Invalid G/L Account Numbers In Global Record 6 - Input Not Allowed.   

Enter 'CR' To Return To Menu                                                    



 1/02/96                 Invoice Entry For  1/02/96         Month  9  14:41   

                                                            Post   0       .00

Vendor No.                                                                    

 Inv.No.                                      P.O. Number                     

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

There Are Invalid G/L Account Numbers In Global Record 6 - Input Not Allowed. 

Enter 'CR' To Return To Menu                                                  

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



Entering the Vendor



Vendor No. 



Input the vendor number that� XE "Invoice Entry:Vendor Entry" \r "invoice3" � the invoice is from.  This must be a valid Vendor number.  The vendor name displays.  If an invalid number is input, the prompt Invalid Vendor  appears.  The cursor returns for reinput.  To exit the program input an E, END or TOT.  If at least 1 alpha character or a number greater than 8 digits is entered the program performs an alpha search on the vendor name.  You may enter up to 25 alphanumeric characters.
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Entering the Vendor  (Cont’d)



Vendor No. 



When the alpha search on the vendor name is made, the cursor is at one of the two following prompts.



Select Vendor Choice Or E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



10/04/95                 Invoice Entry For 10/04/95         Month 10   8:00     

                                                            Post   0       .00  

Vendor No. OTTO                                                                 

 Inv.No.                                      P.O. Number                       

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.            

------------------------------------------------------------------------------  

    Vendor #/Name                                                               

  1      100 OTTO CORP.                500 NORTH SHORE DRIVE     CHICAGO,  IL  5

  2      105 OTTO SUPPLY COMPANY       900 VALLEY ST             CHICAGO   IL  5

                                                                                

Select Vendor Choice Or E'nd                                                    

                            Enter '^' To Go Back One Field, '/' To Cancel       



10/04/95                 Invoice Entry For 10/04/95         Month 10   8:00     

                                                            Post   0       .00  

Vendor No. M                                                                    

 Inv.No.                                      P.O. Number                       

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.            

------------------------------------------------------------------------------  

    Vendor #/Name                                                               

  1     8008 MABEL CORPORATION         23 GENERAL LANE           LA CROSSE  WI  

  2     3003 MAPP INCORPORATED         3400 COLLEGE LANE         LA CROSSE  WI  

  3     3150 MAYBERRY POLICE DEPT.     1200 MAIN STREET          MAYBERRY, NC  1

  4     3100 MAYFIELD PRESS            SUITE 200                 MAYFIELD,  MI  

  5     3004 MAYRE OFFICE SUPPLY       1256 UNION ROAD           LA CROSSE  WI  

  6     3007 MEASURE SUPPLIES          1348 MENTOR AVE           LA CROSSE  WI  

  7     3151 MIDLAND PAPER COMPANY     1291 SOUTH AVENUE         MIDLAND,  WI  4

  8     3010 MILTON INC                1289 MILTON AVENUE SOUTH  LA CROSSE  WI  

  9     3002 MINER INCORPORATED        134 ROYAL LANE            LA CROSSE  WI  

 10       10 MINOLTA                   1200 BROADWAY AVE         NEWARK  NJ  045

 11       99 MINOLTA                   RAMSEY NJ 00101                          

 12      991 MINOLTA                   1002 ERIE LANE            WESTFORD  CA  4

 13      992 MINOLTA                   SYRACUSE, NY                             

 14     1000 MINOLTA CORPORATION       100 HILLTOP DRIVE         RAMSEY, NJ  540

Display N'ext, Select Vendor Choice, Or E'nd                                    

                            Enter '^' To Go Back One Field, '/' To Cancel       
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Entering the Vendor  (Cont’d)



Select Vendor Choice - E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



The screen displays all vendors that have a name which begins with the inputted characters.  Each line contains the vendor number, complete name, and the second and last lines of the vendor's address.  Only 15 characters of the last address line displays.  A computer assigned number is associated with each vendor.  The first prompt appears when there is less than 15 vendor choices.  The second prompt appears when there is more than 14 vendor selections.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range appears and the cursor returns for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter N for next to view the next screen of vendor choices.  When N for next is input the cursor is at one of the two following prompts.



Display N’ext P'revious, Select Vendor Choice, Or E'nd           

Display P'revious, Select Vendor Choice, Or E'nd           



The first prompt appears until the last screen of vendor choices is accessed.  The second prompt appears when the last screen is reached.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range appears and the cursor returns for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  Enter a P for previous to go back one screen of selections.  You may go back and forward as many screens as exist.
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Enter Data  (Cont’d)



Creating the Invoice Header



Once the selected vendor choice or a valid vendor number is input the vendor name appears.  If the miscellaneous� XE "Miscellaneous Vendor" � vendor number 999999 is input an additional prompt appears.



Input Miscellaneous Vendor Name



10/04/95                 Invoice Entry For 10/04/95         Month 10  12:06   

                                                            Post   0       .00

Vendor No.   999999                                                           

 Inv.No.                                      P.O. Number                     

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

         Input Miscellaneous Vendor Name                                      

                                                                              

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



Input the name of the vendor the invoice is assigned to.  This is the name that will be printed on the Accounts Payable reports.  Miscellaneous vendors� XE "Invoice Entry:Miscellaneous Vendor" � are used for vendors that you do not need a permanent Vendor File.  The invoice for that vendor is a one time or very uncommon occurrence.  For more information on the set up of the miscellaneous vendor see page 510, Vendor File Maintenance.  (25 Alphanumeric)� XE "Invoice Entry:Invoice Header Entry" \r "invoicetc" �



Once the input of the first invoice, since entering the program, is completed that vendor number appears as the default vendor number.  A carriage return at Vendor No accepts the default.  You may override the default by entering another number or selecting a vendor through the alpha search.  Every time a new vendor number is input and the invoice completed, that vendor number appears as the default.  This is a time saving feature if all invoices to the same vendor are entered consecutively.



Entering a / slash or ERROR at any of the header prompts, beginning at Inv.No. through Disc. Amt., cancels the input.  The cursor returns to the Vendor No. prompt.  An up arrow key ^ to go back one space is also allowed at the same prompts.  Also after completing the line item and G/L distribution section of the invoice, there is another chance to change some of the header information.�Invoice Entry  (Cont'd) 
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Creating the Invoice Header  (Cont’d)



Inv.No.



Input the vendor's invoice number� XE "Invoice Entry:Invoice Number Entry" �.  If a carriage return is input the current system date is assigned as the invoice number.  (20 Alphanumeric)



10/04/95                 Invoice Entry For 10/04/95         Month 10  12:24   

                                                            Post   0       .00

Vendor No.      105 OTTO SUPPLY COMPANY                                       

 Inv.No.  100495                              P.O. Number                     

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



In the above example, the system date is 10/04/95.  A carriage return at Inv.No. automatically assigns 100495 as the invoice number.  If the system date was 08/14/95 the default invoice number would be 81495.  If an invoice number is entered that is already assigned to the vendor on another existing invoice, this prompt appears and beeps.



Invoice Already On File For This Vendor. Allow Duplicate Invoice # (Y'es/N'o)   



10/04/95                 Invoice Entry For 10/04/95         Month 10  12:24   

                                                            Post   0       .00

Vendor No.      105 OTTO SUPPLY COMPANY                                       

 Inv.No.  8765                                P.O. Number                     

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------

                                                                              

                                                                              

Invoice Already On File For This Vendor. Allow Duplicate Invoice # (Y'es/N'o) 

                            Enter '^' To Go Back One Field, '/' To Cancel     



The system checks the APHist and A/P Files to determine if the inputted invoice number is already assigned to this vendor on another invoice or credit memo.  If it finds a duplicate the prompt appears.  Enter Y for yes to accept the duplicate number.  Enter N for no to not accept the number.  The cursor returns for reinput.  Note, the program will not consider the current system date as a duplicate if a carriage return is input.  As an example, if two invoices were input to the same vendor on 10/04/95 with the invoice number 100495 entered with a carriage return, they would not be considered duplicate.  However, keying in 100495 as the invoice number on the same or next day, ex. on 10/05/95, would produce the duplicate invoice number prompt.
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Creating the Invoice Header  (Cont’d)



P.O. Number  



When the Global File switch, to link the Purchase Order module to the Accounts Payable module is set to no, the prompt for the purchase order number does not appear.  The screen looks as follows.  See the Purchase Order manual for information on setting the switch.  



10/04/95                 Invoice Entry For 10/04/95         Month 10  12:37   

                                                            Post   0       .00

Vendor No.                                                                    

 Inv.No.                                                                      

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



When the Global File switch is set to yes, the P.O. Number prompt appears on the screen.  Input the Purchase Order number� XE "Invoice Entry:Purchase Order Number Entry" \r "invoice4" � that was created in the Purchase Order System.  This is the computer generated P.O. number.  If an invoice is being entered that is not a computer generated P.O. carriage return through this field.  Only P.O. numbers created in the Purchase Order module are accepted as a valid input.  If an invalid P.O. number is entered, the message P.O. Not Found appears.  The cursor returns for reinput.  (10 Digits) 
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Creating the Invoice Header  (Cont’d)



P.O. Number  



There are three purchase order receiving status’s.  A partial status means at least one item on the purchase order has had at least one receipt, but there are quantities left to be received.  An open status means there have been no item receipts on the purchase order.  A closed status means all of the items on the purchase order have been completely received.  When a valid purchase order is entered and accepted the current receiving status of the P.O. is displayed.  This displays as follows.



Closed or Part Rec (for a partial status) or Open



10/05/95                 Invoice Entry For 10/05/95         Month 10  12:55   

                                                            Post   0       .00

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE                                 

 Inv.No.  100595                              P.O. Number       4411  CLOSED  

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------



10/05/95                 Invoice Entry For 10/05/95         Month 10  12:56   

                                                            Post   0       .00

Vendor No.      105 OTTO SUPPLY COMPANY                                       

 Inv.No.  100595                              P.O. Number       4413  PART REC

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------



10/05/95                 Invoice Entry For 10/05/95         Month 10  12:57   

                                                            Post   0       .00

Vendor No.      100 OTTO CORP.                                                

 Inv.No.  100595                              P.O. Number       4528  OPEN    

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------



The display of the receiving status is to� XE "Invoice Entry:Purchase Order Receiving Status" � alert the operator and to aid them in the invoice process.  The norm is that the A/P invoice is not entered until the items have been received.  Thus an open status P.O. is normally not invoiced.  Normally on a partial receipt only the items received are invoiced.  On a closed status all items received are normally invoiced.  Especially when the purchase order is very large, knowing the receiving status without having to page through the entire P.O. should be helpful.  The receiving status of the P.O. also relates to the automatic release function of A/P Invoice Entry.  Depending upon the receiving status of the P.O. determines the operation of the release.  This is explained later in the documentation.
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Creating the Invoice Header  (Cont’d)



P.O. Number



If a valid P.O. number is input but belongs to a different vendor a message displays. 



P.O. Vendor Number Is xxxx - Do You Wish To Continue (Y/N) 



10/04/95                 Invoice Entry For 10/04/95         Month 10  12:57   

                                                            Post   0       .00

Vendor No.      105 OTTO SUPPLY COMPANY                                       

 Inv.No.  100495                              P.O. Number 4083                

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

P.O. Vendor Number Is  21 -  Do You Wish To Continue (Y/N)                    

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



If Y for yes is input the program continues on.  The purchase order history stays with the original vendor as the purchase order remains unchanged.  Only the Accounts Payable invoice and A/P history of the purchase order is updated with the inputted vendor.  This circumstance would occur when the merchandise is shipped from one site and billed from another site.  The original P.O. should be placed at the ship to site and the invoice input to the bill to vendor.  A N for no returns the cursor to P.O. Number. 



If a P.O. number is input that was created as a Prepaid Purchase Order� XE "Invoice Entry:Prepaid Purchase Orders" �, the system does not allow entry as a purchase order.  The idea of a Prepaid Purchase Order� XE "Prepaid Purchase Orders" � is that the invoice has already been paid so the General Ledger distribution has already been entered.  Thus there is no need for P.O. actual versus quoted cost analysis.  If an attempt is made to input a Prepaid Purchase Order number, the message Prepaid Order displays and the cursor returns to the P.O. Number prompt for reinput.  Note, you can still enter the invoice without inputting the purchase order number.



If a P.O. number is input that has no items assigned to it, the message No Line Items On Order appears.  The cursor returns for reinput.
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Creating the Invoice Header  (Cont’d)



P.O. Number



If the purchase order that is entered is being accessed on another terminal in the programs P.O. File Maintenance, P.O. Receipts, and the Accounts Payable Invoicing programs, the prompt PO Is In Use On Another Task , appears.  The cursor returns for reinput.  Entry of the P.O. number is not allowed until the other task exits the P.O.  This is for data updating integrity.  Note, when multiple P.O.’s per invoice are entered all are considered in use until completing the invoice transaction.



10/04/95                 Invoice Entry For 10/04/95         Month 10  12:57   

                                                            Post   0       .00

Vendor No.      105 OTTO SUPPLY COMPANY                                       

 Inv.No.  100495                              P.O. Number 4415                

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

PO Is In Use On Another Task                                                  

                            Enter '^' To Go Back One Field, '/' To Cancel     



Amount 



Input the total amount of the invoice.  This is the total amount the vendor is charging on this individual invoice.  If the invoice includes more than one purchase order� XE "Invoice Entry:Multiple Purchase Order Invoices" �, enter the amount to include all of the P.O.’s.  This is the amount before any discount.  The invoice amount is the amount that is credited to the Accounts Payable G/L account.  A negative invoice amount is not allowed.  A zero invoice amount is allowed.  (8 Numeric - No Decimals) 



Inv Date 



Input the date of the invoice.  A carriage return accepts the default date which is the transaction date.  This should be overridden to the actual invoice date.  If an invalid date is entered, the prompt Invalid Date--Enter Again appears.  The cursor returns for reinput and the default redisplays.  The invoice date is the aging date and is used to calculate due date.  The invoice date does not determine the month the General Ledger is updated.  The transaction date determines the month the General Ledger is updated.  An up arrow key ^ back to this prompt returns the default.  (MMDDYY) 

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Creating the Invoice Header  (Cont’d)



Due Date 



Input the due date� XE "Invoice Entry:Due Date Entry" � of the invoice.  If there is a variable of days due, stored in the Vendor File, field 18 Vend. Terms (Days) in Vendor File Maintenance, the due date is automatically calculated.  The defined days is added to the inputted invoice date.  As an example, the Vendor’s term is 30 days.  With an invoice date of 10/04/95 the calculated due date is 11/03/95.  If the calculated due date falls on a Saturday or Sunday, the next Monday is assigned as the due date.  If there is nothing stored in the Vendor File the due date defaults to the invoice date.  The date may be overridden.  If an invalid date is entered, the prompt Invalid Date--Enter Again will appear.  If a date is input that is less than the invoice date, the prompt The Due Date Cannot Come Before The Invoice Date, appears.  In both cases, the cursor returns for reinput and the default redisplays.  (MMDDYY) 



The program calculates a due date based on an input of the Vendor’s terms.  To enter a new Vendor’s terms enter the word DAYS at the Due Date prompt.  The following prompt displays.



Enter Vendor Terms In Days 



10/04/95                 Invoice Entry For 10/04/95         Month 10  15:42   

                                                            Post   0       .00

Vendor No.      105 OTTO SUPPLY COMPANY                                       

 Inv.No.  100495                              P.O. Number       4413  PART REC

 Amount     200.00   Inv Date 10/04/95  Due Date DAYS3/95  Disc.Amt.          

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

                                                                              

          Enter Vendor Terms In Days                                          

                            Enter '^' To Go Back One Field, '/' To Cancel     



Enter the number of days to calculate the due date from the invoice date.  The calculation is the same as described above.  The change is only for this invoice and does not affect the Vendor File.  In the above example, 15 is input.  The due date is automatically changed to 10/19/95.  Note, overriding terms stores this as the new terms for this invoice.  Thus if an up arrow ^ is input to go back to the invoice date or the invoice date is changed later on the invoice, the calculation of due date continues to use the overridden terms, not the Vendor File’s terms.  (3 Numeric) 

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Creating the Invoice Header  (Cont’d)



Disc. Amt. 



There is a discount amount� XE "Invoice Entry:Discount Amount Entry" \r "invoice5" � displayed if the Vendor File has a defined discount percentage.  Discount percent is field 17, Cash Disc. % (99.99), in Vendor File Maintenance.  The default discount amount calculates using the inputted invoice amount times the stored discount percent.  A carriage return accepts the displayed amount.  This can be overridden by keying in the desired discount dollar amount.  If a discount dollar amount is input that is greater than the invoice amount, the prompt This Amount May Not Be More Than The Entered Invoice Amount, appears.  If a negative discount dollar amount is entered, the prompt The Discount Amount Cannot Be A Negative Number -Please Re-enter, appears.  In both cases the cursor returns for reinput.  (8 Numeric - No Decimals)  



You may also override the stored discount percent or enter one if there is not one defined in the Vendor File.  You may also define the invoice amount that the discount percent is to be calculated on.  Note, any changes are for this invoice only and do not change the Vendor File.  To override the discount calculation enter a % sign at the Disc.Amt. prompt.  The following prompt appears.



   Enter The Invoice Amount To Use To Calculate The Discount (5.00 = 500)

   (EX: The Invoice Total Before Freight Is Added)                       

   Or Press 'RETURN' To Use The Total Invoice Amount      #######         



10/04/95                 Invoice Entry For 10/04/95         Month 10  15:44    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                                        

 Inv.No.  100495                              P.O. Number          4413        

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.  %    4.00

------------------------------------------------------------------------------ 

                                                                               

      Enter The Invoice Amount To Use To Calculate The Discount (5.00 = 500)   

      (EX: The Invoice Total Before Freight Is Added)                          

      Or Press 'RETURN' To Use The Total Invoice Amount      200.00            

                                                                               

                            Enter '%' To Override The Discount Calculation     

                            Enter '^' To Go Back One Field, '/' To Cancel      



The dollar amount that was input at the Amount prompt displays as the default.  A carriage return accepts this as the amount to calculate the discount on.  This can be overridden to any dollar amount that is less than the inputted invoice amount.�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Creating the Invoice Header  (Cont’d)



   Enter The Invoice Amount To Use To Calculate The Discount (5.00 = 500)

   (EX: The Invoice Total Before Freight Is Added)                       

   Or Press 'RETURN' To Use The Total Invoice Amount      #######         



Any amount entered is used as the invoice amount times the discount percent in the calculation of the discount amount.  If an amount is input that is greater than the invoice amount, the prompt This Amount May Not Be More Than The Entered Invoice Amount appears.  If a negative invoice amount is entered, the prompt Invoice Amount May Not Be Negative, appears.  In both cases the cursor returns for reinput.  A good use for this feature is when freight is charged on the invoice, but no discount is allowed on the amount of freight.  Thus at this prompt the invoice amount is entered less than the freight charge.  A slash / cancels the invoice.  An up arrow key ^ returns the cursor to the Due Date prompt.  (8 Numeric - No Decimals)



Once the invoice amount is accepted or overridden, the following prompt appears.



Enter The Discount Percent  ##.#  Ex: 3.5% = 350      



10/05/95                 Invoice Entry For 10/05/95         Month 10  10:30    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                                        

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.  %    4.00

------------------------------------------------------------------------------ 

                                                                               

      Enter The Invoice Amount To Use To Calculate The Discount (5.00 = 500)   

      (EX: The Invoice Total Before Freight Is Added)                          

      Or Press 'RETURN' To Use The Total Invoice Amount      200.00            

                                                                               

    Enter The Discount Percent     2.00  Ex: 3.5% = 350                        

                                                                               

                            Enter '%' To Override The Discount Calculation     

                            Enter '^' To Go Back One Field, '/' To Cancel      



Whatever discount percentage is stored in the Vendor File displays as the default.  A carriage return accepts the default.  This can be overridden if desired.  This is than used as the percent times the accepted invoice amount to calculate the discount amount.  If a percentage is input that is greater than 100%, the prompt Invalid Percentage Please Re-enter, appears.  If a negative percentage is input, the prompt Negative Percentage Not Allowed - Please Re-enter, appears.  For both cases the cursor returns for reinput.  (1000 = 10%, 200 = 2%, 250 = 2.5%)�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice



After the discount amount is accepted, if this is an invoice that is being entered from a computer generated purchase order, the lines from the purchase order� XE "Invoice Entry:Purchase Order Invoice Entry" \r "invoice6" � display. 



10/05/95                 Invoice Entry For 10/05/95         Month 10  11:33    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:        200.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 ITEM-G             EA    1     4     0     0     0       7.5000      30.00  

       Vendor Item : 45-P567            Def. G/L Acct   112200                  

   2  Msg: THIS IS A MESSAGE ON A PURCHASE ORDER                               

   3 ITEM65A            CS   10     3     0     0     0      14.5000      43.50  

       Vendor Item : ITEM65A            Def. G/L Acct   112400                  

   4 TONER              CT    4     5     5     0     0      36.0000     180.00  

       Vendor Item : 45-235-6543        Def. G/L Acct   112200                  

                                                                               

                                                                               

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #                                             



10/05/95                 Invoice Entry For 10/05/95         Month 10  11:38    

                                                            Post   0       .00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Inv. Bal:        751.00 

 Inv.No.  654R23                              P.O. Number       4411  CLOSED   

 Amount     751.00   Inv Date 10/05/95  Due Date 10/20/95  Disc.Amt.      15.02

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 111-222-3333       EA    1     2     2     2     0      25.0000      50.00  

       Vendor Item : 111-222-3333       Previously Invoiced In Full            

   2 45-111-34-2222     EA    1     4     4     0     0      13.0000      52.00  

       Vendor Item : 45-111-34-2222     Def. G/L Acct   100100                  

   3 946-181            CS    4    29    29    29     0       6.4800     187.92  

       Vendor Item : D4598-34           Previously Invoiced In Full            

   4 ITEM-M             CS  100     1     1     0     0     630.0000     630.00  

       Vendor Item : 34-E2-456          Def. G/L Acct   112200                  

   5 PART15             EA    6     3     3     3     0       5.8300      17.49  

       Vendor Item : PART15             Previously Invoiced In Full            

   6 TONER2             EA    1     3     3     0     0      23.0000      69.00  

       Vendor Item : TONER2             Def. G/L Acct   112400                  

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter N'ext, A'dditional Charges, Or Line #                                      

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



For each item line of the purchase order the following displays.  All information is from the Purchase Order Line Item File unless otherwise noted.



Line  A computer assigned line number used to select the line.



Item Number  The full item number on the purchase order.  This is the item number from the Item File.



Vendor Item Number  The Vendor Item Number from the purchase order.



UM  The unit of measure from the purchase order.  



PM  The pack multiple from the purchase order. 



Ord  The total quantity ordered from the purchase order. 



Rec'd  The total quantity received into inventory through P.O. Receipts.



P’Pd  Previous Paid.  This is the total quantity invoiced from prior invoice transactions. 



Cu’Pd  Current Paid.  The total quantity invoiced on the invoice that is being input.  When first entering the invoice this is always zero.  This is updated as items are individually selected or through the automatic release.



Cost  This is the actual cost� XE "Invoice Entry:Cost - Actual" � stored in the P.O. Line Item File.  Actual cost is the cost the item was received, or invoiced, on prior invoices and receipts for the P.O.  Whatever transaction was entered last is the actual cost.  If the item has not been received or invoiced, the cost is the accepted Quoted cost at the time the item was added to the P.O.  The four decimal positions are displayed.



Ext. Cost  The extended cost equals Ord times Cost.  Only two decimal positions are displayed.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



Def. G/L Acct  



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost

   2 45-111-34-2222     EA     1     4     4     0     0     13.0000      52.00

       Vendor Item : 45-111-34-2222     Def. G/L Acct   100100                



The default General Ledger Account� XE "Invoice Entry:G/L Default Account Numbers" � number.  There are three possible defaults.  Note, the default accounts are all current, not the account stored at the time the purchase order was created.  The first priority account is one that is stored in the item’s Vendor Item File.  If there is no account defined in an item’s Vendor Item File, the second priority account is one that is stored in the Product Class Association File.  This is the account linked to the product class of the item.  The branch number stored in the P.O. Line Item File and the branch in the Product Class Association File are than compared.  If a branch number match is found, the account number stored in that record is used.  If there is an account in the Vendor Item File and the branch number entered on the item on the purchase order is a branch other than branch 1, the Vendor Item File is bypassed and the Product Class Association File is checked.  If a match on branches occur than the G/L account number stored in the Product Class Association File is used instead of the Vendor Item File.  If no match is found in the Product Class Association File, the account number in the Vendor Item File is used.  Branch 1 items use an account defined in the Vendor Item File over those assigned for branch 1 in the Product Class Association File.  Items assigned to branches other than branch 1 use the accounts assigned to the matching branch and product class in the Product Class Association File and bypass the Vendor Item File.  Thus this enables items assigned to branches other than branch 1 to bypass the priority of the Vendor Item File and go directly to the Product Class Association File.



The third priority account is the G/L Account that is stored in the Vendor File.  If no Vendor Item File exists or no Product Class Association File match is found, the G/L account number stored in the Vendor File is used.  If none of these three exist a 0 (zero) is printed.  Note, the default G/L account number is used to post the expense as the default account when an item is individually selected and is also the account number that is used when the item is invoiced through the automatic release function.



�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



Previously Invoiced In Full  



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost

   1 111-222-3333       EA     1     2     2     2     0     25.0000      50.00

       Vendor Item : 111-222-3333       Previously Invoiced In Full          



If there have been prior invoices applied to the purchase order line items, and the item is fully invoiced, meaning the quantity ordered Ord equals prior invoiced P’Pd, this message appears, instead of the default G/L account number.  This item cannot be selected individually or be invoiced through the automatic release function.



Any message lines� XE "Invoice Entry:Messages On Purchase Orders" � that were input on the purchase order appear. 



Inv. Bal:  The Invoice Balance displays.  As items are selected or the automatic release function is activated, the invoice balance is adjusted.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



When the purchase order line items are first accessed the cursor is at one of the two following prompts.  These are referred to as the invoicing prompts.



Automatic R'elease, E`X'clude Lines, E'nd    

Enter A'dditional Charges, Or Line #           



Automatic R'elease, E`X'clude Lines, E'nd               

Enter, N'ext, A'dditional Charges, Or Line #    



The first prompt appears when there is only one screen of items and messages.  The second prompt appears when there is more than one screen of items and messages.  Entering N for next displays the next screen of line items.  When N for next is input one of the following two prompts appear.



Automatic R'elease, E`X'clude Lines, E'nd    

Enter P’revious, N’ext, A'dditional Charges, Or Line #           



Automatic R'elease, E`X'clude Lines, E'nd               

Enter, P’revious, A'dditional Charges, Or Line #    



The first prompt appears until the last screen is accessed.  The second prompt appears when the last screen of items and messages is reached.  Enter N for next to view the next screen.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



Automatic R'elease, E`X'clude Lines, E'nd    

Enter A'dditional Charges, Or Line #           



Automatic R'elease, E`X'clude Lines, E'nd               

Enter, N'ext, A'dditional Charges, Or Line #    



Automatic R'elease, E`X'clude Lines, E'nd    

Enter P’revious, N’ext, A'dditional Charges, Or Line #           



Automatic R'elease, E`X'clude Lines, E'nd               

Enter, P’revious, A'dditional Charges, Or Line #    



There are two ways to invoice items on purchase orders.  One is to individually select each item that is to be invoiced.  This is using the Line # function.  This is useful when the purchase order has a lot of items and only one or a few are to be invoiced at this time.  Or all the items on the P.O. need a cost, or quantity invoiced change, or G/L distribution change.  The other method is to do an automatic release of the items on the invoice.  A R is entered to activate the automatic release.  This is very useful and time saving when the majority of the items on the purchase order are to be invoiced with no changes.  The program automatically invoices the quantity of each item based on the receiving status of the purchase order.  The automatic release will never invoice a quantity that has already been invoiced.  The displayed actual cost is used as the invoiced cost.  The displayed default G/L account number is used to distribute the cost to the General Ledger.  Within the automatic function individual items can be selected for changes, such as to change the cost, quantity invoiced and the G/L account distribution.  Items can also be excluded from the automatic release.  This is using the X for Exclude feature.  Thus if you had 11 items on a purchase order and 8 of the items can be invoiced as is but 2 cannot, you are able to do an automatic release of the 8 items and exclude the 2 items that you do not want to invoice.  Or you can individually select any of the 8 items that are being invoiced and make specific changes and they will be released with the automatic function.  You also can cancel an item, that was selected individually or as an automatic release for an invoice, by excluding � XE "Invoice Entry:Purchase Order Invoices - Automatic Vs Individual Release" \r "invoice7" �that item.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



When invoicing all of the items on the purchase order, individually or automatically, both functions allow items to be selected individually as many times as desired.  You can change the quantity invoiced, the cost posted, and the entered G/L accounts.  Thus if an item was selected individually and an error was made, the item can be re-selected and the changes made.  You may even have entered the automatic release command or selected the item individually and than go back and exclude that item from the automatic release function.



If there would ever be an item on a purchase order that has a cost of zero the item would still have to be distributed on the Accounts Payable Invoice, either as an individual selection or through the automatic release.  This is the only way that the item would be marked as being invoiced.  If this was not done the item would never be fully closed on the purchase order and would not print on the Variance Report or purge.  The line balance and distribution will be zero. 



Both release functions also have a final accept or cancel command� XE "Invoice Entry:Canceling The Invoice" �.  Thus if a purchase order was invoiced and than the operator decides that there were to many errors made or it was the wrong P.O. the transaction can be canceled, prior to accepting the invoice of the P.O.  Canceling the transaction means no files are updated.  Nothing is updated until the invoice is accepted and exited.  The purchase order is just like it was, prior to entering the P.O. in A/P Invoice Entry.  The vendor’s account, and General Ledger are not updated.  The invoice information is temporarily stored by the program and when the A/P Invoice transaction is accepted the actual updating of the files occur.  This includes the P.O. invoiced quantities and cost, the P.O. Pending Files, the vendor’s account, General Ledger expense distributions and the A/P Files.



The entry of an A at the invoicing prompts allows for additional input, which is used to enter the General Ledger distribution for the expenses that are not linked to a specific purchase order line item number.  This is to post other expenses such as freight or a down machine charge.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item

.� XE "Invoice Entry:Purchase Order Invoices - Individual Selection Of Items" \r "invoice8" �

Whether the items on the purchase order are to be invoiced individually or with the automatic release function, you may still select an individual item line.  This is utilizing the Indiv. Line # part of the 4 possible prompts used to invoice items.  If you do not plan on using the automatic release function on a P.O. invoice, than the only way to invoice an item is to input the line number that corresponds with the item.  Thus all items that you plan on invoicing must be selected.  If you plan on using the automatic release function than the only reason to select an item individually is to make a change on the default information.  This includes changing quantity invoiced, G/L accounts used in the distribution and the item’s invoiced cost amount.  Thus to select an individual item, enter the corresponding line number at the displayed invoicing prompts.



If a line is input that has been completely invoiced, the message, Line Previously Invoiced In Full, displays.  The item is not accessed and the cursor returns to the prompt for reinput.  



10/05/95                 Invoice Entry For 10/05/95         Month 10  14:32    

                                                            Post   0       .00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Inv. Bal:        751.00 

 Inv.No.  654R23                              P.O. Number       4411  CLOSED   

 Amount     751.00   Inv Date 10/05/95  Due Date 10/20/95  Disc.Amt.      15.02

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 111-222-3333       EA    1     2     2     2     0      25.0000      50.00  

       Vendor Item : 111-222-3333       Previously Invoiced In Full            

   2 45-111-34-2222     EA    1     4     4     0     0      13.0000      52.00  

       Vendor Item : 45-111-34-2222     Def. G/L Acct   100100                  

   3 946-181            CS    4    29    29    29     0       6.4800     187.92  

       Vendor Item : D4598-34           Previously Invoiced In Full            

   4 ITEM-M             CS  100     1     1     0     0     630.0000     630.00  

       Vendor Item : 34-E2-456          Def. G/L Acct   112200                  

   5 PART15             EA    6     3     3     3     0       5.8300      17.49  

       Vendor Item : PART15             Previously Invoiced In Full            

   6 TONER2             EA    1     3     3     0     0      23.0000      69.00  

       Vendor Item : TONER2             Def. G/L Acct   112400                  

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

         Line Previously Invoiced In Full                                      

� XE "Invoice Entry:Messages On Purchase Orders" �

If a line number is input that does not exist, the prompt Line Does Not Exist appears.  If a line number is input that is assigned to a message line, the message Line Number Is A Message Line displays.  If an alpha character is input other than those in the prompts, Invalid Selection appears.  In all cases the cursor returns for reinput.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Only select the lines of the purchase order that apply to the invoice that is being input.  There may be more lines of items on the purchase order then what the invoice includes.  This would be caused by back orders of merchandise.  There is no limit to the number of invoices entered on a purchase order as long as there are open items that have not been invoiced. 



Once an item is individually selected the program continues on.  The following documentation relates to the first time, in the individual A/P Invoice transaction, an item is selected.



The program is designed, as the default invoiced quantity and amount for the items, to correspond with the quantity that has been received for the items on the purchase order.  This follows the assumption that the A/P invoice for the items would not normally be entered until the merchandise is received into stock.  However, these defaults can be overridden thus allowing the invoice to be entered prior to the receipt of the items and also allow a change of cost.  Because of the concept that items will not be invoiced until received, if a line number is individually selected and the item has not been totally received the following prompt displays.



Item Not Completely Received - Continue (Y/N) 



10/06/95                 Invoice Entry For 10/06/95         Month 10   8:28    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:        200.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

                                                                               

Item Not Completely Received - Continue (Y/N)                                  



This is to alert the operator that they are invoicing an item that the total on order amount has not been completely received into stock through P.O. Receipts.  Note, this will display on an item that has partial receipts also.  A N for no returns the cursor to the invoicing prompt.  A Y for yes accesses the item and enters the General Ledger distribution screen. 

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Once the line number has been selected the account distribution screen displays.  For each individually selected item number line on a purchase order, the General Ledger distribution� XE "Invoice Entry:G/L Expense Distribution Entry" \r "entry1" � must be entered.  The cursor is at the following prompt.



Account 



10/06/95                 Invoice Entry For 10/06/95         Month 10   8:28    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:        200.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

     112200                      INVENTORY SUPPLIES                            

                                                                               

                                                      Line Balance:     180.00 

                                                                               

                                                      Enter 'TOT' When Done    



There is no limit to the number of G/L accounts for the expense distribution per item.  Whatever accounts are input will post to all of the General Ledger Files and the Chart of Accounts File.  Whatever account is entered first is the account that is stored in the Pending File.  There are 3 possible defaults at the Account field.  These are explained in the order of priority.  If there is a Vendor Item File on the selected item number, the General Ledger account that is stored in the Vendor Item File displays.  If there is no Vendor Item File but there is a Product Class Association record, that General Ledger account number displays.  Both of these defaults reflect the current account, not the account at the time the item was added to the purchase order.  The branch number assigned to the item on the P.O. is also taken into effect.  See page 23 for details.  If none of the above exist then the account from the Vendor File displays.  If that is empty then the display is blank.  The description from the chart of accounts is displayed.  A carriage return accepts the displayed account.  The default G/L account numbers can be overridden with a valid General Ledger account number.  If an invalid account or entry is input, the prompt Invalid Account # Or Type appears.  The cursor returns for re-entry.  If the wrong line of the purchase order is selected and this is caught before any distributions are made, enter TOT or ERROR at Account and that line of the purchase order is not updated.  The cursor returns to the initial screen which displays the purchase order lines.  (8 Digits) 

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Amount



At the bottom of the screen the line balance� XE "Invoice Entry:Line Balance Calculation" \r "invoice7a" � is displayed.  This is the balance of the selected line number not the total purchase order.  Upon first entering the distribution for the item, the line balance is calculated based on the total quantity received on the item.  The cost used is the displayed actual cost.



If the quantity received equals 0 (zero), the line balance displays as follows.



Line Balance = Ord (Quantity Ordered) - P’Pd (Prior quantity invoiced) X Cost



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost

   1 ITEM-G             EA     1     4     0     0     0      7.5000      30.00

       Vendor Item : 45-P567            Def. G/L Acct   112200                



10/06/95                 Invoice Entry For 10/06/95         Month 10   8:28    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:        200.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

     112200                      INVENTORY SUPPLIES                            

                                                                               

                                                      Line Balance:      30.00 



In the above example, the quantity ordered is 4, quantity received and invoiced is 0.  The cost for one is 7.50.  The line balance would be 4 - 0 = 4 X 7.50 = 30.00.  



As another example, the quantity ordered is 3, quantity received is 0 and the total quantity invoiced on prior invoices is 1.  The cost for one is 26.75.  The line balance would be 3 -1 = 2 X 26.75 = 53.50.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Amount



If the quantity received is greater than zero and is also greater than prior quantity invoiced, the line balance calculation is as follows.



Line Balance = Rec’d (Quantity Received) - P’Pd X Cost



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost 

   4 TONER              CT     4     5     5     0     0     36.0000     180.00 

       Vendor Item : 45-235-6543        Def. G/L Acct   112200                 



10/06/95                 Invoice Entry For 10/06/95         Month 10   8:28    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:        200.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

     112200                      INVENTORY SUPPLIES                            

                                                                               

                                                      Line Balance:     180.00 



In the above example, the item has a quantity received of 5, with a cost of 36.00.  No prior quantity was invoiced.  Thus the line balance equals 5 - 0 = 5 X 36.00 = 180.00.  As another example, the quantity received is 5, the prior invoiced is 2, with a cost of 20.00.  The line balance equals 5 - 2 = 3 X 20.00 = 60.00.



�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Amount



If the quantity received is greater than zero but is not greater than the quantity paid, the calculation for line balance is as follows.



Line Balance = Ord (Quantity Ordered)- P’Pd (Prior Quantity Invoiced)



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost

   1 PART               CT     6     5     2     2     0    298.9800    1494.90

       Vendor Item : PART               Def. G/L Acct        0                



10/06/95                 Invoice Entry For 10/06/95         Month 10  15:47    

                                                            Post   0       .00 

Vendor No.       21 WELCH OFFICE SUPPLIES              Inv. Bal:       1000.00 

 Inv.No.  100695                              P.O. Number       4485  PART REC 

 Amount    1000.00   Inv Date 10/06/95  Due Date 11/06/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                                               

                                                      Line Balance:     896.94 



In the above example, the item has a quantity received and invoiced of 2.  The cost for one is 298.98.  Thus the line balance equals the quantity ordered of 5 - 2 = 3 X 298.98 = 896.94.  As another example, the quantity ordered is 5 and the quantity received is 2 and the prior quantity invoiced is 3.  The cost for one is 75.00.  The line balance equals 5 - 3 = 2 X 75.00 = 150.00.



As stated earlier, as the amounts are entered, the line balance is adjusted.  If the amount distributed is greater than the original line balance, the line balance is reflected as a negative number.



�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Amount



Whatever amount is distributed reduces the displayed line balance and also the invoice balance.  If a carriage return is entered at the amount field the displayed line balance is accepted as the amount assigned to the inputted G/L account number.  If the line balance is greater than the overall invoice balance entering a carriage return will only enter an amount up to the invoice balance.  However, an amount greater than the overall invoice balance can be keyed in.  Than later in the invoice entry, the invoice amount can be changed to reflect the distributed amount.  A zero or a negative number is allowed.  If a negative number is input the account is credited instead of debited.  An up arrow key ^ or ERROR returns to Account.  (9 Digits - No Decimals)



The amount to be distributed should be input if the displayed line balance is the desired total figure but this amount needs to be distributed to more than one G/L account number.  Another reason to override the displayed line balance is because the displayed cost that was used in the calculation of line balance is incorrect.  Thus the cost� XE "Invoice Entry:Cost - Actual" � has changed from the original P.O. Quoted costs or from prior invoices or receipts of the item.  You want to use the cost designated on the invoice from the vendor.  Another reason to override the displayed line balance is to override the default quantity that was used in the calculation of the line balance.  As an example, the quantity received is 3 and there are no prior invoices, the program will want to use 3 as the quantity to be invoiced.  But for whatever reason you only want to invoice 2 or you want to invoice more than 3.  This would occur when there is a discrepancy between what the vendor says is shipped and what your records show.  Or the inventory and A/P departments are not synchronized in the timing of their input.  The amount distributed will have to be changed to reflect the different quantity.  



Special Description 



If a carriage return is input the vendor name is automatically the default.  A description identifying the distribution may be entered.  The description remains with the General Ledger Account input on that distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  They also are written to the GLHistory File.  Type in an up arrow key ^ to return to Amount.  Inputting ERROR returns to the Account prompt to allow reinput of that distribution line.  (23 Alphanumeric)  

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



After the Special Description is input the cursor returns to Account.  More distributions may be made or enter TOT or ERROR to finish the G/L distribution.  Once TOT is input to end the distribution entry, one of the two following prompts appear to allow the operator to make modifications to the G/L distribution� XE "Invoice Entry:G/L Expense Distribution Entry - Changing" \r "invoice8a" � entry.



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



10/09/95                 Invoice Entry For 10/09/95         Month 10   7:36    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:         20.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   112200    100.00     100.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY     

 2   112600     80.00     180.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY     

                                                                               

                                                                               

                                                                               

                                                                               

                                                      Line Balance:       .00  

                                                                               

 Enter # To Change, A'dditional Input, Or 'CR' To End                          



The first prompt appears when the G/L distributions for that item line, are less than 13 entries.  The second prompt appears when the G/L distributions exceed 12 entries.  Entering N for next allows viewing of the next screen of distributions.  When N for next is input one of the two following prompts appear.



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering N for next allows viewing of the next screen of distributions.  Enter P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



10/09/95                 Invoice Entry For 10/09/95         Month 10   7:36    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:         20.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   112200    100.00     100.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY     

 2   112600     80.00     180.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY     

                                                                               

                                                                               

                                                                               

                                                      Line Balance:       .00  

    Account    Amount          Account Name            Special Description     

     112600     80.00          INVENTORY-SUPPLIES BR 2 OTTO SUPPLY COMPANY     



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data will stay as is.



Amount 



The amount entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  If changed the displayed line balance will be adjusted.  An up arrow key returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



10/09/95                 Invoice Entry For 10/09/95         Month 10   7:36    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:         55.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   112200    100.00     100.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY     

 2   112600     45.00     145.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY     

                                                                               

                                                                               

                                                                               

                                                                               

                                                      Line Balance:      35.00 

    Account   Amount Cumulative  Account Name          Special Description     

 3   112200                      INVENTORY SUPPLIES                            

                                                      Enter 'TOT' When Done    



Operation will be the same as described on the original add.  See page 30.  One of the three possible default accounts display.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the line balance.  The amount can be entered.  Any amount entered adjusts the line balance and the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT or ERROR is entered at the Account prompt.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Entering a carriage return is the final exit for the G/L distribution.  The screen that displays the items is redisplayed.  If the original displayed line balance is changed during the entry of the G/L distribution, after the carriage return is input, an additional variance calculation� XE "Invoice Entry:Variance Input" \r "invoice9" � appears at the bottom of the screen.  This would be due to a change in the cost, or quantity invoiced not matching the default.  The variance also appears when the total quantity received is less than the quantity ordered, due to partial shipments.  If there is a variance the following prompt appears. 



Variance =       -##  Qty Ord =   #  Recd =   #  Pr Pd =   #  Cu Pd =   #

Enter Quantity Invoiced   #                                               



The Qty Ord is the total quantity ordered of the item.  The Recd, is the total quantity that has been received.  The Pr Pd, is the total quantity invoiced prior to the input of this invoice.  The Cu Pd is the current quantity invoiced.  Cu Pd is always zero on the first selection of an item.  The calculation for the Variance amount is the Qty Ord minus Pr Pd, times the original displayed cost, minus the total current invoiced cost.  The default amount in Enter Quantity Invoiced is Qty Ord minus Pr Pd or Recd minus Pr Pd, depending upon the current amount received on the item.  This is the same logic used in calculating the line balance.  See page 31 for more details.



A carriage return accepts the displayed quantity invoiced.  If the displayed Quantity Invoiced is not correct you must override it.  This would be in the case of a back order where all the merchandise is not being invoiced as it was not all shipped.  Or you are not agreeing to invoice the default amount.  Basically the invoiced quantity must balance with the cost entered during the G/L distribution.  The input of this field updates the quantity invoiced, per line item, in the Pending� XE "Invoice Entry:Pending File" � and P.O. Line Item File.  This is an important figure if the P.O. Pending reports and future A/P and P.O. Receipts are to be accurate, reflecting the correct quantity invoiced.  If a quantity invoiced amount is input that is greater than the quantity ordered and prior invoiced, the prompt, Total Quantity Invoiced May Not Be More Than Quantity Ordered appears.  The cursor returns for reinput.  (4 Numeric)�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Once the Quantity Invoiced is input the cursor returns to the display of the purchase order line items.  (4 Numeric) 



To recap, the variance prompts do not appear if the original line balance was not changed and the total quantity invoiced equals the quantity ordered.  Following is an example of an item that is invoiced and reflects a variance.



10/09/95                 Invoice Entry For 10/09/95         Month 10  10:23    

                                                            Post   0       .00 

Vendor No.      100 OTTO CORP.                         Inv. Bal:         40.50 

 Inv.No.  D456                                P.O. Number       4520  CLOSED   

 Amount      40.50   Inv Date 10/09/95  Due Date 10/24/95  Disc.Amt.        .81

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 PAPER              E    10     5     5     0     0       8.0000      40.00  

       Vendor Item : PAPER              Def. G/L Acct   111100                  



10/09/95                 Invoice Entry For 10/09/95         Month 10  10:23    

                                                            Post   0       .00 

Vendor No.      100 OTTO CORP.                         Inv. Bal:           .00 

 Inv.No.  D456                                P.O. Number       4520  CLOSED   

 Amount      40.50   Inv Date 10/09/95  Due Date 10/24/95  Disc.Amt.        .81

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

Variance =       -.50  Qty Ord =   5  Recd =   5  Pr Pd =   0  Cu Pd =   0     

Enter Quantity Invoiced   5                                                    

� XE "Invoice Entry:Cost - Actual" \r "invoice10" �

The original cost is 8.00 a piece.  A quantity of 5 have been received.  Thus the original line balance is 5 X 8.00 = 40.00.  However, this cost is incorrect as the item is now 8.10 a piece.  Thus during the G/L distribution the total amount of 40.50 was distributed.  Note the above variance display.  The difference between 40.50 and 40.00 is -.50 thus this is the Variance.  The default Quantity Invoiced is 5.  In this case the default of 5 is correct.  It was not the quantity invoiced that is changed just the cost.  Thus 5 is accepted.  When the item is redisplayed the new actual invoiced cost of 8.10 is reflected.  The cost of 8.10 is written back to the P.O. Line Item and Pending File as the actual cost of the item.  The current amount invoiced is 5.



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost

   1 PAPER              E     10     5     5     0     5      8.1000      40.50

       Vendor Item : PAPER                111100     40.50                   

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Following is another example of an item that is invoiced and reflects a variance.



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost

   3 TONER              CT     4     5     2     1     0     26.7500     133.75

       Vendor Item : TONER              Def. G/L Acct        0                



10/09/95                 Invoice Entry For 10/09/95         Month 10  10:55    

                                                            Post   0       .00 

Vendor No.       21 WELCH OFFICE SUPPLIES              Inv. Bal:           .00 

 Inv.No.  100995                              P.O. Number       4485  PART REC 

 Amount     120.00   Inv Date 10/09/95  Due Date 11/08/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

Variance =     -13.00  Qty Ord =   5  Recd =   2  Pr Pd =   1  Cu Pd =   0     

Enter Quantity Invoiced   1                                                    



In this example, the default quantity invoiced is 1 as 2 have been received and 1 has been invoiced on a prior invoice.  The cost for one was 26.75.  However, the amount that is invoiced on this invoice is the remaining 4 that are on order and the cost of each one is now 30.00.  Thus a G/L distribution of 120.00 was made.  This calculated the displayed dollar variance of 5 (Qty Ord) - 1 (Pr Pd)= 4 X 26.75 =107.00 - 120.00 (distributions made) = -13.00.  The quantity invoiced is overridden to 4.



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost

   3 TONER              CT     4     5     2     1     4     30.0000     150.00

       Vendor Item : TONER                112600    120.00                   



The P.O. Line Item and Pending File are updated with the new actual cost of 30.00 and the total quantity invoiced equals 5.



�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



After the distribution is completed on an item line, the items are redisplayed.  The Cu Pd (current invoiced) is updated with the quantity invoiced.  This is a way to tell that the item was selected on this transaction.  The calculation for this amount is described on pages 31-34 or it is input by the operator at the variance display.  The unit and extended cost are updated.  This is based on quantity invoiced and the G/L distribution.  With the four decimal unit cost an item’s unit cost will use all four decimal positions when necessary.  The calculation is total amount distributed, divided by current quantity paid.  Thus if this calculation does not round evenly to two decimals the other two decimal positions are used.  This could also work the opposite way.  The unit cost began with more than 2 decimal positions but with cost changes or quantity changes, the unit cost now rounds evenly to two decimal positions.  Note, this will also occur on automatic releases.  



If the cost changed the extended cost reflects this change.  Extended cost always remains two decimal positions.  Note, that extended cost remains quantity ordered times the displayed cost.  Also displaying are the first two G/L distributions applied to the item.  The account and amount is displayed.  Note, line 4 on the following example.



10/09/95                 Invoice Entry For 10/09/95         Month 10  12:52    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:         20.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 ITEM-G             EA    1     4     0     0     0       7.5000      30.00  

       Vendor Item : 45-P567            Def. G/L Acct   112200                 

   2  Msg: THIS IS A MESSAGE ON A PURCHASE ORDER                               

   3 ITEM65A            CS   10     3     0     0     0      14.5000      43.50  

       Vendor Item : ITEM65A            Def. G/L Acct   112400                 

   4 TONER              CT    4     5     5     0     5      36.0000     180.00  

       Vendor Item : 45-235-6543          112200    100.00   112600     45.00  

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #                                             



The reason only two G/L distributions display per item is that there is only room for two distributions.  To display more than that would require more lines per item.  You can re-select the line to view and modify the distributions and amounts.  



Also notice that the invoice balance, Inv. Bal., is reduced by the amount distributed.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items



The other way to invoice items is to do an automatic release.  On all of the invoicing prompts entering a R for the Automatic R’elease option activates the automatic invoice function.

� XE "Invoice Entry:Purchase Order Invoices - Automatic Release" \r "invoice99" �

10/09/95                 Invoice Entry For 10/09/95         Month 10  15:05    

                                                            Post   0       .00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Inv. Bal:        751.00 

 Inv.No.  654R23                              P.O. Number       4411  CLOSED   

 Amount     751.00   Inv Date 10/05/95  Due Date 10/20/95  Disc.Amt.      15.02

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 111-222-3333       EA    1     2     2     2     0      25.0000      50.00  

       Vendor Item : 111-222-3333       Previously Invoiced In Full            

   2 45-111-34-2222     EA    1     4     4     0     0      13.0000      52.00  

       Vendor Item : 45-111-34-2222     Def. G/L Acct   100100                  

   3 946-181            CS    4    29    29    29     0       6.4800     187.92  

       Vendor Item : D4598-34           Previously Invoiced In Full            

   4 ITEM-M             CS  100     1     1     0     0     630.0000     630.00  

       Vendor Item : 34-E2-456          Def. G/L Acct   112200                  

   5 PART15             EA    6     3     3     3     0       5.8300      17.49  

       Vendor Item : PART15             Previously Invoiced In Full            

   6 TONER2             EA    1     3     3     0     0      23.0000      69.00  

       Vendor Item : TONER2             Def. G/L Acct   112400                  

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter N'ext, A'dditional Charges, Or Line #  R                                   



Prior to exiting the invoice prompts, an automatic release can be input at any time in the procedure.  If the automatic release command is input more than once for a P.O. invoice this is not a problem.  The program sets a switch that an item has been individually selected or invoiced with the automatic release function, thus it does not affect the item to enter the automatic release command more than once.  Items can be individually selected prior to or after the automatic release command.  Thus even after entering the automatic release command, items can be selected and the invoicing information changed.  

� XE "Invoice Entry:Purchase Order Receiving Status" �

After the automatic release command is input, additional prompts appear, depending upon the receiving status of the purchase order.  The three possible receiving status’s are open, closed and a partial receipt.  The concept behind this is that most companies do not want to enter the invoice until the items have been received.  Remember, that the receiving status of the purchase order displays on the screen in the header section of the invoice, after the entry of the P.O. number.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



If the automatic release command is input on a purchase order that has a closed receiving status, no additional prompts appear.  A closed status means all items are received, thus the assumption is made that all items that have not been fully invoiced will now be invoiced.  The quantity invoiced will be the ordered amount minus prior invoiced.  The displayed cost times the quantity invoiced will be the distributed cost .  The default G/L account will be the account used to post the amount to the General Ledger and Chart Files.



The following example shows the results of a closed P.O. being automatically released.  See page 42 for the same P.O. prior to the automatic release command.  



10/09/95                 Invoice Entry For 10/09/95         Month 10  15:05    

                                                            Post   0       .00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Inv. Bal:           .00 

 Inv.No.  654R23                              P.O. Number       4411  CLOSED   

 Amount     751.00   Inv Date 10/05/95  Due Date 10/20/95  Disc.Amt.      15.02

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 111-222-3333       EA    1     2     2     2     0      25.0000      50.00  

       Vendor Item : 111-222-3333       Previously Invoiced In Full            

   2 45-111-34-2222     EA    1     4     4     0     4      13.0000      52.00  

       Vendor Item : 45-111-34-2222       100100     52.00                     

   3 946-181            CS    4    29    29    29     0       6.4800     187.92  

       Vendor Item : D4598-34           Previously Invoiced In Full            

   4 ITEM-M             CS  100     1     1     0     1     630.0000     630.00  

       Vendor Item : 34-E2-456            112200    630.00                     

   5 PART15             EA    6     3     3     3     0       5.8300      17.49  

       Vendor Item : PART15             Previously Invoiced In Full            

   6 TONER2             EA    1     3     3     0     3      23.0000      69.00  

       Vendor Item : TONER2               112400     69.00                     

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter N'ext, A'dditional Charges, Or Line #                                      



When the two are compared, note that lines 2, 4, and 6 are the only lines that are updated.  You can tell this by the amounts in the Cu Pd column and the amounts after the default G/L accounts.  Lines 1, 3, and 5 were fully invoiced on other invoices, thus are not re-invoiced during this transaction.  If any of the lines that could be updated automatically, were selected individually, the automatic release would leave them unchanged.  Notice the invoice balance is now zero.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



If the automatic release command is input on a purchase order that has a partial receiving status, the following prompt appears.  Partial status means at least one item has a receipt of at least one.



Only Include Items That Have Receipts But Have Not Been Invoiced? (Y/N)   



10/09/95                 Invoice Entry For 10/09/95         Month 10  15:32    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:        335.50 

 Inv.No.  100995                              P.O. Number       4403  PART REC 

 Amount     335.50   Inv Date 10/09/95  Due Date 11/08/95  Disc.Amt.       6.71

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 ITEM-G             WW    1    30    30     1     0       8.0000     240.00  

       Vendor Item : ITEM-G             Def. G/L Acct   112200                  

   2 ITEM65A            CS   10    45    15    12     0      14.5000     652.50  

       Vendor Item : ITEM-65A           Def. G/L Acct   112400                  

   3 TONER              CT    4    62     0     2     0      36.0000    2232.00  

       Vendor Item : 45-235-6543        Def. G/L Acct   112200                  

   4 PAPER A            E    10     2     2     2     0       6.0000      12.00  

       Vendor Item : PAPER A            Previously Invoiced In Full            

   5 TESTGG             EA    1    10     5     0     0      12.0000     120.00  

       Vendor Item : TESTGG             Def. G/L Acct   111100                  

                                                                               

                                                                               

                                                                               

                                                                               

Only Include Items That Have Receipts But Have Not Been Invoiced? (Y/N)        



Enter Y to automatically include and invoice items only if they have a quantity that has been received and not invoiced.  Enter N for no to release all items and the quantity that has not been invoiced.  What has been received is not factored in.



The above sample P.O. reflects the purchase order prior to the input of this question.  The next pages will show the results of the automatic release, with the response to this question as a yes and a no.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



The first example is after an input of Y is entered at the Only Include Items That Have Receipts But Have Not Been Invoiced? (Y/N) prompt.  Thus this sample reflects the invoice of items with quantities that have been received and not invoiced.



10/09/95                 Invoice Entry For 10/09/95         Month 10  15:32    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100995                              P.O. Number       4403  PART REC 

 Amount     335.50   Inv Date 10/09/95  Due Date 11/08/95  Disc.Amt.       6.71

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 ITEM-G             WW    1    30    30     1    29       8.0000     240.00  

       Vendor Item :  ITEM-G            112200       232.00                     

   2 ITEM65A            CS   10    45    15    12     3      14.5000     652.50  

       Vendor Item :  ITEM65A           112400        43.50                     

   3 TONER              CT    4    62     0     2     0      36.0000    2232.00  

       Vendor Item :  45-235-6543      Def. G/L Acct   112200                  

   4 PAPER A            E    10     2     2     2     0       6.0000      12.00  

       Vendor Item :  PAPER A          Previously Invoiced In Full            

   5 TESTGG             EA    1    10     5     0     5      12.0000     120.00  

       Vendor Item :  TESTGG            111100        60.00                     

                                                                               

                                                                               

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #                                             



Notice that lines 1, 2, and 5 are updated for the current invoice.  Line 1 reflects a quantity invoiced of 29.  The ordered amount is 30, but 1 had already been invoiced on a prior invoice transaction.  Line 2 shows an invoiced quantity of 3, which is the difference of the received quantity of 15 less the prior invoiced quantity of 12.  Line 5 shows an invoiced quantity of 5 which is the received quantity.  There were no prior invoices.  Note, line 3 is not updated.  There are none received, thus none are invoiced during this transaction.  If you calculate the Cu Pd times the cost for each item you will see that the invoiced amount is 335.50.  Note, that the invoice balance reflects 0.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



The second example is after an input of N is entered at the Only Include Items That Have Receipts But Have Not Been Invoiced? (Y/N) prompt.  Thus this sample reflects the invoice of items that have not been invoiced.  The amount received is not factored in.



10/09/95                 Invoice Entry For 10/09/95         Month 10  16:34    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:      -2655.00 

 Inv.No.  100995                              P.O. Number       4403  PART REC 

 Amount     335.50   Inv Date 10/09/95  Due Date 11/08/95  Disc.Amt.       6.71

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 ITEM-G             WW    1    30    30     1    29       8.0000     240.00  

       Vendor Item :  ITEM-GG             112200    232.00                     

   2 ITEM65A            CS   10    45    15    12    33      14.5000     652.50  

       Vendor Item :  ITEM65A             112400    478.50                     

   3 TONER              CT    4    62     0     2    60      36.0000    2232.00  

       Vendor Item :  45-235-6543         112200   2160.00                     

   4 PAPER A            E    10     2     2     2     0       6.0000      12.00  

       Vendor Item :  PAPER A            Previously Invoiced In Full            

   5 TESTGG             EA    1    10     5     0    10      12.0000     120.00  

       Vendor Item :  TESTGG              111100    120.00                     

                                                                               

                                                                               

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #                                             



Notice that line 1, 2, 3, and 5 are updated.  Basically the calculation is Ord (quantity ordered) minus the P Pd (prior invoiced).  Notice that the invoice balance reflects a negative amount as the invoice amount was entered to include only items that were received and not invoiced.  If this was the desired result the invoice amount can be changed to match the distribution, later in the entry of the invoice.



The normal and most common response to the prompt will be the first way, to only invoice the quantity that was received.  However, the option allows flexibility in case the invoice is entered in the computer prior to the receipt.



The displayed cost times the quantity invoiced is the distributed cost .  The default G/L account will be the account used to post the amount to the General Ledger and Chart Files.  If any of the lines that could be updated automatically were selected individually the automatic release would leave them unchanged and still included.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



If the automatic release command is input on a purchase order that has an open receiving status, the following prompt appears.  Open status means there have been no receipts on any of the items.



An Automatic Release Will Include All Items That Have Not Been Invoiced.

No Items Have Been Received.                                            

Are You Sure You Want To Do An Automatic Release? (Y/N)                 



10/09/95                 Invoice Entry For 10/09/95         Month 10  16:45    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:        148.50 

 Inv.No.  100995                              P.O. Number       4410  OPEN     

 Amount     148.50   Inv Date 10/09/95  Due Date 11/08/95  Disc.Amt.       2.97

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 ITEM-G             EA    1    14     0     0     0       7.5000     105.00  

       Vendor Item : 45-P567            Def. G/L Acct   112200                  

   2 ITEM65A            CS   10     3     0     0     0      14.5000      43.50  

       Vendor Item : ITEM65A            Def. G/L Acct   112400                  

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

An Automatic Release Will Include All Items That Have Not Been Invoiced.       

No Items Have Been Received.                                                   

Are You Sure You Want To Do An Automatic Release? (Y/N)                        



Because of the concept of not wanting to invoice a purchase order that has not been received, the message appears as a warning to the operator.  Are you sure you want to do this?  If a N for no is entered, the automatic release is canceled.  The items remain unchanged.  If a Y for yes is entered, the Ord (quantity ordered) minus any P Pd (prior invoiced quantities) are invoiced.  Thus you are invoicing all of the items prior to them being received into inventory on the system.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



The next example is after an input of a Y is entered at the Are You Sure You Want To Do An Automatic Release? (Y/N) prompt.  Thus this sample reflects the invoice of items that have not been invoiced.  There is no amount received.



10/09/95                 Invoice Entry For 10/09/95         Month 10  16:45    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100995                              P.O. Number       4410  OPEN     

 Amount     148.50   Inv Date 10/09/95  Due Date 11/08/95  Disc.Amt.       2.97

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 ITEM-G             EA    1    14     0     0    14       7.5000     105.00  

       Vendor Item : 45-P567              112200    105.00                     

   2 ITEM65A            CS   10     3     0     0     3      14.5000      43.50  

       Vendor Item : ITEM65A              112400     43.50                     

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #                                             



Both items on the purchase order are invoiced by the ordered amount.  This calculates out to the inputted invoice amount, thus the invoice balance is 0.



The displayed cost times the quantity invoiced is the distributed cost .  The default G/L account is the account used to post the amount to the General Ledger and Chart Files.  If any of the lines that could be updated automatically were selected individually the automatic release would leave them unchanged and still included on the invoice. 



Remember, you can always override what the automatic release has invoiced for an item, by selecting the item individually.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



Whenever an automatic release is entered, regardless of the receiving status, the default G/L account number is the account that is used to post the amount to the General Ledger, when the item has not been selected individually.  If there is no default account, the program prompts the operator to input an account.  This occurs after the automatic release command is entered and will repeat for every line that is being invoiced and does not have a defined default G/L account.  The following prompt appears.



Line Has No Valid G/L Distribution.  Enter Account Number:  



10/10/95                 Invoice Entry For 10/10/95         Month 10  10:32    

                                                            Post   0       .00 

Vendor No.       21 WELCH OFFICE SUPPLIES              Inv. Bal:        112.50 

 Inv.No.  101095                              P.O. Number       4442  CLOSED   

 Amount     112.50   Inv Date 10/10/95  Due Date 11/09/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 TESTGG             EA    1     9     9     0     0      12.5000     112.50  

       Vendor Item : W34-E3             Def. G/L Acct        0                  

                                                                               

                                                                               

                                                                               

                                                                               

   1 TESTGG             EA     1     9     9     0     9     12.5000     112.50  

Line Has No Valid G/L Distribution.  Enter Account Number:                     



The line that does not have a default account number� XE "Invoice Entry:G/L Default Account Numbers" � displays.  You must enter a valid G/L account number.  Only one is allowed.  If an invalid account is entered, the prompt Invalid Account Number - Please Re-enter, appears.  The cursor returns for reinput.  When all of the automatically released invoiced items with no default account are displayed, the program redisplays the screen with the items.  The cursor is at one of the four invoicing prompts.  The entered accounts appear with the items.  These items can be selected individually if the G/L distribution needs to be changed.



Note, if you are releasing a large purchase order with numerous items, after inputting lines that need a G/L account or just the release command, the program may appear to pause and you may think the program is stuck.  The program is actually updating the screen and is not hung up.  After the program has gone through all the items, the invoicing prompt will appear.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



The last feature of the automatic invoice function is the ability to exclude items� XE "Invoice Entry:Purchase Order Invoices - Excluding Items" \r "invoice11" � from the automatic release.  As an example, the majority of the items are invoiced but there are a few items that you do not want invoiced.  So you need a way for these items to not be included in the automatic release.  Note, if all items on the P.O. that are invoiced are individually selected and no automatic release function is activated there is no need to exclude items, only items that were individually selected on the P.O. would be included.  



Another use of the exclude function is to remove an item that has been set to be invoiced with the automatic release function or even just an individually selected P.O.  An example, an item was individually selected and than it is decided that this item should not be invoiced.  You may exclude that item.  Or as another example, the automatic release function is activated and it is decided an item should not be invoiced.  You may exclude that item.  In both cases the item will not be invoiced and updated.  



On all of the invoicing prompts entering a X at the E’X’clude Lines prompt activates the ability to exclude items from the automatic release.  You may do the exclusion at any time during the invoice, prior to or after entering the automatic release command.



10/10/95                 Invoice Entry For 10/10/95         Month 10   7:57    

                                                            Post   0       .00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Inv. Bal:           .00 

 Inv.No.  654R23                              P.O. Number       4411  CLOSED   

 Amount     751.00   Inv Date 10/05/95  Due Date 10/20/95  Disc.Amt.      15.02

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 111-222-3333       EA    1     2     2     2     0      25.0000      50.00  

       Vendor Item : 111-222-3333       Previously Invoiced In Full            

   2 45-111-34-2222     EA    1     4     4     0     4      13.0000      52.00  

       Vendor Item : 45-111-34-2222       100100     52.00                     

   3 946-181            CS    4    29    29    29     0       6.4800     187.92  

       Vendor Item : D4598-34           Previously Invoiced In Full            

   4 ITEM-M             CS  100     1     1     0     1     630.0000     630.00  

       Vendor Item : 34-E2-456            112200    630.00                     

   5 PART15             EA    6     3     3     3     0       5.8300      17.49  

       Vendor Item : PART15             Previously Invoiced In Full            

   6 TONER2             EA    1     3     3     0     3      23.0000      69.00  

       Vendor Item : TONER2               112400     69.00                     

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter N'ext, A'dditional Charges, Or Line #  X                                   



�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)

Excluding Items  (Cont’d)



When a X to exclude is entered, the following prompt appears.



Enter Line #’s To Exclude;  Press ‘CR’ When Through



10/10/95                 Invoice Entry For 10/10/95         Month 10   7:57    

                                                            Post   0       .00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Inv. Bal:           .00 

 Inv.No.  654R23                              P.O. Number       4411  CLOSED   

 Amount     751.00   Inv Date 10/05/95  Due Date 10/20/95  Disc.Amt.      15.02

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 111-222-3333       EA    1     2     2     2     0      25.0000      50.00  

       Vendor Item : 111-222-3333       Previously Invoiced In Full            

   2 45-111-34-2222     EA    1     4     4     0     4      13.0000      52.00  

       Vendor Item : 45-111-34-2222       100100     52.00                     

   3 946-181            CS    4    29    29    29     0       6.4800     187.92  

       Vendor Item : D4598-34           Previously Invoiced In Full            

   4 ITEM-M             CS  100     1     1     0     1     630.0000     630.00  

       Vendor Item : 34-E2-456            112200    630.00                     

   5 PART15             EA    6     3     3     3     0       5.8300      17.49  

       Vendor Item : PART15             Previously Invoiced In Full            

   6 TONER2             EA    1     3     3     0     3      23.0000      69.00  

       Vendor Item : TONER2               112400     69.00                     

                                                                               

                                                                               

          Enter Line #'s To Exclude; Press 'CR' When Through                   



Enter the line number that corresponds with the item that is being excluded from the invoice.  If an invalid line number is input, the prompt Line Does Not Exist, appears.  The cursor returns for reinput.  After entering a line number, the cursor remains at the prompt allowing input of more line numbers of items to exclude.  When you have completed entering the line numbers, enter a carriage return.  That will exit the exclude prompt.  If the item had been individually selected or updated from the automatic invoice function, after excluding the item the original information for that item prior to this invoice is redisplayed.  Any item that is excluded has X displayed next to the item.



Note, if an item is excluded and should not have been, individually selecting that item will remove the exclusion and the item is than included.  Thus the way to un-exclude an item is to individually select the item and enter the invoice information.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)

Excluding Items  (Cont’d)



Following is an example, of the results of excluding an item on the sample P.O. 4411, which is included on the preceding page.  Line number 6 Toner2 has been excluded.  Note, that X displays before the line number and also note the Cu Pd (current invoiced) column is zeroed out.  The amount is removed from the G/L account number.  The default G/L account redisplays.  Any cost changes are deleted.  The item is not updated and included on the invoice.  Also notice the Invoice Balance has increased by that item’s posting.  



10/10/95                 Invoice Entry For 10/10/95         Month 10   7:57    

                                                            Post   0       .00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Inv. Bal:         69.00 

 Inv.No.  654R23                              P.O. Number       4411  CLOSED   

 Amount     751.00   Inv Date 10/05/95  Due Date 10/20/95  Disc.Amt.      15.02

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 111-222-3333       EA    1     2     2     2     0      25.0000      50.00  

       Vendor Item : 111-222-3333       Previously Invoiced In Full            

   2 45-111-34-2222     EA    1     4     4     0     4      13.0000      52.00  

       Vendor Item : 45-111-34-2222       100100     52.00                     

   3 946-181            CS    4    29    29    29     0       6.4800     187.92  

       Vendor Item : D4598-34           Previously Invoiced In Full            

   4 ITEM-M             CS  100     1     1     0     1     630.0000     630.00  

       Vendor Item : 34-E2-456            112200    630.00                     

   5 PART15             EA    6     3     3     3     0       5.8300      17.49  

       Vendor Item : PART15             Previously Invoiced In Full            

X  6 TONER2             EA    1     3     3     0     0      23.0000      69.00  

       Vendor Item : TONER2             Def. G/L Acct   112400                  

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter N'ext, A'dditional Charges, Or Line #                                      



�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Changing An Invoiced Item



Whether the item is individually selected for the invoice or through the automatic release, the item can be individually selectedas many times as desired.  Enter the corresponding line number.  The G/L distribution accounts and amounts can be modified.  On items that have gone through the automatic release, if the default G/L account number is incorrect or more distributions are necessary, be sure and select the item individually.  The following example is to illustrate re-selecting an item that has already been individually selected for the invoice.  Operation is the same on an item that was invoiced through the automatic release function.  

� XE "Invoice Entry:G/L Expense Distribution Entry - Changing" \r "invoice12" �

10/10/95                 Invoice Entry For 10/10/95         Month 10   8:26    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:         20.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 ITEM-G             EA    1     4     0     0     0       7.5000      30.00  

       Vendor Item : 45-P567            Def. G/L Acct   112200                  

   2  Msg: THIS IS A MESSAGE ON A PURCHASE ORDER                               

   3 ITEM65A            CS   10     3     0     0     0      14.5000      43.50  

       Vendor Item : ITEM65A            Def. G/L Acct   112400                  

   4 TONER              CT    4     5     5     0     5      36.0000     180.00  

       Vendor Item : 45-235-6543          112200    100.00   112600     45.00  

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #  4                                          



10/10/95                 Invoice Entry For 10/10/95         Month 10   8:26    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:         20.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   112200    100.00     100.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY     

 2   112600     45.00     145.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY     

 3   112500     35.00     180.00 INVENTORY MISC.       OTTO SUPPLY COMPANY     

                                                                               

                                                      Line Balance:       .00  

                                                                               

 Enter # To Change, A'dditional Input, Or 'CR' To End                          

� XE "Invoice Entry:Purchase Order Invoices - Changing Or Re-selecting An Invoiced Item" \r "invoice13" �

Upon re-selection of the item, all of the G/L distributions are displayed.  Changes or additions can be made.  

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Changing An Invoiced Item  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



10/10/95                 Invoice Entry For 10/10/95         Month 10   8:26    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:         20.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   112200    100.00     100.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY     

 2   112600     45.00     145.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY     

 3   112500     35.00     180.00 INVENTORY MISC.       OTTO SUPPLY COMPANY     

                                                                               

                                                      Line Balance:       .00  

    Account    Amount          Account Name            Special Description     

     112600     45.00          INVENTORY-SUPPLIES BR 2 OTTO SUPPLY COMPANY     



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden, the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data stays as is.



Amount 



The amount entered on the add is displayed  A carriage return accepts it.  This can be changed if desired.  If changed the line balance is adjusted.  An up arrow key ^ returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Changing An Invoiced Item  (Cont’d)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



10/10/95                 Invoice Entry For 10/10/95         Month 10   8:26    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:         20.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   112200    100.00     100.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY     

 2   112600     45.00     145.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY     

 3   112500     35.00     180.00 INVENTORY MISC.       OTTO SUPPLY COMPANY     

                                                                               

                                                                               

                                                                               

                                                                               

                                                      Line Balance:        .00 

    Account   Amount Cumulative  Account Name          Special Description     

 4   112200                      INVENTORY SUPPLIES                            

                                                      Enter 'TOT' When Done    



Operation is the same as described on the original add.  See page 30.  One of the three possible default accounts displays.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the line balance.  The amount can be entered.  Any amount entered adjusts the line balance and the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another account, until TOT or ERROR is entered at the Account prompt.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Changing An Invoiced Item  (Cont’d)



Beginning on page 31 is the explanation of the display of the line balance� XE "Invoice Entry:Line Balance Calculation" � on the initial selection of an item individually.  When changing or adding accounts to an item that has already been selected individually or gone through the automatic release, the line balance that is displayed is different than the displayed line balance on an initial selection of an item.  If the original G/L distribution agreed with the original default line balance, selecting the item again displays a line balance of zero.  On an automatic invoiced item, this would always be the case.  As an example, the original line balance was 26.75 and that is what was distributed.  Accessing that line again displays the line balance as zero.  Adding or changing the posted amounts updates this displayed line balance.  



If the original G/L distribution changed the line balance, due to cost changes or changing the default invoiced quantity, the line balance on the change still reflects the desire to default to the received amount.  However, if the cost was changed the new cost would be used.  Thus the line balance on a change may appear confusing when you have changed the cost and the default quantity invoiced.  Just remember that entering a carriage return accepts the line balance as the posted amount, but you can always enter the amount you want distributed.  As an example of this, the quantity ordered is 5 and the cost is 26.75 leaving a total of 133.75.  The received quantity is 2 and the prior invoiced is 1.  On the first time the item is selected individually the default line balance would be 26.75.  However, the operator wants to invoice the remaining 4 and also change the cost to 30.00 a piece, which posts 120.00.  If that line is than selected again to make a change, the displayed line balance would be -90.00.  This is the amount posted of 120.00 minus the desired invoiced quantity of 1 which is now 30.00.  Thus if an entry was added a carriage return at amount would insert -90.00 leaving a posting of 30.00 which corresponds to the default quantity invoiced.  



�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Changing An Invoiced Item  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Entering a carriage return is the final exit for the G/L distribution.  The screen that displays the items is redisplayed.  The variance� XE "Invoice Entry:Variance Input" � prompt appears based on changing the displayed line balance and if the total quantity received is less than the quantity ordered. 



Variance =       -##  Qty Ord =   #  Recd =   #  Pr Pd =   #  Cu Pd =   #

Enter Quantity Invoiced   #                                               



The Qty Ord is the total quantity ordered of the item.  The Recd, is the total quantity that has been received.  The Pr Pd, is the total quantity invoiced prior to the input of this invoice.  The Cu Pd is the current quantity invoiced.  Cu Pd will now reflect what was entered as the quantity invoiced on the last individual selection of the item.  The calculation for the Variance amount is the Qty Ord minus Pr Pd, times the distributed cost of one item on the last individual selection of the item, minus the total current invoiced cost.  The default amount in Enter Quantity Invoiced is Qty Ord minus Pr Pd or Recd minus Pr Pd, depending upon the current amount received on the item.  This is the same logic used in calculating the line balance.  See page 31 for more details.



A carriage return accepts the displayed quantity invoiced.  If the displayed Quantity Invoiced is not correct you must override it.  This would be in the case of a back order where all the merchandise is not being invoiced as it was not all shipped.  Or you are not agreeing to invoice the default amount.  Basically the invoiced quantity must balance with the entered cost during the G/L distribution.  The input of this field updates the quantity invoiced, per line item, in the Pending and P.O. Line Item File.  This is an important figure if the P.O. Pending reports and future A/P and P.O. Receipts are to be accurate, reflecting the correct quantity invoiced.  If a quantity invoiced amount is input that is greater than the quantity ordered and prior invoiced, the prompt, Total Quantity Invoiced May Not Be More Than Quantity Ordered.  The cursor returns for reinput.  Once the Quantity Invoiced is input the cursor returns to the display of the purchase order line items.  The changed information is reflected.  (4 Numeric) �Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Invoicing Additional Charges



There are additional charges� XE "Invoice Entry:Purchase Order Invoices - Additional Non-P.O. Item Charges" \r "inv33" � associated with an invoice for a purchase order that do not directly link to the items that are on the purchase order.  This includes freight and down machine charges.  Thus there has to be way to enter the G/L distribution of these extra charges.  This is done through the A’dditional Charges part of the invoicing prompts.  Additional charge entries can be made prior to or after selecting items individually or doing the automatic release.  However, it may be easier keeping the invoice balance correct if the lines of the P.O. are invoiced first and the additional non- P.O. amounts last.  Enter an A to access the additional charge entries.



10/10/95                 Invoice Entry For 10/10/95         Month 10   8:26    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:         20.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 ITEM-G             EA    1     4     0     0     0       7.5000      30.00  

       Vendor Item : 45-P567            Def. G/L Acct   112200                  

   2  Msg: THIS IS A MESSAGE ON A PURCHASE ORDER                               

   3 ITEM65A            CS   10     3     0     0     0      14.5000      43.50  

       Vendor Item : ITEM65A            Def. G/L Acct   112400                  

   4 TONER              CT    4     5     5     0     5      36.0000     180.00  

       Vendor Item : 45-235-6543          112200    100.00   112600     45.00  

                                                                               

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #  A                                          



The cursor is at the Account prompt.



10/10/95                 Invoice Entry For 10/10/95         Month 10  11:43    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:         20.00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

     110110                      INVENTORY                                     

                                                                               

                                                                               

                                                                               

                                                                               

                                                      Enter 'TOT' When Done    

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Invoicing Additional Charges  (Cont’d)



Account



If there is a G/L Account number in the Vendor File that will be the default.  A carriage return accepts the displayed account.  An override to a valid account may be input.  If the Vendor File has no account the account is blank and a valid account number must be entered.  Entering an invalid account produces the prompt, Invalid Account Number Or Type.  The cursor returns for reinput.  As many General Ledger distributions as desired may be input.  Entering ERROR or TOT on the first distribution exits the additional input entry screen.  The items are than redisplayed.  After the complete entry of the first distribution, enter TOT at Account to end the distribution of the additional input accounts.  (8 Digits)



Amount



Whatever amount is distributed reduces the displayed invoice balance.  If a carriage return is entered at the amount field the displayed Inv. Bal is accepted as the amount assigned to the inputted G/L account number.  Thus if the invoice balance is not the desired amount, enter the desired amount.  A zero or a negative number is allowed.  If a negative number is input the account is credited instead of debited.  An up arrow key ^ or ERROR returns to Account.  (9 Digits - No Decimals)



Special Description 



If a carriage return is input the vendor name is automatically the default.  A description identifying the distribution may be entered.  The description remains with the General Ledger Account input on that distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  They are also written to the GLHistory File.  Type in an up arrow key ^ to return to Amount.  Inputting ERROR returns to the Account prompt to allow reinput of that distribution line.  (23 Alphanumeric) 



After the Special Description is input the cursor returns to Account.  More distributions may be made or enter TOT or ERROR to finish the G/L distribution.  

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Invoicing Additional Charges  (Cont’d)



Once TOT is input to end the additional non-P.O. G/L distribution entry, one of the two following prompts appear to allow the operator to make modifications to the entry.



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



10/10/95                 Invoice Entry For 10/10/95         Month 10  11:43    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   519910     20.00      20.00 FREIGHT EXPENSE       OTTO SUPPLY COMPANY     

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

 Enter # To Change, A'dditional Input, Or 'CR' To End                          



The first prompt appears when the G/L distributions for that item line, are less than 13 entries.  The second prompt appears when the G/L distributions exceed 12 entries.  Entering N for next allows viewing of the next screen of distributions.  When N for next is input one of the two following prompts appear.



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering N for next allows viewing of the next screen of distributions.  Enter P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Invoicing Additional Charges  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



10/10/95                 Invoice Entry For 10/10/95         Month 10  12:29    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   519910     20.00      20.00 FREIGHT EXPENSE       OTTO SUPPLY COMPANY     

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

    Account    Amount          Account Name            Special Description     

     519100     20.00          FREIGHT EXPENSE         OTTO SUPPLY COMPANY     



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data stays as is.



Amount 



The amount entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  If changed the invoice balance is adjusted.  An up arrow key ^ returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Invoicing Additional Charges  (Cont’d)



Special Description



The description entered on the add is displayed  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



Operation is the same as described on the original add.  See page 59.  The default account from the Vendor File displays.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the invoice balance.  The amount can be entered.  Any amount entered adjusts the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT or ERROR is entered at the Account prompt.



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Entering a carriage return is the final exit for the additional charge entries.  The screen that displays the items is redisplayed.  The cursor is at the invoicing prompt.



Automatic R'elease, E`X'clude Lines, E'nd  

Enter A'dditional Charges, Or Line #        



Once the initial input of the additional non-P.O. entries is exited, you may enter the A for A’dditional Charges to add more entries or change the existing.  This may be done as many times as desired.  The entries that were entered are displayed.  Operation is the same as described on page 59.  You may also select the additional charges to view the entries and than exit without changing them.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



Once all of the items are invoiced with the automatic release or individually selected and any additional charges are done, you are ready to exit the purchase order.  To exit the displayed purchase order enter an E to end at any of the invoicing prompts.  The cursor returns to the P.O. Number prompt.



10/10/95                 Invoice Entry For 10/10/95         Month 10  12:29    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

Line Item Number        UM   PM   Ord Rec'd  P'Pd Cu'Pd        Cost   Ext. Cost  

   1 ITEM-G             EA    1     4     0     0     0       7.5000      30.00  

       Vendor Item : 45-P567            Def. G/L Acct   112200                  

   2  Msg: THIS IS A MESSAGE ON A PURCHASE ORDER                               

   3 ITEM65A            CS   10     3     0     0     0      14.5000      43.50  

       Vendor Item : ITEM65A            Def. G/L Acct   112400                  

   4 TONER              CT    4     5     5     0     5      36.0000     180.00  

       Vendor Item : 45-235-6543          112200    100.00   112600     45.00  

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #  E                                          



10/10/95                 Invoice Entry For 10/10/95         Month 10  12:29    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number                      

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

                                                                               

Enter 'E' To End                                                               

� XE "Invoice Entry:Multiple Purchase Order Invoices" �

The reason that the cursor returns to P.O. Number for the final exit of the invoice, is to allow an input of multiple purchase orders that are billed on one invoice.  There is no limit to how many P.O.’s can be on one invoice.  The total invoice amount should include all the P.O.’s.  Once all of the items on the first purchase order are input and distributions made, an E to end that purchase order is input.  The cursor returns to P.O. Number and the second P.O. for that vendor is entered.  You can individually select the items, do an automatic release, and enter additional non-P.O. entries on that P.O. Operation is the same as when inputting the first P.O. on the invoice.  You can also exit that P.O. and re-enter the first P.O.  The P.O. line item G/L distributions and additional charges remain and can be accessed and changed.  Thus you can go back and forth between P.O.’s and modify them as many times as desired.  All included P.O.’s are updated in the appropriate files.�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



P.O. Number



Once you have invoiced all of the items on all of the included P.O.’s, and additional input, and the invoice balance is zero, it is time to exit the distribution.  Enter an E to end at P.O. Number.  When the invoice balance is zero, after entering an E to end, no more corrections to the item and G/L distribution can be made.  Exiting an A/P invoice is not allowed if the total amount of expense distributions does not equal the total invoice amount.  Thus the Invoice Balance would not be at zero.  If an E to end is input and the Invoice Balance is not at zero, the following prompt displays. 



Invoice Amount:     ####  Total Distributions:     ####                

Invoice/Distrib Not In Balance - M'ore Distrib, A'djust Inv.Amt, Or C'ancel



10/10/95                 Invoice Entry For 10/10/95         Month 10  15:07    

                                                            Post   0       .00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Inv. Bal:         69.00 

 Inv.No.  654R23                              P.O. Number E                    

 Amount     751.00   Inv Date 10/05/95  Due Date 10/20/95  Disc.Amt.      15.02

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

Invoice Amount:     751.00  Total Distributions:     682.00                    

Invoice/Distrib Not In Balance - M'ore Distrib, A'djust Inv.Amt, Or C'ancel    



The invoice amount� XE "Invoice Entry:Invoice Amount Adjustments" \r "invoice15" � and the total of all of the G/L distributions made on that invoice for all of the included P.O.’s displays.  There are three options at this prompt.  One is to enter a M to make more distributions.  The invoice amount is correct but the distributions that have been made are not.  What you want to do is apply the invoice balance.  The program automatically accesses the last P.O. that was accessed on the terminal prior to entering the E to end.  All of the items that had been invoiced during the transaction remain updated.  The G/L distribution remains.  You can select items individually, perform an automatic release again, exclude items or enter additional charges.  If there are multiple P.O.’s you can end out of the accessed one and enter another P.O. and than apply distributions on that P.O.  When you have netted the invoice balance to zero, exit the P.O. and type in an E to end at the P.O. Number prompt.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



Invoice Amount:     ####  Total Distributions:     ####                

Invoice/Distrib Not In Balance - M'ore Distrib, A'djust Inv.Amt, Or C'ancel



If the distributions amounts are correct, and the only thing that is wrong is the invoice amount, enter an A to A’djust Inv. Amt.  The cursor returns to the Amount prompt and the amount should be overridden to the displayed distribution amount.  If a carriage return is input, the original invoice amount remains.  You will than end up back at this prompt as the distributions and invoice amount still do not balance.  When the invoice amount is changed there is a high possibility that the discount amount is now incorrect as that was based on the original invoice amount.  To aid the operator in changing the discount amount the following prompt appears after changing the invoice amount.



Enter The New Discount Amount, Or '%' For A New Percentage



10/10/95                 Invoice Entry For 10/10/95         Month 10  15:07    

                                                            Post   0       .00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Inv. Bal:         69.00 

 Inv.No.  654R23                              P.O. Number       4411           

 Amount      682.00  Inv Date 10/05/95  Due Date 10/20/95  Disc.Amt.      15.02

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

Invoice Amount:     682.00  Total Distributions:     682.00                    

     Enter The New Discount Amount, Or '%' For A New Percentage 15.02          



The original discount� XE "Invoice Entry:Discount Amount Entry" \r "invoice16" � amount will display as the default.  Entering a carriage return will leave the discount amount as is.  To override this amount you may key in the desired discount dollar amount.  If you want the program to calculate the discount enter a % sign.  The following prompt appears.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



   Enter The Invoice Amount To Use To Calculate The Discount (5.00 = 500)

   (EX: The Invoice Total Before Freight Is Added)                       

   Or Press 'RETURN' To Use The Total Invoice Amount      #######         



10/10/95                 Invoice Entry For 10/10/95         Month 10  15:07    

                                                            Post   0       .00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Inv. Bal:         69.00 

 Inv.No.  654R23                              P.O. Number       4411           

 Amount      682.00  Inv Date 10/05/95  Due Date 10/20/95  Disc.Amt.      15.02

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

                                                                               

      Enter The Invoice Amount To Use To Calculate The Discount (5.00 = 500)   

      (EX: The Invoice Total Before Freight Is Added)                          

      Or Press 'RETURN' To Use The Total Invoice Amount      682.00            



The dollar amount that was input at the Amount prompt displays as the default.  A carriage return accepts this as the amount to calculate the discount on.  This can be overridden to any dollar amount that is less than the inputted invoice amount.  Any amount entered is used as the invoice amount times the discount percent in the calculation of the discount amount.  If an amount is input that is greater than the invoice amount, the prompt This Amount May Not Be More Than The Entered Invoice Amount appears.  If a negative invoice amount is entered, the prompt Invoice Amount May Not Be Negative, appears.  In both cases the cursor returns for reinput.  A good use for this feature is when freight is charged on the invoice, but no discount is allowed on the amount of freight.  Thus at this prompt the invoice amount is entered less the freight charge.  A slash or up arrow key ^ produces the prompt Invalid Amount - Please Re-enter.  The cursor returns for reinput.  (8 Numeric - No Decimals)

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



Once the invoice amount is accepted or overridden, the following prompt appears.



Enter The Discount %  ##.#  Ex: 3.5% = 350      



10/10/95                 Invoice Entry For 10/10/95         Month 10  15:07    

                                                            Post   0       .00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Inv. Bal:         69.00 

 Inv.No.  654R23                              P.O. Number       4411           

 Amount      682.00  Inv Date 10/05/95  Due Date 10/20/95  Disc.Amt.      15.02

------------------------------------------------------------------------------ 

                                                                               

                                                                               

              Amount To Use For Discount Calculation     682.00                

              Enter The Discount % (Ex: 2.5% = 250)    2.00                    



The default percentage is the Vendor File’s percentage or the percentage from an override entered earlier during the input of the invoice header.  A carriage return accepts the default.  This can be overridden if desired.  This is than used as the percent times the accepted invoice amount to calculate the discount amount.  If a percentage is input that is greater than 100%, the prompt Invalid Percentage Please Re-enter, appears.  If a negative percentage is input, the prompt Negative Percentage Not Allowed - Please Re-enter, appears.  In both cases the cursor returns for reinput.  (1000 = 10%, 200 = 2%, 250 = 2.5%)



Invoice Amount:     ####  Total Distributions:     ####                

Invoice/Distrib Not In Balance - M'ore Distrib, A'djust Inv.Amt, Or C'ancel



The last option is to cancel� XE "Invoice Entry:Canceling The Invoice" � the invoice.  When a C to cancel the invoice is input, the entire transaction is canceled.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Invoice

          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter Y for yes to cancel the transaction.  No invoice is created.  Entering N for no returns the cursor to the Invoice/Distrib Not In Balance - M'ore Distrib, A'djust Inv.Amt, Or C'ancel prompt.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



When the invoice amount nets to zero and you have exited the purchase orders, the cursor goes to one last prompt for that invoice.



A'ccept, C'ancel, Or Change H'eader     



10/10/95                 Invoice Entry For 10/10/95         Month 10  12:29    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number E                    

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

                                                                               

              A'ccept, C'ancel, Or Change H'eader                              



When a C to cancel the invoice is input, the entire transaction is canceled� XE "Invoice Entry:Canceling The Invoice" �.  An invoice is not created.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Invoice

          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter Y for yes to cancel the transaction.  No invoice is created.  Entering N for no returns the cursor to the A’ccept, C’ancel, Or Change H’eader prompt.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



A'ccept, C'ancel, Or Change H'eader     



Prior to accepting the invoice, there is also the ability to make changes to specific fields in the Invoice Header� XE "Invoice Entry:Invoice Header Entry" \r "invoice17" �.  If this is desired enter a H at the A’ccept, C’ancel, Or Change H’eader prompt.  The following prompt appears.



Change: 1=Invoice #, 2=Invoice Date, 3=Due Date, 4=Discount

 'CR' To End Or Enter Your Choice                          



10/10/95                 Invoice Entry For 10/10/95         Month 10  12:29    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number E                    

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

                                                                               

 Change: 1=Invoice #, 2=Invoice Date, 3=Due Date, 4=Discount                   

  'CR' To End Or Enter Your Choice                                             



Enter a 1 to change the invoice number� XE "Invoice Entry:Invoice Number Entry" \r "invoice18" �.  The following prompt appears.



New Invoice #   



10/10/95                 Invoice Entry For 10/10/95         Month 10  12:29    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number E                    

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

                                                                               

          New Invoice #                                                        



A carriage return leaves the invoice number as is.  To change the entered invoice number input the desired vendor’s invoice number.  After input the cursor returns to the Change: 1=Invoice #, 2=Invoice Date prompt.  (20 Alphanumeric)

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



If an invoice number is entered that is already assigned to the vendor on another existing invoice or credit memo, this prompt appears.



Invoice Already On File For This Vendor. Allow Duplicate Invoice # (Y'es/N'o)   



10/11/95                 Invoice Entry For 10/11/95         Month 10   7:36    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number E                    

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

                                                                               

                                                                               

Invoice Already On File For This Vendor. Allow Duplicate Invoice # (Y'es/N'o)  



The system checks the APHist and A/P Files to determine if the inputted invoice number is already assigned to this vendor on another invoice.  If it finds a duplicate the prompt appears.  Enter Y for yes to accept the duplicate number.  Enter N for no to not accept the number.  The original invoice number remains.  Both responses return the cursor to the Change: 1=Invoice #, 2=Invoice Date prompt.  



Change: 1=Invoice #, 2=Invoice Date, 3=Due Date, 4=Discount  

 'CR' To End Or Enter Your Choice                            



To change the invoice date enter a 2.  The prompt, New Invoice Date, appears.



10/11/95                 Invoice Entry For 10/11/95         Month 10   7:36    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number E                    

 Amount     200.00   Inv Date 10/04/95  Due Date 10/19/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

                                                                               

          New Invoice Date                                                     

� XE "Invoice Entry:Due Date Entry" \r "invoice19" �

Enter the desired invoice date.  Changing the invoice date automatically changes the due date if there are vendor terms in the Vendor File or the terms were entered during the initial input of the due date by using the DAYS prompt.  The due date is adjusted using the terms.  If an invalid date is input, the prompt Invalid Date --Enter Again appears.  The cursor returns for reinput.  After input the cursor returns to the Change: 1=Invoice #, 2=Invoice Date prompt.  (MMDDYY)

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



Change: 1=Invoice #, 2=Invoice Date, 3=Due Date, 4=Discount  

 'CR' To End Or Enter Your Choice                            



Enter a 3 to change the due date.  The prompt New Due Date appears.



10/11/95                 Invoice Entry For 10/11/95         Month 10   7:36    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number E                    

 Amount     200.00   Inv Date 10/11/95  Due Date 10/26/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

                                                                               

          New Due Date                                                         



Input the due date of the invoice.  If an invalid date is entered, the prompt Invalid Date--Enter Again appears.  If a date is input that is less than the invoice date, the prompt The Due Date Cannot Come Before The Invoice Date, appears.  In both cases, the cursor returns for reinput.  After input the cursor returns to the Change: 1=Invoice #, 2=Invoice Date prompt.  (MMDDYY)



The program can calculate a due date based on an input of the Vendor’s terms.  To enter a new Vendor’s terms enter the word DAYS at the Due Date prompt.  The following prompt displays.



Enter Vendor Terms In Days 



10/11/95                 Invoice Entry For 10/11/95         Month 10   7:36    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number E                    

 Amount     200.00   Inv Date 10/11/95  Due Date 10/26/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

                                                                               

          Enter Vendor Terms In Days                                           



Enter the number of days to calculate the due date from the invoice date.  The defined days is added to the invoice date.  As an example, 30 days is input.  With an invoice date of 10/11/95 the calculated due date would be 11/10/95.  If the calculated due date falls on a Saturday or Sunday, the next Monday is assigned as the due date.  The change is only for this invoice and does not affect the Vendor File.  (3 Numeric)

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



Change: 1=Invoice #, 2=Invoice Date, 3=Due Date, 4=Discount  

 'CR' To End Or Enter Your Choice                            



Enter a 4 to change the discount amount.  The following prompt appears.

� XE "Invoice Entry:Discount Amount Entry" \r "invoice20" �

Enter The New Discount Amount, Or '%' For A New Percentage



10/11/95                 Invoice Entry For 10/11/95         Month 10   7:36    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number E                    

 Amount     200.00   Inv Date 10/11/95  Due Date 11/10/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

     Enter The New Discount Amount, Or '%' For A New Percentage      4.00      



Entering a carriage return leaves the discount amount as is.  To override this amount you may key in the desired discount dollar amount.  If you want the program to calculate the discount enter a % sign.  The following prompt appears.



   Enter The Invoice Amount To Use To Calculate The Discount (5.00 = 500)

   (EX: The Invoice Total Before Freight Is Added)                       

   Or Press 'RETURN' To Use The Total Invoice Amount      #######         



The dollar amount that was input at the Amount prompt displays as the default.  A carriage return accepts this as the amount to calculate the discount on.  This can be overridden to any dollar amount that is less than the inputted invoice amount.  Any amount entered is used as the invoice amount times the discount percent in the calculation of the discount amount.  If an amount is input that is greater than the invoice amount, the prompt This Amount May Not Be More Than The Entered Invoice Amount appears.  If a negative invoice amount is entered, the prompt Invoice Amount May Not Be Negative, appears.  In both cases the cursor returns for reinput.  A good use for this feature is when freight is charged on the invoice, but no discount is allowed on the amount of freight.  Thus at this prompt the invoice amount is entered less the freight charge.  A slash or up arrow key ^ produces the prompt Invalid Amount - Please Re-enter.  The cursor returns for reinput.  (8 Numeric - No Decimals)

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



Once the invoice amount is accepted or overridden, the following prompt appears.



Enter The Discount %  ##.#  Ex: 3.5% = 350      



10/11/95                 Invoice Entry For 10/11/95         Month 10   7:36    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number E                    

 Amount     200.00   Inv Date 10/11/95  Due Date 11/10/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

              Amount To Use For Discount Calculation     200.00                

              Enter The Discount % (Ex: 2.5% = 250)   2.00                     



The default percentage is the Vendor File’s percentage or the percentage from an override entered earlier during the input of the invoice header or in the change header mode.  A carriage return accepts the default.  This can be overridden if desired.  This is than used as the percent times the accepted invoice amount to calculate the discount amount.  If a percentage is input that is greater than 100%, the prompt Invalid Percentage Please Re-enter, appears.  If a negative percentage is input, the prompt Negative Percentage Not Allowed - Please Re-enter, appears.  In both cases the cursor returns for reinput.  After input of the discount the cursor returns to the Change: 1=Invoice #, 2=Invoice Date prompt.  (1000 = 10%, 200 = 2%, 250 = 2.5%)



Change: 1=Invoice #, 2=Invoice Date, 3=Due Date, 4=Discount  

 'CR' To End Or Enter Your Choice                            



A carriage return exits the change header prompt and the cursor returns to the A’ccept, C’ancel, Or C’hange H’eader prompt.  You may change the information in the header as many times as you desire prior to accepting the invoice.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



A’ccept, C’ancel, Or C’hange H’eader 

� XE "Invoice Entry:Accepting The Invoice" �

Once all the header information is correct, the final acceptance of the invoice must be made.  Enter an A for accept.  The cursor is at the following prompt.



Press 'RETURN' To Continue     



10/11/95                 Invoice Entry For 10/11/95         Month 10   7:36    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY       Cont. No.    18731               

 Inv.No.  100495                              P.O. Number       4413  PART REC 

 Amount     200.00   Inv Date 10/11/95  Due Date 11/10/95  Disc.Amt.       4.00

------------------------------------------------------------------------------ 

                                                                               

Press 'RETURN' To Continue                                                     

� XE "Invoice Entry:Control Number Assignment" �

As soon as an A for accept is input, all of the files for that invoice are updated, with the exception of the credit G/L entry to the Accounts Payable account.  That is updated when exiting the program.  The invoice is assigned a voucher control number.  This displays after the heading Cont. No.  The control number is assigned from the Global File, record 6.  This is the one unique number to every invoice and manual check entered in the A/P module.  Invoice number can be repeated but control number cannot.  This number is included on all of the A/P inquiries and reports.  The number is necessary to void the invoice.  The number is also necessary to create a credit memo that is directly applied to an invoice.  It is a good idea to record this number on the source document that the invoice is generated from.  The above prompt displays after the updating is completed.  The prompt allows the operator the chance to record the control number.  Entering a carriage return exits the invoice and the cursor returns to Vendor No. for input of another invoice or to exit the program.  The invoice is added to the total amount and number of invoices entered.  This displays after the heading Post.  The vendor number displays as the default for the next invoice.

� XE "Invoice Entry:Updating Of Files - Purchase Order Invoices" \r "invoice21" �

10/11/95                 Invoice Entry For 10/11/95         Month 10  12:12    

                                                            Post   1    200.00 

Vendor No.      105                                                            

 Inv.No.                                      P.O. Number                      

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.           

------------------------------------------------------------------------------ 

                                                                               

                            Enter '^' To Go Back One Field, '/' To Cancel      

�Invoice Entry  (Cont'd) 





Additional Information



Entering a P.O. Invoice  (Cont’d)



Following is a recap of the files that are updated when the invoice of a purchase order is accepted.



Purchase Order Files



The items included on the invoice are updated with the quantity invoiced and invoice date.  The invoiced cost updates the actual cost.  



Pending Files



Pending Files for each item invoiced are either created or existing ones are updated.  A Pending File will already exist if receipts have been entered through the P.O. Receipts program.  A Pending File may also exist from a prior invoice, however those will not be updated by A/P Invoice Entry as there is a date invoiced.

� XE "Invoice Entry:Pending File" \r "invoice67" �

If the Pending File exists and there is no date invoiced, the program compares the quantity received stored in the Pending File with the quantity currently invoiced.  If this number is the same than the invoice date is written into that Pending File record.  No additional Pending File is created.  



When the Pending File exists and the quantity currently invoiced is greater than the quantity received, than an additional Pending File record is created for the difference.  The existing Pending File that was for the quantity received is updated with an invoice date.  The new Pending File is also updated with the invoice date, quantity invoiced, which is the difference between the invoiced amount and the received amount, G/L account number, and invoiced cost.  No received date is entered.  This Pending File record will be updated when the receipt of the item is entered.  As an example, the quantity received in the existing Pending File is 3.  The current quantity invoiced is 4.  The existing Pending File, with the quantity of 3, is updated with the invoice date.  The new created Pending File is created with a quantity invoiced of 1 and the invoice date.  No receipt date is written to the record, until the receipt is entered.

�Invoice Entry  (Cont’d)





Additional Information  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Updating of Files  (Cont’d)



Pending File  (Cont’d)



When the Pending File exists and the quantity currently invoiced is less than the quantity received, the quantity received/invoiced on the existing Pending File is changed to the amount that was invoiced.  The date received and invoice date is stored in this record.  An additional Pending File record is created for the quantity that was received but not invoiced.  The invoice information is left blank in this record.  When that quantity is invoiced the invoice information is updated.  As an example, the quantity received is 4 and the current quantity invoiced is 3.  The existing Pending File, that had a quantity received of 4, has the quantity invoiced/received changed to 3.  The date invoiced is written to this record.  The new record that is created has a quantity received of 1.  The date received and received cost is written to this record.  No invoice information is added, until the invoice is entered.



If there is not an existing Pending File, one is created for the quantity invoiced with the invoice date.  The receipt information is added when the receipt is entered.



In all of the updating or creating of the Pending Files the records that reflect the invoice date also store the invoiced or actual cost, the voucher control number, vendor invoice number, and the first G/L account number entered for the item’s G/L distribution.



The information in the Pending File can be viewed in Pending File Maintenance found on the P.O. System Manager menu.  The Pending File is used to track cost variances between the invoice and receipt.  This is reflected on the Variance Report.  The Pending File is also used by the Pending Receipt and Invoice Reports.



A/P Files



All of the A/P Files are updated.  Information included is invoice amount, discount amount, invoice and due dates, system date, vendor name and number, vendor invoice number, voucher control number, and P.O. number.  If there is more than 1 purchase order per invoice the last P.O. accessed is the P.O. number written to the A/P Files.



Vendor File



The invoice amount is written to purchases month and year to date.  Number of invoices month and year to date is incremented by one.  The A/P Balance is updated.

�Invoice Entry  (Cont’d)





Additional Information  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Updating of Files  (Cont’d)



General Ledger and Chart Of Accounts Files



An entry is written to the G/L File for each expense distribution entered.  The source code of the entry is AP.  Also written is the fiscal month number, account number, amount distributed, invoice date, system date, vendor number, voucher control number, and the special description.  The Chart File is also updated with the amount.  The credit to the Accounts Payable G/L account for the total invoice amount is not made until the A/P Invoice Entry program is exited and the procedure totals are displayed.



A/P History File

� XE "Invoice Entry:A/P History File" �

An A/P History File is created.  All of the items that were invoiced are written to the A/P History File.  The original item number that is stored in the P.O. Line Item File at the time of the P.O. Receipt is written into the A/P History File.  If no receipts have been entered, the item number on the P.O. is written as the original item number.  This provides information if the original item has been substituted in P.O. Receipts.  The purchase order information at the time of the input of the invoice is written to the APHist File.  This includes the P.O. number, Vendor Item Number, P.O. contact name, unit of measure, pack multiple, P.O. Quoted Cost, prior quantity invoiced and the quantity received at the time of the invoice.  The current invoice information is also written to the APHist File.  This includes the actual invoiced cost, quantity invoiced, and line number of each included item.  The invoice and due date, vendor number, voucher control number, system date, and total invoice amount are also written to the file.  This file can be viewed in the Invoice Inquiry program.  The APHist file remains until a purge is run.



G/L History File



The GLHist File works with the APHist File.  When viewing the APHist File, the GLHist file that corresponds with that record is accessed.  The GLHist File stores the General Ledger distributions entered on the A/P invoices.  Thus when an A/P invoice is accepted all of the G/L distributions for each item invoiced are written to the GLHist File.  Any additional non-P.O. entries are also written to the file.  This includes the account number, amount, and special description.  Also stored is the P.O. number, voucher control number, and invoice number.  Thus with the information stored in this file and the APHist File, the Invoice Inquiry is able to include all of the information of the P.O. invoice, including the G/L distributions. 

�Invoice Entry  (Cont’d)
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Entering a P.O. Invoice  (Cont’d)

Summary Of Operation



Following is a brief summary of the entry of an A/P invoice that is linked to a purchase order. � XE "Invoice Entry:Purchase Order Invoices - Summary Of Operation" \r "invoice22" �



The vendor the invoice is assigned to must be entered.  This can be accomplished by input of the vendor number or performing an alpha search on the vendor name.



The invoice header information is input.  This includes the vendor’s invoice number, purchase order number, total invoice amount, invoice date, due date and the discount amount.  Vendor terms from the Vendor File or input of terms can be used to calculate the due date.  A stored discount percent from the Vendor File can be used to calculate discount or the discount amount and percent can be input.  The invoice amount that the discount amount is calculated on can be adjusted to be a lower figure than the total invoice amount.  This allows the operator to exclude amounts such as freight charges from the calculation of discount.



After the invoice header information is entered, the line items from the purchase order are displayed.  The current receiving status of the P.O. displays.  Various information from the purchase order is displayed for each item.  This includes unit of measure, pack multiple, Vendor Item Number, and quantity ordered, received, and invoiced on prior invoices.  The actual cost from the P.O. displays.  A default G/L account number displays.  The operator may page forward or back as many screens of items as exist to view the information on the items.



The next step is to select the items that are included on the invoice and make the General Ledger expense distributions.  There are three ways to include the items on the invoice and update the General Ledger, and P.O. Files.  The first is to individually select the items and enter the G/L distribution accounts.  The second is to do an automatic release of the items.  Items are than included based on the receiving status of the P.O., either closed, open or partial received.  The default G/L account number is used for the G/L distribution.  The third way is a combination of the automatic release and individually selecting items.  The operator can do the auto release and than select specific items for changes to the defaults.  When an auto release is made items can be excluded from the invoice.



Items can be selected and cost and G/L distributions changed as many times as desired, prior to the final acceptance of the invoice.

�Invoice Entry  (Cont’d)
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Entering a P.O. Invoice  (Cont’d)

Summary Of Operation  (Cont’d)



Non-P.O. line item charges such as freight can be entered as additional charges and can be modified prior to the final acceptance of the invoice.



Prior to the final acceptance of the invoice, changes can be made to the invoice header information.  This includes changing the invoice number, invoice and due date, and the discount amount.



Once all information is correct the final acceptance of the invoice is made.  At this time all file updating occurs.  Instead of accepting the invoice the operator may also cancel the transaction.  No updating or creation of an invoice occurs.

�Invoice Entry  (Cont'd) 





Enter Data



Entering Non-P.O. Invoices



When Accounts Payable invoices� XE "Invoice Entry:Non-Purchase Order Invoice Entry" \r "invoice23" � are being entered that do not have a purchase order generated through the Purchase Order Package, no P.O. Number can be input.  Carriage return through the prompt.  For the systems that do not have the P.O. module activated in the Global File, the P.O. Number prompt does not appear on the screen.  With the exception of the P.O. number, entry of the invoice header is the same as described beginning on page 13.  After inputting the invoice header information the General� XE "Invoice Entry:G/L Expense Distribution Entry" \r "invoice24" � Ledger distribution screen displays. 



Account 



10/16/95                 Invoice Entry For 10/16/95         Month 10   7:51    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:        234.00 

 Inv.No.  G67U                                P.O. Number          0           

 Amount     234.00   Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     



If there is a General Ledger Account number stored in the Vendor File that is the default� XE "Invoice Entry:G/L Default Account Numbers" �.  A carriage return accepts the display.  This can be overridden.  If there is no default the Account is blank and a valid General Ledger Account must be input.  When an invalid G/L account is input, the prompt Invalid Account # Or Type appears.  The cursor returns for reinput.  The Inv. Bal. is adjusted after each distribution.  The description of the entered G/L account number displays.  After at least one entry input TOT to exit the entry.  As many General Ledger distributions may be entered as desired.  (8 Digits) 



Amount 



Input the amount desired for the distribution.  A carriage return accepts the displayed Inv. Bal as the amount.  A negative or zero dollar amount may be entered.  Input ERROR or an up arrow key ^ to return to Account.  (9 Digits - No decimals) 
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Entering Non-P.O. Invoices  (Cont’d)



Special Description 



If a carriage return is input the vendor name is automatically the default.  A description identifying the distribution may be entered.  The description remains with the General Ledger Account number input on the distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  They are also written to the GLHistory File.  Type in ERROR to return to Account.  An up arrow key ^ returns to Amount.  (23 alphanumeric) 



Once TOT has been entered at Account, one of the two following prompts appears.



Enter # To Change, A'dditional Input, Or 'CR' To End 

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



10/16/95                 Invoice Entry For 10/16/95         Month 10   7:51    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:           .00 

 Inv.No.  G67U                                P.O. Number          0           

 Amount     234.00   Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   610100    117.00     117.00 BR 1 TRAVEL EXPENSE   MOTEL EXPENSE           

 2   620100    117.00     234.00 BR 2 - TRAVEL EXPENSE MOTEL EXPENSE           

                                                                               

                                                                               

                                                                               

                                                                               

 Enter # To Change, A'dditional Input, Or 'CR' To End                          



The first prompt appears when the total G/L distributions exceed 12.  The second prompt appears when the G/L distributions are less than 13.  Entering N for next allows viewing of the next screen of distributions.  When N for next is input one of the two following prompts appear.



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering N for next allows viewing of the next screen of distributions.  Enter P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change� XE "Invoice Entry:G/L Expense Distribution Entry - Changing" \r "invoice25" � any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



10/16/95                 Invoice Entry For 10/16/95         Month 10   7:51    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:           .00 

 Inv.No.  G67U                                P.O. Number          0           

 Amount     234.00   Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   610100    117.00     117.00 BR 1 TRAVEL EXPENSE   MOTEL EXPENSE           

 2   620100    117.00     234.00 BR 2 - TRAVEL EXPENSE MOTEL EXPENSE           

                                                                               

                                                                               

                                                                               

    Account    Amount          Account Name            Special Description     

     620100    117.00          BR 2 - TRAVEL EXPENSE   MOTEL EXPENSE           



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data stays as is.



Amount 



The amount entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  If changed the Inv. Bal. is adjusted.  An up arrow key ^ or ERROR returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



10/16/95                 Invoice Entry For 10/16/95         Month 10   7:51    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:         58.50 

 Inv.No.  G67U                                P.O. Number          0           

 Amount     234.00   Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   610100    117.00     117.00 BR 1 TRAVEL EXPENSE   MOTEL EXPENSE           

 2   620100     58.50     175.50 BR 2 - TRAVEL EXPENSE MOTEL EXPENSE           

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

    Account   Amount Cumulative  Account Name          Special Description     

 3                                                                             



Operation is the same as described on the original add.  See page 80.  If a default account is stored in the Vendor File, that displays.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the invoice balance.  The amount can be entered.  Any amount entered adjusts the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT is entered at the Account prompt.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Once all of the G/L distributions are entered and all changes or additions made, entering a carriage return exits the entry of the G/L distribution.  



Exiting an A/P invoice is not allowed if� XE "Invoice Entry:Invoice Amount Adjustments" \r "invoice26" � the total amount of expense distributions does not equal the total invoice amount.  Thus the Invoice Balance would not be at zero.  If carriage return to end is input and the Invoice Balance is not at zero, the following prompt displays. 



Invoice Amount:     ####  Total Distributions:     ####                

Invoice/Distrib Not In Balance - M'ore Distrib, A'djust Inv.Amt, Or C'ancel



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:         58.50 

 Inv.No.  G67U                                P.O. Number          0           

 Amount     234.00   Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                                               

Invoice Amount:     234.00  Total Distributions:     175.50                    

Invoice/Distrib Not In Balance - M'ore Distrib, A'djust Inv.Amt, Or C'ancel    



The invoice amount and the total of all of the G/L distributions made on that invoice display.  There are three options at this prompt.  One is to enter a M to make more distributions.  The invoice amount is correct but the distributions that have been made are not.  What you want to do is apply the invoice balance.  The program returns to the screen that shows all of the G/L distributions that were entered.  You may than change or add G/L distributions.  When you have netted the invoice balance to zero, exit the entry of the G/L distributions with the carriage return.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)



Invoice Amount:     ####  Total Distributions:     ####                

Invoice/Distrib Not In Balance - M'ore Distrib, A'djust Inv.Amt, Or C'ancel



If the distributions amounts are correct, and the only thing that is wrong is the invoice amount, enter an A to A’djust Inv. Amt.  The cursor returns to the Amount prompt and the amount should be overridden to the displayed distribution amount.  If a carriage return is input, the invoice amount remains unchanged.  You will than end up back at this prompt as the distributions and invoice amount still do not balance.  Because the invoice amount has been changed there is high possibility that the discount amount is now incorrect as that was based on the original invoice amount.  To aid the operator in changing the discount amount the following prompt appears after changing the invoice amount.



Enter The New Discount Amount, Or '%' For A New Percentage



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:         58.50 

 Inv.No.  G67U                                P.O. Number          0           

 Amount      175.50  Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                                               

                                                                               

                                                                               

Invoice Amount:    175.50  Total Distributions:     175.50                    

     Enter The New Discount Amount, Or '%' For A New Percentage       .00      



Entering a carriage return will leave the discount� XE "Invoice Entry:Discount Amount Entry" \r "invoice27" � amount as is.  To override this amount you may key in the desired discount dollar amount.  If you want the program to calculate the discount enter a % sign.  The following prompt appears.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)



   Enter The Invoice Amount To Use To Calculate The Discount (5.00 = 500)

   (EX: The Invoice Total Before Freight Is Added)                       

   Or Press 'RETURN' To Use The Total Invoice Amount      #######         



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:         58.50 

 Inv.No.  G67U                                P.O. Number          0           

 Amount      175.50  Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

      Enter The Invoice Amount To Use To Calculate The Discount (5.00 = 500)   

      (EX: The Invoice Total Before Freight Is Added)                          

      Or Press 'RETURN' To Use The Total Invoice Amount      175.50            



The dollar amount that was input at the Amount prompt displays as the default.  A carriage return accepts this as the amount to calculate the discount on.  This can be overridden to any dollar amount that is less than the inputted invoice amount.  Any amount entered is used as the invoice amount times the discount percent in the calculation of the discount amount.  If an amount is input that is greater than the invoice amount, the prompt This Amount May Not Be More Than The Entered Invoice Amount appears.  If a negative invoice amount is entered, the prompt Invoice Amount May Not Be Negative, appears.  In both cases the cursor returns for reinput.  A good use for this feature is when freight is charged on the invoice, but no discount is allowed on the amount of freight.  Thus at this prompt the invoice amount is entered less the freight charge.  A slash or up arrow key ^ produces the prompt Invalid Amount - Please Re-enter.  The cursor returns for reinput.  (8 Numeric - No Decimals)

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)



Once the invoice amount is accepted or overridden, the following prompt appears.



Enter The Discount %  ##.#  Ex: 3.5% = 350      



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:         58.50 

 Inv.No.  G67U                                P.O. Number          0           

 Amount      175.50  Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                                               

              Amount To Use For Discount Calculation     175.50                

              Enter The Discount % (Ex: 2.5% = 250)    .00                     



The default percentage is the Vendor File’s percentage or the percentage from an override entered earlier during the input of the invoice header.  A carriage return accepts the default.  This can be overridden if desired.  This is than used as the percent times the accepted invoice amount to calculate the discount amount.  If a percentage is input that is greater than 100%, the prompt Invalid Percentage Please Re-enter, appears.  If a negative percentage is input, the prompt Negative Percentage Not Allowed - Please Re-enter, appears.  In both cases the cursor returns for reinput.  (1000 = 10%, 200 = 2%, 250 = 2.5%)



Invoice Amount:     ####  Total Distributions:     ####                

Invoice/Distrib Not In Balance - M'ore Distrib, A'djust Inv.Amt, Or C'ancel



The last option is to cancel� XE "Invoice Entry:Canceling The Invoice" � the invoice.  When a C to cancel the invoice is input, the entire transaction is canceled.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Invoice

          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter Y for yes to cancel the transaction.  No invoice is created.  Entering N for no returns the cursor to the Invoice/Distrib Not In Balance - M'ore Distrib, A'djust Inv.Amt, Or C'ancel prompt.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)



When the invoice amount nets to zero and you have exited the G/L distributions, the cursor goes to one last prompt for that invoice.



A'ccept, C'ancel, Or Change H'eader     



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:           .00 

 Inv.No.  G67U                                P.O. Number          0           

 Amount      175.50  Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

              A'ccept, C'ancel, Or Change H'eader                              



When a C to cancel� XE "Invoice Entry:Canceling The Invoice" � the invoice is input, the entire transaction is canceled.  An invoice is not created.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Invoice

          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter Y for yes to cancel the transaction.  No invoice is created.  Entering N for no returns the cursor to the A’ccept, C’ancel, Or Change H’eader prompt.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)



A'ccept, C'ancel, Or Change H'eader     



Prior to accepting the invoice, there is also the ability to make changes to specific fields in the Invoice Header.  If this is desired enter a H at the A’ccept, C’ancel, Or Change H’eader prompt.  The following prompt appears.

� XE "Invoice Entry:Invoice Header Entry" \r "invoice28" �

Change: 1=Invoice #, 2=Invoice Date, 3=Due Date, 4=Discount

 'CR' To End Or Enter Your Choice                          



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:           .00 

 Inv.No.  G67U                                P.O. Number          0           

 Amount      175.50  Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

 Change: 1=Invoice #, 2=Invoice Date, 3=Due Date, 4=Discount                   

  'CR' To End Or Enter Your Choice                                             

� XE "Invoice Entry:Invoice Number Entry" \r "invoice29" �.

Enter a 1 to change the invoice number The following prompt appears.



New Invoice #   



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:           .00 

 Inv.No.  G67U                                P.O. Number          0           

 Amount      175.50  Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                                               

          New Invoice #                                                        



A carriage return leaves the invoice number as is.  To change the entered invoice number input the desired vendor’s invoice number.  After input the cursor returns to the Change: 1=Invoice #, 2=Invoice Date prompt.  (20 Alphanumeric)

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)



If an invoice number is entered that is already assigned to the vendor on another existing invoice or credit memo, this prompt appears.



Invoice Already On File For This Vendor. Allow Duplicate Invoice # (Y'es/N'o)   



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:           .00 

 Inv.No.  100495                              P.O. Number          0           

 Amount      175.50  Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

Invoice Already On File For This Vendor. Allow Duplicate Invoice # (Y'es/N'o)  



The system checks the APHist and A/P Files to determine if the inputted invoice number is already assigned to this vendor on another invoice.  If it finds a duplicate the prompt appears.  Enter a Y for yes to accept the duplicate number.  Enter a N for no to not accept the number.  The original invoice number remains.  Both responses return the cursor to the Change: 1=Invoice #, 2=Invoice Date prompt.  



Change: 1=Invoice #, 2=Invoice Date, 3=Due Date, 4=Discount  

 'CR' To End Or Enter Your Choice                            



To change the invoice date enter a 2.  The prompt, New Invoice Date, appears.



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:           .00 

 Inv.No.  G67U                                P.O. Number          0           

 Amount      175.50  Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

          New Invoice Date                                                     



Enter the desired invoice date.  Changing the invoice date automatically changes the due date� XE "Invoice Entry:Due Date Entry" \r "invoice30" � if there are vendor terms in the Vendor File or the terms were entered during the initial input of the due date by using the DAYS prompt.  The due date is adjusted using the terms.  If an invalid date is input, the prompt Invalid Date --Enter Again appears.  The cursor returns for reinput.  After input the cursor returns to the Change: 1=Invoice #, 2=Invoice Date prompt.  (MMDDYY)

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)



Change: 1=Invoice #, 2=Invoice Date, 3=Due Date, 4=Discount  

 'CR' To End Or Enter Your Choice                            



Enter a 3 to change the due date.  The prompt New Due Date appears.



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:           .00 

 Inv.No.  G67U                                P.O. Number          0           

 Amount      175.50  Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

          New Due Date                                                         



Input the due date of the invoice.  If an invalid date is entered, the prompt Invalid Date--Enter Again appears.  If a date is input that is less than the invoice date, the prompt The Due Date Cannot Come Before The Invoice Date, appears.  In both cases, the cursor returns for reinput.  After input the cursor returns to the Change: 1=Invoice #, 2=Invoice Date prompt.  (MMDDYY)



The program can calculate a due date based on an input of the Vendor’s terms.  To enter a new Vendor’s terms enter the word DAYS at the Due Date prompt.  The following prompt displays.



Enter Vendor Terms In Days 



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:           .00 

 Inv.No.  G67U                                P.O. Number          0           

 Amount      175.50  Inv Date 10/16/95  Due Date 10/31/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     



          Enter Vendor Terms In Days                                           



Enter the number of days to calculate the due date from the invoice date.  The defined days are added to the invoice date.  As an example, 30 days is input.  With an invoice date of 10/16/95 the calculated due date would be 11/15/95.  If the calculated due date falls on a Saturday or Sunday, the next Monday is assigned as the due date.  The change is only on this invoice and does not affect the Vendor File.  (3 Numeric) �Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)



Change: 1=Invoice #, 2=Invoice Date, 3=Due Date, 4=Discount  

 'CR' To End Or Enter Your Choice                            



Enter a 4 to change the discount� XE "Invoice Entry:Discount Amount Entry" \r "invoice31" � amount.  The following prompt appears.



Enter The New Discount Amount, Or '%' For A New Percentage



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:           .00 

 Inv.No.  G67U                                P.O. Number          0           

 Amount      175.50  Inv Date 10/16/95  Due Date 11/15/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                                               

                                                                               

     Enter The New Discount Amount, Or '%' For A New Percentage       .00      



Entering a carriage return leaves the discount amount as is.  To override this amount you may key in the desired discount dollar amount.  If you want the program to calculate the discount enter a % sign.  The following prompt appears.



   Enter The Invoice Amount To Use To Calculate The Discount (5.00 = 500)

   (EX: The Invoice Total Before Freight Is Added)                       

   Or Press 'RETURN' To Use The Total Invoice Amount      #######         



The dollar amount that was input at the Amount prompt displays as the default.  A carriage return accepts this as the amount to calculate the discount on.  This can be overridden to any dollar amount that is less than the inputted invoice amount.  Any amount entered is used as the invoice amount times the discount percent in the calculation of the discount amount.  If an amount is input that is greater than the invoice amount, the prompt This Amount May Not Be More Than The Entered Invoice Amount appears.  If a negative invoice amount is entered, the prompt Invoice Amount May Not Be Negative, appears.  In both cases the cursor returns for reinput.  A good use for this feature is when freight is charged on the invoice, but no discount is allowed on the amount of freight.  Thus at this prompt the invoice amount is entered less the freight charge.  A slash or up arrow key ^ produces the prompt Invalid Amount - Please Re-enter.  The cursor returns for reinput.  (8 Numeric - No Decimals)�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)



Once the invoice amount is accepted or overridden, the following prompt appears.



Enter The Discount %  ##.#  Ex: 3.5% = 350      



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN                    Inv. Bal:           .00 

 Inv.No.  G67U                                P.O. Number          0           

 Amount      175.50  Inv Date 10/16/95  Due Date 11/15/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                                               

                                                                               

                                                                               

              Amount To Use For Discount Calculation     175.50                

              Enter The Discount % (Ex: 2.5% = 250)    .00                     



The default percentage is the Vendor File’s percentage or the percentage from an override entered earlier during the input of the invoice header or in the change header mode.  A carriage return accepts the default.  This can be overridden if desired.  This is than used as the percent times the accepted invoice amount to calculate the discount amount.  If a percentage is input that is greater than 100%, the prompt Invalid Percentage Please Re-enter, appears.  If a negative percentage is input, the prompt Negative Percentage Not Allowed - Please Re-enter, appears.  In both cases the cursor returns for reinput.  After input of the discount the cursor returns to the Change: 1=Invoice #, 2=Invoice Date prompt.  (1000 = 10%, 200 = 2%, 250 = 2.5%)



Change: 1=Invoice #, 2=Invoice Date, 3=Due Date, 4=Discount  

 'CR' To End Or Enter Your Choice                            



A carriage return exits the change header prompt and the cursor returns to the A’ccept, C’ancel, Or C’hange H’eader prompt.  You may change the information in the header as many times as you desire prior to accepting the invoice.

�Invoice Entry  (Cont'd) 





Enter Data  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)



A’ccept, C’ancel, Or C’hange H’eader 

� XE "Invoice Entry:Accepting The Invoice" �

Once all the header information is correct, the final acceptance of the invoice must be made.  Enter an A for accept.  The cursor is at the following prompt.



Press 'RETURN' To Continue     



10/16/95                 Invoice Entry For 10/16/95         Month 10   8:38    

                                                            Post   0       .00 

Vendor No.       80 THE WESTERN INN           Cont. No.    18745               

 Inv.No.  G67U                                P.O. Number          0           

 Amount      175.50  Inv Date 10/16/95  Due Date 11/15/95  Disc.Amt.        .00

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                                               

Press 'RETURN' To Continue                                                     

� XE "Invoice Entry:Control Number Assignment" �

As soon as an A for accept is input, all of the files for that invoice are updated, with the exception of the credit G/L entry to the Accounts Payable account.  That is updated when exiting the program.  The invoice is assigned a voucher control number.  This displays after the heading Cont. No.  The control number is assigned from the Global File, record 6.  This is the one unique number to every invoice and manual check entered in the A/P module.  Invoice number can be repeated but control number cannot.  This number is included on all of the A/P inquiries and reports.  The number is necessary to void the invoice.  The number is also necessary to create a credit memo that is directly applied to an invoice.  It is a good idea to record this number on the paper work that the invoice is generated from.  The above prompt displays after the updating is completed.  The prompt allows the operator the chance to record the control number.  Entering a carriage return exits the invoice and the cursor returns to Vendor No. for input of another invoice or to exit the program.  The invoice is added to the total amount and number of invoices entered.  This displays after the heading Post.  The vendor number displays as the default for the next invoice.

� XE "Invoice Entry:Updating Of Files - Non-Purchase Order Invoices" \r "invoice32" �

10/11/95                 Invoice Entry For 10/11/95         Month 10  12:12    

                                                            Post   1    200.00 

Vendor No.      105                                                            

 Inv.No.                                      P.O. Number                      

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.           

------------------------------------------------------------------------------ 

                            Enter '^' To Go Back One Field, '/' To Cancel      

�Invoice Entry  (Cont'd) 





Additional Information



Entering Non-P.O. Invoices  (Cont’d)



Following is a recap of the files that are updated when a non-purchase order invoice is accepted.



A/P Files



All of the A/P Files are updated.  Information included is invoice amount, discount amount, invoice and due dates, system date, vendor name and number, vendor invoice number, and voucher control number. 



Vendor File



The invoice amount is written to purchases month and year to date.  Number of invoices month and year to date is incremented by one.  The A/P Balance is updated.



General Ledger and Chart Of Accounts Files



An entry is written to the G/L File for each expense distribution entered.  The source code of the entry is AP.  Also written is the fiscal month number, account number, amount distributed, invoice date, system date, vendor number, voucher control number, and the special description.  The Chart File is also updated with the amount.  The credit to the Accounts Payable G/L account for the total invoice amount is not made until the A/P Invoice Entry program is exited and the procedure totals are displayed.



A/P History File



An A/P History File is created.  The invoice and due date, invoice and vendor number, voucher control number, system date, and total invoice amount are included.  This file can be viewed in the Invoice Inquiry program.  The APHist file remains until purged.



G/L History File



The GLHist File works with the APHist File.  When viewing the APHist File, the GLHist file that corresponds with that record is accessed.  The GLHist File stores the General Ledger distributions entered on the A/P invoices.  Thus when an A/P invoice is accepted all of the G/L distributions are written to the GLHist File.  This includes the account number, amount, and special description.  Also stored is the voucher control number, and invoice number.  Thus with the information stored in this file and the APHist File, the Invoice Inquiry is able to include all G/L expense distributions.�Invoice Entry  (Cont'd) 





Additional Information  (Cont’d)



Entering Non-P.O. Invoices  (Cont’d)

Summary Of Operation



Following is a brief summary� XE "Invoice Entry:Non-Purchase Order Invoices - Summary Of Operation" � of the entry of an A/P invoice that is not linked to a purchase order.



The vendor the invoice is assigned to must be entered.  This can be accomplished by input of the vendor number or performing an alpha search on the vendor name.



The invoice header information is input.  This includes the vendor’s invoice number, total invoice amount, invoice date, due date and the discount amount.  Vendor terms from the Vendor File or input of terms can be used to calculate the due date.  A stored discount percent from the Vendor File can be used to calculate discount or the discount amount and percent can be input.  The invoice amount that the discount amount is calculated on can be adjusted to be a lower figure than the total invoice amount.  This allows the operator to exclude amounts such as freight charges from the calculation of discount.



The next step is to enter the expense distributions for the General Ledger.  If there is a default account stored in the Vendor File, that appears as the default.  You may enter as many G/L distributions as desired.



The G/L distributions may be changed as many times as desired, prior to the final acceptance of the invoice.  You also may add more distributions.



Prior to the final acceptance of the invoice, changes can be made to the invoice header information.  This includes changing the invoice number, invoice and due date, and the discount amount.



Once all information is correct the final acceptance of the invoice is made.  At this time all file updating occurs.  Instead of accepting the invoice the operator may also cancel the transaction.  No updating or creation of an invoice occurs.



�Invoice Entry  (Cont’d)





Enter Data

� XE "Invoice Entry:Updating Of Accounts Payable Account" �

Once the A/P Invoice Entry program is exited the Procedure Control Totals display and should be used as a reconciliation tool.  At this time the one entry of the total amount invoiced for all invoices entered, is posted to the General Ledger as a credit to the Accounts Payable account, that is defined in Global Record 6.  The entry is assigned a source code of PT and includes the beginning and ending voucher control number as the description.  The cursor is at the following prompt.

� XE "Invoice Entry:Procedure Control Totals" �.

Enter 'Y' To Return To Menu 



10/16/95            Posting For 10/16/95                    Month 10  10:17:01

                                                                              

                    Procedure Control Totals                                  

                    Transactions                 1                            

                                                                              

                      Amount                175.50                            

                                                                              

                      Discount                 .00                            

                                                                              

                    Distributions                2                            

                                                                              

                      Amount                175.50                            

                                                                              

                    Accounts Payable No     201000                            

                                                                              

                      Amount                175.50                            

                                                                              

               Enter 'Y' To Return To Menu                                    



A Y is the only valid input and returns to the A/P Data Entry menu.  The Procedure Control Totals include the following figures for all inputted invoices combined. 



Transactions  Total number of invoices entered.



Amount  Total invoiced amount.  



Discount  Total discount amount.



Distributions  Total number of General Ledger distributions.



Amount  Total amount posted to General Ledger distributions.



Accounts Payable No  The Accounts Payable General Ledger Account number. 



Amount  The amount posted to the Accounts Payable Account. 

�Accounts Payable Data Entry  (Cont’d)





Invoice Void



Introduction



Invoice Void� XE "Invoice Void" \r "void1" � is found on the Accounts Payable Data Entry menu, 1-2.  When an invoice entered through Accounts Payable Invoice Entry is incorrect, the invoice is voided� XE "Voiding A Purchase Order Invoice" \t "See Invoice Void And Manual Check Void" � through Invoice Void� XE "Voiding A Non-Purchase Order Invoice" \t "See Invoice Void And Manual Check Void" �.  The invoice is removed from the vendor’s account.  Reasons to void an invoice is entry of an incorrect amount, wrong vendor, dates and purchase order distribution.  It will also correct the General Ledger distribution.  The Invoice Void� XE "Invoice Void:Functions And Purpose" \r "void2" � program is basically a reversal of the Invoice Entry program.  All of the files that were updated in Invoice Entry are reversed out in the Invoice Void program.  When an A/P Invoice is voided and there is an existing A/P History File, the APHist record for the invoice is marked as a void.  Thus the Invoice Inquiry of the invoice reflects that the invoice has been voided.  Voids are allowed on all A/P Invoices unless a payment has been applied.



There are two possible ways the program will void invoices.  If there is an APHist File found for the invoice, the void is automatic� XE "Invoice Void:Automatic Vs Non-Automatic Voids" �.  Input of the vendor and voucher control number, displays the invoice and General Ledger information.  When voiding a purchase order A/P invoice, the purchase order items that were invoiced also display.  The program will automatically update all of the files with the information stored in the APHist and GLHist Files.  If there is no APHist File found the operator must enter the General Ledger and Purchase Order distribution.  Proper updating than occurs.



There should generally be an existing APHist File to perform the automatic Invoice Void.  The only reasons not to have this file is if the file has been purged or was not created correctly during A/P Invoice Entry.  All A/P invoices created prior to the loading of the LMS Revision 11 will not have an APHist File.  Thus voiding any A/P invoices created, prior to loading Revision 11, will not be able to be voided automatically.  The General Ledger and Purchase Order distribution must be entered by the operator.



The documentation on the operation of Invoice Void� XE "Invoice Void:A/P History File" � includes the operation of voiding purchase order and non-purchase order invoices.  The operation of the automatic and non-automatic void is included.



�Invoice Void  (Cont’d)





Introduction  (Cont’d)



Use of the Accounts Payable Invoice Void, along with the assigned purchase order number, results in the following functions.  Also included are functions relating to non-P.O. invoice void transactions.



Vendors can be accessed by vendor number or through an alpha vendor name search.  



All of the Accounts Payable reports and Vendor Analysis reports are updated for P.O. and non-P.O. invoices.  The Vendor File is reduced for month and year to date purchases.  The number of invoices is reduced.



The General Ledger is updated with a debit to the Accounts Payable account.  The amount debited is the total amount of the invoice including the discount amount.  The Accounts Payable account is defined in the Global File.  All of the expense distributions are posted directly to the General Ledger and are credited.  This relates to P.O. and non-P.O. invoices.  The Automatic Invoice Void uses the GLHist File to identify which accounts were entered on the invoice.  The operator inputs the expense distributions on non-automatic voids.  



When entering a P.O. invoice, any additional input of General Ledger distributions, not relating to the individual items on the purchase order is available.  This is used to post such things as freight and other charges.  These are also reversed in the Invoice Void.



Default G/L account numbers display on the non-automatic Invoice Voids.  These will be the defaults from the Vendor File, or Product Class Association File, or the Vendor Item File.  The branch number, assigned to the item on the purchase order, is also factored in when determining the default G/L accounts.  On non-automatic voids the defaults must be overridden to the actual accounts entered on the A/P invoice.  On the automatic voids, the actual G/L distribution, entered on the invoice, appears.  The operator does not have to enter the distribution.

�Invoice Void  (Cont’d)





Introduction  (Cont’d)



On P.O. invoices a Pending File is updated or created.  If the Accounts Payable invoice has been input but the items have not been received the items print on the Pending Receipt Report.  If the receipt has been entered and the invoice is than entered, the purchase order is removed from the Pending Invoice Report.  Once the Accounts Payable invoice and the receipt of the item has been performed, the Purchase Order item prints on the Variance Report.  This provides an analysis of the receipt cost of the item versus the invoiced cost of the item.  The Invoice Void� XE "Invoice Void:Pending File" � program deletes or removes the invoice information on the Pending Files that were updated by A/P Invoice Entry.  The appropriate pending report or Variance Report is than updated correctly.



After the entry of the non-automatic void, there is the ability to cancel the entry of the void.  On automatic voids, after the display of the invoice information, the operator can also cancel the void.  Cancellation of the invoice void means no files are updated and allows the operator the ability to redo the invoice void.  This applies to P.O. and non-P.O. invoice void transactions.  



�Invoice Void  (Cont’d)





Enter Data



Transaction Date



When entering the program from the menu the cursor stops at Transaction Date.  A carriage return accepts the system date as the transaction date.  This can be overridden.  Whatever date is input determines what fiscal month� XE "Invoice Void:Fiscal Month Updating" � is updated in the General Ledger.  It is not the invoice date that determines the month the General Ledger is updated.  It is the transaction date input when entering the program.  Thus it is extremely important that the correct transaction date is entered.  As an example, the current system date is 10/01/95.  However, you want the void to be reflected in the month of September and you want them posted to the General Ledger for fiscal month September.  Thus in order for the General Ledger to be updated for the month of September a transaction date of 09/30/95 should be entered when entering the program at the Transaction Date menu prompt.  The transaction date that is input is also the entry date stored in the G/L Files.  (MMDDYY)



Notice on the following screen sample, that the fiscal month that will be updated in the General Ledger is displayed after the heading Month.  In this example, the fiscal year begins in January so month 12 is December.  If the fiscal year began in July, entering a transaction date of 12/15/95, would post to fiscal month 6 in the General Ledger.



12/15/95            Void Invoice Posting For 12/15/95       Month 12  10:25   

                                                            Post   0       .00

Vendor No.                                                 Cont. No.          

 Inv.No.                          P.O. Number                                 

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



If an attempt is made to enter the Invoice Void program while someone is in A/P Check Writing or Check Writing Conversion, the message Accounts Payable Check Writing In Process appears.  If you have already entered some invoice voids or are in the middle of one and someone begins check writing, the record you are voiding is completed but no more voids are allowed.  The message appears.  The procedure control totals are than accessed.  You cannot void invoices while check writing is in process.

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



In Global Record 6 the Accounts Payable G/L account number is stored.  These are the accounts that are automatically posted to when exiting the program.  If there is an invalid G/L account number stored in Global Record 6, input of the invoice void is not allowed.  The following prompt appears upon entry to the program.  Entering a carriage return exits the program and returns to the Accounts Payable Data Entry menu.  You must have a valid account number stored in the Global File in order to void an invoice.



There Are Invalid G/L Account Numbers In Global Record 6 - Input Not Allowed.   

Enter 'CR' To Return To Menu                                                    



 1/02/96            Void Invoice Posting For  1/02/96       Month  9  14:48   

                                                            Post   0       .00

Vendor No.                                                 Cont. No.          

 Inv.No.                          P.O. Number                                 

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

There Are Invalid G/L Account Numbers In Global Record 6 - Input Not Allowed. 

Enter 'CR' To Return To Menu                                                  

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



Entering the Vendor



Vendor No. 



Input the vendor number� XE "Invoice Void:Vendor Entry" \r "void3" � that the invoice is from.  This must be a valid Vendor number.  The vendor name displays.  If an invalid number is input, the prompt Invalid Vendor appears.  The cursor returns for reinput.  To exit the program input an E, END or TOT.  If at least 1 alpha character or a number greater than 8 digits is entered the program performs an alpha search on the vendor name.  You may enter up to 25 alphanumeric characters.

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Entering the Vendor  (Cont’d)



Vendor No.



When the alpha search on the vendor name is made, the cursor is at one of the two following prompts.



Select Vendor Choice Or E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



12/15/95            Void Invoice Posting For 12/15/95       Month 12  10:25     

                                                            Post   0       .00  

Vendor No. OTTO                                            Cont. No.            

 Inv.No.                          P.O. Number                                   

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.            

------------------------------------------------------------------------------  

    Vendor #/Name                      Address                                  

  1      100 OTTO CORP.                500 NORTH SHORE DRIVE     CHICAGO,  IL  5

  2      105 OTTO SUPPLY COMPANY       900 VALLEY ST             CHICAGO   IL  5

                                                                                

                                                                                

                                                                                

Select Vendor Choice Or E'nd                                                    

                            Enter '^' To Go Back One Field, '/' To Cancel       



12/15/95            Void Invoice Posting For 12/15/95       Month 12  10:25     

                                                            Post   0       .00  

Vendor No. M                                               Cont. No.            

 Inv.No.                          P.O. Number                                   

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.            

------------------------------------------------------------------------------  

    Vendor #/Name                      Address                                  

  1     8008 MABEL CORPORATION         23 GENERAL LANE           LA CROSSE  WI  

  2     3003 MAPP INCORPORATED         3400 COLLEGE LANE         LA CROSSE  WI  

  3     3150 MAYBERRY POLICE DEPT.     1200 MAIN STREET          MAYBERRY, NC  1

  4     3100 MAYFIELD PRESS            SUITE 200                 MAYFIELD,  MI  

  5     3004 MAYRE OFFICE SUPPLY       1256 UNION ROAD           LA CROSSE  WI  

  6     3007 MEASURE SUPPLIES          1348 MENTOR AVE           LA CROSSE  WI  

  7     3151 MIDLAND PAPER COMPANY     1291 SOUTH AVENUE         MIDLAND,  WI  4

  8     3010 MILTON INC                1289 MILTON AVENUE SOUTH  LA CROSSE  WI  

  9     3002 MINER INCORPORATED        134 ROYAL LANE            LA CROSSE  WI  

 10       10 MINOLTA                   1200 BROADWAY AVE         NEWARK  NJ  045

 11       99 MINOLTA                   RAMSEY NJ 00101                          

 12      991 MINOLTA                   1002 ERIE LANE            WESTFORD  CA  4

 13      992 MINOLTA                   SYRACUSE, NY                             

 14     1000 MINOLTA CORPORATION       100 HILLTOP DRIVE         RAMSEY, NJ  540

Display N'ext, Select Vendor Choice, Or E'nd                                    

                            Enter '^' To Go Back One Field, '/' To Cancel       



�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Entering the Vendor  (Cont’d)



Select Vendor Choice - E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



The screen displays all vendors that have a name which begins with the inputted characters.  Each line contains the vendor number, complete name, and the second and last lines of the vendor's address.  Only 15 characters of the last address line display.  A computer assigned number is associated with each vendor.  The first prompt appears when there is less than 15 vendor choices.  The second prompt appears when there is more than 14 vendor selections.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range will appear and the cursor returns for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  When a N for next is input the cursor is at one of the two following prompts.



Display N’ext P'revious, Select Vendor Choice, Or E'nd           

Display P'revious, Select Vendor Choice, Or E'nd           



The first prompt appears until the last screen of vendor choices is accessed.  The second prompt appears when the last screen is reached.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range will appear and the cursor will return for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  Enter a P for previous to go back one screen of selections.  You may go back and forward as many screens as exist.

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Entering The Invoice To Be Voided



Once the selected vendor choice or a valid vendor number is input the vendor name appears.  If the miscellaneous� XE "Invoice Void:Miscellaneous Vendor" � vendor number 999999 is input an additional prompt appears.



Input Miscellaneous Vendor Name



12/15/95            Void Invoice Posting For 12/15/95       Month 12  10:25   

                                                            Post   0       .00

Vendor No.   999999                                        Cont. No.          

 Inv.No.                          P.O. Number                                 

 Amount              Inv Date MM/DD/YY  Due Date MM/DD/YY  Disc.Amt.          

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

         Input Miscellaneous Vendor Name                                      

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



Input the name of the vendor the invoice is assigned to.  This is the name that is printed on the Accounts Payable reports.  Miscellaneous vendors are used for vendors that you do not need a permanent Vendor File.  The invoice for that vendor is a one time or very uncommon occurrence.  For more information on the set up of the miscellaneous vendor see page 510, Vendor File Maintenance.  (25 Alphanumeric)

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Entering The Invoice To Be Voided  (Cont’d)



Cont. No.



Every invoice that is created in A/P Invoice Entry is assigned a unique voucher control number.  This is not operator assigned and is generated by the A/P Invoice Entry program.  In order to void an invoice� XE "Invoice Void:Entering Of Invoice To Be Voided" \r "void4" �, you must enter the voucher control number that was assigned to the invoice that is to be voided.  Entering ERROR, / slash, or an up arrow key ^ returns the cursor to the Vendor No. prompt.  Entering a carriage return or a control number that is not found in the open A/P invoice files, produces the following prompt.  (8 Digits)



Invoice Not Found



The cursor returns to Vendor No. for reinput.



The following message appears when a control number is entered that is assigned to an invoice that has a payment applied.  



Payment Has Been Made Void Not Allowed



No voids are allowed on invoices with a partial or full payment.  Note, if the check, which is the payment record, is voided, the invoice can than be voided.  Also note, invoices with credit memos applied can still be voided.  The credit memo remains on the system unless that to is voided in Credit Memo Void



The following message appears when a control number is entered that is assigned to a credit memo or debit memo and not an invoice.  Credit memos and debit memos must be voided in C/M-D/M Void.



Entered Control Number Not An Invoice



The following message appears when a control number is entered that is being accessed on another terminal.  The void is not allowed.  The cursor returns to the Vendor No. prompt.



This Invoice In Use By Another Task

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Entering The Invoice To Be Voided  (Cont’d)



Once an acceptable control number is entered information from the invoice is displayed.  This includes the invoice number, invoice amount, invoice date, invoice due date and discount amount.  The cursor is at the following prompt.



Is This The Invoice  Y/N ?



12/15/95            Void Invoice Posting For 12/15/95       Month 12  11:39    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18948 

 Inv.No. X43U7                    P.O. Number                                  

 Amount     879.28   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.      16.59

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

         Is This The Invoice Y/N ?                                             



Enter Y for yes to accept this as the invoice that is to be voided.  Enter N for no to exit the voiding of this invoice.  Entering N returns the cursor to the Vendor No. prompt.  A slash or up arrow key ^ also exits the voiding of the invoice.  



When Y for yes is entered, If the invoice record� XE "Invoice Void:Automatic Vs Non-Automatic Voids" � has an existing A/P History File, the void proceeds as an automatic void.  The operator does not have to enter the purchase order and General Ledger distribution.  If there is no existing A/P History File, an automatic void can not be made.  The operator must enter the purchase order and General Ledger distributions.  On non-purchase order invoices the General Ledger distribution must be entered.  When no A/P History File is found the following prompt appears after entering a Y for yes.  The purpose of the prompt is to alert the operator that no APHistory File is found for this invoice, thus an automatic void can not occur.



Accounts Payable History Record Not Found.  You Must Enter The Distributions. Enter ‘CR’ To Continue.    



Entering a carriage return continues the program on with the void process.

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Automatic Void Of Invoices



Following are the procedures when a purchase order invoice has an existing APHistory File.  An automatic void� XE "Invoice Void:Purchase Order Invoices - Automatic Voids" \r "void5" � occurs.  When the invoice is a purchase order invoice, the items from the purchase order that were included on the invoice are displayed.  Note, on purchase orders invoices with many items, you may note a pause in the program.  The program is not stuck, it is creating the files necessary to display the items.  How long this takes depends on how large the purchase order is and the speed of your system.  While it is creating the files the words Processing Records appears.



 2/15/96            Void Invoice Posting For  2/15/96       Month  2  14:25    

                                                            Post   0       .00 

 Vendor No.      45 LANIER WORLDWIDE                       Cont. No.     19285 

 Inv.No. 21596                    P.O. Number                                  

 Amount    3655.00   Inv Date  2/15/96  Due Date  3/18/96  Disc.Amt.      10.00

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

                                                                               

                   Processing Records....                                      



Also note, that if the purchase order is in use on another task, the prompt P.O.# In Use On Another Task appears.  The cursor returns to the Vendor No. prompt and the void is not allowed until the other task exits the P.O.



 2/15/96            Void Invoice Posting For  2/15/96       Month  2  14:29    

                                                            Post   0       .00 

 Vendor No.      45 LANIER WORLDWIDE                       Cont. No.     19285 

 Inv.No. 21596                    P.O. Number                                  

 Amount    3655.00   Inv Date  2/15/96  Due Date  3/18/96  Disc.Amt.      10.00

------------------------------------------------------------------------------ 

                                                                               

                   Processing Records....                                      

                                                                               

                                                                               

                                                                               

PO # 4721 Is In Use By Another Task                                            



�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Automatic Void Of Invoices  (Cont’d)



After the processing is completed the items included on the invoice are displayed.  Items on the purchase order that were not included on the invoice are not displayed.  All of the purchase order information displayed is from the APHist File.  The General Ledger distribution of each item is from the GLHist File.  Viewing the information allows the operator to verify that this is the correct invoice.  No changes are allowed.  There should be no reason why the information in the APHist and GLHist Files do not match how the invoice was created.  The only way this could be wrong is if these two files were changed or not created correctly.  The information displayed is as follows. 



12/15/95            Void Invoice Posting For 12/15/95       Month 12  11:39     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18948  

 Inv.No. X43U7                    P.O. Number                                   

 Amount     879.28   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.      16.59 

------------------------------------------------------------------------------  

Line Item #             UM  PM Qty Ord Qty Invd  Unit Cost  Ext Cost        PO #

   1 TONER              CT   4       5        5      36.0000  180.00        4629

    112200    180.00 INVENTORY SUPPLIES        OTTO SUPPLY COMPANY              

   2 ITEM-G             EA   1       5        3       8.0000   24.00        4629

    112200     24.00 INVENTORY SUPPLIES        OTTO SUPPLY COMPANY              

   4 TONER2             EA   1      10       10       5.7500   57.50        4629

    112200     45.00 INVENTORY SUPPLIES        OTTO SUPPLY COMPANY              

    111000     12.50 INVENTORY                 OTTO SUPPLY COMPANY              

   5 PART15             EA   6      16       16       5.8300   93.28        4629

    110110     93.28 INVENTORY                 OTTO SUPPLY COMPANY              

   6 946-181            EA   1      10       10       2.0500   20.50        4629

    110110     20.50 INVENTORY                 OTTO SUPPLY COMPANY              

   7 SUPPLY             EA   4       5        5      34.0000  170.00        4629

    110110    100.00 INVENTORY                 OTTO SUPPLY COMPANY              

    112200     70.00 INVENTORY SUPPLIES        OTTO SUPPLY COMPANY              

N'ext, A'ccept, Or C'ancel                                                      



Line  The line number assigned to the item on the purchase order.



Item #  The item number from the purchase order.  This is not the Vendor Item Number.
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Automatic Void Of Invoices  (Cont’d)



UM  The assigned unit of measure on the purchase order.



PM  The assigned pack multiple on the purchase order.



Qty Ord  The total quantity ordered of the item.



Qty Invd  This is the quantity invoiced on that invoice.  This does not include any other invoices for the item on the purchase order.  This is the amount that is subtracted from quantity invoiced of the item in the Purchase Order Line Item File.



Unit Cost  This is the actual cost for 1 that was accepted on the invoice.



Ext Cost  This is the extended cost.  Qty Invd times Unit Cost.



PO #  This is the purchase order number.  



Beneath each item is the General Ledger distribution accepted for the item on the invoice.  All of the accounts, amount distributed, description of the account number, and the special description accepted on the invoice for that G/L distribution, display.  These are the accounts and amounts that are credited with an entry into the General Ledger.  The displayed special description is written into the General Ledger entry.



Also displayed are the additional charges or non-P.O. General Ledger distributions entered on the invoice.  These are the freight or other miscellaneous charges that are not traced to a specific item on the purchase order.  These are also posted to the General Ledger.



If there was more than one purchase order� XE "Invoice Void:Multiple Purchase Orders " � used on the invoice, the items from that purchase order also display.  The correct purchase order number appears next to each item.  The items appear in purchase order line number order.  As an example, if you have two items from two different purchase orders on the invoice and both are assigned as line number 1 they display one after another.  Than the line number 2’s display and so on.  The purchase order assigned to each item is included.  Each included item and purchase order is updated.



The Pending Files for each included item and purchase order are also updated.  For more information on the updating of the Pending Files, see page 145.

�Invoice Void  (Cont’d)

� XE "Invoice Void:Non-Purchase Order Invoices - Automatic Void" \r "void6" �



Enter Data  (Cont’d)



Automatic Void Of Invoices  (Cont’d)



Following are the procedures when a non-purchase order invoice has an existing APHistory File.  An automatic void occurs.  All of the General Ledger distributions display.  While the distributions are being processed to be displayed, the words Processing Records appears.  Once the processing is completed the distributions appear.



12/15/95            Void Invoice Posting For 12/15/95       Month 12  15:04    

                                                            Post   0       .00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE              Cont. No.     18950 

 Inv.No. 321R                     P.O. Number                                  

 Amount     200.00   Inv Date 12/15/95  Due Date  1/01/96  Disc.Amt.       2.00

------------------------------------------------------------------------------ 

   Account    Amount Account Name              Special Description             

    611100    100.00 OFFICE EXPENSE ADM        OFFICE PRODUCTS WORLDWI         

    610150    100.00 OUTSIDE SERVICES          OFFICE PRODUCTS WORLDWI         

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

A'ccept Or C'ancel                                                             



All of the accounts, amount distributed, description of the account number, and the special description accepted on the invoice for that G/L distribution, display.  These are the accounts and amounts that are credited with an entry into the General Ledger.  The displayed special description is written into the General Ledger entry.  The GLHist File is used to display the distributions.  These cannot be changed in the Invoice Void program.  There should be no reason why the distributions stored in the GLHist File would ever be different than the distributions entered on the invoice.  The only way a difference could occur is if they weren’t created correctly or they were changed.



Also note on the automatic void, if the displayed G/L account number has been deleted from the system, the displayed discription of the account will be Invalid Account.  The void should be canceled.

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Automatic Void Of Invoices  (Cont’d)



On automatic purchase order or non-purchase order voids the cursor is at one of the two following prompts� XE "Invoice Void:Purchase Order Invoices - Automatic Voids" \r "void5a" �.



A’ccept Or C’ancel

N’ext, A’ccept, Or C’ancel



The first prompt appears when all of the information fits on one screen.  The second prompt appears when the information exceeds one screen.  Entering a N for next displays the next screen of items and distributions.  One of the two following prompts appears.



N’ext, P’revious, A’ccept, Or C’ancel

P’revious, A’ccept, Or C’ancel



12/15/95            Void Invoice Posting For 12/15/95       Month 12  15:17     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18948  

 Inv.No. X43U7                    P.O. Number                                   

 Amount     879.28   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.      16.59 

------------------------------------------------------------------------------  

Line Item #             UM  PM Qty Ord Qty Invd  Unit Cost  Ext Cost        PO #

   8 PART               CT   1      20       20      14.2000  284.00        4629

    112400    284.00 INVENTORY PARTS           OTTO SUPPLY COMPANY              

             `Additional Charges’ Entries                                       

    519910     50.00 FREIGHT IN                FREIGHT CHARGE               4629

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

P'revious, A'ccept, Or C'ancel                                                  



The first prompt appears until the last screen is accessed.  The second prompt appears when the last screen is accessed.  The purpose of paging back and forth between screens is just to verify that this is the invoice that you wanted to void.  Enter a N for next to view the next screen.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Automatic Void Of Invoices  (Cont’d)



A’ccept Or C’ancel

N’ext, A’ccept, Or C’ancel

N’ext, P’revious, A’ccept, Or C’ancel

P’revious, A’ccept, Or C’ancel



If you do not want to void the displayed invoice, enter a C for cancel� XE "Invoice Void:Canceling The Void" �.  The following prompt appears.  



Cancellation Means That No Updating Will Take Place For This Entire Invoice Void  Are You Sure You Want To Cancel ?  (Y'es/N'o)                                   



12/15/95            Void Invoice Posting For 12/15/95       Month 12  15:17     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18948  

 Inv.No. X43U7                    P.O. Number                                   

 Amount     879.28   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.      16.59 

------------------------------------------------------------------------------  

Line Item #             UM  PM Qty Ord Qty Invd  Unit Cost  Ext Cost        PO #

   8 PART               CT   1      20       20      14.2000  284.00        4629

    112400    284.00 INVENTORY PARTS           OTTO SUPPLY COMPANY              

             `Additional Charges’ Entries                                       

    519910     50.00 FREIGHT IN                FREIGHT CHARGE               4629

                                                                                

                                                                                

                                                                                

Cancellation Means That No Updating Will Take Place For This Entire Invoice Void

Are You Sure You Want To Cancel ?  (Y'es/N'o)                                   



Entering a Y for yes cancels the voiding of the invoice.  The invoice is not voided.  No updating occurs.  The cursor returns to the Vendor No prompt.  Enter a N for no to not cancel the void.  The cursor returns to the A’ccept prompt.

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Automatic Void Of Invoices  (Cont’d)



A’ccept Or C’ancel

N’ext, A’ccept, Or C’ancel

N’ext, P’revious, A’ccept, Or C’ancel

P’revious, A’ccept, Or C’ancel

� XE "Invoice Void:Accepting The Void" �

Enter an A to accept the void.  The invoice is voided and all file updating occurs.  The following prompt appears.



Invoice Voided.  Press 'RETURN' To Continue     



12/15/95            Void Invoice Posting For 12/15/95       Month 12  16:24    

                                                            Post   1    200.00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE              Cont. No.     18950 

 Inv.No. 321R                     P.O. Number                                  

 Amount     200.00   Inv Date 12/15/95  Due Date  1/01/96  Disc.Amt.       2.00

------------------------------------------------------------------------------ 

   Account    Amount Account Name              Special Description             

    611100    100.00 OFFICE EXPENSE ADM        OFFICE PRODUCTS WORLDWI         

    610150    100.00 OUTSIDE SERVICES          OFFICE PRODUCTS WORLDWI         

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

Invoice Voided.  Press 'RETURN' To Continue                                    



A carriage return returns the cursor to the Vendor No. prompt.  When this prompt appears you know the invoice has been successfully voided.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History



Following are the procedures for voiding a purchase order invoice� XE "Invoice Void:Purchase Order Invoices - Non-Automatic Voids" \r "void7" � that has no A/P History File.  An automatic void cannot be made.  It is very important that the operator inputs exactly the same information that was entered when the invoice� XE "Invoice Void:A/P History File" � was created.  After saying Yes this is the invoice, the cursor goes to the next prompt.



P.O. Number  



When the Global File switch, to link the Purchase Order module to the Accounts Payable module is set to no, the prompt for the purchase order number does not appear.  See the Purchase Order manual, P.O. Control File for information on setting the switch.  



When the Global File switch is set to yes, the P.O. Number prompt appears on the screen.  Input the Purchase Order number that was created in the Purchase Order System.  This is the computer generated P.O. number.  If an invoice is being entered that is not a computer generated P.O. carriage return through this field.  Only P.O. numbers created in the Purchase Order module are accepted as a valid input.  If an invalid P.O. number is entered, the message P.O. Not Found appears.  The cursor returns for reinput.  (10 numeric) 



If a valid P.O. number is input but belongs to a different vendor a message will display. 



P.O. Vendor Number Is xxxx - Do You Wish To Continue (Y/N) 



12/18/95            Void Invoice Posting For 12/18/95       Month 12   8:17    

                                                            Post   0       .00 

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949 

 Inv.No. B763                     P.O. Number  4637                            

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

P.O. Vendor Number Is  106 -  Do You Wish To Continue (Y/N)                    



If a Y for yes is input the program continues on.  A N for no returns the cursor to P.O. Number.  Be sure the purchase order number that is entered is the same as the one that was input when the invoice was created.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



P.O. Number



If a P.O. number is input that was created as a Prepaid Purchase Order� XE "Prepaid Purchase Orders" �, the system does not allow entry as a purchase order.  The idea of a Prepaid Purchase Order is that the invoice has already been paid so the General Ledger distribution has already been entered.  Thus there is no need for P.O. actual versus quoted cost analysis.  If an attempt is made to input a Prepaid Purchase Order number, the message Prepaid Order will display and the cursor will return to the P.O. Number prompt for reinput.  Note, you can still enter the invoice void without inputting the purchase order number.



If a P.O. number is input that has no items assigned to it, the message No Line Items On Order will appear.  The cursor returns for reinput.



If the purchase order that is entered is being accessed on another terminal, in the programs P.O. File Maintenance, P.O. Receipts, and the Accounts Payable Invoicing programs, the prompt PO # Is In Use On Another Task , appears.  The cursor returns for reinput.  Entry of the P.O. number is not allowed until the other task exits the P.O.  This is for data updating integrity.  Note, when multiple P.O.’s per invoice are entered all are considered in use until completing the invoice void transaction.



12/19/95            Void Invoice Posting For 12/19/95       Month 12  11:40    

                                                            Post   0       .00 

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE              Cont. No.     18968 

 Inv.No. 121895                   P.O. Number  4639                            

 Amount     497.00   Inv Date 12/18/95  Due Date  1/02/96  Disc.Amt.        .00

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

PO #     4639 Is In Use By Another Task.                                       



�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



After the purchase order number is entered, the message Accounts Payable History Record Not Found.  You Must Enter The Distributions.  Enter ‘CR’ To Continue appears.  A carriage return displays the lines from the purchase order.



12/18/95            Void Invoice Posting For 12/18/95       Month 12   8:17     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal       420.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost  Ext. Cost   

   1 TONER              CT     4    10    10    10     0     36.0000   360.00   

       Vendor Item : 45-235-6543        Def. G/L Acct   112200                   

   2 ITEM-G             EA     1     5     5     5     0      8.0000    40.00   

       Vendor Item : 45-P567            Def. G/L Acct   112200                   

   3  Msg: ORDER MUST SHIP IN FULL                                              

                                                                                

                                                                                

                                                                                

Enter A'dditional Charges, Line #, Or E'nd                                        



For each item line of the purchase order the following displays.  All information is from the Purchase Order Line Item File unless otherwise noted.



Line  A computer assigned line number used to select the line.



Item Number  The full item number on the purchase order.  This is the item number from the Item File.



Vendor Item Number  The Vendor Item Number from the purchase order.



UM  The unit of measure from the purchase order.  



PM  The pack multiple from the purchase order. 



Ord  The total quantity ordered from the purchase order. 



Rec'd  The total quantity received into inventory through P.O. Receipts.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



P’Pd  Previous Paid.  This is the total quantity invoiced from all invoice transactions for this item on this P.O.  This is not necessarily the amount invoiced on the invoice you are voiding, as this would include all invoices for the item on the P.O.



Cu’Vd  Current Voided.  The total quantity voided on the invoice that is being input.  When first entering the invoice this is always zero.  This is updated as items are individually selected. 



Cost  This is the actual cost stored in the P.O. Line Item File.  Actual cost is the cost the item was received, or invoiced, on prior invoices and receipts for the P.O.  Whatever transaction was entered last will be the actual cost.  The four decimal unit cost is displayed.



Ext. Cost  The extended cost equals Ord times Cost.  This is always rounded to two decimals.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



Def. G/L Acct  



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost  Ext. Cost 

   1 TONER              CT     4    10    10    10     0     36.0000    360.00 

       Vendor Item : 45-235-6543        Def. G/L Acct   112200                 



The default General Ledger Account number.  There are three possible defaults.  Note, the default accounts are all current, not the account stored at the time the purchase order was created.  The first priority account is one that is stored in the item’s Vendor Item File.  If there is no account defined in an item’s Vendor Item File, the second priority account is one that is stored in the Product Class Association File.  This is the account linked to the product class of the item.  The branch number stored in the P.O. Line Item File and the branch in the Product Class Association File are than compared.  If a branch number match is found, the account number stored in that record is used.  If there is an account in the Vendor Item File and the branch number entered on the item on the purchase order is a branch other than branch 1, the Vendor Item File is bypassed and the Product Class Association File is checked.  If a match on branches occur than the G/L account number stored in the Product Class Association File is used instead of the Vendor Item File.  If no match is found in the Product Class Association File, the account number in the Vendor Item File is used.  Branch 1 items use an account defined in the Vendor Item File over those assigned for branch 1 in the Product Class Association File.  Items assigned to branches other than branch 1 use the accounts assigned to the matching branch and product class in the Product Class Association File and bypass the Vendor Item File.  Thus this enables items assigned to branches other than branch 1 to bypass the priority of the Vendor Item File and go directly to the Product Class Association File.



The third priority account is the G/L Account that is stored in the Vendor File.  If no Vendor Item File exists or no Product Class Association File match is found, the G/L account number stored in the Vendor File is used.  If none of these three exist a 0 (zero) is printed.  Note, the default G/L account number is used to post the expense as the default account when an item is individually selected.



�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



No Invoices For This Line



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost  Ext. Cost

   1 TONER1             CT     5     5     0     0     0     47.5000   237.50

       Vendor Item : TONER1             No Invoices For This Line            



If there have been no invoices entered for the item, this message appears.  The column P’Pd is zero.  This item cannot be selected individually on the void. 



Any message lines that were input on the purchase order appear. 



Inv. Bal:  The Invoice Balance displays.  As items are selected the invoice balance is adjusted.



When the purchase order line items are first accessed the cursor is at one of the two following prompts.  These will be referred to as the invoicing prompts.



Enter A'dditional Charges, Line #, Or E'nd 

Enter N'ext, A'dditional Charges, E'nd, Or Line #   



The first prompt appears when there is only one screen of items and messages.  The second prompt appears when there is more than one screen of items and messages.  Entering a N for next displays the next screen of line items.  When a  N for next is input one of the following two prompts appears.



Enter P’revious, N’ext, A’dditional Charges, E’nd, Or Line #

Enter P'revious, A'dditional Charges, E'nd, Or Line #  



The first prompt appears until the last screen is accessed.  The second prompt appears when the last screen of items and messages is reached.  Enter N for next to view the next screen.  Enter P for previous to go back one screen.  You may go back and forward as many screens as exist.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



Enter A'dditional Charges, Line #, Or E'nd 

Enter N'ext, A'dditional Charges, E'nd, Or Line #   

Enter P’revious, N’ext, A’dditional Charges, E’nd, Or Line #

Enter P'revious, A'dditional Charges, E'nd, Or Line #  



To select the item lines on the purchase order you must enter the line number that is displayed next to the item.  This is using the Line # function of the invoicing prompts.  You must select each line of the purchase order that applied to the invoice that is being voided.  Thus there may be more lines of the purchase order displayed than what was included on the invoice that is being voided.  Only select the lines assigned to items included on the invoice that is being voided.



You may select the lines as many times as desired.  The quantity invoiced, cost posted, and the entered G/L accounts can be changed.  Thus when an item is selected individually and an error is made, the item can be re-selected and the changes made.  



If there would ever be an item on a purchase order that has a cost of zero the item would still have to be distributed on the Accounts Payable Invoice Void.  This is the only way that the item would be updated correctly in the P.O. and Pending Files to reflect that the invoice was voided.  The line balance and distribution will be zero. 



The Invoice Void program has a cancel� XE "Invoice Void:Canceling The Void" � feature.  Thus if a purchase order invoice was voided and than the operator decides that there were to many errors made or it was the wrong P.O. the transaction can be canceled, prior to accepting the invoice void of the P.O.  Canceling the transaction means no files are updated.  Nothing is updated until the invoice void is accepted and exited.  The purchase order and invoice is just like it was, prior to entering the Invoice Void program.  The vendor’s account, and General Ledger are not updated.  The invoice void information is temporarily stored by the program and when the A/P Invoice Void transaction is accepted the actual updating of the files occur.  This includes the P.O. invoiced quantities and cost, the P.O. Pending Files, the vendor’s account, General Ledger expense distributions and the A/P Files.



The entry of an A at the invoicing prompts allows for additional charges, which is used to enter the General Ledger distribution for the expenses that are not linked to a specific purchase order line item number.  This is to void other expenses such as freight or a down machine charge.�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



If a line number is input that has no invoices applied to it, the message, Line Has Not Been Invoiced, displays. The item is not accessed and the cursor returns to the prompt for reinput.  



If a line number is input that does not exist, the prompt Line Does Not Exist appears.  If a line number is input that is assigned to a message line, the message Line Number  # Is A Message Line displays.  If an alpha character is input other than those in the prompts, Invalid Selection appears.  In all cases the cursor returns for reinput.



Once an item is individually selected the program continues on.  The following documentation relates to the first time, in the A/P Invoice Void transaction, an item is selected.



Once the line number has been selected the account distribution screen displays.  For each selected item number line on a purchase order, the General Ledger distribution must be entered.  The cursor is at the following prompt.



Account 



12/18/95            Void Invoice Posting For 12/18/95       Month 12  10:37     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal       420.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

     112200                      INVENTORY SUPPLIES                             

                                                                                

                                                      Line Balance:     360.00  

                                                                                

                                                                                

                                                      Enter 'TOT' When Done     



The default G/L account number is displayed.  Note, this is not necessarily the account that was entered on the invoice.  The non-automatic Invoice Void program is NOT a mirror image of the General Ledger distribution that was input when the invoice was entered.  The operator, that is voiding the invoice, must be responsible to input the proper distribution accounts and amounts if overrides were made when creating the invoice.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



Account



The General Ledger distributions that are input should be exactly the same as what was input when creating the invoice.  If the proper accounts are not distributed, the General Ledger will balance but the amounts in the accounts will not be correct.  There is no limit to the number of G/L accounts for the expense distribution per item.  Whatever accounts are input will post to all of the General Ledger Files and the Chart of Accounts File.  There are 3 possible defaults at the Account field.  These will be explained in the order of priority.  If there is a Vendor Item File on the selected item number, the General Ledger account that is stored in the Vendor Item File will display.  If there is no Vendor Item File but there is a Product Class Association record, that General Ledger account number display.  The branch number assigned to the item on the purchase order is also taken into effect.  For details see page 119.  Both of these defaults reflect the current account, not the account at the time the item was added to the purchase order.  If none of the above exist then the account from the Vendor File displays.  If that is empty then the display is blank.  The description from the chart of accounts is displayed.  A carriage return accepts the displayed account.  The default G/L account numbers can be overridden with a valid General Ledger account number.  If an invalid account or entry is input, the prompt Invalid Account # Or Type appears.  The cursor returns for re-entry.  If the wrong line of the purchase order is selected and this is caught before any distributions are made, enter TOT or ERROR at Account and that line of the purchase order will not be updated.  The cursor returns to the initial screen which displays the purchase order lines.  (8 Digits) 



Amount



At the bottom of the screen the line balance is displayed.  This is the balance of the selected line number not the total purchase order.  Upon first entering the distribution for the item, the line balance is calculated based on the total quantity invoiced on the item.  The cost used is the displayed actual cost.  Note, this is the total quantity invoiced of the item, which may not be the amount invoiced on the invoice that is being voided.  That would occur when there is more than one invoice applied to the same item.



�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



Amount



12/18/95            Void Invoice Posting For 12/18/95       Month 12  11:19     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal       420.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

     112200                      INVENTORY SUPPLIES                             

                                                      Line Balance:     360.00  



If a carriage return is entered at the amount field the displayed line balance is accepted as the amount assigned to the inputted G/L account number.  If the line balance is greater than the overall invoice balance entering a carriage return will only enter an amount up to the invoice balance.  The amount to be distributed should be input if the displayed line balance is the desired total figure but this amount needs to be distributed to more than one G/L account number.  Enter the amount as a positive figure.  The program will credit an amount that is entered as a positive figure which will reverse the debit entry that was made when the invoice was created.  A zero or a negative number is allowed.  The only time a negative number should be entered is if a negative number was entered when the invoice was created, than the amount would be debited in the void program as it was credited in the Invoice Entry program.  You may enter an amount greater than the invoice amount, however you will not be able to exit the void if the total distributed amount is greater than the invoice amount.  You would have to correct the distribution or cancel the void and start over.  Whatever amount is distributed reduces the displayed line balance and also the invoice balance that is left to be voided.  An up arrow key or ERROR will return to Account.  (9 Digits - No Decimals)



Another reason to override the displayed line balance is because the displayed cost that was used in the calculation of line balance is incorrect.  Thus the cost has changed from the cost entered at the time of the invoice.  Remember, this is the cost from the P.O. Line Item File not the actual invoice.  You want to enter the cost input on the invoice you are voiding.  Another reason to override the displayed line balance is to override the default quantity invoiced that was used in the calculation of the line balance.  This would occur when the total quantity invoiced for the item is not entirely from the invoice that is being voided.  There are other invoices of the item on the purchase order.  The amount distributed will have to be changed to reflect the actual quantity invoiced on the invoice that is being voided.  

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



Special Description 



If a carriage return is input the vendor name is automatically the default.  A description identifying the void distribution may be entered.  The description remains with the General Ledger Account input on that distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  Type in an up arrow key to return to Amount.  Inputting ERROR returns to the Account prompt to allow reinput of that distribution line.  (23 Alphanumeric)  



After the Special Description is input the cursor returns to Account.  More distributions may be made or enter TOT or ERROR to finish the G/L distribution.  Once TOT is input to end the distribution entry, one of the two following prompts appear to allow the operator to make modifications to the G/L distribution entry.



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



12/18/95            Void Invoice Posting For 12/18/95       Month 12  11:19     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal        60.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   112200    360.00     360.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY      

                                                                                

                                                      Line Balance:       .00   

                                                                                

 Enter # To Change, A'dditional Input, Or 'CR' To End                           



The first prompt appears when the G/L distributions for that item line, are less than 13 entries.  The second prompt appears when the G/L distributions exceed 12 entries.  Entering a N for next allows viewing of the next screen of distributions.  When a N for next is input one of the two following prompts appear.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering N for next allows viewing of the next screen of distributions.  Enter P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



12/18/95            Void Invoice Posting For 12/18/95       Month 12  11:19     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal        60.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   112200    360.00     360.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY      

                                                                                

                                                                                

                                                                                

                                                      Line Balance:       .00   

    Account    Amount          Account Name            Special Description      

     112200    360.00          INVENTORY SUPPLIES      OTTO SUPPLY COMPANY      



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data will stay as is.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



Amount 



The amount entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  If changed the displayed line balance is adjusted.  An up arrow key ^ returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



12/18/95            Void Invoice Posting For 12/18/95       Month 12  11:19     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal       220.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   112200    200.00     200.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY      

                                                                                

                                                      Line Balance:     160.00  

    Account   Amount Cumulative  Account Name          Special Description      

 2   112200                      INVENTORY SUPPLIES                             

                                                      Enter 'TOT' When Done     



Operation is the same as described on the original add.  See page 122.  One of the three possible default accounts display.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the line balance.  The amount can be entered.  Any amount entered adjusts the line balance and the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT or ERROR is entered at the Account prompt.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Entering a carriage return is the final exit for the G/L distribution.  The screen that displays the items is redisplayed.  If the original displayed line balance was changed during the entry of the G/L distribution, after the carriage return is entered, an additional variance calculation� XE "Invoice Void:Purchase Order Invoices - Non-Automatic Voids - Variance Input" \r "void8" � appears at the bottom of the screen.  This would be due to a change in the cost, or quantity voided not matching the default.  If there is a variance the following prompt appears. 



Variance=       -##  Qty Ord =   #  Recd =   #  Pr Pd =   #  Cu Vd =   #

Enter Quantity Voided   #                                               



The Qty Ord is the total quantity ordered of the item.  The Recd, is the total quantity that has been received.  The Pr Pd, is the total quantity invoiced on all invoices of this item on this purchase order.  The Cu Vd is the current quantity voided.  Cu Vd is always zero on the first selection of an item.  The calculation for the Variance amount is the Pr Pd, times the original displayed cost, minus the total entered cost distribution of the item.  The default amount in Enter Quantity Voided is the amount in Pr Pd. 



A carriage return accepts the displayed quantity voided.  If the displayed Quantity Voided is not correct you must override it.  This would be in the case of there being another invoice for this item on this P.O.  Basically the voided quantity must balance with the cost entered during the G/L distribution and also be the same as the quantity entered on the invoice that is being voided.  The input of this field updates the quantity invoiced, per line item, in the Pending� XE "Invoice Void:Pending File" � and P.O. Line Item File.  This is an important figure if the P.O. Pending reports and future A/P and P.O. Receipts are to be accurate, reflecting the correct quantity invoiced.  Also in order to re-enter the invoice, the quantity invoiced must be correct as the Invoice Entry program will not allow an invoice of an item that is totally invoiced.  If a quantity voided amount is input that is greater than the total quantity invoiced, the prompt, Quantity Voided May Not Be More Than Total Quantity Paid appears.  The cursor returns for reinput.  (4 Numeric)�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



Once the Quantity Voided is input the cursor returns to the display of the purchase order line items.  (4 Numeric) 



To recap, the variance prompts do not appear if the original line balance was not changed and the quantity voided equals the total quantity invoiced.  Following is an example of an item that is voided and reflects a variance.



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal       420.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost  Ext. Cost   

   2 ITEM-G             EA     1     5     5     5     0      8.0000    40.00   

       Vendor Item : 45-P567            Def. G/L Acct   112200                   



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal       388.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

                                                                                

                                                                                

Variance =       8.00  Qty Ord =   5  Recd =   5  Pr Pd =   5  Cu Vd =   0      

Enter Quantity Voided   5                                                       



The original cost is 8.00 a piece.  A quantity of 5 has been invoiced.  Thus the original line balance would be 5 X 8.00 = 40.00.  However, there are two invoices of this item on this purchase order.  On this invoice only 4 were invoiced.  Thus 32.00 was entered as the distribution.  Note the above variance display.  The difference between 40.00 and 32.00 is 8.00 thus this is the Variance.  The default Quantity Voided is 5.  This is overridden to 4.  Thus the cost of 8.00 a piece is correct but the quantity voided was not.  When the item is redisplayed the current quantity voided will be 4.  The current amount invoiced will be reduced by 4.  Note, the extended cost on the screen still reflects total invoiced times cost, but 32.00 is distributed and posted.



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost  Ext. Cost 

   2 ITEM-G             EA     1     5     5     5     4      8.0000    40.00 

       Vendor Item : 45-P567              112200     32.00                    

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



After the distribution is completed on an item line, the items are redisplayed.  The Cu Vd (current voided) is updated with the quantity voided.  This is a way to tell that the item was selected on this transaction.  If the cost is changed that is updated.  This is based on quantity voided and the G/L distribution.  If the cost changed the extended cost reflects this change.  Note, that extended cost remains quantity ordered times the displayed cost.  Also displaying are the first two G/L distributions applied to the item.  The account and amount is displayed.  Note, line 1 on the following example.  The actual G/L distribution was 360.00 and was applied to three G/L accounts.



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal        28.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost  Ext. Cost   

   1 TONER              CT     4    10    10    10    10     36.0000   360.00   

       Vendor Item : 45-235-6543          112200    200.00   112500    140.00   

   2 ITEM-G             EA     1     5     5     5     4      8.0000    40.00   

       Vendor Item : 45-P567              112200     32.00                      

   3  Msg: ORDER MUST SHIP IN FULL                                              

                                                                                

                                                                                

Enter A'dditional Charges, Line #, Or E'nd                                        



The reason only two G/L distributions display per item is that there is only room for two distributions.  To display more than that would require more lines per item.  You can re-select the line to view and modify the distributions and amounts.  



Also notice that the invoice balance, Inv. Bal., is reduced by the amount distributed.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)

Changing A Voided Item



During the void procedure� XE "Invoice Void:Purchase Order Invoices - Non-Automatic Voids- Making Changes" \r "void9" � an item can be selected as many times as desired.  Enter the corresponding line number.  The G/L distribution accounts and amounts can be modified.  The following example is to illustrate re-selecting an item that has already been individually selected for the invoice void.  



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal        28.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost  Ext. Cost   

   1 TONER              CT     4    10    10    10    10     36.0000   360.00   

       Vendor Item : 45-235-6543          112200    200.00   112500    140.00   

   2 ITEM-G             EA     1     5     5     5     4      8.0000    40.00   

       Vendor Item : 45-P567              112200     32.00                      

   3  Msg: ORDER MUST SHIP IN FULL                                              

                                                                                

                                                                                

                                                                                

Enter A'dditional Charges, Line #, Or E'nd 1                                      



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal        28.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   112200    200.00     200.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY      

 2   112500    140.00     340.00 INVENTORY MISC.       OTTO SUPPLY COMPANY      

 3   111000     20.00     360.00 INVENTORY             OTTO SUPPLY COMPANY      

                                                                                

                                                                                

                                                                                

                                                      Line Balance:       .00   

                                                                                

 Enter # To Change, A'dditional Input, Or 'CR' To End                           



Upon re-selection of the item, all of the G/L distributions are displayed.  Changes or additions can be made.  

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)

Changing A Voided Item  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal        28.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   112200    200.00     200.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY      

 2   112500    140.00     340.00 INVENTORY MISC.       OTTO SUPPLY COMPANY      

 3   111000     20.00     360.00 INVENTORY             OTTO SUPPLY COMPANY      

                                                                                

                                                                                

                                                      Line Balance:       .00   

    Account    Amount          Account Name            Special Description      

     112200    200.00          INVENTORY SUPPLIES      OTTO SUPPLY COMPANY      



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data will stay as is.



Amount 



The amount entered on the add is displayed  A carriage return accepts it.  This can be changed if desired.  If changed the line balance is adjusted.  An up arrow key ^ returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)

Changing A Voided Item  (Cont’d)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal        48.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   112200    180.00     180.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY      

 2   112500    140.00     320.00 INVENTORY MISC.       OTTO SUPPLY COMPANY      

 3   111000     20.00     340.00 INVENTORY             OTTO SUPPLY COMPANY      

                                                                                

                                                                                

                                                                                

                                                      Line Balance:      20.00  

    Account   Amount Cumulative  Account Name          Special Description      

 4   112200                      INVENTORY SUPPLIES                             

                                                      Enter 'TOT' When Done     



Operation is the same as described on the original add.  See page 122.  One of the three possible default accounts display.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the line balance.  The amount can be entered.  Any amount entered adjusts the line balance and the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT or ERROR is entered at the Account prompt.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)

Changing A Voided Item  (Cont’d)



Beginning on page 123 is the explanation of the display of the line balance on the initial selection of an item individually.  When changing or adding accounts to an item that has already been selected individually, the line balance that is displayed is different than the displayed line balance on an initial selection of an item.  If the original G/L distribution agreed with the original default line balance, selecting the item again displays a line balance of zero.  As an example, the original line balance was 360.00 and that is what was distributed.  Accessing that line again now displays the line balance as zero.  Adding or changing the posted amounts updates this displayed line balance.  



If the original G/L distribution changed the line balance, due to cost changes or changing the default voided quantity, the line balance on the change still reflects the desire to default to the total invoiced amount.  However, if the cost was changed the new cost would be used.  Thus the line balance on a change may appear confusing when you have changed the cost and the default quantity voided.  Just remember that entering a carriage return accepts the line balance as the posted amount, but you can always enter the amount you want distributed.  As an example of this, the total quantity invoiced is 5 and the cost is 8.00 leaving a total of 40.00.  The invoiced quantity on this invoice void is 4.  On the first time the item is selected individually the default line balance would be 40.00.  However, the operator only voids a quantity of 4 at a total cost of 32.00.  If that line is than selected again to make a change, the displayed line balance would be 8.00.  This is the desired invoiced quantity of 5 X 8.00 = 40.00 minus the voided quantity of 4 X 8.00 = 32.00.  Thus if an entry was added a carriage return at amount would insert 8.00 adding a posting of 8.00, which corresponds to the default quantity invoiced of 5.  The variance� XE "Invoice Void:Purchase Order Invoices - Non-Automatic Voids - Variance Input" \r "void10" � prompt would redisplay if the amount is left at 32.00.  The default quantity voided of 5 would have to be overridden to 4 again.



�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)

Changing A Voided Item  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Entering a carriage return is the final exit for the G/L distribution.  The screen that displays the items is redisplayed.  The variance prompt appears based on changing the displayed line balance and if the entered amount calculates out to not equaling the default quantity voided. 



Variance =       -##  Qty Ord =   #  Recd =   #  Pr Pd =   #  Cu Vd =   #

Enter Quantity Voided   #                                               



The Qty Ord is the total quantity ordered of the item.  The Recd, is the total quantity that has been received.  The Pr Pd, is the total quantity invoiced on all invoices of this item on this purchase order.  The Cu Vd is the current quantity voided.  Cu Vd will now reflect what was entered as the quantity voided on the last individual selection of the item.  The calculation for the Variance amount is the Pr Pd, times the original displayed cost, minus the total entered cost distribution of the item.  The default amount in Enter Quantity Voided is the amount in Pr Pd.  Note, this is not what is in Cu Vd so be sure and override it if the default is not correct.



A carriage return accepts the displayed quantity voided.  If the displayed Quantity Voided is not correct you must override it.  This would be in the case of there being more than one invoice for the item on the P.O.  Basically the voided quantity must balance with the entered cost during the G/L distribution and equal the quantity that was invoiced during the creation of the invoice.  The input of this field updates the quantity invoiced, per line item, in the Pending and P.O. Line Item File.  This is an important figure if the P.O. Pending reports and future A/P and P.O. Receipts are to be accurate, reflecting the correct quantity invoiced.  If a quantity voided amount is input that is greater than the total quantity invoiced, the prompt, Quantity Voided May Not Be More Than Total Quantity Paid appears.  The cursor returns for reinput.  Once the Quantity Voided is input the cursor returns to the display of the purchase order line items.  The changed information is reflected.  (4 Numeric) 

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)

Voiding Additional Charges



There are additional charges� XE "Invoice Void:Purchase Order Invoices -Non-Automatic Voids - Additional Charges" \r "void11" � associated with an invoice for a purchase order that do not directly link to the items that are on the purchase order.  This includes freight and down machine charges.  Thus there has to be a way to enter the G/L distribution of these extra charges.  This is done through the A’dditional Charges part of the invoicing prompts.  Additional charge entries can be made prior to or after selecting items individually.  However, it may be easier keeping the invoice balance correct if the lines of the P.O. are voided first and the additional non- P.O. amounts last.  Enter an A to access the additional charge entries.



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal        28.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost  Ext. Cost   

   1 TONER              CT     4    10    10    10    10     36.0000   360.00   

       Vendor Item : 45-235-6543          112200    180.00   112500    140.00   

   2 ITEM-G             EA     1     5     5     5     4      8.0000    40.00   

       Vendor Item : 45-P567              112200     32.00   112200             

   3  Msg: ORDER MUST SHIP IN FULL                                              

                                                                                

                                                                                

Enter A'dditional Charges, Line #, Or E'nd A                                      



The cursor is at the Account prompt.



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal        28.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

     110110                      INVENTORY                                      

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

                                                      Enter 'TOT' When Done     



�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)

Voiding Additional Charges  (Cont’d)



Account



If there is a G/L Account number in the Vendor File that is the default.  A carriage return accepts the displayed account.  An override to a valid account may be input.  If the Vendor File has no account the account is blank and a valid account number must be entered.  Entering an invalid account produces the prompt, Invalid Account Number Or Type.  The cursor returns for reinput.  As many General Ledger distributions as desired may be input.  Entering ERROR or TOT on the first distribution exits the additional input entry screen.  The items are than redisplayed.  After the complete entry of the first distribution, enter TOT at Account to end the distribution of the additional input accounts.  (8 Digits)



Amount



Whatever amount is distributed reduces the displayed invoice balance.  If a carriage return is entered at the amount field the displayed Inv. Bal is accepted as the amount assigned to the inputted G/L account number.  Thus if the invoice balance is not the desired amount, enter the desired amount.  The normal entry is a positive number.  A zero or a negative number is allowed.  If a negative number is input the account is debited instead of credited.  A negative number should only be entered if a negative number was entered on the invoice.  An up arrow key ^ or ERROR returns to Account.  (9 Digits - No Decimals)



Special Description 



If a carriage return is input the vendor name is automatically the default.  A description identifying the distribution may be entered.  The description remains with the General Ledger Account input on that distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  Type in an up arrow key ^ to return to Amount.  Inputting ERROR returns to the Account prompt to allow reinput of that distribution line.  (23 Alphanumeric) 



After the Special Description is input the cursor returns to Account.  More distributions may be made or enter TOT or ERROR to finish the G/L distribution.  

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)

Voiding Additional Charges  (Cont’d)



Once TOT is input to end the additional non-P.O. G/L distribution entry, one of the two following prompts appear to allow the operator to make modifications to the entry.



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal          .00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   519910     28.00      28.00 FREIGHT IN            OTTO SUPPLY COMPANY      

                                                                                

                                                                                

                                                                                

 Enter # To Change, A'dditional Input, Or 'CR' To End                           



The first prompt appears when the G/L distributions are less than 13 entries.  The second prompt appears when the G/L distributions exceed 12 entries.  Entering N for next allows viewing of the next screen of distributions.  When N for next is input one of the two following prompts appear.



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering N for next allows viewing of the next screen of distributions.  Enter P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)

Voiding Additional Charges  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry displays at the bottom of the screen.  The cursor is at the Account prompt.



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal          .00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   519910     28.00      28.00 FREIGHT IN            OTTO SUPPLY COMPANY      

                                                                                

                                                                                

                                                                                

                                                                                

    Account    Amount          Account Name            Special Description      

     519910     28.00          FREIGHT IN              OTTO SUPPLY COMPANY      



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data will stay as is.



Amount 



The amount entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  If changed the invoice balance is adjusted.  An up arrow key ^ returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)

Voiding Additional Charges  (Cont’d)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



Operation is the same as described on the original add.  See page 137.  The default account from the Vendor File displays.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the invoice balance.  The amount can be entered.  Any amount entered adjusts the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT or ERROR is entered at the Account prompt.



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Entering a carriage return is the final exit for the additional charge entries.  The screen that displays the items is redisplayed.  The cursor is at the invoicing prompts.



Enter A'dditional Charges, Line #, Or E'nd      



Once the initial input of the additional non-P.O. entries is exited, you may enter the A for A’dditional Charges to add more entries or change the existing.  This may be done as many times as desired.  The entries that were entered are displayed.  Operation is the same as described on page 137.  You may also select the additional charges to view the entries and than exit without changing them.



�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



Once all of the items included on the invoice that is being voided are selected and any additional input is done, you are ready to exit the purchase order.  To exit the displayed purchase order enter an E to end at any of the invoicing prompts.  The cursor returns to the P.O. Number prompt.



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  4630        Inv. Bal          .00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost  Ext. Cost   

   1 TONER              CT     4    10    10    10    10     36.0000   360.00   

       Vendor Item : 45-235-6543          112200    180.00   112500    140.00   

   2 ITEM-G             EA     1     5     5     5     4      8.0000    40.00   

       Vendor Item : 45-P567              112200     32.00   112200             

   3  Msg: ORDER MUST SHIP IN FULL                                              

                                                                                

                                                                                

Enter A'dditional Charges, Line #, Or E'nd E                                      



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number              Inv. Bal          .00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

                                                                                

Enter 'E' To End                                                                

� XE "Invoice Void:Multiple Purchase Orders " �

The reason that the cursor returns to P.O. Number for the final exit of the invoice, is to allow an input of multiple purchase ordersthat are billed on one invoice.  There is no limit to how many P.O.’s can be on one invoice.  The total invoice amount should include all the P.O.’s.  Once all of the items on the first purchase order are input and distributions made, an E to end that purchase order is input.  The cursor returns to P.O. Number and the second P.O. for that vendor is entered.  You must than individually select the items that were invoiced on that P.O., and enter additional non-P.O. entries on that P.O.  Operation is the same as when inputting the first P.O. on the invoice void.  You can also exit that P.O. and re-enter the first P.O.  The P.O. line item G/L distributions and additional charges remain and can be accessed and changed.  Thus you can go back and forth between P.O.’s and modify them as many times as desired.  All included P.O.’s are updated in the appropriate files.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



P.O. Number



Once you have selected all of the items on all of the included P.O.’s, and additional input, and the invoice balance is zero, it is time to exit the distribution.  Enter an E to end at P.O. Number.  When the invoice balance is zero, after entering an E to end, no more corrections to the item and G/L distribution can be made.  Exiting an A/P invoice void is not allowed if the total amount of expense distributions does not equal the total invoice amount.  Thus the Invoice Balance would not be at zero.  If an E to end is input and the Invoice Balance is not at zero, the following prompt displays.



Void  Amount:     #####  Total Distributions:     ######       

Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel  



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  E           Inv. Bal         8.00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

                                                                                

                                                                                

                                                                                

                                                                                

Void  Amount:     420.00  Total Distributions:     412.00                       

Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel                  



The invoice amount and the total of all of the G/L distributions made on that invoice void for all of the included P.O.’s displays.  There are two options at this prompt.  One is to enter a M to make more distributions.  What you want to do is apply the invoice balance.  The program automatically accesses the last P.O. that was accessed on the terminal prior to entering the E to end.  All of the items that had been selected during the transaction remain updated.  The G/L distribution remains.  You must than select items individually and change the distribution, or enter additional charges.  If there are multiple P.O.’s you can end out of the accessed one and enter another P.O. and than apply distributions on that P.O.  When you have netted the invoice balance to zero, exit the P.O. and type in an E to end at the P.O. Number prompt.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



Void  Amount:     #####  Total Distributions:     ######       

Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel  



The second option is to cancel� XE "Invoice Void:Canceling The Void" � the void.  When a C to cancel the void is input, the entire transaction is canceled.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Invoice Void          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter a Y for yes to cancel the transaction.  No void is created.  Entering a N for no will return the cursor to the  Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel prompt.



When the invoice amount nets to zero and you have exited the purchase orders, the cursor goes to one last prompt for that invoice.



A'ccept, Or C'ancel     



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  E           Inv. Bal          .00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

                                                                                

                                                                                

              A'ccept, Or C'ancel                                               



When a C to cancel the invoice void is input, the entire transaction is canceled.  The invoice is not voided.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.

�Invoice Void  (Cont'd) 





Enter Data  (Cont’d)



Voiding A P.O. Invoice With No A/P History  (Cont’d)



Cancellation Means That No Updating Will Take Place For This Entire Invoice Void          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  E           Inv. Bal          .00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

                                                                                

                                                                                

                                                                                

Cancellation Means That No Updating Will Take Place For This Entire Invoice Void

          Are You Sure You Want To Cancel ?  (Y'es/N'o)                         



Enter a Y for yes to cancel the transaction.  The invoice is not voided.  Entering a N for no will return the cursor to the A’ccept, C’ancel, prompt.



A'ccept, Or C'ancel     



When you are ready to accept� XE "Invoice Void:Accepting The Void" � the input of the void, the final acceptance of the invoice void must be made.  Enter an A for accept.  The cursor is at the following prompt.



Invoice Voided.  Press 'RETURN' To Continue      



12/18/95            Void Invoice Posting For 12/18/95       Month 12  14:12     

                                                            Post   0       .00  

Vendor No.      105 OTTO SUPPLY COMPANY                    Cont. No.     18949  

 Inv.No. B763                     P.O. Number  E           Inv. Bal          .00

 Amount     420.00   Inv Date 12/15/95  Due Date  1/15/96  Disc.Amt.       8.00 

------------------------------------------------------------------------------  

                                                                                

                                                                                

Invoice Voided.  Press 'RETURN' To Continue                                     



As soon as an A for accept is input, all of the files for that invoice void are updated, with the exception of the debit G/L entry to the Accounts Payable account.  That will be updated when exiting the program.  The above prompt displays after the updating is completed.  Entering a carriage return exits the invoice void and the cursor returns to Vendor No. for input of another void or to exit the program.  The void is added to the total amount and number of invoices voided.  This displays after the heading Post.

�Invoice Void  (Cont'd) 





Additional Information



Updating Of Files - Purchase Order Invoices



Following is a recap of the files that are updated� XE "Invoice Void:Updating Of Files - Purchase Order Invoice Voids" \r "void12" � when the invoice void of a purchase order invoice is accepted.  This applies to invoices with APHistory or without unless noted.  When there is APHistory and GLHistory the file updating is based on the information found in these files.



Purchase Order Files



The items included on the invoice void have the quantity invoiced reduced.  



Pending Files



Pending Files for each item voided� XE "Invoice Void:Pending File" � are either deleted or updated.  There will always be an existing Pending File.  This record will reflect the invoice entry.  This record is deleted if there is no receipt information stored in the Pending File for the invoice entry.  If there is receipt information the invoice information is removed from the record.  The receipt information remains.



The information in the Pending File can be viewed in Pending File Maintenance found on the P.O. System Manager menu.  The Pending File is used to track cost variances between the invoice and receipt.  This is reflected on the Variance Report.  The Pending File is also used by the Pending Receipt and Invoice Reports.



A/P Files



All of the A/P Files are updated.  The invoice is removed from the vendor’s account.  The void record appears on the A/P Transaction Register and Voucher Number Report.



Vendor File



The invoice amount is subtracted from purchases month and year to date.  Number of invoices month and year to date is reduced by one.  The A/P Balance is updated.

�Invoice Void  (Cont'd) 





Additional Information  (Cont’d)



Updating of Files - Purchase Order Invoices  (Cont’d)



General Ledger and Chart Of Accounts Files



An entry is written to the G/L File for each expense distribution entered.  The source code of the entry is AP.  Also written is the fiscal month number, account number, amount distributed, invoice date, system date, vendor number, voucher control number, and the special description.  The Chart File is also updated with the amount.  The debit to the Accounts Payable G/L account for the total invoice amount is not made until the A/P Invoice Entry program is exited and the procedure totals are displayed.



A/P History File



If there is an existing APHistory File, the existing record is marked as a void� XE "Invoice Void:A/P History File" �.  When viewing the invoice in the Invoice Inquiry, the invoice will reflect that it has been voided.  For invoices entered prior to Revision 11, no APHist record exists thus no updating will occur on this file.



G/L History File



If there are existing GLHistory Files, the existing records are marked as a void.  When viewing the invoice in the Invoice Inquiry, the invoice will reflect that it has been voided.  For invoices entered prior to Revision 11, no GLHist records exist thus no updating will occur on this file.



�Invoice Void  (Cont’d)





Additional Information  (Cont’d)



Summary Of Operation - Purchase Order Invoices



Following is a brief summary� XE "Invoice Void:Summary Of Operation - Purchase Order Invoices" � of the entry of an A/P invoice void that is linked to a purchase order.



The vendor the invoice is assigned to must be entered.  This can be accomplished by input of the vendor number or performing an alpha search on the vendor name.



After entering the assigned voucher control number, the invoice header information is displayed.  The operator than accepts or rejects this as the correct invoice that is to be voided.



If there is an existing APHistory and GLHistory File the void proceeds as an automatic void.  The line items from the purchase order that were included on the invoice are displayed.  The General Ledger distributions for each included item are displayed.  Any additional non-P.O. G/L entries are displayed.  The operator can page back and forth viewing all of the items included on the invoice.  After verifying everything is correct, the operator accepts the void.  File updating than occurs.  All purchase order and G/L information is from the APHist and GLHist Files.  The invoice is marked as a void.  Viewing the invoice in Invoice Inquiry reflects that the invoice has been voided.  Prior to the final acceptance of the void, the operator can also cancel the void transaction.  No file updating will than occur.



When there is no APHistory and GLHistory Files, the operator must input the purchase order and select the items included on the invoice.  An automatic void cannot be made.  A default General Ledger account number appears.  The default account is not necessarily what was used when the invoice was created.  The default account must be overridden to match the input when the invoice was created.  The G/L distributions for each item must be entered.  The same cost that was invoiced must be entered in the void.  Items can be selected and cost and G/L distributions changed as many times as desired, prior to the final acceptance of the invoice void.  Non-P.O. line item charges such as freight must be entered as additional charges and can be modified prior to the final acceptance of the invoice.  Once all information is correct the final acceptance of the void is made.  At this time all file updating occurs.  Instead of accepting the void the operator may also cancel the transaction.  No updating occurs.

�Invoice Void  (Cont’d)





Enter Data



Voiding A Non-Purchase Order Invoice With No History 



The following documentation applies to voiding an invoice that has no purchase order and no APHist or GLHist Files.  An automatic void cannot be made.  When Accounts Payable invoices are being entered that do not have a purchase order generated through the Purchase Order Package, no P.O. Number can be input.  Carriage return through the prompt.  For the systems that do not have the P.O. module activated in the Global File, the P.O. Number prompt does not appear on the screen.  With the exception of the P.O. number, entry of the invoice that is to be voided is the same as described beginning on page 106.  After inputting the control number the General Ledger distribution screen displays.  Be sure and enter the same G/L distributions that were entered when the invoice was created.  

� XE "Invoice Void:Non-Purchase Order Invoices - Non-Automatic Voids" \r "void13" �

Account 



12/19/95            Void Invoice Posting For 12/19/95       Month 12   9:38     

                                                            Post   0       .00  

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE              Cont. No.     18957  

 Inv.No. I8654                    P.O. Number              Inv. Bal       200.00

 Amount     200.00   Inv Date 12/15/95  Due Date  1/01/96  Disc.Amt.        .00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

     111000                      INVENTORY                                      



If there is a General Ledger Account number stored in the Vendor File that will be the default.  A carriage return accepts the display.  This can be overridden.  If there is no default the Account is blank and a valid General Ledger Account must be input.  When an invalid G/L account is input, the prompt Invalid Account # Or Type appears.  The cursor returns for reinput.  The Inv. Bal. and Cumulative is adjusted after each distribution.  The description of the entered G/L account number displays.  After at least one entry input TOT to exit the entry.  As many General Ledger distributions may be entered as desired.  (8 Digits) 



Amount 



Input the amount desired for the distribution.  A carriage return accepts the displayed Inv. Bal as the amount.  Enter the amount as a positive number and the account is credited.  A negative or zero dollar amount may be input.  A negative number should only be input if a negative number was entered during the creation of the invoice.  This would than cause a debit entry in the void to offset the credit entry in Invoice Entry.  Input ERROR or an up arrow key ^ to return to Account.  (9 Digits - No decimals)

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Voiding A Non-Purchase Order Invoice With No History  (Cont’d)



Special Description 



If a carriage return is input the vendor name is automatically the default.  A description identifying the distribution may be entered.  The description remains with the General Ledger Account number input on the distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  Type in ERROR to return to Account.  An up arrow key ^ returns to Amount.  (23 Alphanumeric) 



Once TOT has been entered at Account, one of the two following prompts appear.



Enter # To Change, A'dditional Input, Or 'CR' To End 

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



12/19/95            Void Invoice Posting For 12/19/95       Month 12   9:38     

                                                            Post   0       .00  

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE              Cont. No.     18957  

 Inv.No. I8654                    P.O. Number              Inv. Bal          .00

 Amount     200.00   Inv Date 12/15/95  Due Date  1/01/96  Disc.Amt.        .00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   111000    100.00     100.00 INVENTORY             OFFICE PRODUCTS WORLDWI  

 2   112500    100.00     200.00 INVENTORY MISC.       OFFICE PRODUCTS WORLDWI  

                                                                                

                                                                                

                                                                                

                                                                                

 Enter # To Change, A'dditional Input, Or 'CR' To End                           



The first prompt appears when the G/L distributions are less than 13.  The second prompt appears when the total G/L distributions exceed 12.  Entering N for next allows viewing of the next screen of distributions.  When N for next is input one of the two following prompts appear.



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering a N for next allows viewing of the next screen of distributions.  Enter a P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Voiding A Non-Purchase Order Invoice With No History  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change� XE "Invoice Void:Non-Purchase Order Invoices - Non-Automatic Voids - Making Changes" \r "void14" � any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



12/19/95            Void Invoice Posting For 12/19/95       Month 12   9:38     

                                                            Post   0       .00  

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE              Cont. No.     18957  

 Inv.No. I8654                    P.O. Number              Inv. Bal          .00

 Amount     200.00   Inv Date 12/15/95  Due Date  1/01/96  Disc.Amt.        .00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   111000    100.00     100.00 INVENTORY             OFFICE PRODUCTS WORLDWI  

 2   112500    100.00     200.00 INVENTORY MISC.       OFFICE PRODUCTS WORLDWI  

                                                                                

                                                                                

    Account    Amount          Account Name            Special Description      

     112500    100.00          INVENTORY MISC.         OFFICE PRODUCTS WORLDWI  



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data will stay as is.



Amount 



The amount entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  If changed the Inv. Bal. is adjusted.  An up arrow key ^ or ERROR returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Voiding A Non-Purchase Order Invoice With No History  (Cont’d)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



12/19/95            Void Invoice Posting For 12/19/95       Month 12   9:38     

                                                            Post   0       .00  

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE              Cont. No.     18957  

 Inv.No. I8654                    P.O. Number              Inv. Bal        50.00

 Amount     200.00   Inv Date 12/15/95  Due Date  1/01/96  Disc.Amt.        .00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   111000    100.00     100.00 INVENTORY             OFFICE PRODUCTS WORLDWI  

 2   112500     50.00     150.00 INVENTORY MISC.       OFFICE PRODUCTS WORLDWI  

                                                                                

                                                                                

    Account   Amount Cumulative  Account Name          Special Description      

 3   111000                      INVENTORY                                      

                                                      Enter 'TOT' When Done     



Operation is the same as described on the original add.  See page 148.  If a default account is stored in the Vendor File, that displays.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the invoice balance.  The amount can be entered.  Any amount entered adjusts the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT is entered at the Account prompt.

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Voiding A Non-Purchase Order Invoice With No History  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Once all of the G/L distributions are entered and all changes or additions made, entering a carriage return exits the entry of the G/L distribution.  



Exiting an A/P invoice is not allowed if the total amount of expense distributions does not equal the total invoice amount.  Thus the Invoice Balance would not be at zero.  If carriage return to end is input and the Invoice Balance is not at zero, the following prompt displays. 



Void Amount  #####  Total Distributions  ######

Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel



12/19/95            Void Invoice Posting For 12/19/95       Month 12   9:38     

                                                            Post   0       .00  

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE              Cont. No.     18957  

 Inv.No. I8654                    P.O. Number              Inv. Bal        50.00

 Amount     200.00   Inv Date 12/15/95  Due Date  1/01/96  Disc.Amt.        .00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

                                                                                

                                                                                

                                                                                

                                                                                

Void Amount:     200.00  Total Distributions:     150.00                        

Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel                  



The invoice amount and the total of all of the G/L distributions made on that invoice void display.  There are two options at this prompt.  One is to enter a M to make more distributions.  What you want to do is apply the invoice balance.  The program will return to the screen that shows all of the G/L distributions that were entered.  You may than change or add G/L distributions.  When you have netted the invoice balance to zero, exit the entry of the G/L distributions with the carriage return.

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Voiding A Non-Purchase Order Invoice With No History  (Cont’d)



Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel



The last option is to cancel� XE "Invoice Void:Canceling The Void" � the invoice void.  When a C to cancel the void is input, the entire transaction is canceled.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Invoice Void          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter a Y for yes to cancel the transaction.  The invoice is not voided.  Entering a N for no returns the cursor to the Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel prompt.



When the invoice amount nets to zero and you have exited the G/L distributions, the cursor goes to one last prompt for that invoice.



A'ccept, Or C'ancel, 



12/19/95            Void Invoice Posting For 12/19/95       Month 12   9:38     

                                                            Post   0       .00  

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE              Cont. No.     18957  

 Inv.No. I8654                    P.O. Number              Inv. Bal          .00

 Amount     200.00   Inv Date 12/15/95  Due Date  1/01/96  Disc.Amt.        .00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

              A'ccept Or C'ancel                                                



When a C to cancel the void is input, the entire transaction is canceled.  The invoice is not voided.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.

�Invoice Void  (Cont’d)





Enter Data  (Cont’d)



Voiding A Non-Purchase Order Invoice With No History  (Cont’d)



Cancellation Means That No Updating Will Take Place For This Entire Invoice Void          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter a Y for yes to cancel the transaction.  No void is made.  Entering a N for no will return the cursor to the A’ccept, Or C’ancel, prompt.



A’ccept,  Or C’ancel,



When the void information is correct, the final acceptance of the invoice void must be made.  Enter an A for accept� XE "Invoice Void:Accepting The Void" �.  The cursor is at the following prompt.



Invoice Voided.  Press ‘RETURN’ To Continue



12/19/95            Void Invoice Posting For 12/19/95       Month 12   9:38     

                                                            Post   1    200.00  

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE              Cont. No.     18957  

 Inv.No. I8654                    P.O. Number              Inv. Bal          .00

 Amount     200.00   Inv Date 12/15/95  Due Date  1/01/96  Disc.Amt.        .00 

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

                                                                                

                                                                                

                                                                                

                                                                                

Invoice Voided.  Press 'RETURN' To Continue                                     



As soon as an A for accept is input, all of the files for that void are updated, with the exception of the debit G/L entry to the Accounts Payable account.  That will be updated when exiting the program.  The above prompt displays after the updating is completed.  The prompt verifies that the record is voided.  Entering a carriage return exits the void and the cursor returns to Vendor No. for input of another void or to exit the program.  The void is added to the total amount and number of voids entered.  This displays after the heading Post.  



�Invoice Void  (Cont’d)





Additional Information



Updating Of Files - Non-Purchase Order Invoice



Following is a recap of the files that are updated� XE "Invoice Void:Updating Of Files - Non-Purchase Order Invoices" � when a non-purchase order invoice is voided.  This relates to records with or without APHistory and GLHistory.



A/P Files



All of the A/P Files are updated.  The invoice is removed from the vendor’s account.  The void record appears on the A/P Transaction Register and Voucher Number Report.



Vendor File



The invoice amount is subtracted from purchases month and year to date.  Number of invoices month and year to date is reduced by one.  The A/P Balance is updated.



General Ledger and Chart Of Accounts Files



An entry is written to the G/L File for each expense distribution entered.  The source code of the entry is AP.  Also written is the fiscal month number, account number, amount distributed, invoice date, system date, vendor number, voucher control number, and the special description.  The Chart File is also updated with the amount.  The debit to the Accounts Payable G/L account for the total invoice amount is not made until the A/P Invoice Entry program is exited and the procedure totals are displayed.



A/P History File



If there is an existing APHistory File, the existing record is marked as a void.  When viewing the invoice in the Invoice Inquiry, the invoice reflects that it has been voided.  For invoices entered prior to Revision 11, no APHist record exists thus no updating will occur on this file.



G/L History File



If there are existing GLHistory Files, the existing records are marked as a void.  When viewing the invoice in the Invoice Inquiry, the invoice will reflect that it has been voided.  For invoices entered prior to Revision 11, no GLHist records exist thus no updating will occur on this file.

�Invoice Void  (Cont’d)





Additional Information  (Cont’d)



Summary Of Operation - Non-Purchase Order Invoices



Following is a brief summary� XE "Invoice Void:Summary Of Operation - Non-Purchase Order Invoices" � of the entry of an A/P invoice that is not linked to a purchase order.



The vendor the invoice is assigned to must be entered.  This can be accomplished by input of the vendor number or performing an alpha search on the vendor name.



After entering the assigned voucher control number, the invoice header information is displayed.  The operator than accepts or rejects this as the correct invoice that is to be voided.



If there is an existing APHistory and GLHistory File the void proceeds as an automatic void.  The General Ledger distributions entered when the invoice was created are displayed.  The operator can page back and forth viewing all of the distributions included on the invoice.  After verifying everything is correct, the operator accepts the void.  File updating than occurs.  All G/L information is from the GLHist Files.  The invoice is marked as a void.  Viewing the invoice in Invoice Inquiry reflects that the invoice has been voided.  Prior to the final acceptance of the void, the operator can also cancel the void transaction.  No file updating than occurs.



When there is no APHistory and GLHistory Files, the operator must input the G/L distributions.  A default General Ledger account number from the Vendor File appears.  The default account must be overridden to match the input when the invoice was created.  The G/L distributions may be changed as many times as desired, prior to the final acceptance of the invoice.  You also may add more distributions.  Once all information is correct the final acceptance of the void is made.  At this time all file updating occurs.  Instead of accepting the void the operator may also cancel the transaction.  No updating occurs.

�Invoice Void  (Cont’d)





Enter Data

� XE "Invoice Void:Procedure Control Totals" �

Once the A/P Invoice Void program is exited the Procedure Control Totals display and should be used as a reconciliation tool.  At this time the one entry of the total amount voided for all invoices entered, is posted to the General Ledger as a debit to the Accounts Payable account, that is defined in Global Record 6.  The entry will be assigned a source code of PT and will include the number of invoices voided as the description.  The cursor is at the following prompt.

� XE "Invoice Void:Updating Of Accounts Payable Account" �

Enter 'Y' To Return To Menu 



12/19/95            Posting For 12/19/95                    Month 12  10:56:37

                                                                              

                    Procedure Control Totals                                  

                                                                              

                    Transactions                 1                            

                                                                              

                      Amount               -200.00                            

                                                                              

                      Discount                 .00                            

                                                                              

                    Distributions                3                            

                                                                              

                      Amount               -200.00                            

                                                                              

                    Accounts Payable No     201000                            

                                                                              

                      Amount               -200.00                            

               Enter 'Y' To Return To Menu                                    



A Y is the only valid input and returns to the A/P Data Entry menu.  The Procedure Control Totals include the following figures for all inputted invoice voids combined. 



Transactions  Total number of invoices entered.



Amount  Total voided amount.  



Discount  Total discount amount.



Distributions  Total number of General Ledger distributions.



Amount  Total amount posted to General Ledger distributions.



Accounts Payable No  The Accounts Payable General Ledger Account number. 



Amount  The amount posted to the Accounts Payable Account. 

�Accounts Payable Data Entry  (Cont’d)





Credit/Debit Memo Entry



Introduction



Debit Memo Entry is found on the Accounts Payable Data Entry menu, 1-3.  Credit Memo Entry is found on the Accounts Payable Data Entry menu, 1-4.  Both programs basically operate exactly the same and produce the same results.  The difference in the two programs is in the interpretation of their usage.  In the LMS Accounts Payable module a credit memo is issued when a credit is generated by your vendors.  This credit should be entered in the system through Credit Memo Entry.  When a credit is issued internally by your company, this is considered a debit memo.  This credit should be entered in the system through Debit Memo Entry.  Both programs reduce Accounts Payable, debiting the Accounts Payable account and crediting the entered expense distributions.  Both programs reduce the vendor’s balance owed.  The entry of credit memos will be much more common than debit memos.



Because of the operation and result similarities the documentation of Credit and Debit Memo Entry are combined.  The only difference in the programs is that the prompts will identify whether you are in Debit or Credit Memo Entry, and the ending result is the creation of either a credit memo or a debit memo.



Use of the Accounts Payable Credit and Debit Memo Entry programs, will result in the following functions.  



Vendors can be accessed by vendor number or through an alpha vendor name search.  A miscellaneous vendor is available, which allows input of the vendor’s name.  This should be used for vendors that are very rarely used and a permanent Vendor File is not desired.  A default vendor number will appear after completing a credit or debit memo.  This will be the vendor used on the prior credit and can be overridden.  Thus if you enter all credits for the same vendor one after another, this will save you the input of vendor number.  



A credit or debit memo can be directly applied to an open Accounts Payable invoice.  If the invoice than nets to zero, the invoice and credit/debit memo is purged during End of Month Processing.  If it is a partial credit memo, the credit can be used during Accounts Payable Check Writing.  An open or not applied credit or debit memo can also be created.  This can than be used during Accounts Payable Check Writing.

�Credit/Debit Memo Entry  (Cont’d)





Introduction  (Cont’d)



Vendor terms in days are stored in the Vendor File.  Terms can also be entered during the entry.  Both calculate a default credit or debit memo due date.  The default due date can be overridden.  



The vendor’s credit or debit memo number may be up to 20 alphanumeric characters.  The system date is the default credit/debit memo number.  A check for duplicate invoice numbers per vendor occurs.  



The General Ledger is updated with a debit to the Accounts Payable account.  The amount debited is the total amount of the credit or debit memo.  The Accounts Payable account is defined in the Global File.  All of the expense distributions are posted directly to the General Ledger.  There is an unlimited amount of expense distributions that can be made per credit or debit memo.



There is one G/L default account number for the expense distribution.  This is stored in the Vendor File and can be overridden.



All of the Accounts Payable reports and Vendor Analysis reports are updated.  The Vendor File is reduced for month and year to date purchases.



All credit and debit memos create an APHist File and GLHist File.  The GLHist File stores all of the expense distributions that posted to the General Ledger.  The APHist File stores the credit or debit memo header information.  This file can be accessed through the AP Invoice Inquiry.  These files remain until a purge is run.



Credit and Debit Memo Entry allow as many changes to the General Ledger distribution as desired, prior to accepting the transaction.  Credit or Debit Memo header information can also be changed.



After the entry of the credit or debit memo there is the ability to cancel the entry of the record.  Cancellation of the credit means no files are updated and allows the operator the ability to redo the credit or demo memo.  



�Credit/Debit Memo Entry  (Cont’d)





Enter Data





Transaction Date



When entering the program from the menu the cursor will stop at Transaction Date.  A carriage return accepts the system date as the transaction date.  This can be overridden.  Whatever date is input determines what fiscal month is updated in the General Ledger.  It is not the credit or debit memo date that determines the month the General Ledger is updated.  It is the transaction date input when entering the program.  Thus it is extremely important that the correct transaction date is entered.  As an example, the current system date is 01/02/96.  However, you are still entering invoices in for the month of December and you want them posted to the General Ledger for fiscal month December.  Thus in order for the General Ledger to be updated for the month of December a transaction date of 12/31/95 should be entered when entering the program at the Transaction Date menu prompt.  The transaction date that is input is also the default credit or debit memo date, which can be overridden per credit.  (MMDDYY)



Notice on the following screen samples, that the fiscal month that is updated in the General Ledger is displayed after the heading Month.  In this example, the fiscal year begins in January so month 12 is December.  If the fiscal year began in July, entering a transaction date of 12/31/95, would post to fiscal month 6 in the General Ledger.



 1/02/96             Credit Memo Entry For 12/31/95         Month 12  11:29   

                                                            Post   0       .00

 Vendor No                                    Cont No C/M Applies To:         

 C/M No                                                                       

 C/M Amt             C/M Date MM/DD/YY  Due Date MM/DD/YY                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



 1/02/96              Debit Memo Entry For 12/31/95         Month 12  11:28   

                                                            Post   0       .00

 Vendor No                                    Cont No D/M Applies To:         

 D/M No                                                                       

 D/M Amt             D/M Date MM/DD/YY  Due Date MM/DD/YY                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     

�Credit/Debit Memo Entry  (Cont’d)





Enter Data  (Cont’d)



In Global Record 6 the Accounts Payable G/L account number is stored.  These are the accounts that are automatically posted to when exiting the program.  If there is an invalid G/L account number stored in Global Record 6, input of the credit memo is not allowed.  The following prompt appears upon entry to the program.  Entering a carriage return exits the program and returns to the Accounts Payable Data Entry menu.  You must have a valid account number stored in the Global File in order to enter a credit memo. 



There Are Invalid G/L Account Numbers In Global Record 6 - Input Not Allowed.   

Enter 'CR' To Return To Menu                                                    



 1/02/96             Credit Memo Entry For  1/02/96         Month  1  14:31   

                                                            Post   0       .00

 Vendor No                                    Cont No C/M Applies To:         

 C/M No                                                                       

 C/M Amt             C/M Date MM/DD/YY  Due Date MM/DD/YY                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

There Are Invalid G/L Account Numbers In Global Record 6 - Input Not Allowed. 

Enter 'CR' To Return To Menu                                                  



�Credit/Debit Memo Entry  (Cont’d)





Enter Data  (Cont’d)



Entering the Vendor 



Vendor No. 



Input the vendor number that the credit or debit memo is to be assigned to.  This must be a valid Vendor number.  The vendor name displays.  If an invalid number is input, the prompt Invalid Vendor  appears.  The cursor returns for reinput.  To exit the program input an E, END or TOT.  If at least 1 alpha character or a number greater than 8 digits is entered the program performs an alpha search on the vendor name.  You may enter up to 25 alphanumeric characters.



When the alpha search on the vendor name is made, the cursor is at one of the two following prompts.



Select Vendor Choice Or E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



 1/02/96             Credit Memo Entry For  1/02/96         Month  1  11:32     

                                                            Post   0       .00  

 Vendor No OT                                 Cont No C/M Applies To:           

 C/M No                                                                         

 C/M Amt             C/M Date MM/DD/YY  Due Date MM/DD/YY                       

------------------------------------------------------------------------------  

    Vendor #/Name                      Address                                  

  1      100 OTTO CORP.                500 NORTH SHORE DRIVE     CHICAGO,  IL  5

  2      105 OTTO SUPPLY COMPANY       900 VALLEY ST             CHICAGO   IL  5

                                                                                

                                                                                

Select Vendor Choice Or E'nd                                                    

                            Enter '^' To Go Back One Field, '/' To Cancel       



 1/02/96              Debit Memo Entry For  1/02/96         Month  1  11:39     

                                                            Post   0       .00  

 Vendor No OT                                 Cont No D/M Applies To:           

 D/M No                                                                         

 D/M Amt             D/M Date MM/DD/YY  Due Date MM/DD/YY                       

------------------------------------------------------------------------------  

    Vendor #/Name                      Address                                  

  1      100 OTTO CORP.                500 NORTH SHORE DRIVE     CHICAGO,  IL  5

  2      105 OTTO SUPPLY COMPANY       900 VALLEY ST             CHICAGO   IL  5

                                                                                

                                                                                

                                                                                

Select Vendor Choice Or E'nd                                                    

                            Enter '^' To Go Back One Field, '/' To Cancel       

�Credit/Debit Memo Entry  (Cont’d)





Enter Data  (Cont’d)



Entering the Vendor  (Cont’d)



Select Vendor Choice - E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



The screen displays all vendors that have a name which begins with the inputted characters.  Each line contains the vendor number, complete name, and the second and last lines of the vendor's address.  Only 15 characters of the last address line displays.  A computer assigned number is associated with each vendor.  The first prompt appears when there is less than 15 vendor choices.  The second prompt appears when there is more than 14 vendor selections.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range appears and the cursor returns for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  When a N for next is input the cursor is at one of the two following prompts.



Display N’ext P'revious, Select Vendor Choice, Or E'nd           

Display P'revious, Select Vendor Choice, Or E'nd           



The first prompt appears until the last screen of vendor choices is accessed.  The second prompt appears when the last screen is reached.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range appears and the cursor returns for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  Enter a P for previous to go back one screen of selections.  You may go back and forward as many screens as exist.

�Credit/Debit Memo Entry  (Cont’d)





Enter Data  (Cont’d)



Creating the Credit/Debit Memo Header



Once the selected vendor choice or a valid vendor number is input the vendor name appears.  If the miscellaneous vendor number 999999 is input an additional prompt appears.



Input Miscellaneous Vendor Name



1/02/96             Credit Memo Entry For  1/02/96         Month  1  11:51   

                                                           Post   0       .00

Vendor No   999999                           Cont No C/M Applies To:         

C/M No                                                                       

C/M Amt             C/M Date MM/DD/YY  Due Date MM/DD/YY                     

-----------------------------------------------------------------------------

   Account    Amount Cumulative Account Name          Special Description    

                                                                             

                                                                             

        Input Miscellaneous Vendor Name                                      

                                                                             

                                                                             

                           Enter '^' To Go Back One Field, '/' To Cancel     



Input the name of the vendor the credit is assigned to.  This is the name that is printed on the Accounts Payable reports.  Miscellaneous vendors are used for vendors that you do not need a permanent Vendor File.  An invoice for that vendor is a one time or very uncommon occurrence.  For more information on the set up of the miscellaneous vendor see page 510, Vendor File Maintenance.  (25 Alphanumeric)



Once the input of the first credit or debit memo, since entering the program, is completed that vendor number appears as the default vendor number.  A carriage return at Vendor No accepts the default.  You may override the default by entering another number or selecting a vendor through the alpha search.  Every time a new vendor number is input and the record completed, that vendor number appears as the default.  This is a time saving feature if all credits to the same vendor are entered consecutively.



Entering a / slash or ERROR at any of the header prompts, beginning at Cont No C/M Applies To: through Due Date, cancels the input.  The cursor returns to the Vendor No. prompt.  An up arrow key ^ is also allowed at the same prompts.  Also after completing the line item and G/L distribution section of the credit, there will be another chance to change some of the header information.

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Creating the Credit/Debit Memo Header  (Cont’d)



Cont No C/M Applies To:       

Cont No D/M Applies To:           



 1/02/96             Credit Memo Entry For  1/02/96         Month  1  11:58   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No C/M Applies To:         

 C/M No                                                                       

 C/M Amt             C/M Date MM/DD/YY  Due Date MM/DD/YY                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



 1/02/96              Debit Memo Entry For  1/02/96         Month  1  11:39   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No D/M Applies To:         

 D/M No                                                                       

 D/M Amt             D/M Date MM/DD/YY  Due Date MM/DD/YY                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



If you want to create an open credit or debit memo enter a carriage return.  When the credit or debit memo is completed and updated, a control number is assigned.  If you want to apply the credit or debit memo directly to an open invoice, you must enter the voucher control number that was assigned to the invoice at the time the invoice was created.  This invoice’s control number will than also be assigned to the credit or debit memo.  If you are not sure of the correct assigned control number, the Vendor Inquiry and the majority of the Accounts Payable reports reflect the assigned control number of the invoice.  (8 Digits)



When a control number is entered that does not exist in the Accounts Payable Files, the prompt Control Number Not Found appears.  This will also appear if the control number is assigned to a different vendor.  The cursor returns for reinput.



When a control number is entered that is assigned to a credit or debit memo and not an invoice, the prompt Control Number Is Not For An Invoice appears.  The cursor returns for reinput.



�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Creating the Credit/Debit Memo Header  (Cont’d)



C/M No

D/M No



For a credit memo input the vendor's credit memo number.  For a debit memo input an internal debit memo number if desired.  If a carriage return is input the current system date is assigned as the credit or debit memo number.  (20 Alphanumeric)



 1/02/96             Credit Memo Entry For  1/02/96         Month  1  14:53    

                                                            Post   0       .00 

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No C/M Applies To:          

 C/M No 10296                                                                  

 C/M Amt             C/M Date MM/DD/YY  Due Date MM/DD/YY                      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                            Enter '^' To Go Back One Field, '/' To Cancel      



In the above example, the system date is 01/02/96.  A carriage return at C/M No., or D/M No., automatically assigns 10296 as the credit or debit memo number.  If the system date was 10/14/95 the default number would be 101495.  If an credit or debit memo number is entered that is already assigned to the same vendor on another existing invoice or credit or debit memo, this prompt appears and beeps.



Duplicate Credit/Debit Memo # For This Vendor.  Allow Duplicate? (Y'es/N'o)  



 1/02/96             Credit Memo Entry For  1/02/96         Month  1  14:53   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No C/M Applies To:         

 C/M No W567                                                                  

 C/M Amt             C/M Date MM/DD/YY  Due Date MM/DD/YY                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

Duplicate Credit/Debit Memo # For This Vendor.  Allow Duplicate? (Y'es/N'o)   

                            Enter '^' To Go Back One Field, '/' To Cancel     





�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Creating the Credit/Debit Memo Header  (Cont’d)



The system will check the APHist and A/P Files to determine if the inputted credit or debit memo number is already assigned to this vendor on another invoice or credit memo.  If it finds a duplicate the prompt appears.  Enter a Y for yes to accept the duplicate number.  Enter a N for no to not accept the number.  The cursor returns for reinput.  Note, the program will not consider the current system date as a duplicate if a carriage return is input.  As an example, if two invoices were input to the same vendor on 10/04/95 with the invoice or credit memo number 100495 entered with a carriage return, they would not be considered duplicate.  However, keying in 100495 as the credit memo number on the same or next day, ex. on 10/05/95, would produce the duplicate number prompt.



C/M Amount 

D/M Amount



Input the total amount of the credit or debit memo.  This is the total amount that will be credited on the vendor’s account.  The invoice amount is the amount that is debited to the Accounts Payable G/L account.  A zero or negative amount is not allowed.  (8 Numeric - No Decimals) 



When a credit or debit memo is directly applied to an invoice, after entering the amount, the balance of the invoice is checked.  If the invoice has a balance greater than zero and the amount of the credit memo that is input is greater than the invoice balance but less than the total amount of the invoice, the prompt Invoice Balance Too Small appears.  The cursor returns for reinput.



When a credit or debit memo is applied directly to an invoice, and the amount entered is greater than the total invoice amount, the prompt Debit/Credit Memo Amount Is More Than The Invoice Amount appears.  The cursor returns for reinput.

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Creating the Credit/Debit Memo Header  (Cont’d)



C/M Date 

D/M Date



Input the date of the credit or debit memo.  A carriage return accepts the default date, which is the transaction date.  This should be overridden to the actual date.  If an invalid date is entered, the prompt Invalid Date--Enter Again appears.  The cursor returns for reinput and the default redisplays.  The credit or debit memo date is the aging date and is used to calculate due date.  The credit or debit memo date does not determine the month the General Ledger is updated.  The transaction date determines the month the General Ledger is updated.  An up arrow key ^ back to this prompt returns the default.  (MMDDYY) 



Due Date 



Input the due date of the credit or debit memo.  If there is a variable of days due, stored in the Vendor File, field 18 Vend. Terms (Days) in Vendor File Maintenance, the due date is automatically calculated.  The defined days are added to the inputted credit or debit memo date.  As an example, the Vendor’s term is 30 days.  With a credit or debit memo date of 10/04/95 the calculated due date is 11/03/95.  If the calculated due date falls on a Saturday or Sunday, the next Monday is assigned as the due date.  If there is nothing stored in the Vendor File the due date defaults to the credit or debit memo date.  The date may be overridden.  If an invalid date is entered, the prompt Invalid Date--Enter Again appears.  If a date is input that is less than the invoice date, the prompt The Due Date Cannot Come Before The Credit Memo/Debit Memo Date, appears.  In both cases, the cursor returns for reinput and the default redisplays.  (MMDDYY) 

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Creating the Credit/Debit Memo Header  (Cont’d)



Due Date 



The program calculates a due date based on an input of the Vendor’s terms.  To enter a new Vendor’s terms enter the word DAYS at the Due Date prompt.  The following prompt displays.



Enter Vendor Terms In Days 



 1/03/96             Credit Memo Entry For  1/03/96         Month  1   7:47   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No C/M Applies To:         

 C/M No D456                                                                  

 C/M Amt    300.00   C/M Date  1/03/96  Due Date DAYS8/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

          Enter Vendor Terms In Days                                          

                            Enter '^' To Go Back One Field, '/' To Cancel     



 1/03/96              Debit Memo Entry For  1/03/96         Month  1   7:48   

                                                            Post   0       .00

 Vendor No      105  OTTO SUPPLY COMPANY      Cont No D/M Applies To:         

 D/M No G76                                                                   

 D/M Amt     45.00   D/M Date  1/03/96  Due Date DAYS2/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

          Enter Vendor Terms In Days                                          

                            Enter '^' To Go Back One Field, '/' To Cancel     



Enter the number of days to calculate the due date from the credit or debit memo date.  The calculation is the same as described above.  The change is only for this record and does not affect the Vendor File.  In the above example, 15 is input.  The due date would be automatically changed to 01/18/96.  Note, overriding terms stores this as the new terms for this record.  Thus if the credit or debit memo date is changed later on the record, the calculation of due date continues to use the overridden terms, not the Vendor File’s terms.  (3 Numeric) 

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering the G/L Distribution



After inputting the header information the General Ledger distribution screen displays. 



Account 



 1/03/96             Credit Memo Entry For  1/03/96         Month  1   7:47   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No C/M Applies To:         

 C/M No D456                                          C/M Bal:        300.00  

 C/M Amt    300.00   C/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

     111000                      INVENTORY                                    

                                                                              

                                                      Enter 'TOT' When Done   



 1/03/96              Debit Memo Entry For  1/03/96         Month  1   8:27   

                                                            Post   0       .00

 Vendor No      105  OTTO SUPPLY COMPANY      Cont No D/M Applies To:         

 D/M No G76                                           D/M Bal:         45.00  

 D/M Amt     45.00   D/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

     111102                      INVENTORY-SUPPLIES                           

                                                                              

                                                      Enter 'TOT' When Done   



If there is a General Ledger Account number stored in the Vendor File that will be the default.  A carriage return accepts the display.  This can be overridden.  If there is no default the Account is blank and a valid General Ledger Account must be input.  When an invalid G/L account is input, the prompt Invalid Account # Or Type appears.  The cursor returns for reinput.  The C/M/D/M. Bal. is adjusted after each distribution.  The description of the entered G/L account number displays.  After at least one entry input TOT to exit the entry.  As many General Ledger distributions may be entered as desired.  (8 Digits) 



�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering the G/L Distribution  (Cont’d)



Amount 



Input the amount desired for the distribution.  A carriage return accepts the displayed C/M/D/M. Bal as the amount.  A positive number should be input.  The program knows this is a credit or debit memo.  The entry is credited.  A negative or zero dollar amount may be entered but this will add back to the credit or debit memo balance and the entry is debited instead of the normal credit entry.  Input ERROR or an up arrow ^ key to return to Account.  After the amount is entered the Cumulative is updated, reflecting the total amount distributed.  (9 Digits - No decimals) 



Special Description 



If a carriage return is input the vendor name will automatically be the default.  A description identifying the distribution may be entered.  The description remains with the General Ledger Account number input on the distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  Type in ERROR to return to Account.  An up arrow key ^ returns to Amount.  (23 Alphanumeric) 

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering the G/L Distribution  (Cont’d)



Once TOT has been entered at Account, one of the two following prompts appear.



Enter # To Change, A'dditional Input, Or 'CR' To End 

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



 1/03/96             Credit Memo Entry For  1/03/96         Month  1   7:47   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No C/M Applies To:         

 C/M No D456                                          C/M Bal:           .00  

 C/M Amt    300.00   C/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

 1   111000    150.00     150.00 INVENTORY             OFFICE PRODUCTS WORLDWI

 2   111102    150.00     300.00 INVENTORY-SUPPLIES    OFFICE PRODUCTS WORLDWI

                                                                              

                                                                              

 Enter # To Change, A'dditional Input, Or 'CR' To End                         



1/03/96              Debit Memo Entry For  1/03/96         Month  1   8:27   

                                                           Post   0       .00

Vendor No      105  OTTO SUPPLY COMPANY      Cont No D/M Applies To:         

D/M No G76                                           D/M Bal:           .00  

D/M Amt     45.00   D/M Date  1/03/96  Due Date  1/18/96                     

-----------------------------------------------------------------------------

   Account    Amount Cumulative Account Name          Special Description    

1   111102     45.00      45.00 INVENTORY-SUPPLIES    OTTO SUPPLY COMPANY    

                                                                             

                                                                             

Enter # To Change, A'dditional Input, Or 'CR' To End                         



The first prompt appears when the total G/L distributions exceed 12.  The second prompt appears when the G/L distributions are less than 13.  Entering a N for next allows viewing of the next screen of distributions.  When a N for next is input one of the two following prompts appear.



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering a N for next allows viewing of the next screen of distributions.  Enter a P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering the G/L Distribution  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



 1/03/96             Credit Memo Entry For  1/03/96         Month  1   7:47   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No C/M Applies To:         

 C/M No D456                                          C/M Bal:           .00  

 C/M Amt    300.00   C/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

 1   111000    150.00     150.00 INVENTORY             OFFICE PRODUCTS WORLDWI

 2   111102    150.00     300.00 INVENTORY-SUPPLIES    OFFICE PRODUCTS WORLDWI

                                                                              

                                                                              

                                                                              

    Account    Amount          Account Name            Special Description    

     111000    150.00          INVENTORY               OFFICE PRODUCTS WORLDWI



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data will stay as is.



Amount 



The amount entered on the add is displayed  A carriage return accepts it.  This can be changed if desired.  If changed the C/M/D/M. Bal. is adjusted.  An up arrow key ^ or ERROR returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering the G/L Distribution  (Cont’d)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



 1/03/96              Debit Memo Entry For  1/03/96         Month  1   8:27   

                                                            Post   0       .00

 Vendor No      105  OTTO SUPPLY COMPANY      Cont No D/M Applies To:         

 D/M No G76                                           D/M Bal:         25.00  

 D/M Amt     45.00   D/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

 1   111102     20.00      20.00 INVENTORY-SUPPLIES    OTTO SUPPLY COMPANY    

                                                                              

                                                                              

                                                                              

    Account   Amount Cumulative  Account Name          Special Description    

 2   111102                      INVENTORY-SUPPLIES                           

                                                      Enter 'TOT' When Done   



Operation is the same as described on the original add.  See page 170.  If a default account is stored in the Vendor File, that displays.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount will enter the credit or debit memo balance.  The amount can be entered.  Any amount entered adjusts the credit or debit memo balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT is entered at the Account prompt.

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering the G/L Distribution  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Once all of the G/L distributions are entered and all changes or additions made, entering a carriage return exits the entry of the G/L distribution.  



Exiting a credit or debit memo is not allowed if the total amount of expense distributions does not equal the total credit or debit memo amount.  Thus the C/M/D/M Balance would not be at zero.  If carriage return to end is input and the C/M/D/M Balance is not at zero, the following prompt displays. 



C/M Amount:     ####  Total Distributions:     #####                        

C/M Distributions Not In Balance - M'ore Distrib, A'djust C/M.Amt, Or C'ancel  

D/M Amount:      ####  Total Distributions:     ####                       

D/M Distributions Not In Balance - M'ore Distrib, A'djust D/M.Amt, Or C'ancel 



 1/03/96             Credit Memo Entry For  1/03/96         Month  1   7:47   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No C/M Applies To:         

 C/M No D456                                          C/M Bal:         30.00  

 C/M Amt    300.00   C/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

C/M Amount:     300.00  Total Distributions:     270.00                       

C/M Distributions Not In Balance - M'ore Distrib, A'djust C/M.Amt, Or C'ancel 



The credit or debit memo amount and the total of all of the G/L distributions made on that record display.  There are three options at this prompt.  One is to enter a M to make more distributions.  The credit or debit memo amount is correct but the distributions that have been made are not.  What you want to do is apply the balance.  The program returns to the screen that shows all of the G/L distributions that were entered.  You may than change or add G/L distributions.  When you have netted the credit or debit memo balance to zero, exit the entry of the G/L distributions with the carriage return.

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering the G/L Distribution  (Cont’d)



C/M Amount:     ####  Total Distributions:     #####                        

C/M Distributions Not In Balance - M'ore Distrib, A'djust C/M.Amt, Or C'ancel  

D/M Amount:      ####  Total Distributions:     ####                       

D/M Distributions Not In Balance - M'ore Distrib, A'djust D/M.Amt, Or C'ancel 



If the distributions amounts are correct, and the only thing that is wrong is the debit or credit memo amount, enter an A to A’djust C/M/D/M. Amt.  The cursor returns to the Amount prompt and the amount should be overridden to the displayed distribution amount.  If a carriage return is input, the credit or debit memo amount remains unchanged.  You will than end up back at this prompt as the distributions and debit or credit memo amount still do not balance. 



The last option is to cancel the credit or debit memo.  When a C to cancel the record is input, the entire transaction is canceled.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Debit Memo

          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    

Cancellation Means That No Updating Will Take Place For This Entire Credit Memo          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    





 1/03/96              Debit Memo Entry For  1/03/96         Month  1   8:27   

                                                            Post   0       .00

 Vendor No      105  OTTO SUPPLY COMPANY      Cont No D/M Applies To:         

 D/M No G76                                           D/M Bal:         25.00  

 D/M Amt     45.00   D/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

Cancellation Means That No Updating Will Take Place For This Entire Debit Memo

Are You Sure You Want To Cancel ?  (Y'es/N'o)                                 



Enter a Y for yes to cancel the transaction.  No debit or credit memo is created.  Entering a N for no returns the cursor to the C/M/D/M/Distrib Not In Balance - M'ore Distrib, A'djust C/M/D/M.Amt, Or C'ancel prompt.

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering the G/L Distribution  (Cont’d)



When the credit or debit memo amount nets to zero and you have exited the G/L distributions, the cursor will go to one last prompt for that record.



A'ccept, C'ancel, Or Change H'eader     



 1/03/96             Credit Memo Entry For  1/03/96         Month  1   7:47   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No C/M Applies To:         

 C/M No D456                                          C/M Bal:           .00  

 C/M Amt     270.00  C/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

                                                                              

              A'ccept, C'ancel, Or Change H'eader                             



When a C to cancel the record is input, the entire transaction is canceled.  A credit or debit memo is not created.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Debit Memo

          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    

Cancellation Means That No Updating Will Take Place For This Entire Credit Memo          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter a Y for yes to cancel the transaction.  No credit or debit memo is created.  Entering a N for no returns the cursor to the A’ccept, C’ancel, Or Change H’eader prompt.

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Changing the Header Information  (Cont’d)



A'ccept, C'ancel, Or Change H'eader     



Prior to accepting the credit or debit memo, there is also the ability to make changes to specific fields in the Credit or Debit Memo Header.  If this is desired enter a H at the A’ccept, C’ancel, Or Change H’eader prompt.  The following prompt appears.



 Change: 1=Credit Memo #, 2=Credit Memo Date, 3=Credit Memo Due Date 

  'CR' To End Or Enter Your Choice                                   

 Change: 1=Debit Memo #, 2=Debit Memo Date, 3=Debit Memo Due Date

  'CR' To End Or Enter Your Choice                               



1/03/96              Debit Memo Entry For  1/03/96         Month  1   8:27  

                                                           Post   0       .0

Vendor No      105  OTTO SUPPLY COMPANY      Cont No D/M Applies To:        

D/M No G76                                           D/M Bal:           .00 

D/M Amt     45.00   D/M Date  1/03/96  Due Date  1/18/96                    

----------------------------------------------------------------------------

   Account    Amount Cumulative Account Name          Special Description   

                                                                            

                                                                            

                                                                            

Change: 1=Debit Memo #, 2=Debit Memo Date, 3=Debit Memo Due Date            

 'CR' To End Or Enter Your Choice                                           



 1/03/96             Credit Memo Entry For  1/03/96         Month  1   7:47   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No C/M Applies To:         

 C/M No D456                                          C/M Bal:           .00  

 C/M Amt     270.00  C/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

 Change: 1=Credit Memo #, 2=Credit Memo Date, 3=Credit Memo Due Date          

  'CR' To End Or Enter Your Choice                                            

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Changing the Header Information  (Cont’d)



Enter a 1 to change the credit or debit memo number.  The following prompt appears.



New Credit Memo #         

New Debit Memo #       



 1/03/96              Debit Memo Entry For  1/03/96         Month  1   8:27   

                                                            Post   0       .00

 Vendor No      105  OTTO SUPPLY COMPANY      Cont No D/M Applies To:         

 D/M No G76                                           D/M Bal:           .00  

 D/M Amt     45.00   D/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

          New Debit Memo #                                                    



 1/03/96             Credit Memo Entry For  1/03/96         Month  1   7:47   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No C/M Applies To:         

 C/M No D456                                          C/M Bal:           .00  

 C/M Amt     270.00  C/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

          New Credit Memo #                                                   



A carriage return leaves the credit or debit memo number as is.  To change the entered number input the desired credit or debit memo number.  After input the cursor returns to the Change: 1=Credit Memo #/Debit Memo # prompt.  (20 Alphanumeric)



If a credit or debit memo number is entered that is already assigned to the same vendor on another existing invoice or credit or debit memo, this prompt appears.



Credit Memo Already On File For This Vendor. Allow Duplicate? (Y'es/N'o) 

Debit Memo Already On File For This Vendor. Allow Duplicate? (Y'es/N'o)    



The system will check the APHist and A/P Files to determine if the inputted credit or debit memo number is already assigned to this vendor on another invoice or credit memo.  If it finds a duplicate the prompt appears.  Enter a Y for yes to accept the duplicate number.  Enter a N for no to not accept the number.  The cursor returns for reinput.  

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Changing the Header Information  (Cont’d)



 Change: 1=Credit Memo #, 2=Credit Memo Date, 3=Credit Memo Due Date 

  'CR' To End Or Enter Your Choice                                   

 Change: 1=Debit Memo #, 2=Debit Memo Date, 3=Debit Memo Due Date

  'CR' To End Or Enter Your Choice                               



To change the credit or debit memo date enter a 2.  The prompt, New Credit/Debit Memo Date, appears.



 1/03/96             Credit Memo Entry For  1/03/96         Month  1   7:47   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No C/M Applies To:         

 C/M No D456                                          C/M Bal:           .00  

 C/M Amt     270.00  C/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

          New Credit Memo Date                                                



 1/03/96              Debit Memo Entry For  1/03/96         Month  1   8:27   

                                                            Post   0       .00

 Vendor No      105  OTTO SUPPLY COMPANY      Cont No D/M Applies To:         

 D/M No G76                                           D/M Bal:           .00  

 D/M Amt     45.00   D/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

          New Debit Memo Date                                                 



Enter the desired credit or debit memo date.  Changing the date automatically changes the due date, if there are vendor terms in the Vendor File or the terms were entered during the initial input of the due date by using the DAYS prompt.  The due date is adjusted using the terms.  If an invalid date is input, the prompt Invalid Date --Enter Again appears.  The cursor returns for reinput.  After input the cursor returns to the Change: 1=Credit/Debit Memo # prompt.  (MMDDYY)

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Changing the Header Information  (Cont’d)



 Change: 1=Credit Memo #, 2=Credit Memo Date, 3=Credit Memo Due Date 

  'CR' To End Or Enter Your Choice                                   

 Change: 1=Debit Memo #, 2=Debit Memo Date, 3=Debit Memo Due Date

  'CR' To End Or Enter Your Choice                               



Enter a 3 to change the due date.  The prompt New Due Date appears.



 1/03/96             Credit Memo Entry For  1/03/96         Month  1   7:47   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont No C/M Applies To:         

 C/M No D456                                          C/M Bal:           .00  

 C/M Amt     270.00  C/M Date  1/03/96  Due Date  1/18/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

          New Due Date                                                        



Input the due date of the credit or debit memo.  If an invalid date is entered, the prompt Invalid Date--Enter Again appears.  If a date is input that is less than the invoice date, the prompt The Due Date Cannot Come Before The Invoice Date, appears.  In both cases, the cursor returns for reinput.  After input the cursor returns to the Change: 1=Credit/Debit Memo prompt.  (MMDDYY)



The program can calculate a due date based on an input of the Vendor’s terms.  To enter a new Vendor’s terms enter the word DAYS at the Due Date prompt.  The following prompt displays.



Enter Vendor Terms In Days 



Enter the number of days to calculate the due date from the credit or debit memo date.  The defined days are added to the credit or debit memo date.  As an example, 30 days is input.  With a credit or debit memo date of 10/16/95 the calculated due date would be 11/15/95.  If the calculated due date falls on a Saturday or Sunday, the next Monday is assigned as the due date.  The change is only on this record and does not affect the Vendor File.  (3 Numeric) �Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Changing the Header Information  (Cont’d)



 Change: 1=Credit Memo #, 2=Credit Memo Date, 3=Credit Memo Due Date 

  'CR' To End Or Enter Your Choice                                   

 Change: 1=Debit Memo #, 2=Debit Memo Date, 3=Debit Memo Due Date

  'CR' To End Or Enter Your Choice                               



A carriage return exits the change header prompt and the cursor returns to the A’ccept, C’ancel, Or C’hange H’eader prompt.  You may change the information in the header as many times as you desire prior to accepting the credit or debit memo.



A’ccept, C’ancel, Or C’hange H’eader 



Once all the header information is correct, the final acceptance of the debit or credit memo must be made.  Enter an A for accept.  The cursor is at the following prompt.



Press 'RETURN' To Continue     



 1/03/96             Credit Memo Entry For  1/03/96         Month  1   7:47   

                                                            Post   0       .00

 Vendor No      106  OFFICE PRODUCTS WORLDWIDE Cont. No.    19021              

 C/M No D456                                          C/M Bal:           .00  

 C/M Amt     270.00  C/M Date  1/03/96  Due Date  1/17/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

                                                                              

Press 'RETURN' To Continue                                                    



 1/03/96              Debit Memo Entry For  1/03/96         Month  1   8:27   

                                                            Post   0       .00

 Vendor No      105  OTTO SUPPLY COMPANY      Cont. No.    19022              

 D/M No G76                                           D/M Bal:           .00  

 D/M Amt     45.00   D/M Date  1/18/96  Due Date  2/02/96                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

                                                                              

Press 'RETURN' To Continue                                                    

�Credit/Debit Memo Entry  (Cont’d) 





Enter Data  (Cont’d)



Press 'RETURN' To Continue     



As soon as an A for accept is input, all of the files for that record are updated, with the exception of the debit G/L entry to the Accounts Payable account.  That will be updated when exiting the program.  If the credit or debit memo was not directly applied to an invoice, the credit or debit memo is assigned a voucher control number.  This displays after the heading Cont. No.  The control number is assigned from the Global File, record 6.  If the credit or debit memo was directly applied than the control number that was input is still displayed.  The control number is included on all of the A/P inquiries and reports.  The number is necessary to void the credit or debit memos.  It is a good idea to record this number on the paper work that the credit or debit memo is generated from.  The above prompt displays after the updating is completed.  The prompt allows the operator the chance to record the control number.  Entering a carriage return exits the record and the cursor returns to Vendor No. for input of another credit or debit memo or to exit the program.  The credit or debit memo amount is added to the total amount and number of records entered.  This displays after the heading Post.  The vendor number displays as the default for the next credit or debit memo.



1/03/96             Credit Memo Entry For  1/03/96         Month  1  11:16   

                                                           Post   1    270.00

Vendor No      106                           Cont No C/M Applies To:         

C/M No                                                                       

C/M Amt             C/M Date MM/DD/YY  Due Date MM/DD/YY                     

-----------------------------------------------------------------------------

   Account    Amount Cumulative Account Name          Special Description    

                                                                             

                                                                             

                                                                             

                                                                             

                           Enter '^' To Go Back One Field, '/' To Cancel     



 1/03/96              Debit Memo Entry For  1/03/96         Month  1  11:17   

                                                            Post   1     45.00

 Vendor No      105                           Cont No D/M Applies To:         

 D/M No                                                                       

 D/M Amt             D/M Date MM/DD/YY  Due Date MM/DD/YY                     

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



�Credit/Debit Memo Entry  (Cont’d) 





Additional Information



Updating of Files



Following is a recap of the files that are updated when a credit or debit memo is accepted.



A/P Files



All of the AP Files are updated.  Information included is credit or debit memo amount, credit and debit memo date and due dates, system date, vendor name and number, credit or debit memo number, and voucher control number, 



Vendor File



The credit or debit memo amount is written to purchases month and year to date.  Number of invoices month and year to date is incremented by one.  The A/P Balance is updated.



General Ledger and Chart Of Accounts Files



An entry is written to the G/L File for each expense distribution entered.  The source code of the entry is A/P.  Also written is the fiscal month number, account number, amount distributed, credit or debit memo date, system date, vendor number, voucher control number, and the special description.  The Chart File is also updated with the amount.  The debit to the Accounts Payable G/L account for the total credit or debit memo amount is not made until the A/P Credit/Debit Memo Entry program is exited and the procedure totals are displayed.

�Credit/Debit Memo Entry  (Cont’d) 





Additional Information  (Cont’d)



Updating of Files  (Cont’d)



A/P History File



An A/P History File is created.  The credit or debit memo date and due dates, credit or debit memo number, vendor number, voucher control number, system date, and total credit or debit memo amount are included.  This file can be viewed in the Invoice Inquiry program.  The APHist file remains until purged.



G/L History File



The GLHist File works with the APHist File.  When viewing the APHist File, the GLHist file that corresponds with that record is accessed.  The GLHist File stores the General Ledger distributions entered on the A/P credit or debit memos.  Thus when an A/P credit or debit memo is accepted all of the G/L distributions are written to the GLHist File.  This includes the account number, amount, and special description.  Also stored is the voucher control number, and credit or debit memo number.  Thus with the information stored in this file and the APHist File, the Invoice Inquiry is able to include all G/L expense distributions.�Credit/Debit Memo Entry  (Cont’d) 





Additional Information  (Cont’d)



Summary Of Operation



Following is a brief summary of the entry of an A/P credit or debit memo.



The vendor the record is assigned to must be entered.  This can be accomplished by input of the vendor number or performing an alpha search on the vendor name.



The credit or debit memo header information is input.  This includes the credit or debit memo number, total credit or debit memo amount, credit or debit memo date, and due date.  When applying the credit directly to an open invoice, the voucher control number assigned to the invoice must be entered.  Vendor terms from the Vendor File or input of terms can be used to calculate the due date.  



The next step is to enter the expense distributions for the General Ledger.  If there is a default account stored in the Vendor File, that will appear as the default.  You may enter as many G/L distributions as desired.



The G/L distributions may be changed as many times as desired, prior to the final acceptance of the credit or debit memo.  You also may add more distributions.



Prior to the final acceptance of the debit or credit memo, changes can be made to the header information.  This includes changing the credit or debit memo number, credit and debit memo date and due dates.



Once all information is correct the final acceptance of the credit or debit memo is made.  At this time all file updating occurs.  Instead of accepting the record the operator may also cancel the transaction.  No updating or creation of a credit or debit memo occurs.



�Credit/Debit Memo Entry  (Cont’d)





Enter Data



Once the A/P Credit or Debit Memo Entry program is exited, the Procedure Control Totals display and should be used as a reconciliation tool.  At this time, the one entry of the total amount credited for all credit and debit memos entered, is posted to the General Ledger as a debit to the Accounts Payable account, that is defined in Global Record 6.  The entry is assigned a source code of PT.  The description of the G/L entry includes which program the entry was from and the number of credit or debit memos entered.   The cursor is at the following prompt.



Enter 'Y' To Return To Menu 



 1/03/96            Posting For  1/03/96                    Month  1  11:18:48

                    Procedure Control Totals                                  

                    Transactions                 1                            

                                                                              

                      Amount               -270.00                            

                                                                              

                      Discount                 .00                            

                                                                              

                    Distributions                2                            

                                                                              

                      Amount               -270.00                            

                                                                              

                    Accounts Payable No     201000                            

                                                                              

                      Amount               -270.00                            

               Enter 'Y' To Return To Menu                                    



A Y is the only valid input and will return to the A/P Data Entry menu.  The Procedure Control Totals include the following figures for all inputted records combined. 



Transactions  Total number of credit or debit memos entered.



Amount  Total credited amount.  



Discount  Will always be zero.  There are no discounts on credit or debit memos.



Distributions  Total number of General Ledger distributions.



Amount  Total amount posted to General Ledger distributions.



Accounts Payable No  The Accounts Payable General Ledger Account number. 



Amount  The amount posted to the Accounts Payable Account. 

�Accounts Payable Data Entry  (Cont’d)





Debit/Credit Memo Void



Introduction



Debit Credit Memo Void is found on the Accounts Payable Data Entry menu, 1-5.  When a credit or debit memo entered through Accounts Payable Debit or Credit Memo Entry is incorrect, the debit or credit memo is voided through Debit/Credit Memo Void.  The credit or debit memo is removed from the vendor’s account.  Reasons to void a credit or debit memo is entry of an incorrect amount, wrong vendor, and wrong dates.  It will also correct the General Ledger distribution.  The Debit/Credit Memo Void program is basically a reversal of the Credit or Debit Memo Entry program.  All of the files that were updated in Debit or Credit Memo Entry are reversed out in the Debit/Credit Memo Void program.  When a credit or debit memo is voided and there is an existing A/P History File, the APHist record for the record is marked as a void.  Thus the Invoice Inquiry of the credit or debit memo will reflect that the record has been voided.  Voids are allowed on all A/P credit or debit memos unless they have been applied on an A/P check.



There are two possible ways the program will void credit and debit memos.  If there is an APHist File found for the debit or credit memo, the void is automatic.  Input of the vendor and voucher control number, displays the record and General Ledger information.  The program automatically updates all of the files with the information stored in the APHist and GLHist Files.  If there is no APHist File found the operator must enter the General Ledger distribution.  Proper updating will than occur.



There should generally be an existing APHist File to perform the automatic credit or debit memo void.  The only reasons not to have this file is if the file has been purged or was not created correctly during A/P Credit or Debit Memo Entry.  All A/P credit or debit memos created prior to the loading of the LMS Revision 11 will not have an APHist File.  Thus voiding any A/P debit or credit memos created, prior to loading Revision 11, will not be able to be voided automatically.  The General Ledger distribution must be entered by the operator.



The documentation on the operation of Credit or Debit Memo Void will include the operation of the automatic and non-automatic void. 



�Debit/Credit Memo Void  (Cont’d)





Introduction  (Cont’d)



Use of the Accounts Payable Debit/Credit Memo Void, results in the following functions.  



Vendors can be accessed by vendor number or through an alpha vendor name search.  



All of the Accounts Payable reports and Vendor Analysis reports are updated.  The Vendor File is added to for month and year to date purchases.



The General Ledger is updated with a credit to the Accounts Payable account.  The amount credited is the total amount of the credit or debit memos.  The Accounts Payable account is defined in the Global File.  All of the expense distributions are posted directly to the General Ledger.  The Automatic Credit/Debit Memo Void uses the GLHist File to identify which accounts were entered on the credit or debit memos.  These accounts are than automatically posted to the General Ledger and are debited.  



Default G/L account numbers display on the non-automatic Debit/Credit Memo Voids.  This will be the default from the Vendor File.  The defaults must be overridden to the actual accounts entered on the A/P credit or debit memo.  On the automatic voids, the actual G/L distribution, entered on the credit or debit memo, appears.  The operator does not have to enter the distribution.



After the entry of the non-automatic void, there is the ability to cancel the entry of the void.  Cancellation of the void means no files are updated and allows the operator the ability to redo the credit or debit memo void.  On automatic voids, after the display of the General Ledger distribution, the operator can also cancel the void.



�Debit/Credit Memo Void  (Cont’d)





Enter Data



Transaction Date



When entering the program from the menu the cursor will stop at Transaction Date.  A carriage return accepts the system date as the transaction date.  This can be overridden.  Whatever date is input determines what fiscal month is updated in the General Ledger.  It is not the credit or debit memo date that determines the month the General Ledger is updated.  It is the transaction date input when entering the program.  Thus it is extremely important that the correct transaction date is entered.  As an example, the current system date is 10/01/95.  However, you want the void to be reflected in the month of September and you want them posted to the General Ledger for fiscal month September.  Thus in order for the General Ledger to be updated for the month of September, a transaction date of 09/30/95 should be entered when entering the program at the Transaction Date menu prompt.  The transaction date that is input is also the entry date stored in the G/L Files.  (MMDDYY)



Notice on the following screen sample, that the fiscal month that is updated in the General Ledger is displayed after the heading Month.  In this example, the fiscal year begins in January so month 12 is December.  If the fiscal year began in July, entering a transaction date of 12/15/95, would post to fiscal month 6 in the General Ledger.



 1/04/96     Debit/Credit Memo Void Posting For 12/31/95    Month 12   7:43    

                                                            Post   0       .00 

Vendor No                                         Cont. No.                    

                                                                               

                                                                               

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

                            Enter '^' To Go Back One Field, '/' To Cancel      



If an attempt is made to enter the Debit/Credit Memo Void program while someone is in A/P Check Writing or Check Writing Conversion, the message Accounts Payable Check Writing In Process appears.  If you have already entered some voids or are in the middle of one and someone begins check writing, the record you are voiding is completed but no more voids are allowed.  The message appears.  The procedure control totals are than accessed.  You cannot void credit and debit memos while check writing is in process.



�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



In Global Record 6 the Accounts Payable G/L account number is stored.  These are the accounts that are automatically posted to when exiting the program.  If there is an invalid G/L account number stored in Global Record 6, input of the invoice void is not allowed.  The following prompt appears upon entry to the program.  Entering a carriage return exits the program and returns to the Accounts Payable Data Entry menu.  You must have a valid account number stored in the Global File in order to void an invoice.



There Are Invalid G/L Account Numbers In Global Record 6 - Input Not Allowed.   

Enter 'CR' To Return To Menu                                                    



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   7:46   

                                                            Post   0       .00

Vendor No                                         Cont. No.                   

                                                                              

                                                                              

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

There Are Invalid G/L Account Numbers In Global Record 6 - Input Not Allowed. 

Enter 'CR' To Return To Menu                                                  

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



Entering the Vendor



Vendor No. 



Input the vendor number that the credit or debit memo is from.  This must be a valid Vendor number.  The vendor name displays.  If an invalid number is input, the prompt Invalid Vendor  appears.  The cursor returns for reinput.  To exit the program input an E, END or TOT.  If at least 1 alpha character or a number greater than 8 digits is entered the program performs an alpha search on the vendor name.  You may enter up to 25 alphanumeric characters.

�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Entering the Vendor  (Cont’d)



Vendor No.



When the alpha search on the vendor name is made, the cursor is at one of the two following prompts.



Select Vendor Choice Or E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   7:59     

                                                            Post   0       .00  

Vendor No OTTO                                    Cont. No.                     

                                                                                

                                                                                

------------------------------------------------------------------------------  

    Vendor #/Name                      Address                                  

  1      100 OTTO CORP.                500 NORTH SHORE DRIVE     CHICAGO,  IL  5

  2      105 OTTO SUPPLY COMPANY       900 VALLEY ST             CHICAGO   IL  5

                                                                                

                                                                                

                                                                                

Select Vendor Choice Or E'nd                                                    

                            Enter '^' To Go Back One Field, '/' To Cancel       



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   7:59     

                                                            Post   0       .00  

Vendor No M                                       Cont. No.                     

                                                                                

------------------------------------------------------------------------------  

    Vendor #/Name                      Address                                  

  1     8008 MABEL CORPORATION         23 GENERAL LANE           LA CROSSE  WI  

  2     3003 MAPP INCORPORATED         3400 COLLEGE LANE         LA CROSSE  WI  

  3      234 MASTER WAREHOUSE          1210 POWER DRIVE          LA CROSSE  WI  

  4     3150 MAYBERRY POLICE DEPT.     1200 MAIN STREET          MAYBERRY, NC  1

  5     3100 MAYFIELD PRESS            SUITE 200                 MAYFIELD,  MI  

  6     3004 MAYRE OFFICE SUPPLY       1256 UNION ROAD           LA CROSSE  WI  

  7     3007 MEASURE SUPPLIES          1348 MENTOR AVE           LA CROSSE  WI  

  8     3151 MIDLAND PAPER COMPANY     1291 SOUTH AVENUE         MIDLAND,  WI  4

  9     3010 MILTON INC                1289 MILTON AVENUE SOUTH  LA CROSSE  WI  

 10     3002 MINER INCORPORATED        134 ROYAL LANE            LA CROSSE  WI  

 11       10 MINOLTA                   1200 BROADWAY AVE         NEWARK  NJ  045

 12       99 MINOLTA                   RAMSEY NJ 00101                          

 13      991 MINOLTA                   1002 ERIE LANE            WESTFORD  CA  4

 14      992 MINOLTA                   SYRACUSE, NY                             

Display N'ext, Select Vendor Choice, Or E'nd                                    

                            Enter '^' To Go Back One Field, '/' To Cancel       

�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Entering the Vendor  (Cont’d)



Select Vendor Choice - E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



The screen displays all vendors that have a name which begins with the inputted characters.  Each line contains the vendor number, complete name, and the second and last lines of the vendor's address.  Only 15 characters of the last address line display.  A computer assigned number is associated with each vendor.  The first prompt appears when there is less than 15 vendor choices.  The second prompt appears when there is more than 14 vendor selections.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range will appear and the cursor will return for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  When a N for next is input the cursor is at one of the two following prompts.



Display N’ext P'revious, Select Vendor Choice, Or E'nd           

Display P'revious, Select Vendor Choice, Or E'nd           



The first prompt appears until the last screen of vendor choices is accessed.  The second prompt appears when the last screen is reached.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range will appear and the cursor will return for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  Enter a P for previous to go back one screen of selections.  You may go back and forward as many screens as exist.

�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Entering The Credit/Debit Memo To Be Voided



Once the selected vendor choice or a valid vendor number is input, the vendor name appears.  If the miscellaneous vendor number 999999 is input an additional prompt appears.



Input Miscellaneous Vendor Name



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   7:59   

                                                            Post   0       .00

Vendor No   999999                                Cont. No.                   

                                                                              

                                                                              

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

         Input Miscellaneous Vendor Name                                      

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



Input the name of the vendor the credit or debit memo is assigned to.  This is the name that is printed on the Accounts Payable reports.  Miscellaneous vendors are used for vendors that you do not need a permanent Vendor File.  The invoice for that vendor is a one time or very uncommon occurrence.  For more information on the set up of the miscellaneous vendor see page 510, Vendor File Maintenance.  (25 Alphanumeric)

�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Entering The Credit/Debit Memo To Be Voided  (Cont’d) 



Cont. No.



Every credit or debit memo that is created in A/P Invoice Entry is assigned a voucher control number.  When the credit or debit memo is applied to an invoice the control number for the credit or debit memo is the same as the invoice’s.  An open credit or debit memo is assigned it’s own unique voucher control number.  In order to void a credit or debit memo, you must enter the voucher control number that was assigned when the debit or credit memo was created.  Control numbers can be found on the majority of the A/P reports and the Vendor Inquiry.  Entering ERROR, / slash, or an up arrow key returns the cursor to the Vendor No. prompt.  Entering a carriage return, a control number that is not found in the open A/P invoice files, or a control number that is only assigned to an invoice and not a credit or debit memo, produces  the prompt, Debit/Credit Memo Not Found.  The cursor returns to the Vendor No. prompt. 

(8 Digits)



The following message appears when a control number is entered that is assigned to a debit or credit memo that has been applied to an A/P check.  No voids are allowed on debit or credit memos that have been applied to an A/P check either as a partial or full amount.  Note, if the check, which is the payment record, is voided, the credit or debit memo can than be voided. 



Payment Has Been Made Void Not Allowed



�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Entering The Credit/Debit Memo To Be Voided  (Cont’d) 



Once an acceptable control number is entered information from the credit or debit memo is displayed.  This includes the credit or debit memo number, amount, and credit or debit memo date.  The cursor is at the following prompt.



Is This The Debit/Credit Memo Y/N ?



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   8:45   

                                                            Post   0       .00

Vendor No      106 OFFICE PRODUCTS WORLDWIDE      Cont. No.     19021         

                                                                              

DM/CM # D456                   DM/CM Date  1/03/96   DM/CM Amount   -270.00   

------------------------------------------------------------------------------

                                                                              

                                                                              

    Is This The Debit/Credit Memo Y/N ?                                       

                            Enter '^' To Go Back One Field, '/' To Cancel     



Enter a Y for yes to accept this as the record that is to be voided.  Enter a N for no to not accept this as the record to be voided.  If there are any other existing credit or debit memos with the same vendor, control number, they will than display.  This would occur if more than one credit or debit memo was applied to the same invoice.  If there are no more, the prompt Debit/Credit Memo Not Found appears.  The cursor returns to the Vendor No. prompt.  A slash or up arrow key ^ exits the voiding of the record.  



When a Y for yes is entered, if the credit or debit memo has an existing A/P History File, the void proceeds as an automatic void.  The operator will not have to enter the General Ledger distribution.  If there is no existing A/P History File, an automatic void can not be made.  The operator must enter the General Ledger distributions.  When no A/P History File is found the following prompt appears after entering a Y for yes.  The purpose of the prompt is to alert the operator that no APHistory File is found for this credit or debit memo, thus an automatic void can not occur.



Accounts Payable History Record Not Found.  You Must Enter The Distributions. Enter ‘CR’ To Continue.    



Entering a carriage return continues the program on with the void process.

�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Automatic Void Of Credit Or Debit Memos  



Following are the procedures when a credit or debit memo has an existing APHistory File.  An automatic void will occur.  All of the General Ledger distributions display.



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   8:45   

                                                            Post   0       .00

Vendor No      106 OFFICE PRODUCTS WORLDWIDE      Cont. No.     19021         

                                                                              

DM/CM # D456                   DM/CM Date  1/03/96   DM/CM Amount   -270.00   

------------------------------------------------------------------------------

   Account    Amount Account Name              Special Description            

    111000   -120.00 INVENTORY                 OFFICE PRODUCTS WORLDWI        

    111102   -150.00 INVENTORY-SUPPLIES        OFFICE PRODUCTS WORLDWI        

                                                                              

                                                                              

                                                                              

A'ccept Or C'ancel                                                            

                            Enter '^' To Go Back One Field, '/' To Cancel     



All of the accounts, amount distributed, description of the account number, and the special description accepted on the debit or credit memo for that G/L distribution, display.  These are the accounts and amounts that will be debited with an entry into the General Ledger.  The displayed special description will be written into the General Ledger entry.  The GLHist File is used to display and make the distributions.  These cannot be changed in the Debit/Credit Memo Void program.  There should be no reason why the distributions stored in the GLHist File would ever be different than the distributions entered on the debit or credit memos.  The only way a difference could occur is if they weren’t created correctly or they were changed.  Note, if they are not correct the void should be canceled.  Also note that if the displayed G/L account has been deleted from the Chart of Accounts, the account name will display as Invalid Account.  The void should be canceled.



�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Automatic Void Of Credit Or Debit Memos  (Cont’d)



On automatic voids the cursor is at one of the two following prompts.



A’ccept Or C’ancel

N’ext, A’ccept, Or C’ancel



The first prompt appears when all of the distribution fits on one screen.  The second prompt appears when the distribution exceeds one screen.  Entering a N for next displays the next screen of distributions.  One of the two following prompts appears.



N’ext, P’revious, A’ccept, Or C’ancel

P’revious, A’ccept, Or C’ancel



The first prompt appears until the last screen is accessed.  The second prompt appears when the last screen is accessed.  The purpose of paging back and forth between screens is just to verify that this is the debit or credit memo that you wanted to void.  Enter a N for next to view the next screen.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.

�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Automatic Void Of Credit Or Debit Memos  (Cont’d)



A’ccept Or C’ancel

N’ext, A’ccept, Or C’ancel

N’ext, P’revious, A’ccept, Or C’ancel

P’revious, A’ccept, Or C’ancel



If you do not want to void the displayed credit or debit memo, enter a C for cancel.  The following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Void  

Are You Sure You Want To Cancel ?  (Y'es/N'o)                             



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   9:05    

                                                            Post   0       .00 

Vendor No      106 OFFICE PRODUCTS WORLDWIDE      Cont. No.     19021          

                                                                               

DM/CM # D456                   DM/CM Date  1/03/96   DM/CM Amount   -270.00    

------------------------------------------------------------------------------ 

   Account    Amount Account Name              Special Description             

    111000   -120.00 INVENTORY                 OFFICE PRODUCTS WORLDWI         

    111102   -150.00 INVENTORY-SUPPLIES        OFFICE PRODUCTS WORLDWI         

                                                                               

                                                                               

                                                                               

Cancellation Means That No Updating Will Take Place For This Entire Void       

Are You Sure You Want To Cancel ?  (Y'es/N'o)                                  

                            Enter '^' To Go Back One Field, '/' To Cancel      



Entering a Y for yes cancels the voiding of the credit or debit memo.  The record is not voided.  No updating occurs.  The cursor returns to the Vendor No prompt.  Enter a N for no to not cancel the void.  The cursor returns to the A’ccept prompt.

�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Automatic Void Of Credit Or Debit Memos  (Cont’d)



A’ccept Or C’ancel

N’ext, A’ccept, Or C’ancel

N’ext, P’revious, A’ccept, Or C’ancel

P’revious, A’ccept, Or C’ancel



Enter an A to accept the void.  The credit or debit memo is voided and all file updating occurs.  The following appropriate prompt appears.



Credit Memo Voided.  Press 'RETURN' To Continue     

Debit Memo Voided.  Press 'RETURN' To Continue     



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   9:05   

                                                            Post   1   -270.00

Vendor No      106 OFFICE PRODUCTS WORLDWIDE      Cont. No.     19021         

                                                                              

DM/CM # D456                   DM/CM Date  1/03/96   DM/CM Amount   -270.00   

------------------------------------------------------------------------------

   Account    Amount Account Name              Special Description            

    111000   -120.00 INVENTORY                 OFFICE PRODUCTS WORLDWI        

    111102   -150.00 INVENTORY-SUPPLIES        OFFICE PRODUCTS WORLDWI        

                                                                              

                                                                              

                                                                              

Credit Memo Voided.  Press 'RETURN' To Continue                               

                            Enter '^' To Go Back One Field, '/' To Cancel     



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   9:20   

                                                            Post   1    -45.00

Vendor No      105 OTTO SUPPLY COMPANY            Cont. No.     19022         

                                                                              

DM/CM # G76                    DM/CM Date  1/18/96   DM/CM Amount    -45.00   

------------------------------------------------------------------------------

   Account    Amount Account Name              Special Description            

    111102    -45.00 INVENTORY-SUPPLIES        OTTO SUPPLY COMPANY            

                                                                              

                                                                              

                                                                              

Debit Memo Voided.  Press 'RETURN' To Continue                                

                            Enter '^' To Go Back One Field, '/' To Cancel     



A carriage return returns the cursor to the Vendor No. prompt.  When this prompt appears you know the credit or debit memo has been successfully voided.

�Debit/Credit Memo Void  (Cont’d)





Enter Data



Voiding A Credit Or Debit Memo With No History 



The following documentation applies to voiding a credit or debit memo with no APHist or GLHist Files.  An automatic void cannot be made.  Entry of the credit or debit memo record that is to be voided is the same as described beginning on page 195.  After inputting the control number, the General Ledger distribution screen displays.  Be sure and enter the same G/L distributions that were entered when the credit or debit memo was created.  



Account 



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   9:28   

                                                            Post   1   -270.00

Vendor No      106 OFFICE PRODUCTS WORLDWIDE      Cont. No.     19046         

                                                      C/M Bal.       100.00   

DM/CM # BW23                   DM/CM Date  1/04/96   DM/CM Amount   -100.00   

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

     111000                      INVENTORY                                    

                                                                              

                                                      Enter 'TOT' When Done   



If there is a General Ledger Account number stored in the Vendor File that is the default.  A carriage return accepts the default account.  This can be overridden.  If there is no default the Account is blank and a valid General Ledger Account must be input.  When an invalid G/L account is input, the prompt Invalid Account # Or Type appears.  The cursor returns for reinput.  The C/M/D/M. Bal. is adjusted after each distribution.  The description of the G/L account number displays.  After at least one entry input TOT to exit the entry.  As many General Ledger distributions may be entered as desired.  (8 Digits) 



Amount 



Input the amount desired for the distribution.  A carriage return accepts the displayed C/M/D/M. Bal as the amount.  A positive number should be input.  The program knows this is a credit or debit memo.  The entry will be debited.  A negative or zero dollar amount may be entered but this will add back to the credit or debit memo balance and the entry is credited instead of the normal debit entry.  The only time a negative sign should be input is if a negative sign was input when creating the credit or debit memo.  Input ERROR or ^ to return to Account.  After the amount is entered the Cumulative is updated, reflecting the total amount distributed.  (9 Digits - No Decimals) 

�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Voiding A Credit Or Debit Memo With No History  (Cont’d)



Special Description 



If a carriage return is input the vendor name will automatically be the default.  A description identifying the distribution may be entered.  The description remains with the General Ledger Account number input on the distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  Type in ERROR to return to Account.  An up arrow key returns to Amount.  (23 Alphanumeric) 



Once TOT has been entered at Account, one of the two following prompts appear.



Enter # To Change, A'dditional Input, Or 'CR' To End 

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   9:40   

                                                            Post   1   -270.00

Vendor No      106 OFFICE PRODUCTS WORLDWIDE      Cont. No.     19046         

                                                      C/M Bal.          .00   

DM/CM # BW23                   DM/CM Date  1/04/96   DM/CM Amount   -100.00   

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

 1   111000     50.00      50.00 INVENTORY             OFFICE PRODUCTS WORLDWI

 2   112400     50.00     100.00 INVENTORY PARTS       OFFICE PRODUCTS WORLDWI

                                                                              

                                                                              

 Enter # To Change, A'dditional Input, Or 'CR' To End                         



The first prompt appears when the G/L distributions are less than 13.  The second prompt appears when the total G/L distributions exceed 12.  Entering a N for next allows viewing of the next screen of distributions.  When a N for next is input one of the two following prompts appear.



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering a N for next allows viewing of the next screen of distributions.  Enter a P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.

�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Voiding A Credit Or Debit Memo With No History  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is displayed at the bottom of the screen.  The cursor is at the Account prompt.



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   9:48   

                                                            Post   1   -270.00

Vendor No      106 OFFICE PRODUCTS WORLDWIDE      Cont. No.     19046         

                                                      C/M Bal.          .00   

DM/CM # BW23                   DM/CM Date  1/04/96   DM/CM Amount   -100.00   

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

 1   111000     50.00      50.00 INVENTORY             OFFICE PRODUCTS WORLDWI

 2   112400     50.00     100.00 INVENTORY PARTS       OFFICE PRODUCTS WORLDWI

                                                                              

                                                                              

    Account    Amount          Account Name            Special Description    

     111000     50.00          INVENTORY               OFFICE PRODUCTS WORLDWI



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data will stay as is.



Amount 



The amount entered on the add is displayed  A carriage return accepts it.  This can be changed if desired.  If changed the C/M/D/M. Bal. is adjusted.  An up arrow key ^ or ERROR returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)

�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Voiding A Credit Or Debit Memo With No History  (Cont’d)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data. 

(23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   9:48   

                                                            Post   1   -270.00

Vendor No      106 OFFICE PRODUCTS WORLDWIDE      Cont. No.     19046         

                                                      C/M Bal.        25.00   

DM/CM # BW23                   DM/CM Date  1/04/96   DM/CM Amount   -100.00   

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

 1   612300     25.00      25.00 EXPENSE               OFFICE PRODUCTS WORLDWI

 2   112400     50.00      75.00 INVENTORY PARTS       OFFICE PRODUCTS WORLDWI

                                                                              

                                                                              

    Account   Amount Cumulative  Account Name          Special Description    

 3   111000                      INVENTORY                                    

                                                      Enter 'TOT' When Done   



Operation is the same as described on the original add.  See page 201.  If a default account is stored in the Vendor File, that displays.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount will enter the credit or debit memo balance.  The amount can be entered.  Any amount entered adjusts the balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT is entered at the Account prompt.

�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Voiding A Credit Or Debit Memo With No History  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Once all of the G/L distributions are entered and all changes or additions made, entering a carriage return exits the entry of the G/L distribution.  



Exiting an A/P credit or debit memo void is not allowed if the total amount of expense distributions does not equal the total credit or debit memo amount.  Thus the D/M/C/M Balance would not be at zero.  If carriage return to end is input and the D/M/C/M Balance is not at zero, the following prompt displays. 



Void Amount:     #  Total Distributions:     # 

Void/Distrib Not In Balance - M'ore Distrib, Or C'ancel  



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   9:48   

                                                            Post   1   -270.00

Vendor No      106 OFFICE PRODUCTS WORLDWIDE      Cont. No.     19046         

                                                      C/M Bal.        25.00   

DM/CM # BW23                   DM/CM Date  1/04/96   DM/CM Amount   -100.00   

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

Void Amount:     100.00  Total Distributions:      75.00                      

Void/Distrib Not In Balance - M'ore Distrib, Or C'ancel                       



The credit or debit memo amount and the total of all of the G/L distributions made on that void display.  There are two options at this prompt.  One is to enter a M to make more distributions.  What you want to do is apply the credit or debit memo balance.  The program returns to the screen that shows all of the G/L distributions that were entered.  You may than change or add G/L distributions.  When you have netted the credit or debit memo balance to zero, exit the entry of the G/L distributions with the carriage return.

�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Voiding A Credit Or Debit Memo With No History  (Cont’d)



Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel



The last option is to cancel the void.  When a C to cancel the void is input, the entire transaction is canceled.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Void

Are You Sure You Want To Cancel ?  (Y'es/N'o)                           



Enter a Y for yes to cancel the transaction.  The record is not voided.  Entering a N for no will return the cursor to the Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel prompt.



When the credit or debit memo amount nets to zero and you have exited the G/L distributions, the cursor continues to one last prompt for that record.



A'ccept, Or C'ancel, 



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1   9:48   

                                                            Post   1   -270.00

Vendor No      106 OFFICE PRODUCTS WORLDWIDE      Cont. No.     19046         

                                                      C/M Bal.          .00   

DM/CM # BW23                   DM/CM Date  1/04/96   DM/CM Amount   -100.00   

------------------------------------------------------------------------------

    Account    Amount Cumulative Account Name          Special Description    

                                                                              

                                                                              

                                                                              

                                                                              

              A'ccept Or C'ancel                                              



When a C to cancel the void is input, the entire transaction is canceled.  A void is not created.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.

�Debit/Credit Memo Void  (Cont’d)





Enter Data  (Cont’d)



Voiding A Credit Or Debit Memo With No History  (Cont’d)



Cancellation Means That No Updating Will Take Place For This Entire Void

          Are You Sure You Want To Cancel ?  (Y'es/N'o)                 



Enter a Y for yes to cancel the transaction.  No void is made.  Entering an N for no returns the cursor to the A’ccept, Or C’ancel, prompt.



A’ccept,  Or C’ancel,



When the void information is correct, the final acceptance of the void must be made.  Enter an A for accept.  The following prompt appears.



Credit/Debit Memo Voided.



As soon as an A for accept is input, all of the files for that void are updated, with the exception of the credit G/L entry to the Accounts Payable account.  That will be updated when exiting the program.  The above prompt displays after the updating is completed.  The prompt verifies that the record is voided.  The cursor returns to the Vendor No. prompt.  The void is added to the total amount and number of voids entered.  This displays after the heading Post.  



 1/04/96     Debit/Credit Memo Void Posting For  1/04/96    Month  1  10:16   

                                                            Post   2   -370.00

Vendor No                                         Cont. No.                   

                                                                              

                                                                              

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



�Debit/Credit Memo Void  (Cont’d)





Additional Information



Updating Of Files 



Following is a recap of the files that are updated when a credit or debit memo is voided.  This relates to records with or without APHistory and GLHistory.



A/P Files



All of the A/P Files are updated.  The credit or debit memo is removed from the vendor’s account.  The void record appears on the A/P Transaction Register and Voucher Number Report.



Vendor File



The amount is added back to purchases month and year to date.  Number of invoices month and year to date is reduced by one.  The A/P Balance is updated.



General Ledger and Chart Of Accounts Files



An entry is written to the G/L File for each expense distribution entered.  The source code of the entry is AP.  Also written is the fiscal month number, account number, amount distributed, credit or debit memo date, system date, vendor number, voucher control number, and the special description.  The Chart File is also updated with the amount.  The credit to the Accounts Payable G/L account for the total credit or debit memo amount is not made until the A/P Debit/Credit Memo Void program is exited and the procedure totals are displayed.



A/P History File



If there is an existing APHistory File, the existing record is marked as a void.  When viewing the credit or debit memo in the Invoice Inquiry, the credit/debit memo will reflect that it has been voided.  For credit or debit memos entered prior to Revision 11, no APHist record exists thus no updating will occur on this file.



G/L History File



If there are existing GLHistory Files, the existing records are marked as a void.  When viewing the credit or debit memo in the Invoice Inquiry, the record reflects that it has been voided.  For credit or debit memos entered prior to Revision 11, no GLHist records exist thus no updating will occur on this file.�Debit/Credit Memo Void  (Cont’d)





Additional Information  (Cont’d)



Summary Of Operation



Following is a brief summary of the voiding of an A/P invoice or credit memo.



The vendor the credit or debit memo is assigned to must be entered.  This can be accomplished by input of the vendor number or performing an alpha search on the vendor name.



After entering the assigned voucher control number, the header information is displayed.  The operator than accepts or rejects this as the correct credit or debit memo that is to be voided.



If there is an existing APHistory and GLHistory File the void proceeds as an automatic void.  The General Ledger distributions are displayed.  The operator can page back and forth, viewing all of the distributions included on the credit or debit memo.  After verifying everything is correct, the operator accepts the void.  File updating than occurs.  All G/L information is from the GLHist Files.  The record is marked as a void.  Viewing the credit or debit memo in Invoice Inquiry reflects that the record has been voided.  Prior to the final acceptance of the void, the operator can also cancel the void transaction.  No file updating will than occur.



When there is no APHistory and GLHistory Files, the operator must input the G/L distributions.  A default General Ledger account number from the Vendor File will appear.  The default account must be overridden to match the input when the credit or debit memo was created.  The G/L distributions may be changed as many times as desired, prior to the final acceptance of the void.  You also may add more distributions.  Once all information is correct the final acceptance of the void is made.  At this time all file updating occurs.  Instead of accepting the void the operator may also cancel the transaction.  No updating occurs.

�Debit/Credit Memo Void  (Cont’d)





Enter Data



Once the A/P Debit/Credit Memo Void program is exited the Procedure Control Totals display and should be used as a reconciliation tool.  At this time the one entry of the total amount voided for all records entered, is posted to the General Ledger as a credit to the Accounts Payable account, that is defined in Global Record 6.  The entry is assigned a source code of PT and includes the number of credit or debit memos voided as the description.  The cursor is at the following prompt.



Enter 'Y' To Return To Menu 



1/04/96            Posting For  1/04/96                    Month  1  10:20:24

                   Procedure Control Totals                                  

                   Transactions                 2                            

                                                                             

                     Amount                370.00                            

                                                                             

                     Discount                 .00                            

                                                                             

                   Distributions                4                            

                                                                             

                     Amount                370.00                            

                                                                             

                   Accounts Payable No     201000                            

                                                                             

                     Amount                370.00                            

                                                                             

              Enter 'Y' To Return To Menu                                    



A Y is the only valid input and will return to the A/P Data Entry menu.  The Procedure Control Totals include the following figures for all inputted voids combined. 



Transactions  Total number of credit or debit memos entered.



Amount  Total voided amount.  



Discount  There are no discount amounts reflected on credit or debit memos.



Distributions  Total number of General Ledger distributions.



Amount  Total amount posted to General Ledger distributions.



Accounts Payable No  The Accounts Payable General Ledger Account number. 



Amount  The amount posted to the Accounts Payable Account. 

�Accounts Payable Data Entry  (Cont’d)





Manual Check Entry



Introduction



Manual Check Entry� XE "Manual Check Entry" \r "manual1" � is found on the Accounts Payable Data Entry menu, 1-6.  When a check is needed to be issued for a payment of an invoice that has not been entered through the Accounts Payable Invoice Entry program, Manual Check Entry must be used.  The check is hand typed and later entered into the computer for General Ledger distribution and vendor purchase analysis.  When the input is completed not only are the expenses posted to the General Ledger but the invoice is paid, creating a Check File.  Thus the invoice and payment record is created together.  If a Manual Check has been issued on an invoice for a computer generated purchase order, the purchase order must be input into the Manual Check Entry program.  This updates all of the Purchase Order and Pending Files.



Use of Accounts Payable Manual Check Entry, along with entering the assigned purchase order number, results in the following functions� XE "Manual Check Entry:Functions And Purpose" \r "manual2" �.  Also included are functions relating to non-P.O. Manual Check transactions.



Manual Check Entry directly updates the General Ledger, posting the entry to the Checking Account General Ledger account, discount and the expense distribution accounts.  



A Check File, reflecting the paid and discount amounts, is created.  The check register is updated. 



Vendors can be accessed by vendor number or through an alpha vendor name search.  A miscellaneous vendor is available, which allows input of the vendor’s name.  This should be used for vendors that are very rarely used and a permanent Vendor File is not desired.  A default vendor number appears after completing an invoice.  This is the vendor used on the prior invoice and can be overridden.  Thus if you enter all manual checks for the same vendor one after another, this will save you the input of vendor number.  These features apply to P.O. and non-P.O. invoice functions.



A discount amount is entered as a dollar amount.  The discount amount is posted to the General Ledger, upon entry of the manual check.  The discount function relates to P.O. and non-P.O. manual check functions.

�Manual Check Entry  (Cont’d)





Introduction  (Cont’d)



The vendor’s invoice number may be up to 20 alphanumeric characters.  The system date will be the default invoice number.  A check for duplicate invoice numbers per vendor occurs.  This applies to P.O. and non-P.O. invoices.



The General Ledger is updated with a credit� XE "Manual Check Entry:Cash And Discount G/L Account Posting" � to the checking or cash G/L account.  The amount credited is the total amount of the invoice less the discount amount.  The discount amount is also credited.  The checking or cash and discount account is defined in the Global File.  All of the expense distributions are posted directly to the General Ledger.  There is an unlimited amount of expense distributions that can be made per invoice or individual purchase order line item.  This relates to P.O. and non-P.O. invoices.



When entering a P.O. invoice, additional input of General Ledger distributions, not relating to the individual items on the purchase order is available.  This is used to post such things as freight and other charges.  



When invoicing from a purchase order, an item with a Vendor Item File that has a designated General Ledger Account number, automatically displays in the expense distribution entry.  If the item does not have a defined G/L account number in a Vendor Item File but does have a Product Class Association File, the designated General Ledger Account number automatically displays in the expense distribution entry.  The branch number, assigned to the item on the purchase order, is also a factor in determining which G/L account appears as the default.  This allows a different default G/L account number to appear based on different branches.  If there is no G/L account number defined in the Vendor Item File or Product Class Association File, a default G/L account number stored in the Vendor File is used.  All defaults can be overridden.



A non-P.O. invoice will have one G/L default account number.  This is stored in the Vendor File and can be overridden.



The Aged Trial Balance and Vendor Analysis reports include manual checks for P.O. and non-P.O. invoices.  The Vendor File is updated for month and year to date purchases.

�Manual Check Entry  (Cont’d)





Introduction  (Cont’d)



On P.O. invoices a Pending File� XE "Manual Check Entry:Pending File" � is updated or created.  If the Accounts Payable invoice has been input but the items have not been received the items print on the Pending Receipt Report.  If the receipt has been entered and the invoice is than entered, the purchase order is removed from the Pending Invoice Report.  Once the Accounts Payable invoice and the receipt of the item has been performed, the Purchase Order item prints on the Variance Report.  This provides an analysis of the receipt cost of the item versus the invoiced cost of the item. 



The program provides any amounts that have been previously invoiced of an item.  It also provides the receiving status of the purchase order, closed, open, or partially received.  The quantity invoiced and date invoiced is written for each item into the Purchase Order Line Item File.  Also written to this file is the invoiced cost of the item, which is written as the actual cost.  The P.O. Quoted Cost remains unchanged.



More than one purchase order can be applied to the same invoice.  Each purchase order has the corresponding files updated.  The operator is able to go back and forth between the purchase orders, making modifications on all of the included purchase orders, prior to the final acceptance of the invoice.



All invoices� XE "Manual Check Entry:A/P History File" � create an APHist File and GLHist File.  This includes invoices linked to a purchase order and those not linked to a purchase order.  The GLHist File stores all of the expense distributions that posted to the General Ledger for P.O. and non-P.O. invoices.  An additional GLHist File is created which stores the check number, amount paid and discount amount.  This allows the payment information to be accessed through the Invoice Inquiry.  The APHist File stores the invoice header information and purchase order information.  This file can be accessed through the A/P Invoice Inquiry.  When an invoice is linked to a purchase order, the items on the purchase order and amounts and quantities invoiced are written to the APHist File.  If an item has been substituted in P.O. Receipts, the original item number is written to the APHist File.  Thus a linkage of purchase order items, A/P invoice and the G/L distributions are created and stored in the history files.  These files remain until a purge is run.

�Manual Check Entry  (Cont’d)





Introduction  (Cont’d)



The program provides an automatic release function of all of the items on a P.O. invoice.  The operation of the automatic release is based on the receiving status of the purchase order.  If there is no default G/L account number, the program prompts for an account.  Within the automatic release function, individual items can still be selected for individual changes or exclusion from the automatic release.  The invoice information and General Ledger distribution on the items can be changed as many times as desired.  Invoice header and check information can also be changed.  Thus until the operator exits the item screen, invoices on the items can be modified as many times as desired.



Non-P.O. invoices also allow as many changes to the General Ledger distribution as desired, prior to accepting the invoice transaction.  Invoice header information can also be changed.



After the entry of the automatic release or individual selections and G/L distributions, there is the ability to cancel the entry of the invoice.  Cancellation of the invoice means no files are updated and allows the operator the ability to redo the invoice.  This applies to P.O. and non-P.O. invoice transactions.



�Manual Check Entry  (Cont’d)





Enter Data



Transaction Date



When entering the program from the menu the cursor stops at Transaction Date.  A carriage return accepts the system date as the transaction date.  This can be overridden.  Whatever date is input determines what fiscal month is updated in the General Ledger.  It is not the invoice date that determines the month the General Ledger is updated.  It is the transaction date input when entering the program.  Thus it is extremely important that the correct transaction date is entered.  As an example, the current system date is 10/01/95.  However, you are still entering invoices in for the month of September and you want them posted to the General Ledger for fiscal month September.  Thus in order for the General Ledger to be updated for the month of September a transaction date of 09/30/95 should be entered when entering the program at the Transaction Date menu prompt.  The transaction date that is input is also the default invoice date, which can be overridden per invoice.  (MMDDYY)



Notice on the following screen sample, that the fiscal month� XE "Manual Check Entry:Fiscal Month Updating" � that will be updated in the General Ledger is displayed after the heading Month.  In this example, the fiscal year begins in January so month 10 is October.  If the fiscal year began in July, entering a transaction date of 10/04/95, would post to fiscal month 4 in the General Ledger.



 10/04/95            Manual Check Entry For  10/04/95       Month  10  9:27     

                                                            Post   0       .00  

 Vendor No.                                                                     

 Inv.No.                           P.O. Number                Check #           

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

                                                                                

------------------------------------------------------------------------------  

                                                                                

                                                                                

                            Enter '^' To Go Back One Field, '/' To Cancel       



�Manual Check Entry  (Cont’d)





Enter Data  (Cont’d)



In Global Record 6 the Accounts Payable G/L account number is stored.  These are the accounts that are automatically posted to when exiting the program.  If there is an invalid G/L account number stored in Global Record 6, input of the invoice is not allowed.  The following prompt appears upon entry to the program.  Entering a carriage return exits the program and return to the Accounts Payable Data Entry menu.  You must have a valid account number stored in the Global File in order to enter an invoice.



There Are Invalid G/L Account Numbers In Global Record 6 - Input Not Allowed.   

Enter 'CR' To Return To Menu                                                    



 2/12/96            Manual Check Entry For  2/12/96         Month  2   9:34   

                                                            Post   0       .00

 Vendor No.                                                                   

 Inv.No.                           P.O. Number                Check #         

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)

                                                                              

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

                                                                              

There Are Invalid G/L Account Numbers In Global Record 6 - Input Not Allowed. 

Enter 'CR' To Return To Menu                                                  

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



Entering the Vendor



Vendor No. 



Input the vendor number� XE "Manual Check Entry:Vendor Entry" \r "manual4" � that the invoice is from.  This must be a valid Vendor number.  The vendor name displays.  If an invalid number is input, the prompt Invalid Vendor  appears.  The cursor returns for reinput.  To exit the program input an E, END or TOT.  If at least 1 alpha character or a number greater than 8 digits is entered the program performs an alpha search on the vendor name.  You may enter up to 25 alphanumeric characters.

�Manual Check Entry  (Cont’d)





Enter Data  (Cont’d)



Entering the Vendor  (Cont’d)



Vendor No. 



When the alpha search on the vendor name is made, the cursor is at one of the two following prompts.



Select Vendor Choice Or E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



 2/12/96            Manual Check Entry For  2/12/96         Month  2   9:38     

                                                            Post   0       .00  

 Vendor No. OTTO                                                                

 Inv.No.                           P.O. Number                Check #           

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

                                                                                

    Vendor #/Name                      Address                                  

  1      100 OTTO CORP.                500 NORTH SHORE DRIVE     CHICAGO,  IL  5

  2      105 OTTO SUPPLY COMPANY       900 VALLEY ST             CHICAGO   IL  5

                                                                                

                                                                                

                                                                                

Select Vendor Choice Or E'nd                                                    

                            Enter '^' To Go Back One Field, '/' To Cancel       



 2/12/96            Manual Check Entry For  2/12/96         Month  2   9:38     

                                                            Post   0       .00  

 Vendor No. M                                                                   

 Inv.No.                           P.O. Number                Check #           

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

                                                                                

    Vendor #/Name                      Address                                  

  1     8008 MABEL CORPORATION         23 GENERAL LANE           LA CROSSE  WI  

  2     3003 MAPP INCORPORATED         3400 COLLEGE LANE         LA CROSSE  WI  

  3      234 MASTER WAREHOUSE          1210 POWER DRIVE          LA CROSSE  WI  

  4      432 MAYBERRY GENERAL STORE    900 TERRACE DRIVE         LA CROSSE  WI 5

  5     3150 MAYBERRY POLICE DEPT.     1200 MAIN STREET          MAYBERRY, NC  1

  6     3100 MAYFIELD PRESS            SUITE 200                 MAYFIELD,  MI  

  7     3004 MAYRE OFFICE SUPPLY       1256 UNION ROAD           LA CROSSE  WI  

  8     3007 MEASURE SUPPLIES          1348 MENTOR AVE           LA CROSSE  WI  

  9     3151 MIDLAND PAPER COMPANY     1291 SOUTH AVENUE         MIDLAND,  WI  4

 10     3010 MILTON INC                1289 MILTON AVENUE SOUTH  LA CROSSE  WI  

 11     3002 MINER INCORPORATED        134 ROYAL LANE            LA CROSSE  WI  

 12       10 MINOLTA                   1200 BROADWAY AVE         NEWARK  NJ  045

 13       99 MINOLTA                   RAMSEY NJ 00101                          

 14      991 MINOLTA                   1002 ERIE LANE            WESTFORD  CA  4

Display N'ext, Select Vendor Choice, Or E'nd                                    

                            Enter '^' To Go Back One Field, '/' To Cancel       



�Manual Check Entry  (Cont’d)





Enter Data  (Cont’d)



Entering the Vendor  (Cont’d)



Select Vendor Choice - E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



The screen displays all vendors that have a name which begins with the inputted characters.  Each line contains the vendor number, complete name, and the second and last lines of the vendor's address.  Only 15 characters of the last address line displays.  A computer assigned number is associated with each vendor.  The first prompt appears when there is less than 15 vendor choices.  The second prompt appears when there is more than 14 vendor selections.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range appears and the cursor returns for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter N for next to view the next screen of vendor choices.  When N for next is input the cursor is at one of the two following prompts.



Display N’ext P'revious, Select Vendor Choice, Or E'nd           

Display P'revious, Select Vendor Choice, Or E'nd           



The first prompt appears until the last screen of vendor choices is accessed.  The second prompt appears when the last screen is reached.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range appears and the cursor returns for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  Enter a P for previous to go back one screen of selections.  You may go back and forward as many screens as exist.

�Manual Check Entry  (Cont’d)





Enter Data  (Cont’d)



Creating the Invoice/Check Header

� XE "Miscellaneous Vendor" �

Once the selected vendor choice or a valid vendor number is input the vendor name appears.  If the miscellaneous vendor number 999999 is input an additional prompt appears.

� XE "Manual Check Entry:Invoice Header Entry" \r "entrytc" �

Input Miscellaneous Vendor Name



 2/12/96            Manual Check Entry For  2/12/96         Month  2   9:38   

                                                            Post   0       .00

 Vendor No.   999999                                                          

 Inv.No.                           P.O. Number                Check #         

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)

                                                                              

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

         Input Miscellaneous Vendor Name                                      

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



Input the name of the vendor the invoice is assigned to.  This is the name that will be printed on the Accounts Payable reports.  Miscellaneous vendors are used for vendors that you do not need a permanent Vendor File.  The invoice for that vendor is a one time or very uncommon occurrence.  For more information on the set up of the miscellaneous vendor see page 510, Vendor File Maintenance.  (25 Alphanumeric)

� XE "Manual Check Entry:Miscellaneous Vendor" �

Once the input of the first manual check, since entering the program, is completed that vendor number appears as the default vendor number.  A carriage return at Vendor No accepts the default.  You may override the default by entering another number or selecting a vendor through the alpha search.  Every time a new vendor number is input and the invoice completed, that vendor number appears as the default.  This is a time saving feature if all manual checks to the same vendor are entered consecutively.



Entering a / slash or ERROR at any of the header prompts, beginning at Inv.No. through Disc. Amt., cancels the input.  The cursor returns to the Vendor No. prompt.  An up arrow key ^ to go back one space is also allowed at the same prompts.  Also after completing the line item and G/L distribution section of the invoice, there is another chance to change some of the header information.�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Creating the Invoice/Check Header  (Cont’d)



Inv.No.



Input the vendor's invoice number.  If a carriage return is input the current system date is assigned as the invoice number.  (20 Alphanumeric)

� XE "Manual Check Entry:Invoice Number Entry" �

 2/12/96            Manual Check Entry For  2/12/96         Month  2  10:14   

                                                            Post   0       .00

 Vendor No.      105  OTTO SUPPLY COMPANY                                     

 Inv.No.  21296                    P.O. Number                Check #         

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)

                                                                              

------------------------------------------------------------------------------

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



In the above example, the system date is 2/12/96.  A carriage return at Inv.No. automatically assigns 21296 as the invoice number.  If the system date was 10/14/96 the default invoice number would be 101496.  If an invoice number is entered that is already assigned to the vendor on another existing invoice, this prompt appears and beeps.



Invoice Already On File For This Vendor. Allow Duplicate Invoice # (Y'es/N'o)   



 2/12/96            Manual Check Entry For  2/12/96         Month  2  10:14    

                                                            Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY                                      

 Inv.No.  C32                      P.O. Number  ^             Check #          

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

                                                                               

------------------------------------------------------------------------------ 

                                                                               

Invoice Already On File For This Vendor. Allow Duplicate Invoice # (Y'es/N'o)  

                            Enter '^' To Go Back One Field, '/' To Cancel      



The system checks the APHist and A/P Files to determine if the inputted invoice number is already assigned to this vendor on another invoice or credit memo.  If it finds a duplicate the prompt appears.  Enter Y for yes to accept the duplicate number.  Enter N for no to not accept the number.  The cursor returns for reinput.  Note, the program will not consider the current system date as a duplicate if a carriage return is input.  As an example, if two invoices were input to the same vendor on 2/12/96 with the invoice number 21296 entered with a carriage return, they would not be considered duplicate.  However, keying in 21296 as the invoice number on the same or next day, ex. on 2/13/96, would produce the duplicate invoice number prompt.�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Creating the Invoice/Check Header  (Cont’d)



P.O. Number  



When the Global File switch, to link the Purchase Order module to the Accounts Payable module is set to no, the prompt for the purchase order number does not appear.  The screen looks as follows.  See the Purchase Order manual, P.O. Control File for information on setting the switch.  



 2/12/96            Manual Check Entry For  2/12/96         Month  2  10:58   

                                                            Post   0       .00

 Vendor No.                                                                   

 Inv.No.                                                      Check #         

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)

                                                                              

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



When the Global File switch is set to yes, the P.O. Number prompt appears on the screen.  Input the Purchase Order� XE "Manual Check Entry:Purchase Order Number Entry" \r "manual6" � number that was created in the Purchase Order System.  This is the computer generated P.O. number.  If an invoice is being entered that is not a computer generated P.O. carriage return through this field.  Only P.O. numbers created in the Purchase Order module are accepted as a valid input.  If an invalid P.O. number is entered, the message P.O. Not Found appears.  The cursor returns for reinput.  (10 Digits) 

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Creating the Invoice/Check Header  (Cont’d)



P.O. Number  



There are three purchase order receiving status’s.  A partial status means at least one item on the purchase order has had at least one receipt, but there are quantities left to be received.  An open status means there have been no item receipts on the purchase order.  A closed status means all of the items on the purchase order have been completely received.  When a valid purchase order is entered and accepted the current receiving status of the P.O. is displayed.  This displays as follows.



Closed or Part Rec (for a partial status) or Open



 2/12/96            Manual Check Entry For  2/12/96         Month  2  11:18   

                                             PART REC       Post   0       .00

 Vendor No.      105  OTTO SUPPLY COMPANY                                     

 Inv.No.  21296                    P.O. Number        4739    Check #         

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)



 2/12/96            Manual Check Entry For  2/12/96         Month  2  11:44   

                                             CLOSED         Post   0       .00

 Vendor No.      106  OFFICE PRODUCTS WORLDWIDE                               

 Inv.No.  21296                    P.O. Number        4740    Check #         

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)



 2/12/96            Manual Check Entry For  2/12/96         Month  2  11:45    

                                             OPEN           Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY                                      

 Inv.No.  21296                    P.O. Number        4682    Check #          

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 



The display of the receiving status is to� XE "Manual Check Entry:Purchase Order Receiving Status" � alert the operator and to aid them in the invoice process.  The norm is that the invoice is not entered until the items have been received.  Thus an open status P.O. is normally not invoiced.  Normally on a partial receipt only the items received are invoiced.  On a closed status all items received are normally invoiced.  Especially when the purchase order is very large, knowing the receiving status without having to page through the entire P.O. should be helpful.  The receiving status of the P.O. also relates to the automatic release function of Manual Check Entry.  Depending upon the receiving status of the P.O. determines the operation of the release.  This is explained later in the documentation.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Creating the Invoice/Check Header  (Cont’d)



P.O. Number



If a valid P.O. number is input but belongs to a different vendor a message displays. 



P.O. Vendor Number Is xxxx - Do You Wish To Continue (Y/N) 



 2/12/96            Manual Check Entry For  2/12/96         Month  2  11:50   

                                                            Post   0       .00

 Vendor No.      105  OTTO SUPPLY COMPANY                                     

 Inv.No.  21296                    P.O. Number  4740          Check #         

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)

                                                                              

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

P.O. Vendor Number Is  106 -  Do You Wish To Continue (Y/N)                   

                                                                              

                                                                              

                                                                              

                            Enter '^' To Go Back One Field, '/' To Cancel     



If Y for yes is input the program continues on.  The purchase order history stays with the original vendor as the purchase order remains unchanged.  Only the Accounts Payable invoice and A/P history of the purchase order is updated with the inputted vendor.  This circumstance would occur when the merchandise is shipped from one site and billed from another site.  The original P.O. should be placed at the ship to site and the invoice input to the bill to vendor.  A N for no returns the cursor to P.O. Number. 



If a P.O. number is input that was created as a Prepaid Purchase Order� XE "Manual Check Entry:Prepaid Purchase Orders" �, the system does not allow entry as a purchase order.  The idea of a Prepaid Purchase Order� XE "Prepaid Purchase Orders" � is that the invoice has already been paid so the General Ledger distribution has already been entered.  Thus there is no need for P.O. actual versus quoted cost analysis.  If an attempt is made to input a Prepaid Purchase Order number, the message Prepaid Order displays and the cursor returns to the P.O. Number prompt for reinput.  Note, you can still enter the invoice without inputting the purchase order number.



If a P.O. number is input that has no items assigned to it, the message No Line Items On Order appears.  The cursor returns for reinput.�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Creating the Invoice/Check Header  (Cont’d)



P.O. Number



If the purchase order that is entered is being accessed on another terminal in the programs P.O. File Maintenance, P.O. Receipts, and the Accounts Payable Invoicing programs, the prompt PO Is In Use On Another Task , appears.  The cursor returns for reinput.  Entry of the P.O. number is not allowed until the other task exits the P.O.  This is for data updating integrity.  Note, when multiple P.O.’s per invoice are entered all are considered in use until completing the invoice transaction.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  11:50   

                                                            Post   0       .00

 Vendor No.      105  OTTO SUPPLY COMPANY                                     

 Inv.No.  21296                    P.O. Number  4739          Check #         

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)

                                                                              

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

PO Is In Use On Another Task                                                  

                            Enter '^' To Go Back One Field, '/' To Cancel     



Check #



Enter the assigned check� XE "Manual Check Entry:Check Entry" � number of the manual check.  Duplicate check numbers are not allowed.  If a check number is entered that already exists in the Check File, the prompt Check # Already On File - Please Re-Enter displays.  The cursor returns for reinput.  (10 Digits)



Check Amount 



Input the total amount of the check.  This is the amount that has been paid to the vendor for this individual invoice.  If the invoice includes more than one purchase order� XE "Manual Check Entry:Multiple Purchase Order Invoices" �, enter the amount paid to include all of the P.O.’s.  The check amount does not include any discount amount thus it is less any discount.  The check amount is the amount that is credited to the Checking or Cash G/L account.  The account is defined in Global Record 6.  A zero check amount is allowed.  A negative check amount is not allowed.  (10 Numeric - No Decimals) 



�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Creating the Invoice/Check Header  (Cont’d)



Check Date



Input the check date.  This is the invoice and check date.  It also becomes the due date.  A carriage return accepts the default date which is the transaction date.  This should be overridden to the actual check date.  If an invalid date is entered, the prompt Invalid Date--Enter Again appears.  The cursor returns for reinput and the default redisplays.  The check date does not determine the month the General Ledger is updated.  The transaction date determines the month the General Ledger is updated.  An up arrow key ^ back to this prompt returns the default.  (MMDDYY) 



Discount Amt.



Enter the amount of the discount� XE "Manual Check Entry:Discount Amount Entry" � that was taken on this check.  The check amount plus discount equals the invoice amount.  The invoice amount is the amount that must be distributed for the expense distribution of the invoice.  The discount amount is posted to the General Ledger and is credited.  The G/L account number for discount is defined in Global Record 6.  (8 Digits - No Decimals)



After entry of the discount amount the Invoice Amt is displayed.  Invoice amount is the check amount plus the discount amount.  The cursor is at the following prompt.



OK (Y/N)



 2/12/96            Manual Check Entry For  2/12/96         Month  2  12:42    

                                             CLOSED         Post   0       .00 

 Vendor No.      106  OFFICE PRODUCTS WORLDWIDE                                

 Inv.No.  21296                    P.O. Number        4740    Check #      2000

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      735.98        2/12/96          15.02              751.00                 

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                            Enter '^' To Go Back One Field, '/' To Cancel      



This is the last chance to enter the check and discount amount.  The manual check would have to be canceled or voided to make a correction to these amounts.  Enter Y for yes to accept the entry and continue on with the input.  Enter N for no to cancel the input.  The cursor returns to Vendor No.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice



After the header is accepted, if this is an invoice that is being entered from a computer generated purchase order� XE "Manual Check Entry:Purchase Order Invoice Entry" \r "manual7" �, the lines from the purchase order now display. 



 2/12/96            Manual Check Entry For  2/12/96         Month  2  12:46    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:        200.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost     Ext. Cost  

   1 ITEM-G             EA     1     4     0     0     0     7.5000       30.00  

       Vendor Item : 45-P567            Def. G/L Acct   112200                  

   2  Msg: THIS IS A MESSAGE ON A PURCHASE ORDER.                              

   3 ITEM65A            CS    10     3     0     0     0    14.5000       43.50  

       Vendor Item : ITEM65A            Def. G/L Acct   112400                  

   4 TONER              CT     4     5     5     0     0    36.0000      180.00  

       Vendor Item : 45-235-6543        Def. G/L Acct   112200                  

                                                                               

                                                                               

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #                                             



 2/12/96            Manual Check Entry For  2/12/96         Month  2  12:42    

                                             CLOSED         Post   0       .00 

 Vendor No.      106  OFFICE PRODUCTS WORLDWIDE        Inv. Bal:        751.00 

 Inv.No.  21296                    P.O. Number        4740    Check #      2000

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      735.98        2/12/96          15.02              751.00          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 111-222-3333       EA     1     2     2     2     0    25.0000      50.00  

       Vendor Item : 111-222-3333       Previously Invoiced In Full            

   2 45-111-34-2222     EA     1     4     4     0     0    13.0000      52.00  

       Vendor Item : 45-111-34-2222     Def. G/L Acct   112500                  

   3 946-181            CS     4    29    29    29     0     6.4800     187.92  

       Vendor Item : D4598-34           Previously Invoiced In Full            

   4 ITEM-M             CS   100     1     1     0     0   630.0000     630.00  

       Vendor Item : 34-E2-456          Def. G/L Acct   112200                  

   5 PART15             EA     6     3     3     3     0     5.8300      17.49  

       Vendor Item : PART15             Previously Invoiced In Full            

   6 TONER2             EA     1     3     3     0     0     5.7500      17.25  

       Vendor Item : TONER2             Def. G/L Acct   112400                  

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #                                             



�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



For each item line of the purchase order the following displays.  All information is from the Purchase Order Line Item File unless otherwise noted.



Line  A computer assigned line number used to select the line.



Item Number  The full item number on the purchase order.  This is the item number from the Item File.



Vendor Item Number  The Vendor Item Number from the purchase order.



UM  The unit of measure from the purchase order.  



PM  The pack multiple from the purchase order. 



Ord  The total quantity ordered from the purchase order. 



Rec'd  The total quantity received into inventory through P.O. Receipts.



P’Pd  Previous Paid.  This is the total quantity invoiced from prior invoice transactions. 



Cu’Pd  Current Paid.  The total quantity invoiced on the invoice that is being input.  When first entering the invoice this is always zero.  This is updated as items are individually selected or through the automatic release.



Cost  This is the actual cost� XE "Manual Check Entry:Cost - Actual" � stored in the P.O. Line Item File.  Actual cost is the cost the item was received, or invoiced, on prior invoices and receipts for the P.O.  Whatever transaction was entered last is the actual cost.  if the item has not been received or invoiced, the cost is the accepted Quoted cost at the time the item was added to the P.O.  The four decimal unit cost is displayed.



Ext. Cost  The extended cost equals Ord times Cost.  This is always rounded to two decimal positions.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



Def. G/L Acct  



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost

   2 45-111-34-2222     EA     1     4     4     0     0    13.0000      52.00

       Vendor Item : 45-111-34-2222     Def. G/L Acct   112500               



The default General Ledger Account� XE "Manual Check Entry:G/L Default Account Numbers" � number.  There are three possible defaults.  Note, the default accounts are all current, not the account stored at the time the purchase order was created.  The first priority account is one that is stored in the item’s Vendor Item File.  If there is no account defined in an item’s Vendor Item File, the second priority account is one that is stored in the Product Class Association File.  This is the account linked to the product class of the item.  The branch number stored in the P.O. Line Item File and the branch in the Product Class Association File are than compared.  If a branch number match is found, the account number stored in that record is used.  If there is an account in the Vendor Item File and the branch number entered on the item on the purchase order is a branch other than branch 1, the Vendor Item File is bypassed and the Product Class Association File is checked.  If a match on branches occur than the G/L account number stored in the Product Class Association File is used instead of the Vendor Item File.  If no match is found in the Product Class Association File, the account number in the Vendor Item File is used.  Branch 1 items use an account defined in the Vendor Item File over those assigned for branch 1 in the Product Class Association File.  Items assigned to branches other than branch 1 use the accounts assigned to the matching branch and product class in the Product Class Association File and bypass the Vendor Item File.  Thus this enables items assigned to branches other than branch 1 to bypass the priority of the Vendor Item File and go directly to the Product Class Association File.



The third priority account is the G/L Account that is stored in the Vendor File.  If no Vendor Item File exists or no Product Class Association File match is found, the G/L account number stored in the Vendor File is used.  If none of these three exist a 0 (zero) is printed.  Note, the default G/L account number is used to post the expense as the default account when an item is individually selected and is also the account number that is used when the item is invoiced through the automatic release function.



�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



Previously Invoiced In Full  



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost

   1 111-222-3333       EA     1     2     2     2     0    25.0000      50.00

       Vendor Item : 111-222-3333       Previously Invoiced In Full          



If there have been prior invoices applied to the purchase order line items, and the item is fully invoiced, meaning the quantity order Ord equals prior invoiced P’Pd, this message appears, instead of the default G/L account number.  This item cannot be selected individually or be invoiced through the automatic release function.



Any message lines� XE "Manual Check Entry:Messages On Purchase Orders" � that were input on the purchase order appear. 



Inv. Bal:  The Invoice Balance displays.  As items are selected or the automatic release function is activated, the invoice balance is adjusted.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



When the purchase order� XE "Manual Check Entry:Purchase Order Invoices - Automatic Vs Individual Release" \r "manual8" � line items are first accessed the cursor is at one of the two following prompts.  These are referred to as the invoicing prompts.



Automatic R'elease, E`X'clude Lines, E'nd    

Enter A'dditional Charges, Or Line #           



Automatic R'elease, E`X'clude Lines, E'nd               

Enter, N'ext, A'dditional Charges, Or Line #    



The first prompt appears when there is only one screen of items and messages.  The second prompt appears when there is more than one screen of items and messages.  Entering N for next displays the next screen of line items.  When N for next is input one of the following two prompts appear.



Automatic R'elease, E`X'clude Lines, E'nd    

Enter P’revious, N’ext, A'dditional Charges, Or Line #           



Automatic R'elease, E`X'clude Lines, E'nd               

Enter, P’revious, A'dditional Charges, Or Line #    



The first prompt appears until the last screen is accessed.  The second prompt appears when the last screen of items and messages is reached.  Enter N for next to view the next screen.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



Automatic R'elease, E`X'clude Lines, E'nd    

Enter A'dditional Charges, Or Line #           



Automatic R'elease, E`X'clude Lines, E'nd               

Enter, N'ext, A'dditional Charges, Or Line #    



Automatic R'elease, E`X'clude Lines, E'nd    

Enter P’revious, N’ext, A'dditional Charges, Or Line #           



Automatic R'elease, E`X'clude Lines, E'nd               

Enter, P’revious, A'dditional Charges, Or Line #    



There are two ways to invoice items on purchase orders.  One is to individually select each item that is to be invoiced.  This is using the Line # function.  This is useful when the purchase order has a lot of items and only one or a few are to be invoiced at this time.  Or all the items on the P.O. need a cost, or quantity invoiced change, or G/L distribution change.  The other method is to do an automatic release of the items on the invoice.  An R is entered to activate the automatic release.  This is very useful and time saving when the majority of the items on the purchase order are to be invoiced with no changes.  The program automatically invoices the quantity of each item based on the receiving status of the purchase order.  The automatic release will never invoice a quantity that has already been invoiced.  The displayed actual cost is used as the invoiced cost.  The displayed default G/L account number is used to distribute the cost to the General Ledger.  Within the automatic function individual items can be selected for changes, such as to change the cost, quantity invoiced and the G/L account distribution.  Items can also be excluded from the automatic release.  This is using the X for Exclude feature.  Thus if you had 11 items on a purchase order and 8 of the items can be invoiced as is but 2 cannot, you are able to do an automatic release of the 8 items and exclude the 2 items that you do not want to invoice.  Or you can individually select any of the 8 items that are being invoiced and make specific changes and they will be released with the automatic function.  You also can cancel an item, that was selected individually or as an automatic release for an invoice, by excluding that item.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)



When invoicing all of the items on the purchase order, individually or automatically, both functions allow items to be selected individually as many times as desired.  You can change the quantity invoiced, the cost posted, and the entered G/L accounts.  Thus if an item was selected individually and an error was made, the item can be re-selected and the changes made.  You may even have entered the automatic release command or selected the item individually and than go back and exclude that item from the automatic release function.



If there would ever be an item on a purchase order that has a cost of zero the item would still have to be distributed on the invoice, either as an individual selection or through the automatic release.  This is the only way that the item would be marked as being invoiced.  If this was not done the item would never be fully closed on the purchase order and would not print on the Variance Report or purge.  The line balance and distribution will be zero. 



Both release functions also have a final accept or cancel command� XE "Manual Check Entry:Canceling The Invoice" �.  Thus if a purchase order was invoiced and than the operator decides that there were to many errors made or it was the wrong P.O. the transaction can be canceled, prior to accepting the invoice of the P.O.  Canceling the transaction means no files are updated.  Nothing is updated until the invoice is accepted and exited.  The purchase order is just like it was, prior to entering the P.O. in Manual Check Entry.  A check is not created.  The vendor’s account, and General Ledger are not updated.  The invoice information is temporarily stored by the program and when the invoice transaction is accepted the actual updating of the files occur.  This includes the P.O. invoiced quantities and cost, the P.O. Pending Files, the vendor’s account, General Ledger expense distributions, the check, and the A/P Files.



The entry of an A at the invoicing prompts allows for additional charges, which is used to enter the General Ledger distribution for the expenses that are not linked to a specific purchase order line item number.  This is to post other expenses such as freight or a down machine charge.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item



Whether the items on the purchase order are to be invoiced individually or with the automatic release function, you may still select an individual item line.  This is utilizing the Indiv. Line # part of the 4 possible prompts used to invoice items.  If you do not plan on using the automatic release function on a P.O. invoice, than the only way to invoice an item is to input the line number that corresponds with the item.  Thus all items that you plan on invoicing must be selected.  If you plan on using the automatic release function than the only reason to select an item individually is to make a change on the default information.  This includes changing quantity invoiced, G/L accounts used in the distribution and the item’s invoiced cost amount.  Thus to select an individual item, enter the corresponding line number at the displayed invoicing prompts.

� XE "Manual Check Entry:Purchase Order Invoices - Individual Selection Of Items" \r "manual9" �

If a line is input that has been completely invoiced, the message, Line Previously Invoiced In Full, displays.  The item is not accessed and the cursor returns to the prompt for reinput.  



 2/12/96            Manual Check Entry For  2/12/96         Month  2  12:57    

                                             CLOSED         Post   0       .00 

 Vendor No.      106  OFFICE PRODUCTS WORLDWIDE        Inv. Bal:        751.00 

 Inv.No.  21296                    P.O. Number        4740    Check #      2000

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      735.98        2/12/96          15.02              751.00          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 111-222-3333       EA     1     2     2     2     0    25.0000      50.00  

       Vendor Item : 111-222-3333       Previously Invoiced In Full            

   2 45-111-34-2222     EA     1     4     4     0     0    13.0000      52.00  

       Vendor Item : 45-111-34-2222     Def. G/L Acct   112500                  

   3 946-181            CS     4    29    29    29     0     6.4800     187.92  

       Vendor Item : D4598-34           Previously Invoiced In Full            

   4 ITEM-M             CS   100     1     1     0     0   630.0000     630.00  

       Vendor Item : 34-E2-456          Def. G/L Acct   112200                  

   5 PART15             EA     6     3     3     3     0     5.8300      17.49  

       Vendor Item : PART15             Previously Invoiced In Full            

   6 TONER2             EA     1     3     3     0     0    23.0000      69.00  

       Vendor Item : TONER2             Def. G/L Acct   112400                  

Automatic R'elease, E`X'clude Lines, E'nd                                      

         Line Previously Invoiced In Full                                      

� XE "Manual Check Entry:Messages On Purchase Orders" �

If a line number is input that does not exist, the prompt Line Does Not Exist appears.  If a line number is input that is assigned to a message line, the message Line Number Is A Message Line displays.  If an alpha character is input other than those in the prompts, Invalid Selection appears.  In all cases the cursor returns for reinput.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Only select the lines of the purchase order that apply to the invoice that is being input.  There may be more lines of items on the purchase order then what the invoice includes.  This would be caused by back orders of merchandise.  There is no limit to the number of invoices entered on a purchase order as long as there are open items that have not been invoiced. 



Once an item is individually selected the program continues on.  The following documentation relates to the first time, in the individual Manual Check transaction, an item is selected.



The program is designed, as the default invoiced quantity and amount for the items, to correspond with the quantity that has been received for the items on the purchase order.  This follows the assumption that the A/P invoice for the items would not normally be entered until the merchandise is received into stock.  However, these defaults can be overridden thus allowing the invoice to be entered prior to the receipt of the items and also allow a change of cost.  Because of the concept that items will not be invoiced until received, if a line number is individually selected and the item has not been totally received the following prompt displays.



Item Not Completely Received - Continue (Y/N) 



 2/12/96            Manual Check Entry For  2/12/96         Month  2  14:20    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:        200.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

                                                                               

                                                                               

Item Not Completely Received - Continue (Y/N)                                  



This is to alert the operator that they are invoicing an item that the total on order amount has not been completely received into stock through P.O. Receipts.  Note, this will display on an item that has partial receipts also.  A N for no returns the cursor to the invoicing prompt.  A Y for yes accesses the item and enters the General Ledger distribution screen. 

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Once the line number has been selected the account distribution screen displays.  For each individually selected item number line on a purchase order, the General Ledger distribution must be entered.  The cursor is at the following prompt.

� XE "Manual Check Entry:G/L Expense Distribution Entry" \r "expense" �

Account 



 2/12/96            Manual Check Entry For  2/12/96         Month  2  14:20    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:        200.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

     112200                      INVENTORY SUPPLIES                            

                                                                               

                                                      Line Balance:     180.00 

                                                                               

                                                      Enter 'TOT' When Done    



There is no limit to the number of G/L accounts for the expense distribution per item.  Whatever accounts are input post to all of the General Ledger Files and the Chart of Accounts File.  Whatever account is entered first is the account that is stored in the Pending File.  There are 3 possible defaults at the Account field.  These are explained in the order of priority.  If there is a Vendor Item File on the selected item number, the General Ledger account that is stored in the Vendor Item File displays.  If there is no Vendor Item File but there is a Product Class Association record, that General Ledger account number displays.  Both of these defaults reflect the current account, not the account at the time the item was added to the purchase order.  The branch number assigned to the item on the P.O. is also taken into effect.  See page 228 for details.  If none of the above exist then the account from the Vendor File displays.  If that is empty then the display is blank.  The description from the chart of accounts is displayed.  A carriage return accepts the displayed account.  The default G/L account numbers can be overridden with a valid General Ledger account number.  If an invalid account or entry is input, the prompt Invalid Account # Or Type appears.  The cursor returns for re-entry.  If the wrong line of the purchase order is selected and this is caught before any distributions are made, enter TOT or ERROR at Account and that line of the purchase order is not updated.  The cursor returns to the initial screen which displays the purchase order lines.  (8 Digits) �Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Amount



At the bottom of the screen the line balance� XE "Manual Check Entry:Line Balance Calculation" \r "manual10" �� � is displayed.  This is the balance of the selected line number not the total purchase order.  Upon first entering the distribution for the item, the line balance is calculated based on the total quantity received on the item.  The cost used is the displayed actual cost.



If the quantity received equals 0 (zero), the line balance displays as follows.



Line Balance = Ord (Quantity Ordered) - P’Pd (Prior quantity invoiced) X Cost



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost 

   1 ITEM-G             EA     1     4     0     0     0     7.5000      30.00 

       Vendor Item : 45-P567            Def. G/L Acct   112200                 



 2/12/96            Manual Check Entry For  2/12/96         Month  2  14:20    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:        200.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

     112200                      INVENTORY SUPPLIES                            

                                                                               

                                                      Line Balance:      30.00 



In the above example, the quantity ordered is 4, quantity received and invoiced is 0.  The cost for one is 7.50.  The line balance would be 4 - 0 = 4 X 7.50 = 30.00.  



As another example, the quantity ordered is 3, quantity received is 0 and the total quantity invoiced on prior invoices is 1.  The cost for one is 26.75.  The line balance would be 3 -1 = 2 X 26.75 = 53.50.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Amount



If the quantity received is greater than zero and is also greater than prior quantity invoiced, the line balance calculation is as follows.



Line Balance = Rec’d (Quantity Received) - P’Pd X Cost



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost

   4 TONER              CT     4     5     5     0     0    36.0000     180.00

       Vendor Item : 45-235-6543        Def. G/L Acct   112200                



 2/12/96            Manual Check Entry For  2/12/96         Month  2  14:20    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:        200.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

     112200                      INVENTORY SUPPLIES                            

                                                                               

                                                                               

                                                                               

                                                      Line Balance:     180.00 

                                                                               

                                                                               

                                                      Enter 'TOT' When Done    



In the above example, the item has a quantity received of 5, with a cost of 36.00.  No prior quantity was invoiced.  Thus the line balance equals 5 - 0 = 5 X 36.00 = 180.00.  As another example, the quantity received is 5, the prior invoiced is 2, with a cost of 20.00.  The line balance equals 5 - 2 = 3 X 20.00 = 60.00.



�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Amount



If the quantity received is greater than zero but is not greater than the quantity paid, the calculation for line balance is as follows.



Line Balance = Ord (Quantity Ordered)- P’Pd (Prior Quantity Invoiced)



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 PART               CT     6     5     2     2     0   298.9800    1494.90  

       Vendor Item : PART               Def. G/L Acct        0                  



 2/12/96            Manual Check Entry For  2/12/96         Month  2  14:35    

                                             PART REC       Post   0       .00 

 Vendor No.       21  WELCH OFFICE SUPPLIES            Inv. Bal:       1000.00 

 Inv.No.  21296                    P.O. Number        4485    Check #      2002

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

     1000.00        2/12/96            .00             1000.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                      Line Balance:     896.94 

                                                                               

                                                                               

                                                      Enter 'TOT' When Done    



In the above example, the item has a quantity received and invoiced of 2.  The cost for one is 298.98.  Thus the line balance equals the quantity ordered of 5 - 2 = 3 X 298.98 = 896.94.  As another example, the quantity ordered is 5 and the quantity received is 2 and the prior quantity invoiced is 3.  The cost for one is 75.00.  The line balance equals 5 - 3 = 2 X 75.00 = 150.00.



As stated earlier, as the amounts are entered, the line balance is adjusted.  If the amount distributed is greater than the original line balance, the line balance is reflected as a negative number.



�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Amount



Whatever amount is distributed reduces the displayed line balance and also the invoice balance.  If a carriage return is entered at the amount field the displayed line balance is accepted as the amount assigned to the inputted G/L account number.  If the line balance is greater than the overall invoice balance entering a carriage return will only enter an amount up to the invoice balance.  However, an amount greater than the overall invoice balance can be keyed in.  You could than exclude the item from the invoice release or change the amount or cancel the transaction.  A zero or a negative number is allowed.  If a negative number is input the account is credited instead of debited.  An up arrow key ^ or ERROR returns to Account.  (9 Digits - No Decimals)



The amount to be distributed should be input if the displayed line balance is the desired total figure but this amount needs to be distributed to more than one G/L account number.  Another reason to override the displayed line balance is because the displayed cost that was used in the calculation of line balance is incorrect.  Thus the cost� XE "Manual Check Entry:Cost - Actual" � has changed from the original P.O. Quoted costs or from prior invoices or receipts of the item.  You want to use the cost designated on the invoice from the vendor.  Another reason to override the displayed line balance is to override the default quantity that was used in the calculation of the line balance.  As an example, the quantity received is 3 and there are no prior invoices, the program will want to use 3 as the quantity to be invoiced.  But for whatever reason you only want to invoice 2 or you want to invoice more than 3.  This would occur when there is a discrepancy between what the vendor says is shipped and what your records show.  Or the inventory and A/P departments are not synchronized in the timing of their input.  The amount distributed will have to be changed to reflect the different quantity.  



Special Description 



If a carriage return is input the vendor name is automatically the default.  A description identifying the distribution may be entered.  The description remains with the General Ledger Account input on that distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  They also are written to the GLHistory File.  Type in an up arrow key ^ to return to Amount.  Inputting ERROR returns to the Account prompt to allow reinput of that distribution line.  (23 Alphanumeric)  

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



After the Special Description is input the cursor returns to Account.  More distributions may be made or enter TOT or ERROR to finish the G/L distribution.  Once TOT is input to end the distribution entry, one of the two following prompts appear to allow the operator to make modifications to the G/L distribution entry.

� XE "Manual Check Entry:G/L Expense Distribution Entry - Changing" \r "manual11" �

Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



 2/12/96            Manual Check Entry For  2/12/96         Month  2  14:45    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:         20.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   112200    100.00     100.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY     

 2   112600     80.00     180.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY     

                                                                               

                                                                               

                                                                               

                                                      Line Balance:       .00  

                                                                               

 Enter # To Change, A'dditional Input, Or 'CR' To End                          



The first prompt appears when the G/L distributions for that item line, are less than 12 entries.  The second prompt appears when the G/L distributions exceed 11 entries.  Entering N for next allows viewing of the next screen of distributions.  When N for next is input one of the two following prompts appear.



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering N for next allows viewing of the next screen of distributions.  Enter P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  14:45    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:         20.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   112200    100.00     100.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY     

 2   112600     80.00     180.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY     

                                                                               

                                                                               

                                                      Line Balance:       .00  

    Account    Amount          Account Name            Special Description     

     112600     80.00          INVENTORY-SUPPLIES BR 2 OTTO SUPPLY COMPANY     



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden, the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data will stay as is.



Amount 



The amount entered on the add is displayed  A carriage return accepts it.  This can be changed if desired.  If changed the displayed line balance will be adjusted.  An up arrow key returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  14:45    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:         55.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   112200    100.00     100.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY     

 2   112600     45.00     145.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY     

                                                                               

                                                                               

                                                                               

                                                      Line Balance:      35.00 

    Account   Amount Cumulative  Account Name          Special Description     

 3   112200                      INVENTORY SUPPLIES                            

                                                      Enter 'TOT' When Done    



Operation is the same as described on the original add.  See page 235.  One of the three possible default accounts display.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the line balance.  The amount can be entered.  Any amount entered adjusts the line balance and the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT or ERROR is entered at the Account prompt.
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Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Entering a carriage return is the final exit for the G/L distribution.  The screen that displays the items is redisplayed.  If the original displayed line balance is changed during the entry of the G/L distribution, after the carriage return is entered, an additional variance calculation appears at the bottom of the screen.  This would be due to a change in the cost, or quantity invoiced not matching the default.  The variance also appears when the total quantity received is less than the quantity ordered, due to partial shipments.  If there is a variance the following prompt appears. 



Variance =       -##  Qty Ord =   #  Recd =   #  Pr Pd =   #  Cu Pd =   #

Enter Quantity Invoiced   #                                               

� XE "Manual Check Entry:Variance Input" \r "manual12" �

The Qty Ord is the total quantity ordered of the item.  The Recd, is the total quantity that has been received.  The Pr Pd, is the total quantity invoiced prior to the input of this invoice.  The Cu Pd is the current quantity invoiced.  Cu Pd is always zero on the first selection of an item.  The calculation for the Variance amount is the Qty Ord minus Pr Pd, times the original displayed cost, minus the total current invoiced cost.  The default amount in Enter Quantity Invoiced is Qty Ord minus Pr Pd or Recd minus Pr Pd, depending upon the current amount received on the item.  This is the same logic used in calculating the line balance.  See page 236 for more details.



A carriage return accepts the displayed quantity invoiced.  If the displayed Quantity Invoiced is not correct you must override it.  This would be in the case of a back order where all the merchandise is not being invoiced as it was not all shipped.  Or you are not agreeing to invoice the default amount.  Basically the invoiced quantity must balance with the cost entered during the G/L distribution.  The input of this field updates the quantity invoiced, per line item, in the Pending and P.O. Line Item File.  This is an important figure if the P.O. Pending reports and future A/P and P.O. Receipts are to be accurate, reflecting the correct quantity invoiced.  If a quantity invoiced amount is input that is greater than the quantity ordered and prior invoiced, the prompt, Total Quantity Invoiced May Not Be More Than Quantity Ordered appears.  The cursor returns for reinput.  (4 Numeric)�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Once the Quantity Invoiced is input the cursor returns to the display of the purchase order line items.  (4 Numeric) 



To recap, the variance prompts do not appear if the original line balance was not changed and the total quantity invoiced equals the quantity ordered.  Following is an example of an item that is invoiced and reflects a variance.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  15:02     

                                             CLOSED         Post   0       .00  

 Vendor No.      100  OTTO CORP.                       Inv. Bal:         40.50  

 Inv.No.  21296                    P.O. Number        4520    Check #      2050 

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

       40.50        2/12/96            .00               40.50          Y       

------------------------------------------------------------------------------  

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost   

   1 PAPER              E     10     5     5     0     0     8.0000      40.00   

       Vendor Item : PAPER              Def. G/L Acct   111100                   



 2/12/96            Manual Check Entry For  2/12/96         Month  2  15:02     

                                             CLOSED         Post   0       .00  

 Vendor No.      100  OTTO CORP.                       Inv. Bal:           .00  

 Inv.No.  21296                    P.O. Number        4520    Check #      2050 

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

       40.50        2/12/96            .00               40.50          Y       

------------------------------------------------------------------------------  

                                                                                

Variance =       -.50  Qty Ord =   5  Recd =   5  Pr Pd =   0  Cu Pd =   0      

Enter Quantity Invoiced   5                                                     



The original cost is 8.00 a piece.  A quantity of 5 have been received.  Thus the original line balance is 5 X 8.00 = 40.00.  However, this cost is incorrect as the item is now 8.10 a piece.  Thus during the G/L distribution the total amount of 40.50 was distributed.  Note the above variance display.  The difference between 40.50 and 40.00 is -.50 thus this is the Variance.  The default Quantity Invoiced is 5.  In this case the default of 5 is correct.  It was not the quantity invoiced that is changed just the cost.  Thus 5 is accepted.  When the item is redisplayed the new actual invoiced cost of 8.10 is reflected.  The cost of 8.10 is written back to the P.O. Line Item and Pending File as the actual cost of the item.  The current amount invoiced is 5.

� XE "Manual Check Entry:Cost - Actual" \r "invoice10a" �

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost

   1 PAPER              E     10     5     5     0     5     8.1000      40.50

       Vendor Item : PAPER                111100     40.50                   

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



Following is another example of an item that is invoiced and reflects a variance.



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost   

   3 TONER              CT     4     5     2     1     0    26.7500     133.75   

       Vendor Item : TONER              Def. G/L Acct        0                   



 2/12/96            Manual Check Entry For  2/12/96         Month  2  15:11    

                                             PART REC       Post   0       .00 

 Vendor No.       21  WELCH OFFICE SUPPLIES            Inv. Bal:           .00 

 Inv.No.  F652                     P.O. Number        4485    Check #      2020

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      120.00        2/12/96            .00              120.00          Y      

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

Variance =     -13.00  Qty Ord =   5  Recd =   2  Pr Pd =   1  Cu Pd =   0     

Enter Quantity Invoiced   1                                                    



In this example, the default quantity invoiced is 1 as 2 have been received and 1 has been invoiced on a prior invoice.  The cost for one was 26.75.  However, the amount that is invoiced on this invoice is the remaining 4 that are on order and the cost of each one is now 30.00.  Thus a G/L distribution of 120.00 was made.  This calculated the displayed dollar variance of 5 (Qty Ord) - 1 (Pr Pd)= 4 X 26.75 =107.00 - 120.00 (distributions made) = -13.00.  The quantity invoiced is overridden to 4.



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost 

   3 TONER              CT     4     5     2     1     4    30.0000     150.00 

       Vendor Item : TONER                112200    120.00                    



The P.O. Line Item and Pending File are updated with the new actual cost of 30.00 and the total quantity invoiced equals 5.



�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Selecting an Individual Item  (Cont’d)



After the distribution is completed on an item line, the items are redisplayed.  The Cu Pd (current invoiced) is updated with the quantity invoiced.  This is a way to tell that the item was selected on this transaction.  The calculation for this amount is described on page 236 or it is input by the operator at the variance display.  The unit and extended cost is updated.  This is based on quantity invoiced and the G/L distribution.  With the four decimal unit cost an item’s unit cost will use all four decimal positions when necessary.  The calculation is total amount distributed, divided by current quantity paid.  Thus if this calculation does not round evenly to two decimals the other two decimal positions are used.  This could work the opposite way.  The unit cost began with more than 2 decimal positions but with cost changes or quantity changes, the unit cost now rounds evenly to two decimal positions.  Note, this will also occur on automatic releases.  



If the cost changed the extended cost reflects this change.  Extended cost always remains two decimal positions.  Note, that extended cost remains quantity ordered times the displayed cost.  Also displaying are the first two G/L distributions applied to the item.  The account and amount is displayed.  Note, line 4 on the following example.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  15:17    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:         20.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 ITEM-G             EA     1     4     0     0     0     7.5000      30.00  

       Vendor Item : 45-P567            Def. G/L Acct   112200                  

   2  Msg: THIS IS A MESSAGE ON A PURCHASE ORDER.                              

   3 ITEM65A            CS    10     3     0     0     0    14.5000      43.50  

       Vendor Item : ITEM65A            Def. G/L Acct   112400                  

   4 TONER              CT     4     5     5     0     5    36.0000     180.00  

       Vendor Item : 45-235-6543          112200    100.00   112600     45.00  

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #                                             



The reason only two G/L distributions display per item is that there is only room for two distributions.  To display more than that would require more lines per item.  You can re-select the line to view and modify the distributions and amounts.  



Also notice that the invoice balance, Inv. Bal., is reduced by the amount distributed.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items

� XE "Manual Check Entry:Purchase Order Invoices - Automatic Release" \r "manual13" �

The other way to invoice items is to do an automatic release.  On all of the invoicing prompts entering a R for the Automatic R’elease option activates the automatic invoice function.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  15:52     

                                             CLOSED         Post   0       .00  

 Vendor No.      106  OFFICE PRODUCTS WORLDWIDE        Inv. Bal:        751.00  

 Inv.No.  21296                    P.O. Number        4740    Check #      2000 

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

      735.98        2/12/96          15.02              751.00          Y       

------------------------------------------------------------------------------  

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost   

   1 111-222-3333       EA     1     2     2     2     0    25.0000      50.00   

       Vendor Item : 111-222-3333       Previously Invoiced In Full             

   2 45-111-34-2222     EA     1     4     4     0     0    13.0000      52.00   

       Vendor Item : 45-111-34-2222     Def. G/L Acct   112500                   

   3 946-181            CS     4    29    29    29     0     6.4800     187.92   

       Vendor Item : D4598-34           Previously Invoiced In Full             

   4 ITEM-M             CS   100     1     1     0     0   630.0000     630.00   

       Vendor Item : 34-E2-456          Def. G/L Acct   112200                   

   5 PART15             EA     6     3     3     3     0     5.8300      17.49   

       Vendor Item : PART15             Previously Invoiced In Full             

   6 TONER2             EA     1     3     3     0     0    23.0000      69.00   

       Vendor Item : TONER2             Def. G/L Acct   112400                   

Automatic R'elease, E`X'clude Lines, E'nd                                       

Enter A'dditional Charges, Or Line #  R                                           



Prior to exiting the invoice prompts, an automatic release can be entered at any time in the procedure.  If the automatic release command is input more than once for a P.O. invoice this is not a problem.  The program sets a switch that an item has been individually selected or invoiced with the automatic release function, thus it does not affect the item to enter the automatic release command more than once.  Items can be individually selected prior to or after the automatic release command.  Thus even after entering the automatic release command, items can be selected and the invoicing information changed.  

� XE "Manual Check Entry:Purchase Order Receiving Status" �

After the automatic release command is input, additional prompts appear, depending upon the receiving status of the purchase order.  The three possible receiving status’s are open, closed and a partial receipt.  The concept behind this is that most companies do not want to enter the invoice until the receipt of the item has been made.  Remember, that the receiving status of the purchase order displays on the screen in the header section of the invoice, after the entry of the purchase order number.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



If the automatic release command is input on a purchase order that has a closed receiving status, no additional prompts appear.  A closed status means all items are received, thus the assumption is made that all items that have not been fully invoiced will now be invoiced.  The quantity invoiced is the ordered amount minus prior invoiced.  The displayed cost times the quantity invoiced is the distributed cost .  The default G/L account is the account used to post the amount to the General Ledger and Chart Files.



The following example shows the results of a closed P.O. being automatically released.  See page 247 for the same P.O. prior to the automatic release command.  



 2/12/96            Manual Check Entry For  2/12/96         Month  2  15:52    

                                             CLOSED         Post   0       .00 

 Vendor No.      106  OFFICE PRODUCTS WORLDWIDE        Inv. Bal:           .00 

 Inv.No.  21296                    P.O. Number        4740    Check #      2000

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      735.98        2/12/96          15.02              751.00          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 111-222-3333       EA     1     2     2     2     0    25.0000      50.00  

       Vendor Item : 111-222-3333       Previously Invoiced In Full            

   2 45-111-34-2222     EA     1     4     4     0     4    13.0000      52.00  

       Vendor Item : 45-111-34-2222       112500     52.00                     

   3 946-181            CS     4    29    29    29     0     6.4800     187.92  

       Vendor Item : D4598-34           Previously Invoiced In Full            

   4 ITEM-M             CS   100     1     1     0     1   630.0000     630.00  

       Vendor Item : 34-E2-456            112200    630.00                     

   5 PART15             EA     6     3     3     3     0     5.8300      17.49  

       Vendor Item : PART15             Previously Invoiced In Full            

   6 TONER2             EA     1     3     3     0     3    23.0000      69.00  

       Vendor Item : TONER2               112400     69.00                     

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #                                             



When the two are compared, note that lines 2, 4, and 6 are the only lines that are updated.  You can tell this by the amounts in the Cu Pd column and the amounts after the default G/L accounts.  Lines 1, 3, and 5 were fully invoiced on other invoices, thus are not re-invoiced during this transaction.  If any of the lines that could be updated automatically, were selected individually, the automatic release would leave them unchanged.  Notice the invoice balance is now zero.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



If the automatic release command is input on a purchase order that has a partial receiving status, the following prompt appears.  Partial status means at least one item has a receipt of at least one.



Only Include Items That Have Receipts But Have Not Been Invoiced? (Y/N)   



 2/12/96            Manual Check Entry For  2/12/96         Month  2  16:07    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:        335.50 

 Inv.No.  V873G5                   P.O. Number        4403    Check #      2003

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      328.79        2/12/96           6.71              335.50          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 ITEM-G             WW     1    30    30     1     0     8.0000     240.00  

       Vendor Item :                    Def. G/L Acct   112200                  

   2 ITEM65A            CS    10    45    15    12     0    14.5000     652.50  

       Vendor Item :                    Def. G/L Acct   112400                  

   3 TONER              CT     4    62     0     2     0    36.0000    2232.00  

       Vendor Item : 45-235-6543        Def. G/L Acct   112200                  

   4 PAPER A            E     10     2     2     2     0     6.0000      12.00  

       Vendor Item : PAPER A            Previously Invoiced In Full            

   5 TESTGG             EA     1    10     5     0     0    12.0000     120.00  

       Vendor Item :                    Def. G/L Acct   111102                  

                                                                               

                                                                               

                                                                               

Only Include Items That Have Receipts But Have Not Been Invoiced? (Y/N)        



Enter Y to automatically include and invoice items only if they have a quantity that has been received and not invoiced.  Enter N for no to release all items and the quantity that has not been invoiced.  What has been received is not factored in.



The above sample P.O. reflects the purchase order prior to the input of this question.  The next pages will show the results of the automatic release, with the response to this question as a yes and a no.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



The first example is after an input of Y is entered at the Only Include Items That Have Receipts But Have Not Been Invoiced? (Y/N) prompt.  Thus this sample reflects the invoice of items with quantities that have been received and not invoiced.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  16:07    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:           .00 

 Inv.No.  V873G5                   P.O. Number        4403    Check #      2003

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      328.79        2/12/96           6.71              335.50          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 ITEM-G             WW     1    30    30     1    29     8.0000     240.00  

       Vendor Item :                      112200    232.00                     

   2 ITEM65A            CS    10    45    15    12     3    14.5000     652.50  

       Vendor Item :                      112400     43.50                     

   3 TONER              CT     4    62     0     2     0    36.0000    2232.00  

       Vendor Item : 45-235-6543        Def. G/L Acct   112200                  

   4 PAPER A            E     10     2     2     2     0     6.0000      12.00  

       Vendor Item : PAPER A            Previously Invoiced In Full            

   5 TESTGG             EA     1    10     5     0     5    12.0000     120.00  

       Vendor Item :                      111102     60.00                     

                                                                               

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #                                             



Notice that lines 1, 2, and 5 are updated for the current invoice.  Line 1 reflects a quantity invoiced of 29.  The ordered amount is 30, but 1 had already been invoiced on a prior invoice transaction.  Line 2 shows an invoiced quantity of 3, which is the difference of the received quantity of 15 less the prior invoiced quantity of 12.  Line 5 shows an invoiced quantity of 5 which is the received quantity.  There were no prior invoices.  Note, line 3 is not updated.  There are none received, thus none are invoiced during this transaction.  If you calculate the Cu Pd times the cost for each item you will see that the invoiced amount is 335.50.  Note, that the invoice balance reflects 0.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



The second example is after an input of N is entered at the Only Include Items That Have Receipts But Have Not Been Invoiced? (Y/N) prompt.  Thus this sample reflects the invoice of items that have not been invoiced.  The amount received is not factored in.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  16:13    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:      -2655.00 

 Inv.No.  V873G5                   P.O. Number        4403    Check #      2003

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      328.79        2/12/96           6.71              335.50          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 ITEM-G             WW     1    30    30     1    29     8.0000     240.00  

       Vendor Item :                      112200    232.00                     

   2 ITEM65A            CS    10    45    15    12    33    14.5000     652.50  

       Vendor Item :                      112400    478.50                     

   3 TONER              CT     4    62     0     2    60    36.0000    2232.00  

       Vendor Item : 45-235-6543          112200   2160.00                     

   4 PAPER A            E     10     2     2     2     0     6.0000      12.00  

       Vendor Item : PAPER A            Previously Invoiced In Full            

   5 TESTGG             EA     1    10     5     0    10    12.0000     120.00  

       Vendor Item :                      111102    120.00                     

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #                                             



Notice that line 1, 2, 3, and 5 are updated.  Basically the calculation is Ord (quantity ordered) minus the P Pd (prior invoiced).  Notice that the invoice balance reflects a negative amount as the invoice amount was entered to include only items that were received and not invoiced.  You may exclude items, or individually select items to make changes or you may cancel the entire transaction.  You cannot change the check amount to match the distributions.



The normal and most common response to the prompt will be the first way, to only invoice the quantity that was received.  However, the option allows flexibility in case the invoice is entered in the computer prior to the receipt.



The displayed cost times the quantity invoiced is the distributed cost .  The default G/L account is the account used to post the amount to the General Ledger and Chart Files.  If any of the lines that could be updated automatically were selected individually the automatic release would leave them unchanged and still included.�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



If the automatic release command is input on a purchase order that has an open receiving status, the following prompt appears.  Open status means there have been no receipts on any of the items.



An Automatic Release Will Include All Items That Have Not Been Invoiced.

No Items Have Been Received.                                            

Are You Sure You Want To Do An Automatic Release? (Y/N)                 



 2/12/96            Manual Check Entry For  2/12/96         Month  2  16:32    

                                             OPEN           Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:        148.50 

 Inv.No.  21296                    P.O. Number        4410    Check #      2015

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      145.53        2/12/96           2.97              148.50          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 ITEM-G             EA     1    14     0     0     0     7.5000     105.00  

       Vendor Item : 45-P567            Def. G/L Acct   112200                  

   2 ITEM65A            CS    10     3     0     0     0    14.5000      43.50  

       Vendor Item : ITEM65A            Def. G/L Acct   112400                  

                                                                               

                                                                               

                                                                               

An Automatic Release Will Include All Items That Have Not Been Invoiced.       

No Items Have Been Received.                                                   

Are You Sure You Want To Do An Automatic Release? (Y/N)                        



Because of the concept of not wanting to invoice a purchase order that has not been received, the message appears as a warning to the operator.  Are you sure you want to do this?  If a N for no is entered, the automatic release is canceled.  The items remain unchanged.  If a Y for yes is entered, the Ord (quantity ordered) minus any P Pd (prior invoiced quantities) are invoiced.  Thus you are invoicing all of the items prior to them being received into inventory on the system.

�Manual Check Entry  (Cont’d) 
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Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



The next example is after an input of a Y is entered at the Are You Sure You Want To Do An Automatic Release? (Y/N) prompt.  Thus this sample reflects the invoice of items that have not been invoiced.  There is no amount received.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  16:32    

                                             OPEN           Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:           .00 

 Inv.No.  21296                    P.O. Number        4410    Check #      2015

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      145.53        2/12/96           2.97              148.50          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 ITEM-G             EA     1    14     0     0    14     7.5000     105.00  

       Vendor Item : 45-P567              112200    105.00                     

   2 ITEM65A            CS    10     3     0     0     3    14.5000      43.50  

       Vendor Item : ITEM65A              112400     43.50                     

                                                                               

                                                                               

                                                                               

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #                                             



Both items on the purchase order are invoiced by the ordered amount.  This calculates out to the inputted invoice amount, thus the invoice balance is 0.



The displayed cost times the quantity invoiced is the distributed cost .  The default G/L account is the account used to post the amount to the General Ledger and Chart Files.  If any of the lines that could be updated automatically were selected individually the automatic release would leave them unchanged and still included on the invoice. 



Remember, you can always override what the automatic release has invoiced for an item, by selecting the item individually.

�Manual Check Entry  (Cont’d) 
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Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



Whenever an automatic release is entered, regardless of the receiving status, the default� XE "Manual Check Entry:G/L Default Account Numbers" � G/L account number is the account that is used to post the amount to the General Ledger, when the item has not been selected individually.  If there is no default account, the program prompts the operator to input an account.  This occurs after the automatic release command is entered and will repeat for every line that is being invoiced and does not have a defined default G/L account.  The following prompt appears.



Line Has No Valid G/L Distribution.  Enter Account Number:  



 2/12/96            Manual Check Entry For  2/12/96         Month  2  16:39    

                                             CLOSED         Post   0       .00 

 Vendor No.       21  WELCH OFFICE SUPPLIES            Inv. Bal:        112.50 

 Inv.No.  21296                    P.O. Number        4442    Check #      2013

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      112.50        2/12/96            .00              112.50          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 TESTGG             EA     1     9     9     0     0    12.5000     112.50  

       Vendor Item : W34-E3             Def. G/L Acct        0                  

                                                                               

                                                                               

                                                                               

                                                                               

   1 TESTGG             EA     1     9     9     0     9    12.5000     112.50  

Line Has No Valid G/L Distribution.  Enter Account Number:                     



The line that does not have a default account number displays.  You must enter a valid G/L account number.  Only one is allowed.  If an invalid account is entered, the prompt Invalid Account Number - Please Re-enter, appears.  The cursor returns for reinput.  When all of the automatically released invoiced items with no default account are displayed, the program redisplays the screen with the items.  The cursor is at one of the four invoicing prompts.  The entered accounts appear with the items.  These items can be selected individually if the G/L distribution needs to be changed.



Note, if you are releasing a large purchase order with numerous items, after inputting lines that need a G/L account or just the release command, the program may appear to pause and you may think the program is stuck.  The program is actually updating the screen and is not hung up.  After the program has gone through all the items, the invoicing prompt appears.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)



The last feature of the automatic invoice function is the ability to exclude items from the automatic release.  As an example, the majority of the items are invoiced but there are a few items that you do not want invoiced.  So you need a way for these items to not be included in the automatic release.  Note, if all items on the P.O. that are invoiced are individually selected and no automatic release function is activated there is no need to exclude items, only items that were individually selected on the P.O. would be included.  

� XE "Manual Check Entry:Purchase Order Invoices - Excluding Items" \r "manual14" �

Another use of the exclude function is to remove an item that has been set to be invoiced with the automatic release function or even just an individually selected P.O.  An example, an item was individually selected and than it is decided that this item should not be invoiced.  You may exclude that item.  Or as another example, the automatic release function is activated and it is decided an item should not be invoiced.  You may exclude that item.  In both cases the item is not invoiced and updated.  



On all of the invoicing prompts entering a X at the E’X’clude Lines prompt activates the ability to exclude items from the automatic release.  You may do the exclusion at any time during the invoice, prior to or after entering the automatic release command.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  16:45    

                                             CLOSED         Post   0       .00 

 Vendor No.      106  OFFICE PRODUCTS WORLDWIDE        Inv. Bal:             0 

 Inv.No.  21296                    P.O. Number        4740    Check #      2000

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      735.98        2/12/96          15.02              751.00          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 111-222-3333       EA     1     2     2     2     0    25.0000      50.00  

       Vendor Item : 111-222-3333       Previously Invoiced In Full            

   2 45-111-34-2222     EA     1     4     4     0     4    13.0000      52.00  

       Vendor Item : 45-111-34-2222       112500     52.00                     

   3 946-181            CS     4    29    29    29     0     6.4800     187.92  

       Vendor Item : D4598-34           Previously Invoiced In Full            

   4 ITEM-M             CS   100     1     1     0     1   630.0000     630.00  

       Vendor Item : 34-E2-456            112200    630.00                     

   5 PART15             EA     6     3     3     3     0     5.8300      17.49  

       Vendor Item : PART15             Previously Invoiced In Full            

   6 TONER2             EA     1     3     3     0     3    23.0000      69.00  

       Vendor Item : TONER2               112400     69.00                     

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #  X                                          

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)

Excluding Items  (Cont’d)



When a X to exclude is entered, the following prompt appears.



Enter Line #’s To Exclude;  Press ‘CR’ When Through



 2/12/96            Manual Check Entry For  2/12/96         Month  2  16:45    

                                             CLOSED         Post   0       .00 

 Vendor No.      106  OFFICE PRODUCTS WORLDWIDE        Inv. Bal:             0 

 Inv.No.  21296                    P.O. Number        4740    Check #      2000

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      735.98        2/12/96          15.02              751.00          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 111-222-3333       EA     1     2     2     2     0    25.0000      50.00  

       Vendor Item : 111-222-3333       Previously Invoiced In Full            

   2 45-111-34-2222     EA     1     4     4     0     4    13.0000      52.00  

       Vendor Item : 45-111-34-2222       112500     52.00                     

   3 946-181            CS     4    29    29    29     0     6.4800     187.92  

       Vendor Item : D4598-34           Previously Invoiced In Full            

   4 ITEM-M             CS   100     1     1     0     1   630.0000     630.00  

       Vendor Item : 34-E2-456            112200    630.00                     

   5 PART15             EA     6     3     3     3     0     5.8300      17.49  

       Vendor Item : PART15             Previously Invoiced In Full            

   6 TONER2             EA     1     3     3     0     3    23.0000      69.00  

       Vendor Item : TONER2               112400     69.00                     

                                                                               

          Enter Line #'s To Exclude; Press 'CR' When Through                   



Enter the line number that corresponds with the item that is being excluded from the invoice.  If an invalid line number is input, the prompt Line Does Not Exist, appears.  The cursor returns for reinput.  After entering a line number, the cursor remains at the prompt allowing input of more line numbers of items to exclude.  When you have completed entering the line numbers, enter a carriage return.  That will exit the exclude prompt.  If the item had been individually selected or updated from the automatic invoice function, after excluding the item the original information for that item prior to this invoice is redisplayed.  Any item that is excluded has X displayed next to the item.



Note, if an item is excluded and should not have been, individually selecting that item will remove the exclusion and the item is than included.  Thus the way to un-exclude an item is to individually select the item and enter the invoice information.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Automatic Invoice Of Items  (Cont’d)

Excluding Items  (Cont’d)



Following is an example, of the results of excluding an item on the sample P.O. 4740, which is included on the preceding page.  Line number 6 Toner2 has been excluded.  Note, that X displays before the line number and also note the Cu Pd (current invoiced) column is zeroed out.  The amount is removed from the G/L account number.  The default G/L account redisplays.  Any cost changes are deleted.  The item is not updated and included on the invoice.  Also notice the Invoice Balance has increased by that item’s posting.  



 2/12/96            Manual Check Entry For  2/12/96         Month  2  16:45    

                                             CLOSED         Post   0       .00 

 Vendor No.      106  OFFICE PRODUCTS WORLDWIDE        Inv. Bal:         69.00 

 Inv.No.  21296                    P.O. Number        4740    Check #      2000

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      735.98        2/12/96          15.02              751.00          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 111-222-3333       EA     1     2     2     2     0    25.0000      50.00  

       Vendor Item : 111-222-3333       Previously Invoiced In Full            

   2 45-111-34-2222     EA     1     4     4     0     4    13.0000      52.00  

       Vendor Item : 45-111-34-2222       112500     52.00                     

   3 946-181            CS     4    29    29    29     0     6.4800     187.92  

       Vendor Item : D4598-34           Previously Invoiced In Full            

   4 ITEM-M             CS   100     1     1     0     1   630.0000     630.00  

       Vendor Item : 34-E2-456            112200    630.00                     

   5 PART15             EA     6     3     3     3     0     5.8300      17.49  

       Vendor Item : PART15             Previously Invoiced In Full            

X  6 TONER2             EA     1     3     3     0     0    23.0000      69.00  

       Vendor Item : TONER2             Def. G/L Acct   112400                  

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #                                             



�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Changing An Invoiced Item



Whether the item is individually selected for the invoice or through the automatic release, the item can be individually number selected as many times as desired.  The G/L distribution accounts and amounts can be modified.  On items that have gone through the automatic release, if the default G/L account number is incorrect or more distributions are necessary, be sure and select the item individually.  The following example is to illustrate re-selecting an item that has already been individually selected for the invoice.  Operation is the same on an item that was invoiced through the automatic release function.  

� XE "Manual Check Entry:Purchase Order Invoices - Changing Or Re-Selecting An Invoiced Item" \r "manual15" �

 2/12/96            Manual Check Entry For  2/12/96         Month  2  17:03    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:         20.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 ITEM-G             EA     1     4     0     0     0     7.5000      30.00  

       Vendor Item : 45-P567            Def. G/L Acct   112200                  

   2  Msg: THIS IS A MESSAGE ON A PURCHASE ORDER.                              

   3 ITEM65A            CS    10     3     0     0     0    14.5000      43.50  

       Vendor Item : ITEM65A            Def. G/L Acct   112400                  

   4 TONER              CT     4     5     5     0     5    36.0000     180.00  

       Vendor Item : 45-235-6543          112200    100.00   112600     45.00  

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #  4                                          



 2/12/96            Manual Check Entry For  2/12/96         Month  2  17:03    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:         20.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   112200    100.00     100.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY     

 2   112600     45.00     145.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY     

 3   112500     35.00     180.00 INVENTORY MISC.       OTTO SUPPLY COMPANY     

                                                                               

                                                      Line Balance:       .00  

                                                                               

 Enter # To Change, A'dditional Input, Or 'CR' To End                          

� XE "Manual Check Entry:G/L Expense Distribution Entry - Changing" \r "manual16" �

Upon re-selection of the item, all of the G/L distributions are displayed.  Changes or additions can be made.  

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Changing An Invoiced Item  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  17:03    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:         20.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   112200    100.00     100.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY     

 2   112600     45.00     145.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY     

 3   112500     35.00     180.00 INVENTORY MISC.       OTTO SUPPLY COMPANY     

                                                                               

                                                      Line Balance:       .00  

    Account    Amount          Account Name            Special Description     

     112600     45.00          INVENTORY-SUPPLIES BR 2 OTTO SUPPLY COMPANY     



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden, the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data stays as is.



Amount 



The amount entered on the add is displayed  A carriage return accepts it.  This can be changed if desired.  If changed the line balance is adjusted.  An up arrow key ^ returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Changing An Invoiced Item  (Cont’d)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  17:03    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:         20.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   112200    100.00     100.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY     

 2   112600     45.00     145.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY     

 3   112500     35.00     180.00 INVENTORY MISC.       OTTO SUPPLY COMPANY     

                                                                               

                                                                               

                                                                               

                                                      Line Balance:        .00 

    Account   Amount Cumulative  Account Name          Special Description     

 4   112200                      INVENTORY SUPPLIES                            

                                                      Enter 'TOT' When Done    



Operation is the same as described on the original add.  See page 235.  One of the three possible default accounts displays.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the line balance.  The amount can be entered.  Any amount entered adjusts the line balance and the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another account, until TOT or ERROR is entered at the Account prompt.

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Changing An Invoiced Item  (Cont’d)



Beginning on page 236 is the explanation of the display of the line balance� XE "Manual Check Entry:Line Balance Calculation" � on the initial selection of an item individually.  When changing or adding accounts to an item that has already been selected individually or gone through the automatic release, the line balance that is displayed is different than the displayed line balance on an initial selection of an item.  If the original G/L distribution agreed with the original default line balance, selecting the item again displays a line balance of zero.  On an automatic invoiced item, this would always be the case.  As an example, the original line balance was 26.75 and that is what was distributed.  Accessing that line again displays the line balance as zero.  Adding or changing the posted amounts updates this displayed line balance.  



If the original G/L distribution changed the line balance, due to cost changes or changing the default invoiced quantity, the line balance on the change still reflects the desire to default to the received amount.  However, if the cost was changed the new cost would be used.  Thus the line balance on a change may appear confusing when you have changed the cost and the default quantity invoiced.  Just remember that entering a carriage return accepts the line balance as the posted amount, but you can always enter the amount you want distributed.  As an example of this, the quantity ordered is 5 and the cost is 26.75 leaving a total of 133.75.  The received quantity is 2 and the prior invoiced is 1.  On the first time the item is selected individually the default line balance would be 26.75.  However, the operator wants to invoice the remaining 4 and also change the cost to 30.00 a piece, which posts 120.00.  If that line is than selected again to make a change, the displayed line balance would be -90.00.  This is the amount posted of 120.00 minus the desired invoiced quantity of 1 which is now 30.00.  Thus if an entry was added a carriage return at amount would insert -90.00 leaving a posting of 30.00 which corresponds to the default quantity invoiced.  



�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Changing An Invoiced Item  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Entering a carriage return is the final exit for the G/L distribution.  The screen that displays the items is redisplayed.  The variance� XE "Manual Check Entry:Variance Input" � prompt appears based on changing the displayed line balance and if the total quantity received is less than the quantity ordered. 



Variance =       -##  Qty Ord =   #  Recd =   #  Pr Pd =   #  Cu Pd =   #

Enter Quantity Invoiced   #                                               



The Qty Ord is  the total quantity ordered of the item.  The Recd, is the total quantity that has been received.  The Pr Pd, is the total quantity invoiced prior to the input of this invoice.  The Cu Pd is the current quantity invoiced.  Cu Pd will now reflect what was entered as the quantity invoiced on the last individual selection of the item.  The calculation for the Variance amount is the Qty Ord minus Pr Pd, times the distributed cost of one item on the last individual selection of the item, minus the total current invoiced cost.  The default amount in Enter Quantity Invoiced is Qty Ord minus Pr Pd or Recd minus Pr Pd, depending upon the current amount received on the item.  This is the same logic used in calculating the line balance.  See page 236 for more details.



A carriage return accepts the displayed quantity invoiced.  If the displayed Quantity Invoiced is not correct you must override it.  This would be in the case of a back order where all the merchandise is not being invoiced as it was not all shipped.  Or you are not agreeing to invoice the default amount.  Basically the invoiced quantity must balance with the entered cost during the G/L distribution.  The input of this field updates the quantity invoiced, per line item, in the Pending and P.O. Line Item File.  This is an important figure if the P.O. Pending reports and future A/P and P.O. Receipts are to be accurate, reflecting the correct quantity invoiced.  If a quantity invoiced amount is input that is greater than the quantity ordered and prior invoiced, the prompt, Total Quantity Invoiced May Not Be More Than Quantity Ordered.  The cursor returns for reinput.  Once the Quantity Invoiced is input the cursor returns to the display of the purchase order line items.  The changed information is reflected.  (4 Numeric) �Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Invoicing Additional Charges



There are additional charges� XE "Manual Check Entry:Purchase Order Invoices - Additional Non-P.O. Item Charges" \r "manual17" � associated with an invoice for a purchase order that do not directly link to the items that are on the purchase order.  This includes freight and down machine charges.  Thus there has to be way to enter the G/L distribution of these extra charges.  This is done through the A’dditional Charges part of the invoicing prompts.  Additional charge entries can be made prior to or after selecting items individually or doing the automatic release.  However, it may be easier keeping the invoice balance correct if the lines of the P.O. are invoiced first and the additional non- P.O. amounts last.  Enter an A to access the additional charge entries.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  17:03    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:         20.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 ITEM-G             EA     1     4     0     0     0     7.5000      30.00  

       Vendor Item : 45-P567            Def. G/L Acct   112200                  

   2  Msg: THIS IS A MESSAGE ON A PURCHASE ORDER.                              

   3 ITEM65A            CS    10     3     0     0     0    14.5000      43.50  

       Vendor Item : ITEM65A            Def. G/L Acct   112400                  

   4 TONER              CT     4     5     5     0     5    36.0000     180.00  

       Vendor Item : 45-235-6543          112200    100.00   112600     45.00  

                                                                               

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #  A                                          



The cursor is at the Account prompt.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  17:03    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:         20.00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

     111102                      INVENTORY-SUPPLIES                            

                                                                               

                                                                               

                                                      Enter 'TOT' When Done    

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Invoicing Additional Charges  (Cont’d)



Account



If there is a G/L Account number in the Vendor File that is the default.  A carriage return accepts the displayed account.  An override to a valid account may be input.  If the Vendor File has no account the account is blank and a valid account number must be entered.  Entering an invalid account produces the prompt, Invalid Account Number Or Type.  The cursor returns for reinput.  As many General Ledger distributions as desired may be input.  Entering ERROR or TOT on the first distribution exits the additional input entry screen.  The items are than redisplayed.  After the complete entry of the first distribution, enter TOT at Account to end the distribution of the additional input accounts.  (8 Digits)



Amount



Whatever amount is distributed reduces the displayed invoice balance.  If a carriage return is entered at the amount field the displayed Inv. Bal is accepted as the amount assigned to the inputted G/L account number.  Thus if the invoice balance is not the desired amount, enter the desired amount.  A zero or a negative number is allowed.  If a negative number is input the account is credited instead of debited.  An up arrow key ^ or ERROR returns to Account.  (9 Digits - No Decimals)



Special Description 



If a carriage return is input the vendor name is automatically the default.  A description identifying the distribution may be entered.  The description remains with the General Ledger Account input on that distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  They are also written to the GLHistory File.  Type in an up arrow key ^ to return to Amount.  Inputting ERROR returns to the Account prompt to allow reinput of that distribution line.  (23 Alphanumeric) 



After the Special Description is input the cursor returns to Account.  More distributions may be made or enter TOT or ERROR to finish the G/L distribution.  

�Manual Check Entry  (Cont’d) 





Enter Data  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Invoicing Additional Charges  (Cont’d)



Once TOT is input to end the additional non-P.O. G/L distribution entry, one of the two following prompts appear to allow the operator to make modifications to the entry.



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



 2/12/96            Manual Check Entry For  2/12/96         Month  2  17:03    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:           .00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   519910     20.00      20.00 FREIGHT IN            OTTO SUPPLY COMPANY     

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

 Enter # To Change, A'dditional Input, Or 'CR' To End                          



The first prompt appears when the G/L distributions for that item line, are less than 12 entries.  The second prompt appears when the G/L distributions exceed 11 entries.  Entering N for next allows viewing of the next screen of distributions.  When N for next is input one of the two following prompts appear.



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering N for next allows viewing of the next screen of distributions.  Enter P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.
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Entering a P.O. Invoice  (Cont’d)

Invoicing Additional Charges  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  17:03    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:           .00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   519910     20.00      20.00 FREIGHT IN            OTTO SUPPLY COMPANY     

                                                                               

                                                                               

                                                                               

    Account    Amount          Account Name            Special Description     

     519910     20.00          FREIGHT IN              OTTO SUPPLY COMPANY     



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data stays as is.



Amount 



The amount entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  If changed the invoice balance is adjusted.  An up arrow key ^ returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)
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Entering a P.O. Invoice  (Cont’d)

Invoicing Additional Charges  (Cont’d)



Special Description



The description entered on the add is displayed  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



Operation is same as described on the original add.  See page 264.  The default account from the Vendor File displays.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the invoice balance.  The amount can be entered.  Any amount entered adjusts the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT or ERROR is entered at the Account prompt.



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Entering a carriage return is the final exit for the additional charge entries.  The screen that displays the items is redisplayed.  The cursor is at the invoicing prompt.



Automatic R'elease, E`X'clude Lines, E'nd  

Enter A'dditional Charges, Or Line #        



Once the initial input of the additional non-P.O. entries is exited, you may enter the A for A’dditional Charges to add more entries or change the existing.  This may be done as many times as desired.  The entries that were entered are displayed.  Operation is the same as described on page 264.  You may also select the additional charges to view the entries and than exit without changing them.
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Entering a P.O. Invoice  (Cont’d)



Once all of the items are invoiced with the automatic release or individually selected and any additional input is done, you are ready to exit the purchase order.  To exit the displayed purchase order enter an E to end at any of the invoicing prompts.  The cursor returns to the P.O. Number prompt.



 2/12/96            Manual Check Entry For  2/12/96         Month  2  17:03    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:           .00 

 Inv.No.  21296                    P.O. Number        4739    Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Pd      Cost    Ext. Cost  

   1 ITEM-G             EA     1     4     0     0     0     7.5000      30.00  

       Vendor Item : 45-P567            Def. G/L Acct   112200                  

   2  Msg: THIS IS A MESSAGE ON A PURCHASE ORDER.                              

   3 ITEM65A            CS    10     3     0     0     0    14.5000      43.50  

       Vendor Item : ITEM65A            Def. G/L Acct   112400                  

   4 TONER              CT     4     5     5     0     5    36.0000     180.00  

       Vendor Item : 45-235-6543          112200    100.00   112600     45.00  

                                                                               

Automatic R'elease, E`X'clude Lines, E'nd                                      

Enter A'dditional Charges, Or Line #  E                                          



 2/12/96            Manual Check Entry For  2/12/96         Month  2  17:03     

                                             PART REC       Post   0       .00  

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:           .00  

 Inv.No.  21296                    P.O. Number                Check #      2001 

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

      196.00        2/12/96           4.00              200.00          Y       

------------------------------------------------------------------------------  

Enter 'E' To End                                                                

� XE "Manual Check Entry:Multiple Purchase Order Invoices" �

The reason that the cursor returns to P.O. Number for the final exit of the invoice, is to allow an input of multiple purchase orders that are billed on one invoice.  There is no limit to how many P.O.’s can be on one invoice.  The total invoice amount must include all the P.O.’s.  Once all of the items on the first purchase order are input and distributions made, an E to end that purchase order is input.  The cursor returns to P.O. Number and the second P.O. for that vendor is entered.  You can individually select the items, do an automatic release, and enter additional non-P.O. entries on that P.O.  Operation is the same as when inputting the first P.O. on the invoice.  You can also exit that P.O. and re-enter the first P.O.  The P.O. line item G/L distributions and additional charges remain and can be accessed and changed.  Thus you can go back and forth between P.O.’s and modify them as many times as desired.  All included P.O.’s are updated in the appropriate files.
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Entering a P.O. Invoice  (Cont’d)



P.O. Number



Once you have invoiced all of the items on all of the included P.O.’s, and additional input, and the invoice balance is zero, it is time to exit the distribution.  Enter an E to end at P.O. Number.  When the invoice balance is zero, after entering an E to end, no more corrections to the item and G/L distribution can be made.  Exiting an invoice is not allowed if the total amount of expense distributions does not equal the total invoice amount.  Thus the Invoice Balance would not be at zero.  If an E to end is input and the Invoice Balance is not at zero, the following prompt displays. 



Invoice Amount:     ####  Total Distributions:     ####                

Invoice/Distrib Not In Balance - M'ore Distrib, Or C'ancel



 2/13/96            Manual Check Entry For  2/12/96         Month  2  10:19    

                                             CLOSED         Post   0       .00 

 Vendor No.      106  OFFICE PRODUCTS WORLDWIDE        Inv. Bal:         69.00 

 Inv.No.  21296                    P.O. Number  E             Check #      2000

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      735.98        2/12/96          15.02              751.00          Y      

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

Invoice Amount:     751.00  Total Distributions:     682.00                    

Invoice/Distrib Not In Balance - M'ore Distributions, Or C'ancel               



The invoice� XE "Manual Check Entry:Invoice Amount Adjustments" � amount and the total of all of the G/L distributions made on that invoice for all of the included P.O.’s displays.  There are two options at this prompt.  One is to enter a M to make more distributions.  The invoice amount is correct but the distributions that have been made are not.  What you want to do is apply the invoice balance.  The program automatically accesses the last P.O. that was accessed on the terminal prior to entering the E to end.  All of the items that had been invoiced during the transaction remain updated.  The G/L distribution remains.  You can select items individually, perform an automatic release again, exclude items or enter additional charges.  If there are multiple P.O.’s you can end out of the accessed one and enter another P.O. and than apply distributions on that P.O.  When you have netted the invoice balance to zero, exit the P.O. and type in an E to end at the P.O. Number prompt.
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Invoice Amount:     ####  Total Distributions:     ####                

Invoice/Distrib Not In Balance - M'ore Distrib, Or C'ancel



The second option is to cancel� XE "Manual Check Entry:Canceling The Invoice" � the invoice.  When a C to cancel the invoice is input, the entire transaction is canceled.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Invoice

          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter Y for yes to cancel the transaction.  No invoice is created.  Entering N for no returns the cursor to the Invoice/Distrib Not In Balance - M'ore Distrib, Or C'ancel prompt.
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Entering a P.O. Invoice  (Cont’d)



When the invoice amount nets to zero and you have exited the purchase orders, the cursor goes to one last prompt for that invoice.



A'ccept, C'ancel, Or Change H'eader     



 2/13/96            Manual Check Entry For  2/12/96         Month  2  10:41    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:           .00 

 Inv.No.  21296                    P.O. Number  E             Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

                                                                               

                                                                               

              A'ccept, C'ancel, Or Change H'eader                              



When a C to cancel the invoice is input, the entire transaction is canceled� XE "Manual Check Entry:Canceling The Invoice" �.  An invoice is not created.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Invoice

          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter Y for yes to cancel the transaction.  No invoice is created.  Entering N for no returns the cursor to the A’ccept, C’ancel, Or Change H’eader prompt.
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Entering a P.O. Invoice  (Cont’d)



A'ccept, C'ancel, Or Change H'eader     



Prior to accepting the invoice, there is also the ability to make changes to specific fields in the Invoice� XE "Manual Check Entry:Invoice Header Entry" \r "manual20" � Header.  If this is desired enter a H at the A’ccept, C’ancel, Or Change H’eader prompt.  The following prompt appears.



Change: 1=Invoice #, 2=Check Date, 3=Check #  

 'CR' To End Or Enter Your Choice             



 2/13/96            Manual Check Entry For  2/12/96         Month  2  10:41    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:           .00 

 Inv.No.  21296                    P.O. Number  E             Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

 Change: 1=Invoice #, 2=Check Date, 3=Check #                                  

  'CR' To End Or Enter Your Choice                                             



Enter a 1 to change the invoice number� XE "Manual Check Entry:Invoice Number Entry" \r "manual21" �  The following prompt appears.



New Invoice #   



 2/13/96            Manual Check Entry For  2/12/96         Month  2  10:41    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:           .00 

 Inv.No.  21296                    P.O. Number  E             Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

                                                                               

          New Invoice #                                                        



A carriage return leaves the invoice number as is.  To change the entered invoice number input the desired vendor’s invoice number.  After input the cursor returns to the Change: 1=Invoice #, 2=Check Date prompt.  (20 Alphanumeric)
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Entering a P.O. Invoice  (Cont’d)



If an invoice number is entered that is already assigned to the vendor on another existing invoice or credit memo, this prompt appears.



Invoice Already On File For This Vendor. Allow Duplicate Invoice # (Y'es/N'o)   



 2/13/96            Manual Check Entry For  2/12/96         Month  2  10:41     

                                             PART REC       Post   0       .00  

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:           .00  

 Inv.No.  21296                    P.O. Number  E             Check #      2001 

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

      196.00        2/12/96           4.00              200.00          Y       

------------------------------------------------------------------------------  

                                                                                

                                                                                

Invoice Already On File For This Vendor. Allow Duplicate Invoice # (Y'es/N'o)   



The system checks the APHist and A/P Files to determine if the inputted invoice number is already assigned to this vendor on another invoice.  If it finds a duplicate the prompt appears.  Enter Y for yes to accept the duplicate number.  Enter N for no to not accept the number.  The original invoice number remains.  Both responses return the cursor to the Change: 1=Invoice #, 2=Check Date prompt.  



Change: 1=Invoice #, 2=Check Date, 3=Check #

 'CR' To End Or Enter Your Choice           



To change the check date enter a 2.  The prompt, New Check Date, appears.



2/13/96            Manual Check Entry For  2/12/96         Month  2  10:41    

                                            PART REC       Post   0       .00 

Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:           .00 

Inv.No.  21296                    P.O. Number  E             Check #      2001

Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

     196.00        2/12/96           4.00              200.00          Y      

----------------------------------------------------------------------------- 

                                                                              

                                                                              

         New Check Date                                                       



Enter the desired check date� XE "Manual Check Entry:Check Entry" \r "manual22" �.  If an invalid date is input, the prompt Invalid Date --Enter Again appears.  The cursor returns for reinput.  After input the cursor returns to the Change: 1=Invoice #, 2=Check Date prompt.  (MMDDYY)
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Entering a P.O. Invoice  (Cont’d)



Change: 1=Invoice #, 2=Check Date, 3=Check # 

 'CR' To End Or Enter Your Choice            



Enter 3 to change the check number.  The following prompt appears.



New Check #



 2/13/96            Manual Check Entry For  2/12/96         Month  2  10:41    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY              Inv. Bal:           .00 

 Inv.No.  21296                    P.O. Number  E             Check #      2001

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

                                                                               

                                                                               

          New Check #                                                          



Enter the assigned check number of the manual check.  A carriage return leaves the check number as is.  Duplicate check numbers are not allowed.  If a check number is entered that already exists in the Check File, the prompt Check # Already On File - Please Re-Enter displays.  The cursor returns to the Change Invoice # prompt after the check number is entered or if a duplicate check number is input.  (10 Digits)



Change: 1=Invoice #, 2=Check Date, 3=Check # 

 'CR' To End Or Enter Your Choice            



A carriage return exits the change header prompt and the cursor returns to the A’ccept, C’ancel, Or C’hange H’eader prompt.  You may change the information in the header as many times as you desire prior to accepting the invoice.
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Entering a P.O. Invoice  (Cont’d)



A’ccept, C’ancel, Or C’hange H’eader 



Once all the header information is correct, the final acceptance of the invoice must be made.  Enter an A for accept� XE "Manual Check Entry:Accepting The Invoice" �.  The cursor is at the following prompt.



Press 'RETURN' To Continue     



 2/13/96            Manual Check Entry For  2/12/96         Month  2  10:41    

                                             PART REC       Post   0       .00 

 Vendor No.      105  OTTO SUPPLY COMPANY     Cont. No.    19260               

 Inv.No.  21296                    P.O. Number  E             Check #      2000

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      196.00        2/12/96           4.00              200.00          Y      

------------------------------------------------------------------------------ 

                                                                               

Press 'RETURN' To Continue                                                     



As soon as an A for accept is input, all of the files for that invoice � XE "Manual Check Entry:Updating Of File - Purchase Order Invoices" \r "manual23" �are updated, with the exception of the credit G/L entry to the Checking and Discount accounts.  That is updated when exiting the program.  The invoice is assigned a voucher control number.  This displays after the heading Cont. No.  The control number is� XE "Manual Check Entry:Control Number Assignment" � assigned from the Global File, record 6.  This is the one unique number to every invoice and manual check entered in the A/P module.  Invoice number can be repeated but control number cannot.  This number is included on all of the A/P inquiries and reports.  The number is necessary to void the manual check.  It is a good idea to record this number on the source document that the check is generated from.  The above prompt displays after the updating is completed.  The prompt allows the operator the chance to record the control number.  Entering a carriage return exits the invoice and the invoice is added to the total amount and number of invoices entered.  This displays after the heading Post.  The vendor number displays as the default for the next check.



 2/13/96            Manual Check Entry For  2/12/96         Month  2  11:23     

                                                            Post   1    200.00  

 Vendor No.      105                                                            

 Inv.No.                           P.O. Number                Check #           

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

                                                                                

------------------------------------------------------------------------------  
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Additional Information



Entering a P.O. Invoice  (Cont’d)



Following is a recap of the files that are updated when the manual check of a purchase order is accepted.



Purchase Order Files



The items included on the invoice are updated with the quantity invoiced and invoice date.  The invoiced cost updates the actual cost.  



Pending Files



Pending Files for each item invoiced are either created or existing ones are updated.  A Pending File will already exist if receipts have been entered through the P.O. Receipts program.  A Pending File may also exist from a prior invoice, however those will not be updated by A/P Manual Check Entry� XE "Manual Check Entry:Pending File" \r "manual55" � as there is a date invoiced.



If the Pending File exists and there is no date invoiced, the program compares the quantity received stored in the Pending File with the quantity currently invoiced.  If this number is the same than the invoice date is written into that Pending File record.  No additional Pending File is created.  



When the Pending File exists and the quantity currently invoiced is greater than the quantity received, than an additional Pending File record is created for the difference.  The existing Pending File that was for the quantity received is updated with an invoice date.  The new Pending File is also updated with the invoice date, quantity invoiced, which is the difference between the invoiced amount and the received amount, G/L account number, and invoiced cost.  No received date is entered.  This Pending File record will be updated when the receipt of the item is entered.  As an example, the quantity received in the existing Pending File is 3.  The current quantity invoiced is 4.  The existing Pending File, with the quantity of 3, is updated with the invoice date.  The new created Pending File is created with a quantity invoiced of 1 and the invoice date.  No receipt date is written to the record, until the receipt is entered.
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Entering a P.O. Invoice  (Cont’d)

Updating of Files  (Cont’d)



Pending File  (Cont’d)



When the Pending File exists and the quantity currently invoiced is less than the quantity received, the quantity received/invoiced on the existing Pending File is changed to the amount that was invoiced.  The date received and invoice date is stored in this record.  An additional Pending File record is created for the quantity that was received but not invoiced.  The invoice information is left blank in this record.  When that quantity is invoiced the invoice information is updated.  As an example, the quantity received is 4 and the current quantity invoiced is 3.  The existing Pending File, that had a quantity received of 4, has the quantity invoiced/received changed to 3.  The date invoiced is written to this record.  The new record that is created has a quantity received of 1.  The date received and received cost is written to this record.  No invoice information is added, until the invoice is entered.



If there is not an existing Pending File, one is created for the quantity invoiced with the invoice date.  The receipt information is added when the receipt is entered.  In all of the updating or creating of the Pending Files the records that reflect the invoice date also store the invoiced or actual cost, the voucher control number, vendor invoice number, and the first G/L account number entered for the item’s G/L distribution.



The information in the Pending File can be viewed in Pending File Maintenance found on the P.O. System Manager menu.  The Pending File is used to track cost variances between the invoice and receipt.  This is reflected on the Variance Report.  The Pending File is also used by the Pending Receipt and Invoice Reports.
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Entering a P.O. Invoice  (Cont’d)

Updating of Files  (Cont’d)



A/P Files



All of the A/P Files are updated.  Information included is invoice amount, discount amount, invoice and due dates, system date, vendor name and number, vendor invoice number, voucher control number, and P.O. number.  The invoice is fully paid.  The entered check date is also the invoice and due date.  If there is more than 1 purchase order per invoice the last P.O. accessed is the P.O. number written to the A/P Files.  Manual checks print on the A/P Aged Trial Balance and A/P Transaction Register and are reflected as being paid.  



Vendor File



The invoice amount is written to purchases month and year to date.  Number of invoices month and year to date is incremented by one.  The check date, number and check amount are also written to the Vendor File.



Check File



A Check File is created.  Information stored in the Check File is check date, check amount, discount amount, system date, vendor number and name.  Also stored is a check type of M which designates this as being a manual check entry.



General Ledger and Chart Of Accounts Files



An entry is written to the G/L File for each expense distribution entered.  The source code of the entry is AP.  Also written is the fiscal month number, account number, amount distributed, check date, system date, vendor number, voucher control number, and the special description.  The Chart File is also updated with the amount.  The credit to the checking or cash account for the total check amount and the discount amount to the discount account is not made until the Manual Check Entry program is exited and the procedure totals are displayed.
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Updating of Files  (Cont’d)



A/P History File



An A/P History File is created.  All of the items that were invoiced� XE "Manual Check Entry:A/P History File" � are written to the A/P History File.  The original item number that is stored in the P.O. Line Item File at the time of the P.O. Receipt is written into the A/P History File.  If no receipts have been entered, the item number on the P.O. is written as the original item number.  This provides information if the original item has been substituted in P.O. Receipts.  The purchase order information at the time of the input of the invoice is written to the APHist File.  This includes the P.O. number, Vendor Item Number, P.O. contact name, unit of measure, pack multiple, P.O. Quoted Cost, prior quantity invoiced and the quantity received at the time of the invoice.  The current invoice information is also written to the APHist File.  This includes the actual invoiced cost, quantity invoiced, and line number of each included item.  The invoice and due date, vendor number, voucher control number, system date, and total invoice amount are also written to the file.  This file can be viewed in the Invoice Inquiry program.  The APHist file remains until a purge is run.



G/L History File



The GLHist File works with the APHist File.  When viewing the APHist File, the GLHist file that corresponds with that record is accessed.  The GLHist File stores the General Ledger distributions entered on the A/P invoices.  Thus when an A/P invoice is accepted all of the G/L distributions for each item invoiced are written to the GLHist File.  Any additional non-P.O. entries are also written to the file.  This includes the account number, amount, and special description.  Also stored is the P.O. number, voucher control number, and invoice number.  Thus with the information stored in this file and the APHist File, the Invoice Inquiry is able to include all of the information of the P.O. invoice, including the G/L distributions.  One additional GLHist File is created for every manual check.  This check type GLHist File stores the check number, voucher control number, check amount, discount amount, and check date.  Also stored as the special description is Manual Check Entry, to designate this as a manual check.  This record is used in the Invoice Inquiry to include the payment information.

�Manual Check Entry  (Cont’d)





Additional Information  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Summary Of Operation



Following is a brief summary� XE "Manual Check Entry:Purchase Order Invoices - Summary Of Operation" \r "manual24" � of the entry of an A/P Manual Check invoice that is linked to a purchase order.



The vendor the invoice is assigned to must be entered.  This can be accomplished by input of the vendor number or performing an alpha search on the vendor name.



The invoice header and check information is input.  This includes the vendor’s invoice number, purchase order number, total check amount, check date, check number and the discount amount.  Remember, the check has already been issued thus the information must match the actual check that has been sent to the vendor.



After the invoice header and check information is entered, the line items from the purchase order are displayed.  The current receiving status of the P.O. displays.  Various information from the purchase order is displayed for each item.  This includes unit of measure, pack multiple, Vendor Item Number, and quantity ordered, received, and invoiced on prior invoices.  The actual cost from the P.O. displays.  A default G/L account number displays.  The operator may page forward or back as many screens of items as exist to view the information on the items.



The next step is to select the items that are included on the invoice and make the General Ledger expense distributions.  There are three ways to include the items on the invoice and update the General Ledger, and P.O. Files.  The first is to individually select the items and enter the G/L distribution accounts.  The second is to do an automatic release of the items.  Items are than included based on the receiving status of the P.O., either closed, open or partial received.  The default G/L account number is used for the G/L distribution.  The third way is a combination of the automatic release and individually selecting items.  The operator can do the auto release and than select specific items for changes to the defaults.  When an auto release is made items can be excluded from the invoice.



Items can be selected and cost and G/L distributions changed as many times as desired, prior to the final acceptance of the invoice.

�Manual Check Entry  (Cont’d)





Additional Information  (Cont’d)



Entering a P.O. Invoice  (Cont’d)

Summary Of Operation  (Cont’d)



Non-P.O. line item charges such as freight can be entered as additional input and can be modified prior to the final acceptance of the invoice.



Prior to the final acceptance of the invoice, changes can be made to the invoice header and check information.  This includes changing the invoice number, check date and check number.



Once all information is correct the final acceptance of the invoice is made.  At this time all file updating occurs.  Instead of accepting the invoice the operator may also cancel the transaction.  No updating or creation of an invoice and check occurs.
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Enter Data



Entering Non-P.O. Invoices



When invoices� XE "Manual Check Entry:Non-Purchase Order Invoice Entry" \r "manual25" � are being entered that do not have a purchase order generated through the Purchase Order Package, no P.O. Number can be input.  Carriage return through the prompt.  For the systems that do not have the P.O. module activated in the Global File, the P.O. Number prompt does not appear on the screen.  With the exception of the P.O. number, entry of the invoice header and check information is the same as described beginning on page 220.  After inputting the invoice header and check information the General� XE "Manual Check Entry:G/L Expense Distribution Entry" \r "manual26" � Ledger distribution screen displays. 



Account 



 2/13/96            Manual Check Entry For  2/12/96         Month  2  11:23    

                                                            Post   1    200.00 

 Vendor No.       80  THE WESTERN INN                  Inv. Bal:        234.00 

 Inv.No.  B6532                    P.O. Number           0    Check #      2003

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      229.32        2/12/96           4.68              234.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

                                                                               

                                                      Enter 'TOT' When Done    



If there is a General Ledger Account number stored in the Vendor File that is the default� XE "Manual Check Entry:G/L Default Account Numbers" �.  A carriage return accepts the display.  This can be overridden.  If there is no default the Account is blank and a valid General Ledger Account must be input.  When an invalid G/L account is input, the prompt Invalid Account # Or Type appears.  The cursor returns for reinput.  The Inv. Bal. is adjusted after each distribution.  The description of the entered G/L account number displays.  After at least one entry input TOT to exit the entry.  As many General Ledger distributions may be entered as desired.  (8 Digits) 



Amount 



Input the amount desired for the distribution.  A carriage return accepts the displayed Inv. Bal as the amount.  A negative or zero dollar amount may be entered.  Input ERROR or an up arrow key ^ to return to Account.  (9 Digits - No decimals) 
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Entering Non-P.O. Invoices  (Cont’d)



Special Description 



If a carriage return is input the vendor name is automatically the default.  A description identifying the distribution may be entered.  The description remains with the General Ledger Account number input on the distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  They are also written to the GLHistory File.  Type in ERROR to return to Account.  An up arrow key ^ returns to Amount.  (23 alphanumeric) 



Once TOT has been entered at Account, one of the two following prompts appears.



Enter # To Change, A'dditional Input, Or 'CR' To End 

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



 2/13/96            Manual Check Entry For  2/12/96         Month  2  11:23    

                                                            Post   1    200.00 

 Vendor No.       80  THE WESTERN INN                  Inv. Bal:           .00 

 Inv.No.  B6532                    P.O. Number           0    Check #      2003

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      229.32        2/12/96           4.68              234.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   610102    117.00     117.00 BR 1 TRAVEL EXPENSE   MOTEL EXPENSE           

 2   620102    117.00     234.00 BR 2 TRAVEL EXPENSE   MOTEL EXPENSE           

                                                                               

                                                                               

                                                                               

 Enter # To Change, A'dditional Input, Or 'CR' To End                          



The first prompt appears when the total G/L distributions exceed 11.  The second prompt appears when the G/L distributions are less than 12.  Entering N for next allows viewing of the next screen of distributions.  When N for next is input one of the two following prompts appear.



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering N for next allows viewing of the next screen of distributions.  Enter P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.
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Entering Non-P.O. Invoices  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change� XE "Manual Check Entry:G/L Expense Distribution Entry - Changing" \r "manual27" � any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



 2/13/96            Manual Check Entry For  2/12/96         Month  2  11:23    

                                                            Post   1    200.00 

 Vendor No.       80  THE WESTERN INN                  Inv. Bal:           .00 

 Inv.No.  B6532                    P.O. Number           0    Check #      2003

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      229.32        2/12/96           4.68              234.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   610102    117.00     117.00 BR 1 TRAVEL EXPENSE   MOTEL EXPENSE           

 2   620102    117.00     234.00 BR 2 TRAVEL EXPENSE   MOTEL EXPENSE           

                                                                               

                                                                               

    Account    Amount          Account Name            Special Description     

     620102    117.00          BR 2 TRAVEL EXPENSE     MOTEL EXPENSE           



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data stays as is.



Amount 



The amount entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  If changed the Inv. Bal. is adjusted.  An up arrow key ^ or ERROR returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)
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Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



 2/13/96            Manual Check Entry For  2/12/96         Month  2  11:23    

                                                            Post   1    200.00 

 Vendor No.       80  THE WESTERN INN                  Inv. Bal:         58.50 

 Inv.No.  B6532                    P.O. Number           0    Check #      2003

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      229.32        2/12/96           4.68              234.00          Y      

------------------------------------------------------------------------------ 

    Account    Amount Cumulative Account Name          Special Description     

 1   610102    117.00     117.00 BR 1 TRAVEL EXPENSE   MOTEL EXPENSE           

 2   620102     58.50     175.50 BR 2 TRAVEL EXPENSE   MOTEL EXPENSE           

                                                                               

    Account   Amount Cumulative  Account Name          Special Description     

 3                                                                             

                                                      Enter 'TOT' When Done    



Operation is the same as described on the original add.  See page 282.  If a default account is stored in the Vendor File, that displays.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the invoice balance.  The amount can be entered.  Any amount entered adjusts the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT is entered at the Account prompt.
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Entering Non-P.O. Invoices  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Once all of the G/L distributions are entered and all changes or additions made, entering a carriage return exits the entry of the G/L distribution.  



Exiting a manual check is not allowed if the total amount� XE "Manual Check Entry:Invoice Amount Adjustments"� of expense distributions does not equal the total invoice amount.  Thus the Invoice Balance would not be at zero.  If carriage return to end is input and the Invoice Balance is not at zero, the following prompt displays. 



Invoice Amount:     ####  Total Distributions:     ####                

Invoice/Distrib Not In Balance - M'ore Distrib, Or C'ancel



 2/13/96            Manual Check Entry For  2/12/96         Month  2  11:23     

                                                            Post   1    200.00  

 Vendor No.       80  THE WESTERN INN                  Inv. Bal:         58.50  

 Inv.No.  B6532                    P.O. Number           0    Check #      2003 

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

      229.32        2/12/96           4.68              234.00          Y       

------------------------------------------------------------------------------  

                                                                                

Invoice Amount:     234.00  Total Distributions:     175.50                     

Invoice/Distrib Not In Balance - M'ore Distributions, Or C'ancel                



The invoice amount and the total of all of the G/L distributions made on that invoice displays.  There are two options at this prompt.  One is to enter a M to make more distributions.  The invoice amount is correct but the distributions that have been made are not.  What you want to do is apply the invoice balance.  The program automatically accesses the G/L distributions that were entered.  You can add more entries or change the existing entries.  When you have netted the invoice balance to zero, carriage return to exit the expense distribution screen.
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Invoice Amount:     ####  Total Distributions:     ####                

Invoice/Distrib Not In Balance - M'ore Distrib, Or C'ancel



The second option is to cancel� XE "Manual Check Entry:Canceling The Invoice" � the invoice.  When a C to cancel the invoice is input, the entire transaction is canceled.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Invoice

          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter Y for yes to cancel the transaction.  No invoice or check is created.  Entering N for no returns the cursor to the Invoice/Distrib Not In Balance - M'ore Distrib, Or C'ancel prompt.
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Entering Non-P.O. Invoices  (Cont’d)



When the invoice amount nets to zero and you have exited the distribution entry, the cursor goes to one last prompt for that invoice.



A'ccept, C'ancel, Or Change H'eader     



 2/13/96            Manual Check Entry For  2/12/96         Month  2  11:23     

                                                            Post   1    200.00  

 Vendor No.       80  THE WESTERN INN                  Inv. Bal:           .00  

 Inv.No.  B6532                    P.O. Number           0    Check #      2003 

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

      229.32        2/12/96           4.68              234.00          Y       

------------------------------------------------------------------------------  

                                                                                

                                                                                

                                                                                

              A'ccept, C'ancel, Or Change H'eader                               



When a C to cancel the invoice is input, the entire transaction is canceled� XE "Manual Check Entry:Canceling The Invoice" �.  An invoice and check is not created.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Invoice

          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter Y for yes to cancel the transaction.  No invoice or check is created.  Entering N for no returns the cursor to the A’ccept, C’ancel, Or Change H’eader prompt.
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A'ccept, C'ancel, Or Change H'eader     



Prior to accepting the invoice, there is also the ability to make changes to specific fields in the Invoice� XE "Manual Check Entry:Invoice Header Entry" \r "manual30" � Header.  If this is desired enter a H at the A’ccept, C’ancel, Or Change H’eader prompt.  The following prompt appears.



Change: 1=Invoice #, 2=Check Date, 3=Check #  

 'CR' To End Or Enter Your Choice             



2/13/96            Manual Check Entry For  2/12/96         Month  2  11:23     

                                                           Post   1    200.00  

Vendor No.       80  THE WESTERN INN                  Inv. Bal:           .00  

Inv.No.  B6532                    P.O. Number           0    Check #      2003 

Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

     229.32        2/12/96           4.68              234.00          Y       

-----------------------------------------------------------------------------  

                                                                               

                                                                               

Change: 1=Invoice #, 2=Check Date, 3=Check #                                   

 'CR' To End Or Enter Your Choice                                              



Enter a 1 to change the invoice number� XE "Manual Check Entry:Invoice Number Entry" \r "manual31" �.  The following prompt appears.



New Invoice #   



 2/13/96            Manual Check Entry For  2/12/96         Month  2  11:23    

                                                            Post   1    200.00 

 Vendor No.       80  THE WESTERN INN                  Inv. Bal:           .00 

 Inv.No.  B6532                    P.O. Number           0    Check #      2003

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      229.32        2/12/96           4.68              234.00          Y      

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

          New Invoice #                                                        



A carriage return leaves the invoice number as is.  To change the entered invoice number input the desired vendor’s invoice number.  After input the cursor returns to the Change: 1=Invoice #, 2=Check Date prompt.  (20 Alphanumeric)
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Entering Non-P.O. Invoices  (Cont’d)



If an invoice number is entered that is already assigned to the vendor on another existing invoice or credit memo, this prompt appears.



Invoice Already On File For This Vendor. Allow Duplicate Invoice # (Y'es/N'o)   



 2/13/96            Manual Check Entry For  2/12/96         Month  2  11:23     

                                                            Post   1    200.00  

 Vendor No.       80  THE WESTERN INN                  Inv. Bal:           .00  

 Inv.No.  B6532                    P.O. Number           0    Check #      2003 

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

      229.32        2/12/96           4.68              234.00          Y       

------------------------------------------------------------------------------  

                                                                                

                                                                                

Invoice Already On File For This Vendor. Allow Duplicate Invoice # (Y'es/N'o)   



The system checks the APHist and A/P Files to determine if the inputted invoice number is already assigned to this vendor on another invoice.  If it finds a duplicate the prompt appears.  Enter Y for yes to accept the duplicate number.  Enter N for no to not accept the number.  The original invoice number remains.  Both responses return the cursor to the Change: 1=Invoice #, 2=Check Date prompt.  



Change: 1=Invoice #, 2=Check Date, 3=Check #

 'CR' To End Or Enter Your Choice           



To change the check date enter a 2.  The prompt, New Check Date, appears.



 2/13/96            Manual Check Entry For  2/12/96         Month  2  11:23   

                                                            Post   1    200.00

 Vendor No.       80  THE WESTERN INN                  Inv. Bal:           .00

 Inv.No.  B6532                    P.O. Number           0    Check #      200

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)

      229.32        2/12/96           4.68              234.00          Y     

------------------------------------------------------------------------------

                                                                              

                                                                              

          New Check Date                                                      



Enter the desired check date� XE "Manual Check Entry:Check Entry" \r "manual33" �.  If an invalid date is input, the prompt Invalid Date --Enter Again appears.  The cursor returns for reinput.  After input the cursor returns to the Change: 1=Invoice #, 2=Check Date prompt.  (MMDDYY)
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Change: 1=Invoice #, 2=Check Date, 3=Check # 

 'CR' To End Or Enter Your Choice            



Enter 3 to change the check number.  The following prompt appears.



New Check #



 2/13/96            Manual Check Entry For  2/12/96         Month  2  11:23    

                                                            Post   1    200.00 

 Vendor No.       80  THE WESTERN INN                  Inv. Bal:           .00 

 Inv.No.  B6532                    P.O. Number           0    Check #      2003

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N) 

      229.32        2/12/96           4.68              234.00          Y      

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

          New Check #                                                          



Enter the assigned check number of the manual check.  A carriage return leaves the check number as is.  Duplicate check numbers are not allowed.  If a check number is entered that already exists in the Check File, the prompt Check # Already On File - Please Re-Enter displays.  The cursor returns to the Change Invoice # prompt after the check number is entered or if a duplicate check number is input.  (10 Digits)



Change: 1=Invoice #, 2=Check Date, 3=Check # 

 'CR' To End Or Enter Your Choice            



A carriage return exits the change header prompt and the cursor returns to the A’ccept, C’ancel, Or C’hange H’eader prompt.  You may change the information in the header as many times as you desire prior to accepting the invoice.
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Entering Non-P.O. Invoices  (Cont’d)



A’ccept, C’ancel, Or C’hange H’eader 



Once all the header information is correct, the final acceptance of the invoice must be made.  Enter an A for accept� XE "Manual Check Entry:Accepting The Invoice" �.  The cursor is at the following prompt.



Press 'RETURN' To Continue     



 2/13/96            Manual Check Entry For  2/12/96         Month  2  11:23     

                                                            Post   1    200.00  

 Vendor No.       80  THE WESTERN INN         Cont. No.    19261                

 Inv.No.  B6532                    P.O. Number           0    Check #      2003 

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

      229.32        2/12/96           4.68              234.00          Y       

------------------------------------------------------------------------------  

                                                                                

                                                                                

Press 'RETURN' To Continue                                                      



As soon as an A for accept is input, all of the files for that invoice� XE "Manual Check Entry:Updating Of Files - Non-Purchase Order Invoices" \r "manual35" �are updated, with the exception of the credit G/L entry to the Checking and Discount accounts.  That is updated when exiting the program.  The invoice is assigned a voucher control number.  This displays after the heading Cont. No.  The control number is� XE "Manual Check Entry:Control Number Assignment" � assigned from the Global File, record 6.  This is the one unique number to every invoice and manual check entered in the A/P module.  Invoice number can be repeated but control number cannot.  This number is included on all of the A/P inquiries and reports.  The number is necessary to void the manual check.  It is a good idea to record this number on the source document that the check is generated from.  The above prompt displays after the updating is completed.  The prompt allows the operator the chance to record the control number.  Entering a carriage return exits the invoice and the invoice is added to the total amount and number of invoices entered.  This displays after the heading Post.  The vendor number displays as the default for the next check.



 2/13/96            Manual Check Entry For  2/12/96         Month  2  12:48     

                                                            Post   2    434.00  

 Vendor No.       80                                                            

 Inv.No.                           P.O. Number                Check #           

 Check Amount     Check Date     Discount Amt.       Invoice Amt      OK (Y/N)  

                                                                                

                            Enter '^' To Go Back One Field, '/' To Cancel       
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Entering Non-P.O. Invoices  (Cont’d)



Following is a recap of the files that are updated when a non-purchase order invoice is accepted.



A/P Files



All of the A/P Files are updated.  Information included is invoice amount, discount amount, invoice and due dates, system date, vendor name and number, vendor invoice number, voucher control number.  The invoice is fully paid.  The entered check date is also the invoice and due date.  Manual checks print on the A/P Aged Trial Balance and A/P Transaction Register and are reflected as being paid.  



Vendor File



The invoice amount is written to purchases month and year to date.  Number of invoices month and year to date is incremented by one.  The check date, number and check amount are also written to the Vendor File.



Check File



A Check File is created.  Information stored in the Check File is check date, check amount, discount amount, system date, vendor number and name.  Also stored is a check type of M which designates this as being a manual check entry.



General Ledger and Chart Of Accounts Files



An entry is written to the G/L File for each expense distribution entered.  The source code of the entry is AP.  Also written is the fiscal month number, account number, amount distributed, check date, system date, vendor number, voucher control number, and the special description.  The Chart File is also updated with the amount.  The credit to the checking or cash account for the total check amount and the discount amount to the discount account is not made until the Manual Check Entry program is exited and the procedure totals are displayed.
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Updating of Files  (Cont’d)



A/P History File



An A/P History File is created.  The invoice� XE "Manual Check Entry:A/P History File" � and due date, invoice and vendor number, voucher control number, system date, and total invoice amount are included.  This file can be viewed in the Invoice Inquiry program.  The APHist file remains until purged.



G/L History File



The GLHist File works with the APHist File.  When viewing the APHist File, the GLHist file that corresponds with that record is accessed.  The GLHist File stores the General Ledger distributions entered on the invoices.  Thus when an invoice is accepted all of the G/L distributions are written to the GLHist File.  This includes the account number, amount, and special description.  Thus with the information stored in this file and the APHist File, the Invoice Inquiry is able to include all of the information of the manual check, including the G/L distributions.  One additional GLHist File is created for every manual check.  This check type GLHist File stores the check number, voucher control number, check amount, discount amount, and check date.  Also stored as the special description is Manual Check Entry, to designate this as a manual check.  This record is used in the Invoice Inquiry to include the payment information.
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Summary Of Operation



Following is a brief summary� XE "Manual Check Entry:Non-Purchase Order Invoices - Summary Of Operation" � of the entry of a manual check that is not linked to a purchase order.



The vendor the invoice is assigned to must be entered.  This can be accomplished by input of the vendor number or performing an alpha search on the vendor name.



The invoice header and check information is input.  This includes the vendor’s invoice number, total check amount, check date and check number, and discount amount.  



The next step is to enter the expense distributions for the General Ledger.  If there is a default account stored in the Vendor File, that appears as the default.  You may enter as many G/L distributions as desired.



The G/L distributions may be changed as many times as desired, prior to the final acceptance of the invoice.  You also may add more distributions.



Prior to the final acceptance of the invoice, changes can be made to the invoice header and check information.  This includes changing the invoice number, check number and check date.



Once all information is correct the final acceptance of the invoice is made.  At this time all file updating occurs.  Instead of accepting the invoice the operator may also cancel the transaction.  No updating or creation of an and check occurs.
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Enter Data



Once the Manual Check program is exited the Procedure Control Totals display� XE "Manual Check Entry:Updating Of Checking And Discount Accounts" � and should be used as a reconciliation tool.  At this time the one entry of the total check amount for all manual� XE "Manual Check Entry:Procedure Control Totals" � checks entered, is posted to the General Ledger as a credit to the checking or cash account, that is defined in Global Record 6.  Also posted as one credit entry is the total discount amount for all manual checks entered.  The entries are assigned a source code of PT and includes the beginning and ending voucher control number as the description.  Also included in the description is CK & INV POST to identify the entry is from a manual check.  The cursor is at the following prompt.



Enter 'Y' To Return To Menu 



 2/13/96            Check/Invoice Posting For  2/12/96      Month  2      14:24

                                                                               

                    Procedure Control Totals                                   

                                                                               

                                                                               

                    Invoices                     2                             

                                                                               

                      Amount                434.00                             

                                                                               

                      Discount                8.68                             

                                                                               

                    Distributions                6                             

                                                                               

                      Amount                434.00                             

                                                                               

                    Cash Number             100100                             

                                                                               

                      Amount                425.32                             

                                                                               

                                                                               

               Enter 'Y' To Return To Menu                                     



A Y is the only valid input and returns to the A/P Data Entry menu.  The Procedure Control Totals include the following figures for all inputted invoices combined. 

�Manual Check Entry  (Cont’d)





Enter Data  (Cont’d)



Invoices  Total number of manual checks entered.



Amount  Total invoiced amount.  This is the check and discount amount combined.



Discount  Total discount amount.



Distributions  Total number of General Ledger distributions.



Amount  Total amount posted to General Ledger distributions.



Cash Number  The Checking or Cash General Ledger Account number. 



Amount  The amount posted to the Checking or Cash Account. 

�Accounts Payable Data Entry  (Cont’d)





Manual Check Void



Introduction



Manual Check Void � XE "Manual Check Void" \r "manvoid1" �is found on the Accounts Payable Data Entry menu, 1-7.  When a manual check entered through Accounts Payable Manual Check Entry is incorrect, the check is voided through Manual Check Void.  The invoice and payment is removed from the vendor’s account.  Reasons to void a manual check is entry of an incorrect amount, wrong vendor, dates, check number, and purchase order distribution.  It will also correct the General Ledger expense distribution.  The Manual Check Void� XE "Manual Check Void:Functions And Purpose" \r "manvoid2" � program is basically a reversal of the Manual Check Entry program.  All of the files that were updated in Manual Check Entry are reversed out in the Manual Check Void program.  When a manual check is voided and there is an existing A/P History File, the APHist record for the invoice and payment is marked as a void.  Thus the Invoice Inquiry of the invoice reflects that the invoice has been voided.  The check is also shown as voided.  



Voids are allowed on all manual checks, unless the invoice has been purged from the A/P Files at end of month, or the check has been cleared or purged from the system, or the check has already been voided and not re-entered.  When a manual check is voided the check is deleted from the system.  This allows the operator the ability to re-enter the manual check using the same check number.



There are two possible ways the program voids manual checks.  If there is an APHist File found for the invoice, the void is automatic� XE "Manual Check Void:Automatic Vs Non-Automatic Voids" �.  Input of the vendor and check number, displays the invoice and General Ledger information.  When voiding a purchase order manual check, the purchase order items that were invoiced also display.  The program automatically updates all of the files with the information stored in the APHist and GLHist Files.  If there is no APHist File found the operator must enter the General Ledger and Purchase Order distribution.  Proper updating than occurs.



There should generally be an existing APHist File to perform the automatic Manual Check Void.  The only reasons not to have this file is if the file has been purged or was not created correctly during Manual Check Entry� XE "Manual Check Void:A/P History File" �.  All manual checks created prior to the loading of the LMS Revision 11 will not have an APHist File.  Thus voiding any manual checks created, prior to loading Revision 11, will not be able to be voided automatically.  The General Ledger and Purchase Order distribution must be entered by the operator.�Manual Check Void  (Cont’d)





Introduction  (Cont’d)



The documentation on the operation of Manual Check Void includes the operation of voiding purchase order and non-purchase order invoices.  The operation of the automatic and non-automatic void is included.



Use of Manual Check Void, along with the assigned purchase order number, results in the following functions.  Also included are functions relating to non-P.O. manual check void transactions.



Vendors can be accessed by vendor number or through an alpha vendor name search.  



Once the Manual Check is voided the Check File is deleted.  The check and invoice may be re-entered through Manual Check Entry or the invoice entered through Invoice Entry and paid through the regular Accounts Payable Check Writing program. 



The Vendor Analysis reports are updated for P.O. and non-P.O. invoices.  The Vendor File is reduced for month and year to date purchases.  The number of invoices is reduced.  The invoice and payment no longer prints on the A/P Aged Trial Balance and Transaction Register.



The General Ledger is updated with a debit to the cash or checking and discount account.  The amount debited to cash is the total paid amount.  The amount debited to the discount account is the total discount amount.  The cash or checking and discount  accounts are defined in the Global File.  All of the expense distributions are posted directly to the General Ledger and are credited.  This relates to P.O. and non-P.O. invoices.  The Automatic Manual Check Void uses the GLHist File to identify which accounts were entered on the invoice.  The operator inputs the expense distributions on non-automatic voids.  



When entering a P.O. manual check invoice, any additional input of General Ledger distributions, not relating to the individual items on the purchase order is available.  This is used to post such things as freight and other charges.  These are also reversed in the Manual Check Void.



Default G/L account numbers display on the non-automatic voids.  These will be the defaults from the Vendor File, or Product Class Association File, or the Vendor Item File.  The branch number, assigned to the item on the purchase order, is also factored in when determining the default G/L accounts.  On non-automatic voids the defaults must be overridden to the actual accounts entered on the manual check.  On the automatic voids, the actual G/L distribution, entered on the manual check, appears.  The operator does not have to enter the distribution.�Manual Check Void  (Cont’d)





Introduction  (Cont’d)



On P.O. invoices a Pending File is updated or created.  If the invoice has been input but the items have not been received the items print on the Pending Receipt Report.  If the receipt has been entered and the invoice is than entered, the purchase order is removed from the Pending Invoice Report.  Once the invoice and the receipt of the item has been performed, the Purchase Order item prints on the Variance Report.  This provides an analysis of the receipt cost of the item versus the invoiced cost of the item.   The Manual Check Void� XE "Manual Check Void:Pending File" � program deletes or removes the invoice information on the Pending Files that were updated by Manual Check Entry.  The appropriate pending report or Variance Report is than updated correctly.



After the entry of the non-automatic void, there is the ability to cancel the entry of the void.  On automatic voids, after the display of the invoice information, the operator can also cancel the void.  Cancellation of the void means no files are updated and allows the operator the ability to redo the manual check void.  This applies to P.O. and non-P.O. manual check void transactions.  



�Manual Check Void  (Cont’d)





Enter Data



Transaction Date



When entering the program from the menu the cursor stops at Transaction Date.  A carriage return accepts the system date as the transaction date.  This can be overridden.  Whatever date is input determines what fiscal month� XE "Manual Check Void:Fiscal Month Updating" � is updated in the General Ledger.  It is not the check date that determines the month the General Ledger is updated.  It is the transaction date input when entering the program.  Thus it is extremely important that the correct transaction date is entered.  As an example, the current system date is 10/01/95.  However, you want the void to be reflected in the month of September and you want them posted to the General Ledger for fiscal month September.  Thus in order for the General Ledger to be updated for the month of September a transaction date of 09/30/95 should be entered when entering the program at the Transaction Date menu prompt.  The transaction date that is input is also the entry date stored in the G/L Files.  (MMDDYY)



Notice on the following screen sample, that the fiscal month that will be updated in the General Ledger is displayed after the heading Month.  In this example, the fiscal year begins in January so month 2 is February.  If the fiscal year began in July, entering a transaction date of 02/14/96, would post to fiscal month 8 in the General Ledger.



 2/14/96          Void Manual Check For  2/14/96            Month  2  12:15   

                                                            Post   0       .00

 Vendor No.                                             Cont. No.             

 Inv.No.                                                      Check #         

 Check Amount     Check Date     Discount Amt        Invoice Amt              

                                                                              

------------------------------------------------------------------------------

                                                                              

                                      Enter 'E' To End, '/' To Cancel         



�Manual Check Void  (Cont’d)





Enter Data  (Cont’d)



In Global Record 6 the cash and discount account numbers are stored.  These are the accounts that are automatically posted to when exiting the program.  If there is an invalid G/L account number stored in Global Record 6, input of the void is not allowed.  The following prompt appears upon entry to the program.  Entering a carriage return exits the program and returns to the Accounts Payable Data Entry menu.  You must have a valid account number stored in the Global File in order to void a manual check.



There Are Invalid G/L Account Numbers In Global Record 6 - Input Not Allowed.   

Enter 'CR' To Return To Menu                                                    



 2/14/96          Void Manual Check For  2/14/96            Month  2  12:20   

                                                            Post   0       .00

 Vendor No.                                             Cont. No.             

 Inv.No.                                                      Check #         

 Check Amount     Check Date     Discount Amt        Invoice Amt              

                                                                              

------------------------------------------------------------------------------

                                                                              

                                                                              

There Are Invalid G/L Account Numbers In Global Record 6 - Input Not Allowed. 

Enter 'CR' To Return To Menu                                                  

                                                                              

                                                                              

                                                                              

                                                                              

                                      Enter 'E' To End, '/' To Cancel         



�Manual Check Void  (Cont’d)





Enter Data  (Cont’d)



Entering The Check To Be Voided



The first prompt that is accessed is as follows.



Check #



Enter E or END or / slash or TOT to exit the program.  In order to void the correct invoice and check you must enter the check number� XE "Manual Check Void:Check Number Entry" \r "manvoid4" � that is assigned to the manual check that is to be voided.  (10 Digits)



There are various error prompts that display upon entry of a check number.  In all cases the cursor returns for reinput.  They are as follows.



Check Has Cleared The Bank - Void Not Allowed



 2/14/96          Void Manual Check For  2/14/96            Month  2  12:22    

                                                            Post   0       .00 

 Vendor No.                                             Cont. No.              

 Inv.No.                                                      Check # 130      

 Check Amount     Check Date     Discount Amt        Invoice Amt               

                                                                               

------------------------------------------------------------------------------ 

                                                                               

Check Has Cleared The Bank - Void Not Allowed                                  

                                      Enter 'E' To End, '/' To Cancel          



The above message appears when the check that is entered has been cleared in the Check Clearing program.  There is a date cleared in the Check File.  No void is allowed.



Check Not On File



The above message appears when the check that is entered is not found in the Check File.  The check has never existed or it has been cleared and purged from the system or it has already been voided as a manual check.



�Manual Check Void  (Cont’d)





Enter Data  (Cont’d)



Entering The Check To Be Voided  (Cont’d)



You Cannot Void This Check With Manual Check Void.  You Must Use Check Void. 



 2/14/96          Void Manual Check For  2/14/96            Month  2  12:22    

                                                            Post   0       .00 

 Vendor No.                                             Cont. No.              

 Inv.No.                                                      Check # 25       

 Check Amount     Check Date     Discount Amt        Invoice Amt               

                                                                               

------------------------------------------------------------------------------ 

                                                                               

                                                                               

You Cannot Void This Check With Manual Check Void.  You Must Use Check Void.   

                                      Enter 'E' To End, '/' To Cancel          



The above error message appears when an attempt is made to void a check that was created in A/P Check Writing or Check Writing Conversion.  The check was not created in Manual Check Entry thus it cannot be voided in Manual Check Void.  The program reads a check type field in the Check File.  The check type must be M or blank in order for the check to be voided as a manual check.  If the check type is S for the standard check writing program, the void is not allowed.  Checks created in the other check writing programs must be voided in Check Void, which is found on the A/P Data Entry menu, 1-10.  



Invoice Record Not Found - Void Not Allowed

� XE "Manual Check Void:Procedures When Check Cannot Be Voided As Invoice Has Purged" �

The above error message appears if the invoice has been purged from the A/P Files.  The invoice has purged because it is paid and has exceeded the time limit of paid invoices remaining on the system when running the end of month purges.  The check has not cleared but the invoice is no longer on the system, thus the void cannot be made.  When this situation occurs a manual journal entry must be made.  Be sure and enter the journal entry in the correct fiscal month and year that you wish to reflect the void.  The checking account should be debited.  The discount account should be debited if any was applied on the check.  The inventory and expense accounts entered on the manual check should be credited.  The invoice should be re-entered for repayment if necessary.  The check should be accessed in Check File Maintenance, found on the A/P System Manager’s menu.  You may delete the check if desired or mark it as a void.  To mark as a void change field 9, which is vendor name.  Retype the vendor’s name and add the word Void.  Also change the check amount, field 3 to zero.

�Manual Check Void  (Cont’d)
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Entering The Check To Be Voided  (Cont’d)



Once an acceptable check number is entered the program checks to see if there is an existing APHist File.  If there is an APHist File, the void will proceed as an automatic void� XE "Manual Check Void:Automatic Vs Non-Automatic Voids" �.  The operator does not have to enter the purchase order and General Ledger distribution.  If there is no existing A/P History File, an automatic void can not be made.  The operator must enter the control number, purchase order and General Ledger distributions.  On non-purchase order invoices the control number, and General Ledger distribution must be entered.  



After the acceptance of the check number prompt various information displays when the automatic void will proceed.  This includes the vendor number and name, invoice number, check amount, check date, and discount amount.  The cursor is at the following prompt.



Is This The Invoice  Y/N ?



 2/14/96          Void Manual Check For  2/14/96            Month  2  15:22     

                                                            Post   0       .00  

 Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Cont. No.    19272      

 Inv.No. 23E54                                                Check #       2004

 Check Amount     Check Date     Discount Amt        Invoice Amt                

       760.98      2/14/96              15.02             776.00                

------------------------------------------------------------------------------  

                                                                                

    Is This The Invoice Y/N ?                                                   



Enter Y for yes to accept this as the manual check that is to be voided.  Enter N for no to exit the voiding of this check and invoice.  The prompt Invoice Record Not Found - Void Not Allowed appears and the cursor to the Check # prompt.  A slash or up arrow key ^ also exits the voiding of the manual check..  

�Manual Check Void  (Cont’d)
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Entering The Check To Be Voided  (Cont’d)



When no APHistory File is found the cursor goes to the following prompt.



 2/14/96          Void Manual Check For  2/14/96            Month  2  16:47     

                                                            Post   0       .00  

 Vendor No.      106 OFFICE PRODUCTS WORLDWIDE           Cont. No.               

 Inv.No.                                                      Check #       2010

 Check Amount     Check Date     Discount Amt        Invoice Amt                

       657.54      2/14/96              13.42                                   

------------------------------------------------------------------------------  



Cont. No.



You must enter the voucher control number that was assigned to the manual check at the time the manual check was created.  If the control number entered is not found or the vendor number is different than the Check File, the prompt Invoice Record Not Found - Void Not Allowed appears.  The cursor returns to the Check # prompt.  An up arrow key ^ to go back one space or a slash / to cancel returns the cursor to the Check No. prompt.



After input of an acceptable control number, the following prompt appears.



Is This The Invoice Y/N?



2/14/96          Void Manual Check For  2/14/96            Month  2  17:03     

                                                           Post   0       .00  

Vendor No.      106 OFFICE PRODUCTS WORLDWIDE           Cont. No.    19277      

Inv.No. 21496                                                Check #       2010

Check Amount     Check Date     Discount Amt        Invoice Amt                

      657.54      2/14/96              13.42             670.96                

-----------------------------------------------------------------------------  

                                                                               

                                                                               

   Is This The Invoice Y/N ?                                                   



Enter Y for yes to accept this as the manual check that is to be voided.  Enter N for no to exit the voiding of this check and invoice.  The prompt Invoice Record Not Found - Void Not Allowed appears and the cursor to the Check # prompt.  A slash or up arrow key ^ also exits the voiding of the manual check..  
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Entering The Check To Be Voided  (Cont’d)



When no A/PHistory File is found the following prompt appears after entering a Y for yes.  The purpose of the prompt is to alert the operator that no APHistory File is found for this manual check, thus an automatic void can not occur.



Accounts Payable History Record Not Found.  You Must Enter The Distributions. Enter ‘CR’ To Continue.    



 2/14/96          Void Manual Check For  2/14/96            Month  2  17:20     

                                                            Post   0       .00  

 Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Cont. No.    19277      

 Inv.No. 21496                     P.O. Number 4748           Check #       2010

 Check Amount     Check Date     Discount Amt        Invoice Amt                

       657.54      2/14/96              13.42             670.96                

------------------------------------------------------------------------------  

                                                                                

                                                                                

                                                                                

Accounts Payable History Record Not Found.  You Must Enter The Distributions.   

Enter 'CR' to Continue                                                          



Entering a carriage return continues the program on with the void process.

�Manual Check Void  (Cont’d)
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Automatic Void Of Manual Checks



Following are the procedures when a purchase order manual check invoice has an existing APHistory File.  An automatic� XE "Manual Check Void:Purchase Order Invoices - Automatic Voids" \r "manvoid5" � void occurs.  When the invoice is a purchase order invoice, the items from the purchase order that were included on the check are displayed.  Note, on purchase orders invoices with many items, you may note a pause in the program.  The program is not stuck, it is creating the files necessary to display the items.  How long this takes depends on how large the purchase order is and the speed of your system.  While it is creating the files the words Processing Records appears.



2/15/96          Void Manual Check For  2/15/96            Month  2  13:58     

                                                           Post   0       .00  

Vendor No.       45 LANIER WORLDWIDE                   Cont. No.    19280      

Inv.No. 23E45                                                Check #       2028

Check Amount     Check Date     Discount Amt        Invoice Amt                

     4873.50      2/14/96                .00            4873.50                

-----------------------------------------------------------------------------  



                  Processing Records....                                       

                                                                               

                                                                               

   Is This The Invoice Y/N ? Y                                                 



Also note, that if the purchase order is in use on another task, the prompt P.O.# In Use On Another Task appears.  The cursor returns to the Check No. prompt and the void is not allowed until the other task exits the P.O.



 2/15/96          Void Manual Check For  2/15/96            Month  2  14:06     

                                                            Post   0       .00  

 Vendor No.       45 LANIER WORLDWIDE                   Cont. No.    19280      

 Inv.No. 23E45                                                Check #       2028

 Check Amount     Check Date     Discount Amt        Invoice Amt                

      4873.50      2/14/96                .00            4873.50                

------------------------------------------------------------------------------  

                                                                                

                                                                                

                                                                                

                   Processing Records....                                       

                                                                                

                                                                                

                                                                                

PO # 4734 Is In Use By Another Task                                             

�Manual Check Void  (Cont’d)
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Automatic Void Of Manual Checks  (Cont’d)



After the processing is completed the items included on the check are displayed.  Items on the purchase order that were not included on the manual check� XE "Manual Check Void:A/P History File" � are not displayed.  All of the purchase order information displayed is from the APHist File.  The General Ledger distribution of each item is from the GLHist File.  Viewing the information allows the operator to verify that this is the correct manual check invoice.  No changes are allowed.  There should be no reason why the information in the APHist and GLHist Files do not match how the manual check was created.  The only way this could be wrong is if these two files were changed or not created correctly.  The information displayed is as follows. 



 2/14/96          Void Manual Check For  2/14/96            Month  2  17:26     

                                                            Post   0       .00  

 Vendor No.      106 OFFICE PRODUCTS WORLDWIDE           Cont. No.    19272      

 Inv.No. 23E54                                                Check #       2004

 Check Amount     Check Date     Discount Amt        Invoice Amt                

       760.98      2/14/96              15.02             776.00                

------------------------------------------------------------------------------  

Line Item #             UM  PM Qty Ord Qty Invd  Unit Cost  Ext Cost        PO #

   2 45-111-34-2222     EA   1       4        4    13.0000     52.00        4740

    112500     52.00 INVENTORY MISC.           OFFICE PRODUCTS WORLDWI          

   4 ITEM-M             CS 100       1        1   630.0000    630.00        4740

    112200    330.00 INVENTORY SUPPLIES        BRANCH 1                         

    112600    300.00 INVENTORY-SUPPLIES BR 2   BRANCH 2                         

   6 TONER2             EA   1       3        3    23.0000     69.00        4740

    112400     69.00 INVENTORY PARTS           OFFICE PRODUCTS WORLDWI          

             `Additional Charges’ Entries                                       

    519910     25.00 FREIGHT IN                FREIGHT CHARGE               4740

                                                                                

                                                                                

                                                                                

A'ccept Or C'ancel                                                              



Line  The line number assigned to the item on the purchase order.



Item #  The item number from the purchase order.  This is not the Vendor Item Number.
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Automatic Void Of Manual Checks  (Cont’d)



UM  The assigned unit of measure on the purchase order.



PM  The assigned pack multiple on the purchase order.



Qty Ord  The total quantity ordered of the item.



Qty Invd  This is the quantity invoiced on this manual check.  This does not include any other invoices for the item on the purchase order.  This is the amount that is subtracted from quantity invoiced of the item in the Purchase Order Line Item File.



Unit Cost  This is the actual cost for 1 that was accepted on the manual check.



Ext Cost  This is the extended cost.  Qty Invd times Unit Cost.



PO #  This is the purchase order number.  



Beneath each item is the General Ledger distribution accepted for the item on the check.  All of the accounts, amount distributed, description of the account number, and the special description accepted on the invoice for that G/L distribution, display.  These are the accounts and amounts that are credited with an entry into the General Ledger.  The displayed special description is written into the General Ledger entry.



Also displayed are the additional charges or non-P.O. General Ledger distributions entered on the invoice.  These are the freight or other miscellaneous charges that are not traced to a specific item on the purchase order.  These are also posted to the General Ledger.



If there was more than one purchase order� XE "Manual Check Void:Multiple Purchase Order Invoices " � used on the manual check, the items from that purchase order also display.  The correct purchase order number appears next to each item.  The items appear in purchase order line number order.  As an example, if you have two items from two different purchase orders on the invoice and both are assigned as line number 1 they display one after another.  Than the line number 2’s display and so on.  The purchase order assigned to each item is included.  Each included item and purchase order is updated.  The Pending Files for each included item and purchase order are also updated.  For more information on the updating of the Pending Files, see page 345.
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Automatic Void Of Manual Checks  (Cont’d)



Following are the procedures when a non-purchase order� XE "Manual Check Void:Non-Purchase Order Invoices - Automatic Voids" \r "tl" � manual check invoice has an existing APHistory File.  An automatic void occurs.  All of the General Ledger distributions display.  While the distributions are being processed to be displayed, the words Processing Records appears.  Once the processing is completed the distributions appear.



 2/14/96          Void Manual Check For  2/14/96            Month  2  17:50     

                                                            Post   0       .00  

 Vendor No.       80 THE WESTERN INN                    Cont. No.    19261      

 Inv.No. B6532                                                Check #       2003

 Check Amount     Check Date     Discount Amt        Invoice Amt                

       229.32      2/12/96               4.68             234.00                

------------------------------------------------------------------------------  

   Account    Amount Account Name              Special Description              

    610102    117.00 BR 1 TRAVEL EXPENSE       MOTEL EXPENSE                    

    620102    117.00 BR 2 TRAVEL EXPENSE       MOTEL EXPENSE                    

                                                                                

                                                                                

                                                                                

A'ccept Or C'ancel                                                              



All of the accounts, amount distributed, description of the account number, and the special description accepted on the manual check for that G/L distribution, display.  These are the accounts and amounts that are credited with an entry into the General Ledger.  The displayed special description is written into the General Ledger entry.  The GLHist File is used to display the distributions.  These cannot be changed in the Manual Check Void program.  There should be no reason why the distributions stored in the GLHist File would ever be different than the distributions entered on the check.  The only way a difference could occur is if they weren’t created correctly or they were changed.



Also note on the automatic void, if the displayed G/L account number has been deleted from the system, the displayed discription of the account will be Invalid Account.  The void should be canceled.



�Manual Check Void  (Cont’d)
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Automatic Void Of Manual Checks  (Cont’d)



On automatic purchase order or non-purchase order voids the cursor is at one of the two following prompts� XE "Manual Check Void:Purchase Order Invoices - Automatic Voids" \r "manvoid5a" �.



A’ccept Or C’ancel

N’ext, A’ccept, Or C’ancel



The first prompt appears when all of the information fits on one screen.  The second prompt appears when the information exceeds one screen.  Entering N for next displays the next screen of items and distributions.  One of the two following prompts appears.



N’ext, P’revious, A’ccept, Or C’ancel

P’revious, A’ccept, Or C’ancel



 2/15/96          Void Manual Check For  2/15/96            Month  2   7:51     

                                                            Post   0       .00  

 Vendor No.       45 METZER WORLDWIDE                   Cont. No.    19280      

 Inv.No. 23E45                                                Check #       2028

 Check Amount     Check Date     Discount Amt        Invoice Amt                

      4873.50      2/14/96                .00            4873.50                

------------------------------------------------------------------------------  

Line Item #             UM  PM Qty Ord Qty Invd  Unit Cost  Ext Cost        PO #

    112500    800.00 INVENTORY MISC.           METZER WORLDWIDE                 

   8 ZXT4M-TONER        EA   1       4        4    28.0000    112.00        4734

         1    112.00 CONVERSION USE            METZER WORLDWIDE                 

   9 2110A              EA   1       1        1  1800.0000   1800.00        4734

    112300   1800.00 INVENTORY COPIERS         METZER WORLDWIDE                 

                                                                                

                                                                                

                                                                                

P'revious, A'ccept, Or C'ancel                                                  



The first prompt appears until the last screen is accessed.  The second prompt appears when the last screen is accessed.  The purpose of paging back and forth between screens is just to verify that this is the invoice that you wanted to void.  Enter a N for next to view the next screen.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.
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Automatic Void Of Manual Checks  (Cont’d)



A’ccept Or C’ancel

N’ext, A’ccept, Or C’ancel

N’ext, P’revious, A’ccept, Or C’ancel

P’revious, A’ccept, Or C’ancel



If you do not want to void the displayed manual check, enter a C for cancel� XE "Manual Check Void:Canceling The Void" �.  The following prompt appears.  



Cancellation Means That No Updating Will Take Place For This Entire Void 

Are You Sure You Want To Cancel ?  (Y'es/N'o)                            



 2/15/96          Void Manual Check For  2/15/96            Month  2   7:57     

                                                            Post   0       .00  

 Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Cont. No.    19272      

 Inv.No. 23E54                                                Check #       2004

 Check Amount     Check Date     Discount Amt        Invoice Amt                

       760.98      2/14/96              15.02             776.00                

------------------------------------------------------------------------------  

Line Item #             UM  PM Qty Ord Qty Invd  Unit Cost  Ext Cost        PO #

   2 45-111-34-2222     EA   1       4        4    13.0000     52.00        4740

    112500     52.00 INVENTORY MISC.           OFFICE PRODUCTS WORLDWI          

   4 ITEM-M             CS 100       1        1   630.0000    630.00        4740

    112200    330.00 INVENTORY SUPPLIES        BRANCH 1                         

    112600    300.00 INVENTORY-SUPPLIES BR 2   BRANCH 2                         

   6 TONER2             EA   1       3        3    23.0000     69.00        4740

    112400     69.00 INVENTORY PARTS           OFFICE PRODUCTS WORLDWI          

             `Additional Charges’ Entries                                       

    519910     25.00 FREIGHT IN                FREIGHT CHARGE               4740

                                                                                

                                                                                

                                                                                

Cancellation Means That No Updating Will Take Place For This Entire Void        

Are You Sure You Want To Cancel ?  (Y'es/N'o)                                   



Entering a Y for yes cancels the voiding of the manual check.  The manual check invoice is not voided.  No updating occurs.  The cursor returns to the Check No. prompt.  Enter a N for no to not cancel the void.  The cursor returns to the A’ccept prompt.

�Manual Check Void  (Cont’d)





Enter Data  (Cont’d)



Automatic Void Of Manual Checks  (Cont’d)



A’ccept Or C’ancel

N’ext, A’ccept, Or C’ancel

N’ext, P’revious, A’ccept, Or C’ancel

P’revious, A’ccept, Or C’ancel



Enter an A to accept� XE "Manual Check Void:Accepting The Void" � the void.  The manual check invoice is voided and all file updating occurs.  The following prompt appears.



Check Voided.  Press 'RETURN' To Continue  



 2/15/96          Void Manual Check For  2/15/96            Month  2   8:00     

                                                            Post   1    234.00  

 Vendor No.       80 THE WESTERN INN                    Cont. No.    19261      

 Inv.No. B6532                                                Check #       2003

 Check Amount     Check Date     Discount Amt        Invoice Amt                

       229.32      2/12/96               4.68             234.00                

------------------------------------------------------------------------------  

   Account    Amount Account Name              Special Description              

    610102    117.00 BR 1 TRAVEL EXPENSE       MOTEL EXPENSE                    

    620102    117.00 BR 2 TRAVEL EXPENSE       MOTEL EXPENSE                    

                                                                                

                                                                                

                                                                                

                                                                                

Check Voided.  Press 'RETURN' To Continue                                       



A carriage return returns the cursor to the Check No. prompt.  When this prompt appears you know the manual check invoice has been successfully voided.

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History



Following are the procedures for voiding a purchase order� XE "Manual Check Void:Purchase Order Invoices - Non-Automatic Voids" \r "manvoid7" � manual check that has no A/PHistory File.  An automatic void cannot be made.  It is very important that the operator inputs exactly the same information that was entered when the check was created.  After saying Yes this is the invoice, the cursor goes to the next prompt.



P.O. Number  



When the Global File switch, to link the Purchase Order module to the Accounts Payable module is set to no, the prompt for the purchase order number does not appear.  See the purchase order manual, P.O. Control File for information on setting the switch.  



When the Global File switch is set to yes, the P.O. Number prompt appears on the screen.  Input the Purchase Order number that was created in the Purchase Order System.  This is the computer generated P.O. number.  If a manual check is being entered that is not a computer generated P.O. carriage return through this field.  Only P.O. numbers created in the Purchase Order module are accepted as a valid input.  If an invalid P.O. number is entered, the message P.O. Not Found appears.  The cursor returns for reinput.  (10 numeric) 



If a valid P.O. number is input but belongs to a different vendor a message displays. 



P.O. Vendor Number Is xxxx - Do You Wish To Continue (Y/N) 



 2/15/96          Void Manual Check For  2/15/96            Month  2   8:43     

                                                            Post   0       .00  

 Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Cont. No.    19277      

 Inv.No. 21496                     P.O. Number 4734           Check #       2010

 Check Amount     Check Date     Discount Amt        Invoice Amt                

       657.54      2/14/96              13.42             670.96                

------------------------------------------------------------------------------  

                                                                                

P.O. Vendor Number Is  45 -  Do You Wish To Continue (Y/N)                      

                                                                                

    Is This The Invoice Y/N ? Y                                                 



If a Y for yes is input the program continues on.  A N for no returns the cursor to P.O. Number.  Be sure the purchase order number that is entered is the same as the one that was input when the manual check was created.�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



P.O. Number



If a P.O. number is input that was created as a Prepaid Purchase Order� XE "Prepaid Purchase Orders" �, the system does not allow entry as a purchase order.  The idea of a Prepaid Purchase Order is that the invoice has already been paid so the General Ledger distribution has already been entered.  Thus there is no need for P.O. actual versus quoted cost analysis.  If an attempt is made to input a Prepaid Purchase Order number, the message Prepaid Order displays and the cursor returns to the P.O. Number prompt for reinput.  Note, you can still enter the manual check void without inputting the purchase order number.



If a P.O. number is input that has no items assigned to it, the message No Line Items On Order will appear.  The cursor returns for reinput.



If the purchase order that is entered is being accessed on another terminal, in the programs P.O. File Maintenance, P.O. Receipts, and the Accounts Payable Invoicing programs, the prompt PO # Is In Use On Another Task , appears.  The cursor returns for reinput.  Entry of the P.O. number is not allowed until the other task exits the P.O.  This is for data updating integrity.  Note, when multiple P.O.’s per invoice are entered all are considered in use until completing the void transaction.





�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



After the purchase order number is entered, the message Accounts Payable History Record Not Found.  You Must Enter The Distributions.  Enter ‘CR’ To Continue appears.  A carriage return displays the lines from the purchase order.



 2/15/96          Void Manual Check For  2/15/96            Month  2   8:55    

                                                            Post   0       .00 

 Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Cont. No.    19277     

 Inv.No. 21496                     P.O. Number 4748           Check #       201

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance 

       657.54      2/14/96              13.42             670.96        670.96 

------------------------------------------------------------------------------ 

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost    Ext. Cost  

   1 ITEM-G             BX     2     2     2     2     0     4.7400      9.48  

       Vendor Item : ITEM-G             Def. G/L Acct   111000                  

   2 ITEM-M             CS   100     1     1     1     0   630.0000    630.00  

       Vendor Item : 34-E2-456          Def. G/L Acct   112200                  

   3 946-181            CS     4     1     1     1     0     6.4800      6.48  

       Vendor Item : D4598-34           Def. G/L Acct   111000                  

                                                                               

                                                                               

Enter A'dditional Charges, Line #, Or E'nd                                       



For each item line of the purchase order the following displays.  All information is from the Purchase Order Line Item File unless otherwise noted.



Line  A computer assigned line number used to select the line.



Item Number  The full item number on the purchase order.  This is the item number from the Item File.



Vendor Item Number  The Vendor Item Number from the purchase order.



UM  The unit of measure from the purchase order.  



PM  The pack multiple from the purchase order. 



Ord  The total quantity ordered from the purchase order. 



Rec'd  The total quantity received into inventory through P.O. Receipts.

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



P’Pd  Previous Paid.  This is the total quantity invoiced from all invoice transactions for this item on this P.O.  This is not necessarily the amount invoiced on the invoice you are voiding, as this would include all invoices for the item on the P.O.



Cu’Vd  Current Voided.  The total quantity voided on the invoice that is being input.  When first entering the invoice this is always zero.  This is updated as items are individually selected. 



Cost  This is the actual cost stored in the P.O. Line Item File.  Actual cost is the cost the item was received, or invoiced, on prior invoices and receipts for the P.O.  Whatever transaction was entered last will be the actual cost.  The four decimal unit cost displays.



Ext. Cost  The extended cost equals Ord times Cost.  This is always rounded to two decimals.

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



Def. G/L Acct  



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost    Ext. Cost   

   1 ITEM-G             BX     2     2     2     2     0     4.7400       9.48   

       Vendor Item : ITEM-G             Def. G/L Acct   111000                   



The default General Ledger Account number.  There are three possible defaults.  Note, the default accounts are all current, not the account stored at the time the purchase order was created.  The first priority account is one that is stored in the item’s Vendor Item File.  If there is no account defined in an item’s Vendor Item File, the second priority account is one that is stored in the Product Class Association File.  This is the account linked to the product class of the item.  The branch number stored in the P.O. Line Item File and the branch in the Product Class Association File are than compared.  If a branch number match is found, the account number stored in that record is used.  If there is an account in the Vendor Item File and the branch number entered on the item on the purchase order is a branch other than branch 1, the Vendor Item File is bypassed and the Product Class Association File is checked.  If a match on branches occur than the G/L account number stored in the Product Class Association File is used instead of the Vendor Item File.  If no match is found in the Product Class Association File, the account number in the Vendor Item File is used.  Branch 1 items use an account defined in the Vendor Item File over those assigned for branch 1 in the Product Class Association File.  Items assigned to branches other than branch 1 use the accounts assigned to the matching branch and product class in the Product Class Association File and bypass the Vendor Item File.  Thus this enables items assigned to branches other than branch 1 to bypass the priority of the Vendor Item File and go directly to the Product Class Association File.



The third priority account is the G/L Account that is stored in the Vendor File.  If no Vendor Item File exists or no Product Class Association File match is found, the G/L account number stored in the Vendor File is used.  If none of these three exist a 0 (zero) is printed.  Note, the default G/L account number is used to post the expense as the default account when an item is individually selected.



�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



No Invoices For This Line



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost    Ext. Cost

   1 TONER1             CT     5     5     0     0     0    47.5000     237.50

       Vendor Item : TONER1             No Invoices For This Line            



If there have been no invoices entered for the item, this message appears.  The column P’Pd is zero.  This item cannot be selected individually on the void. 



Any message lines that were input on the purchase order appear. 



Inv. Bal:  The Invoice Balance displays.  As items are selected the invoice balance is adjusted.



When the purchase order line items are first accessed the cursor is at one of the two following prompts.  These will be referred to as the invoicing prompts.



Enter A'dditional Charges, Line #, Or E'nd 

Enter N'ext, A'dditional Charges, E'nd, Or Line #   



The first prompt appears when there is only one screen of items and messages.  The second prompt appears when there is more than one screen of items and messages.  Entering a N for next displays the next screen of line items.  When a  N for next is input one of the following two prompts appears.



Enter P’revious, N’ext, A’dditional Charges, E’nd, Or Line #

Enter P'revious, A'dditional Charges, E'nd, Or Line #  



The first prompt appears until the last screen is accessed.  The second prompt appears when the last screen of items and messages is reached.  Enter N for next to view the next screen.  Enter P for previous to go back one screen.  You may go back and forward as many screens as exist.

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



Enter A'dditional Charges, Line #, Or E'nd 

Enter N'ext, A'dditional Charges, E'nd, Or Line #   

Enter P’revious, N’ext, A’dditional Charges, E’nd, Or Line #

Enter P'revious, A'dditional Charges, E'nd, Or Line #  



To select the item lines on the purchase order you must enter the line number that is displayed next to the item.  This is using the Line # function of the invoicing prompts.  You must select each line of the purchase order that applied to the invoice that is being voided.  Thus there may be more lines of the purchase order displayed than what was included on the invoice that is being voided.  Only select the lines assigned to items included on the invoice that is being voided.



You may select the lines as many times as desired.  The quantity invoiced, cost posted, and the entered G/L accounts can be changed.  Thus when an item is selected individually and an error is made, the item can be re-selected and the changes made.  



If there would ever be an item on a purchase order that has a cost of zero the item would still have to be distributed on the void.  This is the only way that the item would be updated correctly in the P.O. and Pending Files to reflect that the invoice was voided.  The line balance and distribution will be zero. 



The Manual Check Void program has a cancel� XE "Manual Check Void:Canceling The Void" � feature.  Thus if a purchase order invoice was voided and than the operator decides that there were to many errors made or it was the wrong P.O. the transaction can be canceled, prior to accepting the void of the P.O. invoice.  Canceling the transaction means no files are updated.  Nothing is updated until the void is accepted and exited.  The purchase order, check and invoice is just like it was, prior to entering the Manual Check Void program.  The vendor’s account, and General Ledger are not updated.  The void information is temporarily stored by the program and when the Manual Check Void transaction is accepted the actual updating of the files occur.  This includes the P.O. invoiced quantities and cost, the P.O. Pending Files, the vendor’s account, General Ledger expense distributions, the A/P Files, and Check File.



The entry of an A at the invoicing prompts allows for additional charges, which is used to enter the General Ledger distribution for the expenses that are not linked to a specific purchase order line item number.  This is to void other expenses such as freight or a down machine charge.�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



If a line number is input that has no invoices applied to it, the message, Line Has Not Been Invoiced, displays.  The item is not accessed and the cursor returns to the prompt for reinput.  



If a line number is input that does not exist, the prompt Line Does Not Exist appears.  If a line number is input that is assigned to a message line, the message Line Number  # Is A Message Line displays.  If an alpha character is input other than those in the prompts, Invalid Selection appears.  In all cases the cursor returns for reinput.



Once an item is individually selected the program continues on.  The following documentation relates to the first time, in the Manual Check Void transaction, an item is selected.



Once the line number has been selected the account distribution screen displays.  For each selected item number line on a purchase order, the General Ledger distribution must be entered.  The cursor is at the following prompt.



Account 



 2/15/96          Void Manual Check For  2/15/96            Month  2  13:50     

                                                            Post   0       .00  

 Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Cont. No.    19277      

 Inv.No. 21496                     P.O. Number 4748           Check #       2010

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       657.54      2/14/96              13.42             670.96        670.96  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

     111000                      INVENTORY                                      

                                                                                

                                                                                

                                                      Line Balance:       9.48  

                                                                                

                                                                                

                                                      Enter 'TOT' When Done     



The default G/L account number is displayed.  Note, this is not necessarily the account that was entered on the invoice.  The non-automatic Manual Check Void program is NOT a mirror image of the General Ledger distribution that was input when the invoice was entered.  The operator, that is voiding the invoice, must be responsible to input the proper distribution accounts and amounts if overrides were made when creating the manual check.�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



Account



The General Ledger distributions that are input should be exactly the same as what was input when creating the invoice.  If the proper accounts are not distributed, the General Ledger will balance but the amounts in the accounts will not be correct.  There is no limit to the number of G/L accounts for the expense distribution per item.  Whatever accounts are input will post to all of the General Ledger Files and the Chart of Accounts File.  There are 3 possible defaults at the Account field.  These will be explained in the order of priority.  If there is a Vendor Item File on the selected item number, the General Ledger account that is stored in the Vendor Item File will display.  If there is no Vendor Item File but there is a Product Class Association record, that General Ledger account number display.  The branch number assigned to the item on the purchase order is also taken into effect.  For details see page 319.  Both of these defaults reflect the current account, not the account at the time the item was added to the purchase order.  If none of the above exist then the account from the Vendor File displays.  If that is empty then the display is blank.  The description from the chart of accounts is displayed.  A carriage return accepts the displayed account.  The default G/L account numbers can be overridden with a valid General Ledger account number.  If an invalid account or entry is input, the prompt Invalid Account # Or Type appears.  The cursor returns for re-entry.  If the wrong line of the purchase order is selected and this is caught before any distributions are made, enter TOT or ERROR at Account and that line of the purchase order will not be updated.  The cursor returns to the initial screen which displays the purchase order lines.  (8 Digits) 



Amount



At the bottom of the screen the line balance is displayed.  This is the balance of the selected line number not the total purchase order.  Upon first entering the distribution for the item, the line balance is calculated based on the total quantity invoiced on the item.  The cost used is the displayed actual cost.  Note, this is the total quantity invoiced of the item, which may not be the amount invoiced on the invoice that is being voided.  That would occur when there is more than one invoice applied to the same item.



�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



Amount



If a carriage return is entered at the amount field the displayed line balance is accepted as the amount assigned to the inputted G/L account number.  If the line balance is greater than the overall invoice balance entering a carriage return will only enter an amount up to the invoice balance.  The amount to be distributed should be input if the displayed line balance is the desired total figure but this amount needs to be distributed to more than one G/L account number.  Enter the amount as a positive figure.  The program will credit an amount that is entered as a positive figure which will reverse the debit entry that was made when the invoice was created.  A zero or a negative number is allowed.  The only time a negative number should be entered is if a negative number was entered when the invoice was created, than the amount would be debited in the void program as it was credited in the Manual Check Entry program.  You may enter an amount greater than the invoice amount, however you will not be able to exit the void if the total distributed amount is greater than the invoice amount.  You would have to correct the distribution or cancel the void and start over.  Whatever amount is distributed reduces the displayed line balance and also the invoice balance that is left to be voided.  An up arrow key or ERROR returns to Account.  (9 Digits - No Decimals)



Another reason to override the displayed line balance is because the displayed cost that was used in the calculation of line balance is incorrect.  Thus the cost has changed from the cost entered at the time of the invoice.  Remember, this is the cost from the P.O. Line Item File not the actual invoice.  You want to enter the cost input on the invoice you are voiding.  Another reason to override the displayed line balance is to override the default quantity invoiced that was used in the calculation of the line balance.  This would occur when the total quantity invoiced for the item is not entirely from the invoice that is being voided.  There are other invoices of the item on the purchase order.  The amount distributed will have to be changed to reflect the actual quantity invoiced on the invoice that is being voided.  

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



Special Description 



If a carriage return is input the vendor name is automatically the default.  A description identifying the void distribution may be entered.  The description remains with the General Ledger Account input on that distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  Type in an up arrow key ^ to return to Amount.  Inputting ERROR returns to the Account prompt to allow reinput of that distribution line.  (23 Alphanumeric)  



After the Special Description is input the cursor returns to Account.  More distributions may be made or enter TOT or ERROR to finish the G/L distribution.  Once TOT is input to end the distribution entry, one of the two following prompts appear to allow the operator to make modifications to the G/L distribution entry.



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



 2/15/96          Void Manual Check For  2/15/96            Month  2  15:49     

                                                            Post   0       .00  

 Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Cont. No.    19277      

 Inv.No. 21496                     P.O. Number 4748           Check #       2010

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       657.54      2/14/96              13.42             670.96        661.48  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   111000      9.48       9.48 INVENTORY             OFFICE PRODUCTS WORLDWI  

                                                                                

                                                                                

                                                      Line Balance:       .00   

                                                                                

 Enter # To Change, A'dditional Input, Or 'CR' To End                           



The first prompt appears when the G/L distributions for that item line, are less than 12 entries.  The second prompt appears when the G/L distributions exceed 11 entries.  Entering a N for next allows viewing of the next screen of distributions.  When a N for next is input one of the two following prompts appear.

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering N for next allows viewing of the next screen of distributions.  Enter P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



 2/16/96          Void Manual Check For  2/16/96            Month  2   7:31     

                                                            Post   0       .00  

 Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Cont. No.    19277      

 Inv.No. 21496                     P.O. Number 4748           Check #       2010

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       657.54      2/14/96              13.42             670.96        661.48  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   111000      9.48       9.48 INVENTORY             OFFICE PRODUCTS WORLDWI  

                                                                                

                                                      Line Balance:       .00   

    Account    Amount          Account Name            Special Description      

     111000      9.48          INVENTORY               OFFICE PRODUCTS WORLDWI  



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data will stay as is.

�Manual Check Void  (Cont’d) 
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Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



Amount 



The amount entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  If changed the displayed line balance is adjusted.  An up arrow key ^ returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



 2/16/96          Void Manual Check For  2/16/96            Month  2   7:31     

                                                            Post   0       .00  

 Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Cont. No.    19277      

 Inv.No. 21496                     P.O. Number 4748           Check #       2010

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       657.54      2/14/96              13.42             670.96        664.96  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   111000      6.00       6.00 INVENTORY             OFFICE PRODUCTS WORLDWI  

                                                                                

                                                      Line Balance:       3.48  

    Account   Amount Cumulative  Account Name          Special Description      

 2   111000                      INVENTORY                                      

                                                      Enter 'TOT' When Done     



Operation is the same as described on the original add.  See page 322.  One of the three possible default accounts display.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the line balance.  The amount can be entered.  Any amount entered adjusts the line balance and the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT or ERROR is entered at the Account prompt.

�Manual Check Void  (Cont’d) 
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Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Entering a carriage return is the final exit for the G/L distribution.  The screen that displays the items is redisplayed.  If the original displayed line balance was changed during the entry of the G/L distribution, after the carriage return is entered, an additional variance� XE "Manual Check Void:Purchase Order Invoices - Non-Automatic Voids - Variance Input" \r "manvoid9" � calculation appears at the bottom of the screen.  This would be due to a change in the cost, or quantity invoiced not matching the default.  If there is a variance the following prompt appears. 



Variance=       -##  Qty Ord =   #  Recd =   #  Pr Pd =   #  Cu Vd =   #

Enter Quantity Voided   #                                               



The Qty Ord is the total quantity ordered of the item.  The Recd, is the total quantity that has been received.  The Pr Pd, is the total quantity invoiced on all invoices of this item on this purchase order.  The Cu Vd is the current quantity voided.  Cu Vd is always zero on the first selection of an item.  The calculation for the Variance amount is the Pr Pd, times the original displayed cost, minus the total entered cost distribution of the item.  The default amount in Enter Quantity Voided is the amount in Pr Pd. 



A carriage return accepts the displayed quantity voided.  If the displayed Quantity Voided is not correct you must override it.  This would be in the case of there being another invoice for this item on this P.O.  Basically the invoiced quantity must balance with the cost entered during the G/L distribution and also be the same as the quantity entered on the invoice that is being voided.  The input of this field updates the quantity invoiced, per line item, in the Pending and P.O. Line Item File.  This is an important figure if the P.O. Pending reports and future A/P and P.O. Receipts are to be accurate, reflecting the correct quantity invoiced.  Also in order to re-enter the invoice, the quantity invoiced must be correct as the invoicing programs do not allow an invoice of an item that is totally invoiced.  If a quantity voided amount is input that is greater than the total quantity invoiced, the prompt, Quantity Voided May Not Be More Than Total Quantity Paid appears.  The cursor returns for reinput.  (4 Numeric)�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



Once the Quantity Voided is input the cursor returns to the display of the purchase order line items.  (4 Numeric) 



To recap, the variance prompts do not appear if the original line balance was not changed and the quantity voided equals the total quantity invoiced.  Following is an example of an item that is voided and reflects a variance.



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number 4754           Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00        420.00  

------------------------------------------------------------------------------  

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost    Ext. Cost   

   2 ITEM-G             EA     1     5     5     5     0     8.0000      40.00   

       Vendor Item : 45-P567            Def. G/L Acct   112200                   

                                                                                



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number 4754           Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00        388.00  

------------------------------------------------------------------------------  

                                                                                

Variance =       8.00  Qty Ord =   5  Recd =   5  Pr Pd =   5  Cu Vd =   0      

Enter Quantity Voided   5                                                       



The original cost is 8.00 a piece.  A quantity of 5 has been invoiced.  Thus the original line balance would be 5 X 8.00 = 40.00.  However, there are two invoices of this item on this purchase order.  On this invoice only 4 were invoiced.  Thus 32.00 was entered as the distribution.  Note the above variance display.  The difference between 40.00 and 32.00 is 8.00 thus this is the Variance.  The default Quantity Voided is 5.  This is overridden to 4.  Thus the cost of 8.00 a piece is correct but the quantity voided was not.  When the item is redisplayed the current quantity voided will be 4.  The current amount invoiced will be reduced by 4.  Note, the extended cost on the screen still reflects total invoiced times cost, but 32.00 is distributed and posted.



Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost    Ext. Cost   

   2 ITEM-G             EA     1     5     5     5     4     8.0000      40.00   

       Vendor Item : 45-P567              112200     32.00                      

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



After the distribution is completed on an item line, the items are redisplayed.  The Cu Vd (current voided) is updated with the quantity voided.  This is a way to tell that the item was selected on this transaction.  If the cost is changed that is updated.  This is based on quantity voided and the G/L distribution.  If the cost changed the extended cost reflects this change.  Note, that extended cost remains quantity ordered times the displayed cost.  Also displaying are the first two G/L distributions applied to the item.  The account and amount is displayed.  Note, line 1 on the following example.  The actual G/L distribution was 360.00 and was applied to three G/L accounts.



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number 4754           Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00         28.00  

------------------------------------------------------------------------------  

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost    Ext. Cost   

   1 TONER              CT     4    10    10    10    10    36.0000     360.00   

       Vendor Item : 45-235-6543          112200    200.00   112500    140.00   

   2 ITEM-G             EA     1     5     5     5     4     8.0000      40.00   

       Vendor Item : 45-P567              112200     32.00                      

                                                                                

                                                                                

                                                                                

Enter A'dditional Charges, Line #, Or E'nd                                        



The reason only two G/L distributions display per item is that there is only room for two distributions.  To display more than that would require more lines per item.  You can re-select the line to view and modify the distributions and amounts.  



Also notice that the invoice balance, Inv. Bal., is reduced by the amount distributed.

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)

Changing A Voided Item



During the void� XE "Manual Check Void:Purchase Order Invoices - Non-Automatic Voids - Making Changes" \r "manvoid10" � procedure an item can be selected as many times as desired.  Enter the corresponding line number.  The G/L distribution accounts and amounts can be modified.  The following example is to illustrate re-selecting an item that has already been individually selected for the void.  



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number 4754           Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00         28.00  

------------------------------------------------------------------------------  

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost    Ext. Cost   

   1 TONER              CT     4    10    10    10    10    36.0000     360.00   

       Vendor Item : 45-235-6543          112200    200.00   112500    140.00   

   2 ITEM-G             EA     1     5     5     5     4     8.0000      40.00   

       Vendor Item : 45-P567              112200     32.00                      

                                                                                

                                                                                

                                                                                

Enter A'dditional Charges, Line #, Or E'nd 1                                      



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number 4754           Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00         28.00  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   112200    200.00     200.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY      

 2   112500    140.00     340.00 INVENTORY MISC.       OTTO SUPPLY COMPANY      

 3   112600     20.00     360.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY      

                                                                                

                                                                                

                                                                                

                                                      Line Balance:       .00   

                                                                                

 Enter # To Change, A'dditional Input, Or 'CR' To End                           



Upon re-selection of the item, all of the G/L distributions are displayed.  Changes or additions can be made.  

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)

Changing A Voided Item  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number 4754           Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00         28.00  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   112200    200.00     200.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY      

 2   112500    140.00     340.00 INVENTORY MISC.       OTTO SUPPLY COMPANY      

 3   112600     20.00     360.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY      

                                                                                

                                                      Line Balance:       .00   

    Account    Amount          Account Name            Special Description      

     112200    200.00          INVENTORY SUPPLIES      OTTO SUPPLY COMPANY      



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data will stay as is.



Amount 



The amount entered on the add is displayed  A carriage return accepts it.  This can be changed if desired.  If changed the line balance is adjusted.  An up arrow key ^ returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)

Changing A Voided Item  (Cont’d)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number 4754           Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00         48.00  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   112200    180.00     180.00 INVENTORY SUPPLIES    OTTO SUPPLY COMPANY      

 2   112500    140.00     320.00 INVENTORY MISC.       OTTO SUPPLY COMPANY      

 3   112600     20.00     340.00 INVENTORY-SUPPLIES BR OTTO SUPPLY COMPANY      

                                                                                

                                                                                

                                                                                

                                                      Line Balance:      20.00  

    Account   Amount Cumulative  Account Name          Special Description      

 4   112200                      INVENTORY SUPPLIES                             

                                                      Enter 'TOT' When Done     



Operation is the same as described on the original add.  See page 322.  One of the three possible default accounts display.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the line balance.  The amount can be entered.  Any amount entered adjusts the line balance and the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT or ERROR is entered at the Account prompt.

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)

Changing A Voided Item  (Cont’d)



Beginning on page 323 is the explanation of the display of the line balance on the initial selection of an item individually.  When changing or adding accounts to an item that has already been selected individually, the line balance that is displayed is different than the displayed line balance on an initial selection of an item.  If the original G/L distribution agreed with the original default line balance, selecting the item again displays a line balance of zero.  As an example, the original line balance was 360.00 and that is what was distributed.  Accessing that line again now displays the line balance as zero.  Adding or changing the posted amounts updates this displayed line balance.  



If the original G/L distribution changed the line balance, due to cost changes or changing the default quantity voided, the line balance on the change still reflects the desire to default to the total invoiced amount.  However, if the cost was changed the new cost would be used.  Thus the line balance on a change may appear confusing when you have changed the cost and the default quantity voided.  Just remember that entering a carriage return accepts the line balance as the posted amount, but you can always enter the amount you want distributed.  As an example of this, the total quantity invoiced is 5 and the cost is 8.00 leaving a total of 40.00.  The invoiced quantity on this invoice void is 4.  On the first time the item is selected individually the default line balance would be 40.00.  However, the operator only voids a quantity of 4 at a total cost of 32.00.  If that line is than selected again to make a change, the displayed line balance would be 8.00.  This is the desired invoiced quantity of 5 X 8.00 = 40.00 minus the invoiced quantity of 4 X 8.00 = 32.00.  Thus if an entry was added a carriage return at amount would insert 8.00 adding a posting of 8.00, which corresponds to the default quantity invoiced of 5.  The variance� XE "Manual Check Void:Purchase Order Invoices - Non-Automatic Voids - Variance Input" \r "manvoid11" � prompt would redisplay if the amount is left at 32.00.  The default quantity void of 5 would have to be overridden to 4 again.



�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)

Changing A Voided Item  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Entering a carriage return is the final exit for the G/L distribution.  The screen that displays the items is redisplayed.  The variance prompt appears based on changing the displayed line balance and if the entered amount calculates out to not equaling the default quantity voided. 



Variance =       -##  Qty Ord =   #  Recd =   #  Pr Pd =   #  Cu Vd =   #

Enter Quantity Voided   #                                               



The Qty Ord is the total quantity ordered of the item.  The Recd, is the total quantity that has been received.  The Pr Pd, is the total quantity invoiced on all invoices of this item on this purchase order.  The Cu Vd is the current quantity voided.  Cu Vd will now reflect what was entered as the quantity voided on the last individual selection of the item.  The calculation for the Variance amount is the Pr Pd, times the original displayed cost, minus the total entered cost distribution of the item.  The default amount in Enter Quantity Voided is the amount in Pr Pd.  Note, this is not what is in Cu Vd so be sure and override it if the default is not correct.



A carriage return accepts the displayed quantity voided.  If the displayed Quantity Voided is not correct you must override it.  This would be in the case of there being more than one invoice for the item on the P.O.  Basically the voided quantity must balance with the entered cost during the G/L distribution and equal the quantity that was invoiced during the creation of the invoice.  The input of this field updates the quantity invoiced, per line item, in the Pending and P.O. Line Item File.  This is an important figure if the P.O. Pending reports and future A/P and P.O. Receipts are to be accurate, reflecting the correct quantity invoiced.  If a quantity voided amount is input that is greater than the total quantity invoiced, the prompt, Quantity Voided May Not Be More Than Total Quantity Paid appears.  The cursor returns for reinput.  Once the Quantity Voided is input the cursor returns to the display of the purchase order line items.  The changed information is reflected.  (4 Numeric) 

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)

Voiding Additional Charges



There are additional� XE "Manual Check Void:Purchase Order Invoices - Non-Automatic Voids - Additional Charges" \r "manvoid12" � charges associated with an invoice for a purchase order that do not directly link to the items that are on the purchase order.  This includes freight and down machine charges.  Thus there has to be a way to enter the G/L distribution of these extra charges.  This is done through the A’dditional Charges part of the invoicing prompts.  Additional charge entries can be made prior to or after selecting items individually.  However, it may be easier keeping the invoice balance correct if the lines of the P.O. are voided first and the additional non- P.O. amounts last.  Enter an A to access the additional charge entries.



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number 4754           Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00         28.00  

------------------------------------------------------------------------------  

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost    Ext. Cost   

   1 TONER              CT     4    10    10    10    10    36.0000     360.00   

       Vendor Item : 45-235-6543          112200    180.00   112500    140.00   

   2 ITEM-G             EA     1     5     5     5     4     8.0000      40.00   

       Vendor Item : 45-P567              112200     32.00                      

                                                                                

                                                                                

Enter A'dditional Charges, Line #, Or E'nd A                                      



The cursor is at the Account prompt.



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number 4754           Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00         28.00  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

     111102                      INVENTORY-SUPPLIES                             

                                                                                

                                                                                

                                                                                

                                                                                

                                                      Enter 'TOT' When Done     

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)

Voiding Additional Charges  (Cont’d)



Account



If there is a G/L Account number in the Vendor File that is the default.  A carriage return accepts the displayed account.  An override to a valid account may be input.  If the Vendor File has no account the account is blank and a valid account number must be entered.  Entering an invalid account produces the prompt, Invalid Account Number Or Type.  The cursor returns for reinput.  As many General Ledger distributions as desired may be input.  Entering ERROR or TOT on the first distribution exits the additional input entry screen.  The items are than redisplayed.  After the complete entry of the first distribution, enter TOT at Account to end the distribution of the additional input accounts.  (8 Digits)



Amount



Whatever amount is distributed reduces the displayed invoice balance.  If a carriage return is entered at the amount field the displayed Inv. Bal is accepted as the amount assigned to the inputted G/L account number.  Thus if the invoice balance is not the desired amount, enter the desired amount.  The normal entry is a positive number.  A zero or a negative number is allowed.  If a negative number is input the account is debited instead of credited.  A negative number should only be entered if a negative number was entered on the invoice.  An up arrow key ^ or ERROR returns to Account.  (9 Digits - No Decimals)



Special Description 



If a carriage return is input the vendor name is automatically the default.  A description identifying the distribution may be entered.  The description remains with the General Ledger Account input on that distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  Type in an up arrow key ^ to return to Amount.  Inputting ERROR returns to the Account prompt to allow reinput of that distribution line.  (23 Alphanumeric) 



After the Special Description is input the cursor returns to Account.  More distributions may be made or enter TOT or ERROR to finish the G/L distribution.  

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)

Voiding Additional Charges  (Cont’d)



Once TOT is input to end the additional non-P.O. G/L distribution entry, one of the two following prompts appear to allow the operator to make modifications to the entry.



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number 4754           Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00           .00  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   519910     28.00      28.00 FREIGHT IN            OTTO SUPPLY COMPANY      

                                                                                

                                                                                

                                                                                

 Enter # To Change, A'dditional Input, Or 'CR' To End                           



The first prompt appears when the G/L distributions are less than 13 entries.  The second prompt appears when the G/L distributions exceed 12 entries.  Entering N for next allows viewing of the next screen of distributions.  When N for next is input one of the two following prompts appear.



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering N for next allows viewing of the next screen of distributions.  Enter P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)

Voiding Additional Charges  (Cont’d)



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry displays at the bottom of the screen.  The cursor is at the Account prompt.



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number 4754           Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00           .00  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   519910     28.00      28.00 FREIGHT IN            OTTO SUPPLY COMPANY      

                                                                                

                                                                                

                                                                                

    Account    Amount          Account Name            Special Description      

     519910     28.00          FREIGHT IN              OTTO SUPPLY COMPANY      



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data will stay as is.



Amount 



The amount entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  If changed the invoice balance is adjusted.  An up arrow key ^ returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)

�Manual Check Void  (Cont’d) 





Enter Data  (Cont’d)



Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)

Voiding Additional Charges  (Cont’d)



Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



Operation is the same as described on the original add.  See page 337.  The default account from the Vendor File displays.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the invoice balance.  The amount can be entered.  Any amount entered adjusts the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT or ERROR is entered at the Account prompt.



Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Entering a carriage return is the final exit for the additional charge entries.  The screen that displays the items is redisplayed.  The cursor is at the invoicing prompts.



Enter A'dditional Charges, Line #, Or E'nd      



Once the initial input of the additional non-P.O. entries is exited, you may enter the A for A’dditional Charges to add more entries or change the existing.  This may be done as many times as desired.  The entries that were entered are displayed.  Operation is the same as described on page 337.  You may also select the additional charges to view the entries and than exit without changing them.
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Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



Once all of the items included on the invoice that is being voided are selected and any additional charges are done, you are ready to exit the purchase order.  To exit the displayed purchase order enter an E to end at any of the invoicing prompts.  The cursor returns to the P.O. Number prompt.



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number 4754           Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00           .00  

------------------------------------------------------------------------------  

Line Item Number        UM    PM   Ord Rec'd  P'Pd Cu'Vd      Cost   Ext. Cost   

   1 TONER              CT     4    10    10    10    10    36.0000     360.00   

       Vendor Item : 45-235-6543          112200    180.00   112500    140.00   

   2 ITEM-G             EA     1     5     5     5     4     8.0000      40.00   

       Vendor Item : 45-P567              112200     32.00                      

                                                                                

                                                                                

Enter A'dditional Charges, Line #, Or E'nd E                                      



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number                Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00           .00  

------------------------------------------------------------------------------  

                                                                                

Enter 'E' To End                                                                

� XE "Manual Check Void:Multiple Purchase Order Invoices " �

The reason that the cursor returns to P.O. Number for the final exit of the invoice, is to allow an input of multiple purchase orders that are billed on one invoice.  There is no limit to how many P.O.’s can be on one invoice.  The total invoice amount should include all the P.O.’s.  Once all of the items on the first purchase order are input and distributions made, an E to end that purchase order is input.  The cursor returns to P.O. Number and the second P.O. for that vendor is entered.  You must than individually select the items that were invoiced on that P.O., and enter additional non-P.O. entries on that P.O.  Operation is the same as when inputting the first P.O. on the invoice void.  You can also exit that P.O. and re-enter the first P.O.  The P.O. line item G/L distributions and additional charges remain and can be accessed and changed.  Thus you can go back and forth between P.O.’s and modify them as many times as desired.  All included P.O.’s are updated in the appropriate files.
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Voiding A P.O. Manual Check Invoice With No A/P History  (Cont’d)



P.O. Number



Once you have selected all of the items on all of the included P.O.’s, and additional input, and the invoice balance is zero, it is time to exit the distribution.  Enter an E to end at P.O. Number.  When the invoice balance is zero, after entering an E to end, no more corrections to the item and G/L distribution can be made.  Exiting manual check void is not allowed if the total amount of expense distributions does not equal the total invoice amount.  Thus the Invoice Balance would not be at zero.  If an E to end is input and the Invoice Balance is not at zero, the following prompt displays.



Void  Amount:     #####  Total Distributions:     ######       

Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel  



 2/16/96          Void Manual Check For  2/16/96            Month  2   7:31     

                                                            Post   0       .00  

 Vendor No.      106 OFFICE PRODUCTS WORLDWIDE          Cont. No.    19277      

 Inv.No. 21496                     P.O. Number E              Check #       2010

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       657.54      2/14/96              13.42             670.96         31.48  

------------------------------------------------------------------------------  

                                                                                

                                                                                

                                                                                

Void  Amount:     670.96  Total Distributions:     639.48                       

Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel                  



The invoice amount and the total of all of the G/L distributions made on that invoice void for all of the included P.O.’s displays.  There are two options at this prompt.  One is to enter a M to make more distributions.  What you want to do is apply the invoice balance.  The program automatically accesses the last P.O. that was accessed on the terminal prior to entering the E to end.  All of the items that had been selected during the transaction remain updated.  The G/L distribution remains.  You must than select items individually and change the distribution, or enter additional input.  If there are multiple P.O.’s you can end out of the accessed one and enter another P.O. and than apply distributions on that P.O.  When you have netted the invoice balance to zero, exit the P.O. and type in an E to end at the P.O. Number prompt.
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Void  Amount:     #####  Total Distributions:     ######       

Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel  



The second option is to cancel� XE "Manual Check Void:Canceling The Void" � the void.  When a C to cancel the void is input, the entire transaction is canceled.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Invoice Void          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter a Y for yes to cancel the transaction.  No void is created.  Entering a N for no will return the cursor to the  Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel prompt.



When the invoice amount nets to zero and you have exited the purchase orders, the cursor goes to one last prompt for that manual check void.



A'ccept, Or C'ancel     



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number E              Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00           .00  

------------------------------------------------------------------------------  

                                                                                

                                                                                

              A'ccept, Or C'ancel                                               



When a C to cancel the void is input, the entire transaction is canceled.  The manual check is not voided.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.
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Cancellation Means That No Updating Will Take Place For This Entire Invoice Void          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01     

                                                            Post   0       .00  

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291      

 Inv.No. C543                      P.O. Number E              Check #       2016

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

       420.00      2/16/96                .00             420.00           .00  

------------------------------------------------------------------------------  

                                                                                

                                                                                

Cancellation Means That No Updating Will Take Place For This Entire Invoice Void

          Are You Sure You Want To Cancel ?  (Y'es/N'o)                         



Enter a Y for yes to cancel the transaction.  The manual check invoice is not voided.  Entering a N for no will return the cursor to the A’ccept, C’ancel, prompt.



A'ccept, Or C'ancel     



When you are ready to accept� XE "Manual Check Void:Accepting The Void" � the input of the void, the final acceptance of the void must be made.  Enter an A for accept.  The cursor is at the following prompt.



Invoice Voided.  Press 'RETURN' To Continue      



 2/16/96          Void Manual Check For  2/16/96            Month  2   8:01    

                                                            Post   0       .00 

 Vendor No.      105 OTTO SUPPLY COMPANY                Cont. No.    19291     

 Inv.No. C543                      P.O. Number E              Check #       201

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance 

       420.00      2/16/96                .00             420.00           .00 

------------------------------------------------------------------------------ 

                                                                               

Invoice Voided.  Press 'RETURN' To Continue                                    



As soon as an A for accept is input, all of the files for that invoice void are updated, with the exception of the debit G/L entry to the cash and discount accounts.  That is updated when exiting the program.  The above prompt displays after the updating is completed.  Entering a carriage return exits the void and the cursor returns to Check No. for input of another void or to exit the program.  The void is added to the total amount and number of manual checks voided.  This displays after the heading Post.�Manual Check Void  (Cont’d) 
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Updating Of Files - Purchase Order Invoices



Following is a recap of the files that are updated� XE "Manual Check Void:Updating Of Files - Purchase Order Invoice Voids" \r "manvoid13" �when the manual check void of a purchase order invoice is accepted.  This applies to invoices with APHistory or without unless noted.  When there is APHistory and GLHistory the file updating is based on the information found in these files.



Purchase Order Files



The items included on the invoice void have the quantity invoiced reduced.  



Pending Files



Pending Files for each item voided are either deleted or updated.  There will always be an existing Pending File.  This record will reflect the manual check invoice entry.  This record is deleted if there is no receipt information stored in the Pending File for the invoice entry.  If there is receipt information the invoice information is removed from the record.  The receipt information remains.



The information in the Pending File can be viewed in Pending File Maintenance found on the P.O. System Manager menu.  The Pending File is used to track cost variances between the invoice and receipt.  This is reflected on the Variance Report.  The Pending File is also used by the Pending Receipt and Invoice Reports.



A/P Files



All of the A/P Files are updated.  The invoice is removed from the vendor’s account.  The manual check no longer appears on the A/P Transaction Register and A/P Aged Trial Balance.



Vendor File



The invoice amount is subtracted from purchases month and year to date.  Number of invoices month and year to date is reduced by one.  The A/P Balance is updated.  Note, the last check date, number and check amount are not changed by a check void, even if the check that is voided is the last check for the vendor.
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Updating of Files - Purchase Order Invoices  (Cont’d)



Check File



The Check File is deleted from the system.  They do not appear as voids on the Check Register.  The reason the check is deleted is to allow re-entry of the manual check.  Remember, manual checks have already been issued, thus normally the same check number needs to be re-entered as that was the actual check number used.



General Ledger and Chart Of Accounts Files



An entry is written to the G/L File for each expense distribution entered.  The source code of the entry is AP.  Also written is the fiscal month number, account number, amount distributed, check date, system date, vendor number, voucher control number, and the special description.  The Chart File is also updated with the amount.  The debit to the checking or cash account for the total check amount and the discount amount to the discount account is not made until the Manual Check Void program is exited and the procedure totals are displayed.



A/P History File



If there is an existing APHistory File, the existing record is marked as a void.  When viewing the invoice in the Invoice Inquiry, the invoice will reflect that it has been voided.  For invoices entered prior to Revision 11, no APHist record exists thus no updating will occur on this file.



G/L History File



If there are existing GLHistory Files, the existing records are marked as a void.  When viewing the invoice in the Invoice Inquiry, the invoice will reflect that it has been voided.  The check type GLHist File, which stores the check number, voucher control number, check amount, discount amount, and check date, is also marked as a void.  This will allow the check information in the Invoice Inquiry to reflect the check as voided for that control number.  For invoices entered prior to Revision 11, no GLHist records exist thus no updating will occur on this file.
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Summary Of Operation - Purchase Order Invoices



Following is a brief summary� XE "Manual Check Void:Summary Of Operation - Purchase Order Invoices" � of the entry of an A/P manual check void that is linked to a purchase order.



After entering the assigned check number, the invoice header and check information is displayed.  The operator than accepts or rejects this as the correct manual check invoice to be voided.



If there is an existing APHistory and GLHistory File the void proceeds as an automatic void.  The line items from the purchase order that were included on the invoice are displayed.  The General Ledger distributions for each included item are displayed.  Any additional non-P.O. G/L entries are displayed.  The operator can page back and forth viewing all of the items included on the invoice.  After verifying everything is correct, the operator accepts the void.  File updating than occurs.  All purchase order and G/L information is from the APHist and GLHist Files.  The invoice and check is marked as a void.  Viewing the invoice in Invoice Inquiry reflects that the invoice and check has been voided.  Prior to the final acceptance of the void, the operator can also cancel the void transaction.  No file updating will than occur.



When there is no APHistory and GLHistory Files, the operator must input the purchase order and control number and select the items included on the invoice.  An automatic void cannot be made.  A default General Ledger account number appears.  The default account is not necessarily what was used when the manual check was created.  The default account must be overridden to match the input when the invoice was created.  The G/L distributions for each item must be entered.  The same cost that was invoiced must be entered in the void.  Items can be selected and cost and G/L distributions changed as many times as desired, prior to the final acceptance of the void.  Non-P.O. line item charges such as freight must be entered as additional charges and can be modified prior to the final acceptance of the void.  Once all information is correct the final acceptance of the void is made.  At this time all file updating occurs.  Instead of accepting the void the operator may also cancel the transaction.  No updating occurs.
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Voiding A Non-Purchase Order Manual Check Invoice With No History 



The following documentation applies to voiding� XE "Manual Check Void:Non-Purchase Order Invoices - Non-Automatic Voids" \r "manvoid14" � a manual check that has no purchase order and no APHist or GLHist Files.  An automatic void cannot be made.  When manual check invoices are being entered that do not have a purchase order generated through the Purchase Order Package, no P.O. Number can be input.  Carriage return through the prompt.  For the systems that do not have the P.O. module activated in the Global File, the P.O. Number prompt does not appear on the screen.  With the exception of the P.O. number, entry of the manual check that is to be voided is the same as described beginning on page 303.  After inputting the control number the General Ledger distribution screen displays.  Be sure and enter the same G/L distributions that were entered when the manual check invoice was created.  



Account 



 2/16/96          Void Manual Check For  2/16/96            Month  2  11:00     

                                                            Post   1    420.00  

 Vendor No.      100 OTTO CORP.                         Cont. No.    19278      

 Inv.No. Y743                      P.O. Number                Check #       2025

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

        65.00      2/14/96               2.00              67.00         67.00  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

     611100                      OFFICE EXPENSE ADM                             

                                                                                

                                                                                

                                                      Enter 'TOT' When Done     



If there is a General Ledger Account number stored in the Vendor File that will be the default.  A carriage return accepts the display.  This can be overridden.  If there is no default the Account is blank and a valid General Ledger Account must be input.  When an invalid G/L account is input, the prompt Invalid Account # Or Type appears.  The cursor returns for reinput.  The Inv. Bal. and Cumulative is adjusted after each distribution.  The description of the entered G/L account number displays.  After at least one entry input TOT to exit the entry.  As many General Ledger distributions may be entered as desired.  (8 Digits) 
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Voiding A Non-Purchase Order Manual Check Invoice With No History  (Cont’d)



Amount 



Input the amount desired for the distribution.  A carriage return accepts the displayed Inv. Bal as the amount.  Enter the amount as a positive number and the account is credited.  A negative or zero dollar amount may be input.  A negative number should only be input if a negative number was entered during the creation of the manual check.  This would than cause a debit entry in the void to offset the credit entry in Manual Check Entry.  Input ERROR or an up arrow key ^ to return to Account.  (9 Digits - No decimals) 



Special Description 



If a carriage return is input the vendor name is automatically the default.  A description identifying the distribution may be entered.  The description remains with the General Ledger Account number input on the distribution.  Descriptions are printed on the General Ledger and Expense Distribution reports and the General Ledger Inquiry.  Type in ERROR to return to Account.  An up arrow key ^ returns to Amount.  (23 Alphanumeric) 



 2/16/96          Void Manual Check For  2/16/96            Month  2  11:00     

                                                            Post   1    420.00  

 Vendor No.      100 OTTO CORP.                         Cont. No.    19278      

 Inv.No. Y743                      P.O. Number                Check #       2025

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

        65.00      2/14/96               2.00              67.00           .00  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

     611100     67.00      67.00 OFFICE EXPENSE ADM    BINDERS                  

     611100                      OFFICE EXPENSE ADM                             

                                                                                

                                                                                

                                                                                

                                                                                

                                                      Enter 'TOT' When Done     
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Once TOT has been entered at Account, one of the two following prompts appear.



Enter # To Change, A'dditional Input, Or 'CR' To End 

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End



 2/16/96          Void Manual Check For  2/16/96            Month  2  11:00     

                                                            Post   1    420.00  

 Vendor No.      100 OTTO CORP.                         Cont. No.    19278      

 Inv.No. Y743                      P.O. Number                Check #       2025

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

        65.00      2/14/96               2.00              67.00           .00  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   611100     67.00      67.00 OFFICE EXPENSE ADM    BINDERS                  

                                                                                

                                                                                

                                                                                

 Enter # To Change, A'dditional Input, Or 'CR' To End                           



The first prompt appears when the G/L distributions are less than 13.  The second prompt appears when the total G/L distributions exceed 12.  Entering N for next allows viewing of the next screen of distributions.  When N for next is input one of the two following prompts appear.



Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



The first prompt appears till the last screen of distributions is accessed.  The second prompt appears when the last screen is reached.  Entering a N for next allows viewing of the next screen of distributions.  Enter a P for previous to go back one screen of distributions.  You may go back and forward as many screens as exist.
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Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



You may change� XE "Manual Check Void:Non-Purchase Order Invoices - Non-Automatic Voids - Making Changes" \r "manvoid15" � any of the G/L distributions that were made.  This is using the Enter # To Change in the prompts.  Enter the corresponding line number of the distribution that is to be changed.  The distribution entry is than displayed at the bottom of the screen.  The cursor is at the Account prompt.



 2/16/96          Void Manual Check For  2/16/96            Month  2  11:50     

                                                            Post   0       .00  

 Vendor No.      100 OTTO CORP.                         Cont. No.    19278      

 Inv.No. Y743                      P.O. Number                Check #       2025

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

        65.00      2/14/96               2.00              67.00           .00  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   611100     67.00      67.00 OFFICE EXPENSE ADM    BINDERS                  

                                                                                

                                                                                

    Account    Amount          Account Name            Special Description      

     611100     67.00          OFFICE EXPENSE ADM      BINDERS                  



The entered G/L account number is displayed.  A carriage return accepts this account.  This may be changed to another valid G/L account.  When overridden the description of that account is displayed.  Entering an invalid account produces the message Invalid Account Number Or Type.  The cursor returns for reinput and the original account is redisplayed.  Entering ERROR returns the cursor to the change prompt.  The data will stay as is.



Amount 



The amount entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  If changed the Inv. Bal. is adjusted.  An up arrow key ^ or ERROR returns to Account.  Note, if the entry was not desired and there is nothing to change the account to, enter a zero for amount.  The entry remains but is a zero amount.  (9 Digits - No Decimals)
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Special Description



The description entered on the add is displayed.  A carriage return accepts it.  This can be changed if desired.  An up arrow key ^ returns to Account.  Inputting ERROR returns the cursor to the Account prompt.  The data returns to the original data.  (23 Alphanumeric)



You may also add additional G/L distributions.  This is using the A’dditional Input part of the prompts.  When an A for additional is entered the cursor is at the Account prompt.



 2/16/96          Void Manual Check For  2/16/96            Month  2  11:50     

                                                            Post   0       .00  

 Vendor No.      100 OTTO CORP.                         Cont. No.    19278      

 Inv.No. Y743                      P.O. Number                Check #       2025

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

        65.00      2/14/96               2.00              67.00         37.00  

------------------------------------------------------------------------------  

    Account    Amount Cumulative Account Name          Special Description      

 1   611100     30.00      30.00 OFFICE EXPENSE ADM    BINDERS                  

                                                                                

                                                                                

                                                                                

    Account   Amount Cumulative  Account Name          Special Description      

 2   611100                      OFFICE EXPENSE ADM                             

                                                      Enter 'TOT' When Done     



Operation is the same as described on the original add.  See page 348.  If a default account is stored in the Vendor File, that displays.  An ERROR or TOT ends the add.  The cursor returns to the Enter # To Change prompt.  A carriage return at amount enters the invoice balance.  The amount can be entered.  Any amount entered adjusts the invoice balance.  The default special description, which is the vendor name, can be overridden.  After the first additional input the cursor returns for another, until TOT is entered at the Account prompt.
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Enter # To Change, A’dditional Input, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, Or ‘CR’ To End

Enter # To Change, A’dditional Input, N’ext, P’revious Or ‘CR’ To End

Enter # To Change, A’dditional Input, P’revious Or ‘CR’ To End



Once all of the G/L distributions are entered and all changes or additions made, entering a carriage return exits the entry of the G/L distribution.  



Exiting a manual check is not allowed if the total amount of expense distributions does not equal the total invoice amount.  Thus the Invoice Balance would not be at zero.  If carriage return to end is input and the Invoice Balance is not at zero, the following prompt displays. 



Void Amount  #####  Total Distributions  ######

Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel



 2/16/96          Void Manual Check For  2/16/96            Month  2  11:50     

                                                            Post   0       .00  

 Vendor No.      100 OTTO CORP.                         Cont. No.    19278      

 Inv.No. Y743                      P.O. Number                Check #       2025

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

        65.00      2/14/96               2.00              67.00         37.00  

------------------------------------------------------------------------------  

                                                                                

                                                                                

                                                                                

Void Amount:      67.00  Total Distributions:      30.00                        

Void/Distrib Not In Balance - M'ore Distrib, Or C'ancel                         



The invoice amount and the total of all of the G/L distributions made on that manual check void display.  There are two options at this prompt.  One is to enter a M to make more distributions.  What you want to do is apply the invoice balance.  The program will return to the screen that shows all of the G/L distributions that were entered.  You may than change or add G/L distributions.  When you have netted the invoice balance to zero, exit the entry of the G/L distributions with the carriage return.
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Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel



The last option is to cancel� XE "Manual Check Void:Canceling The Void" � the void.  When a C to cancel the void is input, the entire transaction is canceled.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.



Cancellation Means That No Updating Will Take Place For This Entire Invoice Void          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter a Y for yes to cancel the transaction.  The manual check invoice is not voided.  Entering a N for no returns the cursor to the Void Amount/Distrib Not In Balance - M'ore Distrib, Or C'ancel prompt.



When the invoice amount nets to zero and you have exited the G/L distributions, the cursor goes to one last prompt for that manual check.



A'ccept, Or C'ancel, 



 2/16/96          Void Manual Check For  2/16/96            Month  2  11:50     

                                                            Post   0       .00  

 Vendor No.      100 OTTO CORP.                         Cont. No.    19278      

 Inv.No. Y743                      P.O. Number                Check #       2025

 Check Amount     Check Date     Discount Amt        Invoice Amt   Inv Balance  

        65.00      2/14/96               2.00              67.00           .00  

------------------------------------------------------------------------------  

                                                                                

                                                                                

                                                                                

              A'ccept Or C'ancel                                                



When a C to cancel the void is input, the entire transaction is canceled.  The manual check invoice is not voided.  Nothing is updated.  Thus if you have made so many errors that it is easier to cancel the transaction and start over, than try to correct the errors, enter a C.  When a C to cancel is entered, the following prompt appears.

�Manual Check Void  (Cont’d)





Enter Data  (Cont’d)



Voiding A Non-Purchase Order Manual Check Invoice With No History  (Cont’d)



Cancellation Means That No Updating Will Take Place For This Entire Invoice Void          Are You Sure You Want To Cancel ?  (Y'es/N'o)                    



Enter a Y for yes to cancel the transaction.  No void is made.  Entering a N for no will return the cursor to the A’ccept, Or C’ancel, prompt.



A’ccept,  Or C’ancel,



When the void information is correct, the final acceptance of the void must be made.  Enter an A for accept� XE "Manual Check Void:Accepting The Void" �.  The message Check Voided displays.  This message verifies the void is completed.  The cursor returns to Check No. for input of another void or to exit the program.  The void is added to the total amount and number of voids entered.  This displays after the heading Post.  



 2/16/96          Void Manual Check For  2/16/96            Month  2  12:26    

                                                            Post   1     67.00 

 Vendor No.                                             Cont. No.              

 Inv.No.                                                      Check #          

 Check Amount     Check Date     Discount Amt        Invoice Amt               

                                                                               

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

                                      Enter 'E' To End, '/' To Cancel          



As soon as an A for accept is input, all of the files for that void are updated, with the exception of the debit G/L entry to the cash and discount accounts.  That will be updated when exiting the program.  



�Manual Check Void  (Cont’d)





Additional Information



Updating Of Files - Non-Purchase Order Invoice



Following is a recap� XE "Manual Check Void:Updating Of Files - Non-Purchase Order Invoices" \r "manvoid12a" � of the files that are updated when a non-purchase order manual check invoice is voided.  This relates to records with or without APHistory and GLHistory.



A/P Files



All of the A/P Files are updated.  The invoice is removed from the vendor’s account.  The record will no longer appear on the Transaction Register or A/P Aged Trial Balance.



Vendor File



The invoice amount is subtracted from purchases month and year to date.  Number of invoices month and year to date is reduced by one.  The A/P Balance is updated.  Note, the last check date, number and check amount are not changed by a check void, even if the check that is voided is the last check for the vendor.



Check File



The Check File is deleted from the system.  They do not appear as voids on the Check Register.  The reason the check is deleted is to allow re-entry of the manual check.  Remember, manual checks have already been issued, thus normally the same check number needs to be re-entered as that was the actual check number used.



General Ledger and Chart Of Accounts Files



An entry is written to the G/L File for each expense distribution entered.  The source code of the entry is AP.  Also written is the fiscal month number, account number, amount distributed, check date, system date, vendor number, voucher control number, and the special description.  The Chart File is also updated with the amount.  The debit to the checking or cash account for the total check amount and the discount amount to the discount account is not made until the Manual Check Void program is exited and the procedure totals are displayed.

�Manual Check Void  (Cont’d)





Additional Information



Updating Of Files - Non-Purchase Order Invoice  (Cont’d)



A/P History File



If there is an existing APHistory File, the existing record is marked as a void.  When viewing the invoice in the Invoice Inquiry, the invoice will reflect that it has been voided.  For invoices� XE "Manual Check Void:A/P History File" � entered prior to Revision 11, no APHist record exists thus no updating will occur on this file.



G/L History File



If there are existing GLHistory Files, the existing records are marked as a void.  When viewing the invoice in the Invoice Inquiry, the invoice will reflect that it has been voided.  The check type GLHist File, which stores the check number, voucher control number, check amount, discount amount, and check date, is also marked as a void.  This will allow the check information in the Invoice Inquiry to reflect the check as voided for that control number.  For invoices entered prior to Revision 11, no GLHist records exist thus no updating will occur on this file.



�Manual Check Void  (Cont’d)





Additional Information  (Cont’d)



Summary Of Operation - Non-Purchase Order Invoices



Following is a brief summary� XE "Manual Check Void:Summary Of Operation - Non-Purchase Order Invoices" � of the entry of an A/P invoice that is not linked to a purchase order.



After entering the assigned check number, the invoice header and check information is displayed.  The operator than accepts or rejects this as the correct manual check that is to be voided.



If there is an existing APHistory and GLHistory File the void proceeds as an automatic void.  The General Ledger distributions entered when the manual check was created are displayed.  The operator can page back and forth viewing all of the distributions included on the invoice.  After verifying everything is correct, the operator accepts the void.  File updating than occurs.  All G/L information is from the GLHist Files.  The invoice and check are marked as a void.  Viewing the invoice in Invoice Inquiry reflects that the invoice and check has been voided.  Prior to the final acceptance of the void, the operator can also cancel the void transaction.  No file updating than occurs.



When there is no APHistory and GLHistory Files, the operator must input the G/L distributions.  A default General Ledger account number from the Vendor File appears.  The default account must be overridden to match the input when the manual check was created.  The G/L distributions may be changed as many times as desired, prior to the final acceptance of the void.  You also may add more distributions.  Once all information is correct the final acceptance of the void is made.  At this time all file updating occurs.  Instead of accepting the void the operator may also cancel the transaction.  No updating occurs.

�Manual Check Void  (Cont’d)





Enter Data

� XE "Manual Check Void:Procedure Control Totals" �

Once the Manual Check Void program is exited the Procedure Control Totals display and should be used as a reconciliation tool.  At this time the one entry of the total amount voided for all manual checks entered, is posted to the General Ledger as a debit to the cash and discount accounts, that are defined in Global Record 6.  The entry is assigned a source code of PT and includes the number of manual checks voided as the description.  The following prompt appears.

� XE "Manual Check Void:Cash And Discount G/L Account Posting" �

Enter 'Y' To Return To Menu 



 2/16/96            Check/Invoice Posting For  2/16/96      Month  2      13:59

                                                                               

                    Procedure Control Totals                                   

                                                                               

                    Invoices                     1                             

                                                                               

                      Amount                 67.00                             

                                                                               

                      Discount                2.00                             

                                                                               

                    Distributions                1                             

                                                                               

                      Amount                 67.00                             

                                                                               

                    Cash Number             100100                             

                                                                               

                      Amount                 65.00                             

               Enter 'Y' To Return To Menu                                     



A Y is the only valid input and returns to the A/P Data Entry menu.  The Procedure Control Totals include the following figures for all inputted voids combined. 



Invoices  Total number of manual checks voided.



Amount  Total voided amount.  



Discount  Total discount amount.



Distributions  Total number of General Ledger distributions.



Amount  Total amount posted to General Ledger distributions.



Cash Number  The Cash or Checking General Ledger Account number. 



Amount  The amount posted to the Cash or Checking Account. 

�Accounts Payable Data Entry  (Cont’d)





Check Writing



Introduction



The Accounts Payable Check Writing program has been totally redesigned with Revision 11.  Accounts Payable Check Writing is found on the A/P Data Entry menu, 1-8.  Invoices entered through Accounts Payable Invoice Entry are paid and issued a check through A/P Check Writing.  All credit and debit memos are applied to a check through A/P Check Writing.  Invoices, credit and debit memos will never purge from the system unless they are applied to a check for their total amount.  A check is created and printed.  The General Ledger, vendor’s account, check registers, and Accounts Payable reports are updated.



Issuing checks in A/P Check Writing performs the following functions.



The Vendor’s A/P balance is updated.  The invoice, credit and debit memos reflect the payment amount.  Check, payment, and discounts information is updated.  The A/P Files are updated with the payment and discount amounts and payment date.



The General Ledger is updated with a credit to cash and discount and a debit to Accounts Payable for the entire check run.  The accounts are defined in the Global File.



There are two standard A/P check forms available.  Which standard form is used is defined in the Global File.  One is a computer check form, designed to be sent to a regular printer.  The other is a check designed to print to a laser printer.  The operator enters the first check number.  The program than assigns the check numbers in numeric order, beginning from that point.  A check and check stub is printed.  The check stub includes all of the vouchers included on the check.  The discount and payment amount and invoice number is included on the check stub.  



A 25 alphanumeric message can be input for each invoice or credit included on the check.  The message prints on the check stub, below the voucher it was entered on.



A Check File is created.  This provides a Check Register, Outstanding Check Register and Cleared Check Register, for cash account bank reconciliation.



A GLHistory File is created for each invoice or credit that is included on the check.  The amount paid, discount taken, message entered in, check date and check number is stored.  This information is used in the A/P Invoice Inquiry to provide the payment history of an invoice.  
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Introduction  (Cont’d)



There is the ability to reprint checks, prior to exiting the A/P Check Writing program.  Thus if the printer should jam or get out of alignment, the checks can be reprinted.  A new check number and Check File is issued for the reprinted check.  A Check File is created for the original check number that was issued and than reprinted.  This check reflects that it is reprinted.  Alignment checks are also issued a Check File, which reflects that they are alignment checks.  Checks that use more than one physical check create a Check File for the checks used as stub only checks.  They are reflected in the Check File as a stub check.



Duplicate checks numbers are not allowed.  The program will check for duplicate checks, prior to printing and creating any checks.  The operator is warned and prompted for another beginning check number.



One check per vendor per check run is allowed.  Miscellaneous vendors are the exception.  Zero checks are allowed.  Negative checks are not allowed.  However, a check can be issued to a vendor with an overall credit balance, as long as the check amount is zero or greater.



There are numerous ways to issue checks to the vendors.  One is to use the Cash Requirements Due Date Report to flag vouchers for payment by an inputted due date range.  In Check Writing the option to select flagged vouchers by due date is activated, and all of the flagged invoices and credits per vendor are automatically assigned and issued a check. 



Individual vendors can also be selected.  When individual vendors are entered, you may enter an all option and pay all open invoices and credits.  You may individually select as many invoices as desired.  You may also select an option to pay by due date within a specific vendor.  A due date range is input and all invoices and credits with a due date within the specified range are included on the check. 



There is also the ability to exclude specific vouchers from the check.  Thus you can enter for a specific vendor the all or due date option and exclude certain vouchers.  This is extremely time saving when there is a vendor with numerous invoices, with the majority needing to be paid.  Just exclude the few you don’t want to pay and let the program automatically pay the rest.





�Check Writing  (Cont’d)





Introduction  (Cont’d)



The individual selection and the flagged vouchers by due date option can be interchanged.  Thus you can select individual vendors after or before activating the automated due date feature.  This allows you to combine the features.  You can access a vendor that you have already selected for payment, by individual selection or the flagged due date option, and make additions, changes or exclusions to the check.  This can be done as many times as desired, prior to actually printing the checks. 



When paying vendor’s, with the flagged due date option or the all or due date option within individual selected vendor’s, a prompt to include lost discounts appears.  This allows you to take or not to take discounts on invoices where the due date is less than the check date.



A check can be issued and individual vouchers, already included on the check, can be removed from the check by excluding them.  An individual check can also be canceled or the entire check run can be canceled.  Nothing is updated prior to the printing of the checks.  So any changes, additions, exclusions or cancellations can be made as long as the actual checks have not been printed.



Vendors can be individually accessed by vendor number or an alpha vendor name search.



When displaying an individual vendor’s account only open invoices or credits appear.  Fully paid invoices, or credits that have been fully applied to a check, do not appear.  The vendor’s current A/P balance displays and is adjusted as vouchers are applied to the checks.  An amount paid is accumulated per vendor.  A total cumulative amount paid for all vendor’s and total number of vendor’s paid is also included.  For each displayed invoice the current balance, discount amount, invoice number, and invoice and due date displays.  The current pay status of due, open, or hold is displayed.  This is changed to paid status when the voucher is selected for payment on the check. 



When viewing a vendor the screen indicates if a partial payment has been made on a voucher on other check runs.  When re-selecting a paid voucher the original balance, prior to applying the payment during the current check run, is included.
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Introduction  (Cont’d)



The program incorporates the Miscellaneous Vendor feature.  Selection of the invoices for each Miscellaneous Vendor occurs along with the input of the vendor’s address.  A selection screen that displays all of the different vendors assigned to the Miscellaneous Vendor, that have already been issued a check in the current check run, is included.  This allows you to re-select and make changes.



A/P Check Writing allows printing of a report before and after issuing the checks.  The report includes all of the vendors and invoices that were selected for payment.  This can be used to review what has been selected for payment, prior to any updating in the program occurring.  Additions, deletions or changes can still be made, up to the point of the physical printing of the checks.  Prior to printing the checks the report can be printed in vendor number or vendor name order.  The actual checks can also be printed in vendor number or name order.  After the checks are printed the report can also be printed.  This version of the report can be printed in check number order, vendor name, or vendor number order.  The issued check numbers are included.  This can be saved as the hard copy of the check run.



During A/P Check Writing the program locks out anyone else from A/P Check Writing.  Thus only one check run can be done at a time.  Also during A/P Check Writing no one can do A/P Invoice or Credit/Debit Memo voids.  This is to insure that all files are updated properly.
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Set Up



Prior to printing the first check run you must have your check forms.  LMS has one standard check form that can be printed on an 80 or 132 column printer.  Note, the standard check form just fits on an 80 column printer.  They are much easier to work with and the check stubs are aligned better when printed on a 132 column printer.  Samples of the standard check form can be provided.  Most checks are preprinted with a check number.  This is for security.  This works with the A/P Check Writing program, as the operator enters the first check number and the programs continues numbering consecutively from that beginning number.  The check forms can be a duplicate copy form if desired.



LMS is also offering a standard check form that is printed on a laser printer.  At this time the form is still in development but will be available shortly.  The A/P Check Writing has been designed to incorporate the laser check.  If you would like to use the standard laser printed check, please contact the LMS Support Department.  



If neither standard form is acceptable than custom programming is necessary.  Any charges will be discussed.  It is important to know that if you do not use the standard forms the A/P checks that are printed will not be in alignment with your custom form without custom changes made to the program.  Do not order custom forms without first discussing this with LMS. 
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Set Up  (Cont’d)



Global File



Prior to the first A/P check run, Global Record 6 must be set up correctly.  The Global File is accessed in Billing File Maintenance, 3-21.  NO ONE should be in Accounts Payable while accessing Global Record 6.  Specific fields in Global Record 6 relate to Check Writing.  These must be entered prior to printing any checks.



 3/25/96                    Global File Maintenance                        10:16

                                                                                

              Accounts Payable/General Ledger Control Record                    

                                                                                

              1 - Account # Length                    100000                    

              2 - Start of Fiscal Year (Mo. 1-12)          1                    

              3 - Accounts Payable Control Number      19542                    

              4 - General Ledger Control Number        30586                    

              5 - Chart of Accts Break Point               4                    

              6 - Accounts Payable Account #          201000                    

              7 - Discount Account                    800900                    

              8 - Cash Account                        100100                    

              9 - Allowance Account                   800900                    

             10 - No. Voucher Lines Per A/P Check         15                    

             11 - A/P Check Format: S'tandard Or L'aser    S                    

             12 - Company Name   LA CROSSE MANAGEMENT SYS, TESTING              

             13 - A/P Check Writing In Process (Y/N)       N                    

                                                                                

 Fld                                                                            



The fields that relate to Check Writing are as follows.



 6 - Accounts Payable Account #          

 7 - Discount Account                    

 8 - Cash Account                       

 9 - Allowance Account                   



The default Accounts Payable General Ledger account number must be entered in field 6.  This account is debited for the total amount paid and discount taken for the entire check run.  The default Discount G/L account number must be entered in field 7.  This account is credited for the total discount taken for the entire check run.  The default Cash or checking account G/L number must be entered in field 8.  This account is credited for the total amount paid for the entire check run.  Field 9, Allowance Account, is not used, however, it is mandatory to enter an account.  Enter the same account number that was input for the discount account in field 7.  These must be all valid accounts.

�Check Writing  (Cont’d)





Set Up  (Cont’d)



Global File  (Cont’d)



 3/25/96                    Global File Maintenance                        10:16

              Accounts Payable/General Ledger Control Record                    

                                                                                

              1 - Account # Length                    100000                    

              2 - Start of Fiscal Year (Mo. 1-12)          1                    

              3 - Accounts Payable Control Number      19542                    

              4 - General Ledger Control Number        30586                    

              5 - Chart of Accts Break Point               4                    

              6 - Accounts Payable Account #          201000                    

              7 - Discount Account                    800900                    

              8 - Cash Account                        100100                    

              9 - Allowance Account                   800900                    

             10 - No. Voucher Lines Per A/P Check         15                    

             11 - A/P Check Format: S'tandard Or L'aser    S                    

             12 - Company Name   LA CROSSE MANAGEMENT SYS, TESTING              

             13 - A/P Check Writing In Process (Y/N)       N                    



10 No. Voucher Lines Per A/P Check



This is the number of lines that can be printed on the check stub.  The check stub prints one line for each voucher and message that is included on an A/P check.  The standard form that prints to a regular printer should have 15 entered in this field.  Any custom forms may differ.  The laser form is still in development.  



11 A/P Check Format:  S’tandard Or L’aser



A S must be entered if you are using forms that are printed to a standard printer.  A L must be entered if you are printing to a laser printer.



13 - A/P Check Writing In Process (Y/N)       N   



This field is set to a Y for yes when entering A/P Check Writing.  When the operator exits A/P Check Writing it is set to a N for no.  However, it must be set at no prior to the first check run done on your system.  If this field is set at yes you will not be able to enter the A/P Check Writing program.



Since it is important that fields 10, 11 and 13 have correct data, if these fields are selected for a change an additional prompt for a password appears.  Only LMS support or trainer staff knows the password.  Thus for new LMS customers these fields will be set correctly by your trainer or a support person.  If you change forms or have alignment problems the LMS staff will determine the correct input at these prompts.
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Enter Data



Transaction Date



When entering the program from the menu the cursor stops at Transaction Date.  A carriage return accepts the system date as the transaction date.  This can be overridden.  Whatever date is input determines what fiscal month is updated in the General Ledger.  It is not the check date or system date that determines the month the General Ledger is updated.  It is the transaction date input when entering the program.  Thus it is extremely important that the correct transaction date is entered.  As an example, the current system date is 03/01/96.  However, checks are still being written for the month of February and you want them posted to the General Ledger for fiscal month February.  Thus in order for the General Ledger to be updated for the month of February a transaction date of 02/29/96 should be entered when entering the program at the Transaction Date menu prompt.  The transaction date that is input is also the default check date, which can be overridden at a later input prompt.  (MMDDYY)



The printer selection screen appears to allow selection of the printer.  Whatever printer is selected is the printer used to print the checks on and also the reports that can be printed from the A/P Check Writing program.  The actual checks are not printed until entry of all of the vendors and vouchers to be paid has been completed.  Thus the printer is not locked for use until the actual check or report printing command is given.  The time spent to select the vouchers for payment will vary depending how many checks are being issued.  Thus the printer is still available while the selection of what is to be paid is proceeding.
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Enter Data  (Cont’d)



Since no updating occurs until the checks are printed, in order for all of the file updating to be correct, only one task can be accessing A/P Check Writing.  This is to insure that proper updating of the files updated in Check Writing occurs.  If an attempt is made to enter A/P Check Writing and there is another task in A/P Check Writing, the following prompt appears after selecting the printer.  The program is exited.



Check Writing In Process On Another Task!



 3/25/96                       Printer Selection                         12:11 

                                                                               

                     1  OKIDATA 590 MAIN (91)(1)                               

                     2  LASER (90)(2)                                          

                     3  OKIDATA 321 2ND FLOOR                                  

                     4  OKIDATA 182 TESTING (S)(4)                             

                     5  132 COL PRNT-UPSTRS                                    

                     6  CINDY'S DISK                                           

                     7  TOM'S DISK                                             

                     8  DAVE'S DISK                                            

                     9  KELLEY'S DISK                                          

                    10  KIM'S DISK                                             

                    11  KAREN'S DISK                                           

                    12  BEV'S DISK                                             

                    13  SCOTT'S DISK                                           

                    14  TRACY'S DISK PRINTER                                   

                    15  NIKKI'S DISK                                           

                    16  SCOTT FINN'S DISK                                      

                    17  CARY'S DISK                                            

                    18  LISA'S DISK                                            

                                                                               

Check Writing In Process On Another Task!                                      



Whenever someone enters A/P Check Writing a Y for yes, Check Writing Is In Use, is written into the Global File.  This can be viewed in Global File Maintenance, record 6 field 13.  This prevents anyone from doing any Invoice or Credit/Debit Memo voids while A/P Check Writing is in use.  Because of the updating of the files at the completion of the check writing program, voids cannot be allowed.  Someone could void an invoice that had been selected for payment on the current check run.  When A/P Check Writing is exited the program changes the Global File back to no.  Note, if the A/P Check Writing program is not exited in the normal way, as would occur if the system went down or a stop occurred, the Global File would not be cleared.  Going back into A/P Check Writing and ending out will clear the Global File.



To recap, during A/P Check Writing no one can be performing A/P Check Writing, and Invoice or Credit Memo Voids on other tasks.  All other A/P programs are accessible.
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When Check Writing is entered successfully, the cursor is at the following prompt.



Enter Check Date:  MM/DD/YY     



 3/25/96     Check Writing For  3/25/96 By KAS   Dated:  3/25/96          12:29  

                                                                                

                                                                                

                  Enter Check Date:  3/25/96                                    

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

                  E = End And Return To Menu                                    



Enter an E or / slash to exit the program.  Whatever date was accepted at the transaction date prompt, at the menu upon entering the program, appears as the default check date.  A carriage return accepts this as the check date.  This can be overridden if desired.  Entering an invalid date produces the prompt Invalid Date -- Enter Again.  The cursor returns for reinput.  The check date is printed on the checks and is written into the Check File.  It is also the payment date stored in the A/P files and the last payment date stored in the Vendor Files.  Note, there is no other chance in A/P Check Writing to change the check date, thus be sure to enter the correct check date.  (MMDDYY)
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  Select Payment Option:                                       

                                                               

  1 = Individual Vendors                                       

  2 = All Vendors With Vouchers Flagged For Payment By Due Date

  E = End And Return To Menu                                   



 3/25/96     Check Writing For  3/25/96 By KAS  Dated:  3/25/96          12:36 

                                                                               

                                                                               

                        Check Date:  3/25/96                                   

                                                                               

                  Select Payment Option:                                       

                                                                               

                  1 = Individual Vendors                                       

                  2 = All Vendors With Vouchers Flagged For Payment By Due Date

                  E = End And Return To Menu                                   



There are three possible options at this prompt.  Enter E to exit the program.  Enter 1 to access individual vendor’s for payment selection.  Enter 2 to activate issuing of checks to vendor’s with the invoices and credits that have been flagged for automatic payment by due date.  Vouchers are flagged for payment by due date with the running of the Cash Requirements By Due Date report.  Vouchers can also be flagged for payment in the program Payment Status Change.  Vouchers that are flagged are stored with a payment indicator.  Entering 2 generates a check for each vendor with at least one flagged voucher.  More detail on payment of flagged vouchers is included later in the documentation.  At this point note, that even after entering 2 to activate the payment for flagged vouchers, you will still be able to select individual vendors, even the ones that had flagged vouchers.  You can also input 1 to select individual vendors and return to a prompt that will allow the automatic payment of flagged vouchers to occur.  Thus you can do both options in the same check run.�Check Writing  (Cont’d)
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Individual Selection Of Vendors

Vendor Number Entry



When payment option 1, to access individual vendors, is input the cursor is at the following prompt.



Vendor No:



 3/25/96     Check Writing For  3/25/96 By KAS  Dated:  3/25/96          12:56  

 Vendor Bal:       .00                        No. Checks  0 Cum. Total       .00

 Vendor No:                                             Amount Paid             

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status



Input the number of the vendor that is to be issued a check.  This must be a valid Vendor number.  If an invalid number is input, the prompt Invalid Vendor Number appears.  The cursor returns for reinput.  To exit the program input END.  If at least 1 alpha character or a number greater than 8 digits is entered the program performs an alpha search on the vendor name.  You may enter up to 25 alphanumeric characters.



When the alpha search on the vendor name is made, the cursor is at one of the two following prompts.



Select Vendor Choice Or E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



 3/25/96     Check Writing For  3/25/96 By KAS  Dated:  3/25/96          13:00  

 Vendor Bal:       .00                        No. Checks  0 Cum. Total       .00

 Vendor No: OTTO                                        Amount Paid             

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

                                                                                

    Vendor #/Name                      Address                                  

  1      100 OTTO CORP.                500 NORTH SHORE DRIVE     CHICAGO,  IL  5

  2      105 OTTO SUPPLY COMPANY       900 VALLEY ST             CHICAGO   IL  5

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

Select Vendor Choice Or E'nd                                                    
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Individual Selection Of Vendors  (Cont’d)

Vendor Number Entry  (Cont’d)



Select Vendor Choice - E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



The screen displays all vendors that have a name which begins with the inputted characters.  Each line contains the vendor number, complete name, and the second and last lines of the vendor's address.  Only 15 characters of the last address line displays.  A computer assigned number is associated with each vendor.  The first prompt appears when there is less than 17 vendor choices.  The second prompt appears when there is more than 16 vendor selections.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range appears and the cursor returns for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  When a N for next is input the cursor is at one of the two following prompts.



Display N’ext P'revious, Select Vendor Choice, Or E'nd           

Display P'revious, Select Vendor Choice, Or E'nd           



The first prompt appears until the last screen of vendor choices is accessed.  The second prompt appears when the last screen is reached.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input, the prompt Selection Is Out Of Range appears and the cursor returns for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  Enter a P for previous to go back one screen of selections.  You may go back and forward as many screens as exist.
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Individual Selection Of Vendors  (Cont’d)

Screen Display



Once a valid vendor number is entered or selected, all of the invoices and credit and debit memos that have a balance, prior to this check run, display.  



 3/25/96     Check Writing For  3/25/96 By KAS  Dated:  3/25/96          14:46  

 Vendor Bal:    783.33 Discount Always Taken  No. Checks  0 Cum. Total       .00

 Vendor No:      483  PRESS INTERNATIONAL               Amount Paid          .00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19296 INV  21896                 2/18/96  2/28/96                 DUE  

 Bal:      78.00 Disc:   7.80 Net Amt:      70.20 Msg:                          

  2      19297 C/M  21896                 2/18/96  2/28/96                 DUE  

 Bal:     -90.00              Net Amt:     -90.00 Msg:                          

  3      19343 INV  22796                 2/27/96  3/08/96                 DUE  

 Bal:      23.49 Disc:   2.35 Net Amt:      21.14 Msg:                          

  4      19344 INV  22796                 2/27/96  3/08/96                 DUE  

 Bal:      52.64 Disc:   5.26 Net Amt:      47.38 Msg:                          

  5      19358 INV  22796                 2/27/96  3/08/96                 DUE  

 Bal:     649.00 Disc:  64.90 Net Amt:     584.10 Msg:                          

  6      19376 INV  22796                 2/27/96  3/08/96                 DUE  

 Bal:      70.20 Disc:    .00 Net Amt:      70.20 Msg:                          

                                                                                

                                                                                

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel                      



Also included is the vendor’s current A/P balance, and full name from the Vendor File.  If there is a Y for yes in field 16, Disc. Flag, in Vendor File Maintenance the message Discounts Always Taken displays.



If a vendor is input or selected and there are no open vouchers on their account, the prompt This Vendor Has No Un-Paid Vouchers appears.  The cursor returns to Vendor No. for reinput.



3/25/96     Check Writing For  3/25/96 By KAS  Dated:  3/25/96          14:30  

Vendor Bal:       .00                        No. Checks  0 Cum. Total       .00

 Vendor No:     3100  MAYFIELD PRESS                    Amount Paid          .00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

This Vendor Has No Un-Paid Vouchers.                                            
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Screen Display  (Cont’d)



The invoices and credit/debit memos display in voucher control number order, smallest to largest number.  The following information is included for each voucher.  The voucher information is from the A/P Invoice File, APINVD File.



 3/25/96     Check Writing For  3/25/96 By KAS  Dated:  3/25/96          14:53  

 Vendor Bal:   9743.98 Discount Always Taken  No. Checks  0 Cum. Total       .00

 Vendor No:      105  OTTO SUPPLY COMPANY               Amount Paid          .00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19520 INV  A12                   3/25/96  4/24/96                 OPEN 

 Bal:     100.00 Disc:   2.00 Net Amt:      98.00 Msg:                          

  2      19521 INV  A223                  3/25/96  4/24/96                 OPEN 

 Bal:      98.00 Disc:   1.96 Net Amt:      96.04 Msg:                          

  3      19522 INV  32596                 3/25/96  4/24/96                 OPEN 

 Bal:     500.00 Disc:  10.00 Net Amt:     490.00 Msg:                          

  4      19523 INV  32596                 3/25/96  4/24/96                 OPEN 

 Bal:      54.00 Disc:   1.08 Net Amt:      52.92 Msg:                          

  5      19524 INV  A654T                 3/25/96  4/24/96                 OPEN 

 Bal:     567.89 Disc:  11.36 Net Amt:     556.53 Msg:                          

  6      19525 INV  32596                 3/25/96  4/24/96                 OPEN 

 Bal:     789.00 Disc:  15.78 Net Amt:     773.22 Msg:                          

  7      19526 INV  B678                  2/01/96  3/04/96                 OPEN 

 Bal:    1005.67 Disc:  20.11 Net Amt:     985.56 Msg:                          

  8      19527 INV  B8904                 2/01/96  3/04/96                 OPEN 

 Bal:      45.00 Disc:    .90 Net Amt:      44.10 Msg:                          

  9      19528 INV  R4568                 1/15/96  2/14/96                 OPEN 

 Bal:    1009.00 Disc:  20.18 Net Amt:     988.82 Msg:                          

Enter Selection #, N'ext, E'X'clude, A'll, D'ue, E'nd, Or C'ancel               



A Computer Assigned Line Number  This is used to select an individual voucher.



Voucher  The assigned voucher control number.  All invoices, and credit/debit memos are assigned a permanent voucher control number when they are created.



Type  The type of record.  This is INV for an invoice, C/M for a credit memo, and D/M for a debit memo.



Invoice No.  The full 20 character invoice number.



Inv Date  The voucher’s invoice date.



Due Date  The voucher’s due date.
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Screen Display  (Cont’d)



 3/25/96     Check Writing For  3/25/96 By KAS  Dated:  3/25/96          15:05  

 Vendor Bal:  24229.90                        No. Checks  0 Cum. Total       .00

 Vendor No:      100  OTTO CORP.                        Amount Paid          .00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      18984 C/M  122095               10/25/95 11/09/95                 HOLD 

 Bal:    -150.00              Net Amt:    -150.00 Msg:                          

  2      18998 INV  122895               12/28/95  1/12/96                 HOLD 

 Bal:    4000.00 Disc:  80.00 Net Amt:    3920.00 Msg:                          

  3      19233 INV  75002                 2/09/96  2/26/96                 DUE  

 Bal:   19300.00 Disc: 386.00 Net Amt:   18914.00 Msg:                          

  4      19325 INV  22796                 2/27/96  3/13/96                 DUE  

 Bal:      75.00 Disc:   1.50 Net Amt:      73.50 Msg:                          

  5      19326 C/M  H789                  2/27/96  3/13/96                 DUE  

 Bal:    -125.00              Net Amt:    -125.00 Msg:                          

  6      19338 INV  22796                 2/27/96  3/13/96       Y         DUE  

 Bal:     129.90 Disc:    .00 Net Amt:     129.90 Msg:                          

  7      19489 INV  32196                 3/21/96  4/05/96                 OPEN 

 Bal:    1000.00 Disc:  20.00 Net Amt:     980.00 Msg:                          

                                                                                

                                                                                

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel                      



Part Pymt  A Y appears if a partial payment has been applied to the voucher on prior check runs.



Pay Status  There are three possibilities of pay status’s, prior to including a voucher on a check.  The pay status of DUE displays if the voucher has been flagged for payment by the Cash Requirement Due Date Report.  Thus this voucher would be automatically included for payment if option 2 to Pay all vendors with flagged vouchers is activated.  The pay status of HOLD displays if a voucher has been put on hold in the program Payment Status Change.  Vouchers put on hold are not flagged for payment by the Cash Requirements Due Date Report.  They also are not paid when the All or due date option is entered.  The only way to include them on the check is to individually select them or remove the hold status from the voucher.  The last possible status, prior to payment selection or exclusion, is OPEN.  Open means no payment has been applied on this check run and the record is not flagged to be paid by due date.  The record is also not on hold status.
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 3/25/96     Check Writing For  3/25/96 By KAS  Dated:  3/25/96          15:30  

 Vendor Bal:    292.70                        No. Checks  0 Cum. Total       .00

 Vendor No:   999999  MISCELLANEOUS VENDOR              Amount Paid          .00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19459 INV  31896                 3/18/96  3/18/96                 OPEN 

 Bal:      25.00 Disc:    .00 Net Amt:      25.00 Msg:READY HARDWARE            

  2      19495 INV  32196                 3/21/96  3/21/96                 OPEN 

 Bal:      75.00 Disc:    .00 Net Amt:      75.00 Msg:LA CROSSE FLORAL SHOP     

  3      19542 INV  56                    3/25/96  3/25/96                 OPEN 

 Bal:     126.70 Disc:    .00 Net Amt:     126.70 Msg:QUICK PRINT COMPANY       

  4      19543 INV  031496                3/25/96  3/25/96                 OPEN 

 Bal:      56.00 Disc:    .00 Net Amt:      56.00 Msg:TROPHIES INC              

  5      19544 INV  031996                3/25/96  3/25/96                 OPEN 

 Bal:      10.00 Disc:    .00 Net Amt:      10.00 Msg:TROPHIES INC              

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel                      



Bal:  The current balance of the invoice or credit.  If partial payments have been entered on previous check runs, only the remaining balance is displayed.



Disc:  Discounts are calculated or entered in A/P Invoice Entry when the invoice is created.  The discount amount can be changed in the Payment Status Change program.  The discount amount is stored in the A/P Invoice File.  This is the current discount amount stored in the A/P Invoice File.  Credit and debit memos do not display a discount as discounts are not applicable.



Net Amt:  This is the default payment amount.  This is Bal minus Disc.  This is changed to Pd Amt when a payment is made.



Msg:  This is where a check message, entered on a specific voucher, will display.  On the Miscellaneous Vendor, 999999, the name that was entered during Invoice or Credit/Debit Memo Entry is displayed.  This is from the A/P Invoice File.  This displays until the voucher on the Misc. Vendor is selected for payment.  This is to help you identify who the voucher is for.
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When an individual vendor is selected, the cursor is at one of the two following prompts.



Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel        

Enter Selection #, N'ext, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 



The first prompt appears if there are less than 10 unpaid invoices or credit/debit memos.  The second prompt appears when there are more than 9 unpaid invoices or credit/debit memos.  Enter N for next or a carriage return to access the next screen of vouchers.  One of the two following prompts appears.



Enter Selection#, N'ext, P’revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection #, P'revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel     



 3/25/96     Check Writing For  3/25/96 By KAS  Dated:  3/25/96          15:55  

 Vendor Bal:   9743.98 Discount Always Taken  No. Checks  0 Cum. Total       .00

 Vendor No:      105  OTTO SUPPLY COMPANY               Amount Paid          .00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

 10      19535 INV  G54R6                 2/20/96  3/21/96                 OPEN 

 Bal:    2345.00 Disc:  46.90 Net Amt:    2298.10 Msg:                          

 11      19536 INV  Y7654                 1/24/96  2/23/96                 OPEN 

 Bal:     768.99 Disc:  15.38 Net Amt:     753.61 Msg:                          

 12      19537 INV  345689                3/25/96  4/24/96                 OPEN 

 Bal:     300.00 Disc:   6.00 Net Amt:     294.00 Msg:                          

 13      19538 INV  54634                 3/01/96  4/01/96                 OPEN 

 Bal:    1100.98 Disc:  22.02 Net Amt:    1078.96 Msg:                          

 14      19539 INV  R4327                 1/27/96  2/26/96                 OPEN 

 Bal:     645.89 Disc:  12.92 Net Amt:     632.97 Msg:                          

 15      19540 INV  P987                  3/25/96  4/24/96                 OPEN 

 Bal:      90.00 Disc:   1.80 Net Amt:      88.20 Msg:                          

 16      19541 INV  G4567                 2/10/96  3/11/96                 OPEN 

 Bal:     324.56 Disc:   6.49 Net Amt:     318.07 Msg:                          

                                                                                

                                                                                

Enter Selection #, P'revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel           



The first prompt appears until the last screen is accessed.  The second prompt appears when the last screen is reached.  Enter N for next or a carriage return to go to the next screen.  Enter P for previous to go back one screen.  You may go back and forward as many screens as exist.  On the last screen a carriage return goes back one screen.
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Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel        

Enter Selection #, N'ext, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection#, N'ext, P’revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection #, P'revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel     



You may individually select all of the vouchers to be included on the check.  Enter the corresponding computer assigned line number of the voucher that is to be included on the check.  Entering an A for all includes all of the displayed invoices and credits on the check.  You may also enter a D for due date and enter a due date range.  Only vouchers with a due date that falls within the designated range are paid.  When using the all or due date feature you may enter X for exclude and exclude specific vouchers for payment.  You may also enter a C to cancel the applied payments, at any time prior to the printing of the checks.  When you have completed the payment selection for the individual vendor, entering E exits the vendor.  Note, if no vouchers are selected for payment you may enter an E for end or a C to cancel.



The individual selection can be combined with the all or due date option.  When the all or due date option is selected the program pays the displayed net amount.  An option to include lost discounts appears.  However, if a partial payment is necessary or a change in the displayed discount amount, the voucher must be selected individually.  Also in order to enter a message the voucher must be selected individually.  Thus you could select all the individual vouchers that need a change in the discount or payment amount, or need a message that will print on the check to the vendor, and than pay the remaining amount of vouchers with the all or due date option.  This process can also be reversed, activating the all or due date option and than individually selecting the vouchers that need a change or message.  This is very handy when there is a vendor with numerous vouchers, that the majority are being paid with no changes and no messages are necessary.  Also with the ability to exclude you can keep specific vouchers from being paid when using the all or due date option.  You can also reverse the payment out by excluding the voucher.



The individual selection is also used to un-exclude a voucher.  If a voucher was excluded and it should have been included for payment, individually selecting it will allow a payment to be entered.
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Individual Selection Of Vendors  (Cont’d)

Selecting An Individual Voucher



To recap the reasons for selecting an individual voucher, is to enter a partial payment, override the displayed discount amount, or enter a message that will be printed on the check.  Another reason is if there are only a few vouchers that need to be paid on an account with numerous invoices.  You do not want to do an all option and have to exclude the majority of the vouchers.  It is faster just to select the few vouchers that need to be paid.  You also can select an individual voucher to pay an invoice that has been excluded, thus un-excluding the voucher.



Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel        

Enter Selection #, N'ext, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection#, N'ext, P’revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection #, P'revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel     



To select an individual voucher for payment, enter the corresponding computer assigned line number.  You may enter a number that is not displayed on the current screen, but the number must exist for the vendor.  If an invalid selection number is input, the prompt Invalid Selection appears.  The cursor returns for reinput.  If a voucher is selected that has a Hold payment status the following prompt appears.



This Invoice/Credit Memo Is On Hold.  OK To Continue? (Y/N)   



This is a warning prompt to alert you to the fact that the voucher you have selected for payment is on hold.  A hold status means that the voucher is being held from payment.  Enter a Y for yes to override the hold status and pay the voucher.  This prevents the operator from having to go into Payment Status Change and remove the hold status.  Enter a N for no to cancel the selection.  The voucher remains on hold status.
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Selecting An Individual Voucher  (Cont’d)



Upon selection of an individual voucher, the only voucher that is displayed is the selected record.  The current balance is displayed after the heading Bal:.  The cursor is at the following prompt.



Disc:



3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           8:48  

Vendor Bal:   9743.98 Discount Always Taken  No. Checks  0 Cum. Total       .00

Vendor No:      105  OTTO SUPPLY COMPANY               Amount Paid          .00

      Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

 7      19526 INV  B678                  2/01/96  3/04/96                 OPEN 

Bal:    1005.67 Disc:  20.11 Net Amt:     985.56 Msg:                          



The default discount amount is displayed.  A carriage return accepts the displayed amount.  This can be zeroed out or overridden to a different discount amount.  A discount amount cannot be entered that is greater than the invoice balance.  If an attempt is made, the prompt Invalid Discount Amount appears.  The default redisplays and the cursor returns for reinput.  Note, on credit and debit memo records the cursor does not stop at the discount prompt.  (6 Digits - No Decimals)



Note, the default discount amount, that is stored in the AP Invoice File (APINVD), is never changed by check writing.  The original amount is still stored in the A/P Invoice File, even when it is changed in A/P Check Writing.  On invoices that have had prior partial payments the stored discount amount does not appear in A/P Check Writing.  The assumption is made that any discount would have been taken on the first payment.



Net Amt:



The default net amount displays.  This is the invoice balance less the discount amount that was accepted.  A carriage return accepts this as the paid amount.  To make a partial payment enter in the desired amount.  If the record is a credit or debit memo and the net amount is changed it is not necessary to enter in the negative sign.  Enter the desired dollar amount.  Entering in an amount greater than the voucher’s balance, less any discount, produces the prompt Invalid Payment Amount.  The cursor returns for reinput and the default amount returns.  An up arrow ^ returns the cursor to Disc.  Upon reaching this prompt the heading is changed to Pd Amt:.   (9 Digits - No Decimals)
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Msg:



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           9:51  

 Vendor Bal:   5491.45                        No. Checks  1 Cum. Total    900.00

 Vendor No:      200  PENCHI CORP.                      Amount Paid       900.00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  4      19354 INV  22796                 2/27/96  2/27/96                 DUE  

 Bal:      78.95 Disc:   2.00  Pd Amt:      76.95  Msg:                         



A message can be input.  This message should relate to the voucher that is being paid.  It will be printed below the voucher on the check stub.  Thus the purpose of the message is to relate information to the vendor.  The message is also stored in the GLHistory File for that voucher.  The message is than displayed on the A/P Check Detail Inquiry that is a part of the A/P Invoice Inquiry.  You may up arrow ^ back to the Pd Amt prompt.  (25 Alphanumeric)



After the message prompt, the individual voucher is exited.  The vendor and all of it’s open invoices and credits are redisplayed.



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           9:51  

 Vendor Bal:   5412.50                        No. Checks  1 Cum. Total    976.95

 Vendor No:      200  PENCHI CORP.                      Amount Paid       976.95

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19194 INV  DF54                  2/05/96  2/05/96                 PAID 

 Bal:        .00 Disc:    .00  Pd Amt:     900.00 Msg:                          

  2      19283 INV  21596                 2/15/96  2/15/96                 DUE  

 Bal:    5335.00 Disc:    .00 Net Amt:    5335.00 Msg:                          

  3      19341 INV  22796                 2/27/96  2/27/96                 DUE  

 Bal:      77.50 Disc:    .00 Net Amt:      77.50 Msg:                          

  4      19354 INV  22796                 2/27/96  2/27/96                 PAID 

 Bal:        .00 Disc:   2.00  Pd Amt:      76.95 Msg:PAYMENT FOR P.O. 2345     

                                                                                

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel                      



When a voucher has been individually selected the pay status is changed to PAID.  Also the heading of Net Amt is changed to Pd Amt:.  The amount in PD Amt: is the amount that was paid.  The amount in Disc: is the discount amount that was accepted.  The amount in Bal: is the adjusted invoice or credit memo balance, less the paid and discount taken amount.  Any messages that were entered are displayed.  The Amount Paid for the vendor is updated.  This is the total payment amount only, not the discount amount.  The Vendor’s Bal is also updated, less the payment and discount amount.
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Selecting An Individual Voucher  (Cont’d)



As the payments are entered the No. Checks and Cum. Total are updated with the vendor’s payment.  The Cum. Total is the payment amount for all included vendors.  This does not include discounts taken.  The No. Checks is actually the number of vendors selected for payment.  It is not necessarily the number of checks used, due to checks that exceed more than one physical check and alignment and reprinted checks.



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          12:21  

 Vendor Bal:                                  No. Checks  1 Cum. Total    976.95

 Vendor No:                                             Amount Paid             

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status



Once an individual vendor is exited you may enter that vendor again and modify the check or even cancel it, which will delete it from the check run.  You may re-select vouchers that have been paid in the check run.  This can be done at any time or any number of times, prior to the actual printing of the checks.  Once the checks are printed, no more modifications can be made.  When accessing a vendor that already has been selected for payments, the same information is displayed on the screen as when the vendor was exited.  This includes the pay status reflecting PAID and the total amount paid.



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          12:30  

 Vendor Bal:   5412.50                        No. Checks  2 Cum. Total   1316.01

 Vendor No:      200  PENCHI CORP.                      Amount Paid       976.95

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19194 INV  DF54                  2/05/96  2/05/96                 PAID 

 Bal:        .00 Disc:    .00  Pd Amt:     900.00 Msg:                          

  2      19283 INV  21596                 2/15/96  2/15/96                 DUE  

 Bal:    5335.00 Disc:    .00 Net Amt:    5335.00 Msg:                          

  3      19341 INV  22796                 2/27/96  2/27/96                 DUE  

 Bal:      77.50 Disc:    .00 Net Amt:      77.50 Msg:                          

  4      19354 INV  22796                 2/27/96  2/27/96                 PAID 

 Bal:        .00 Disc:   2.00  Pd Amt:      76.95 Msg:PAYMENT FOR P.O. 2345     

                                                                                

                                                                                

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel                      
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Selecting An Individual Voucher  (Cont’d)



When an individual voucher is re-selected, after the voucher has been paid, there is additional information included on the screen.



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          12:30  

 Vendor Bal:   5412.50                        No. Checks  2 Cum. Total   1316.01

 Vendor No:      200  PENCHI CORP.                      Amount Paid       976.95

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  4      19354 INV  22796                 2/27/96  2/27/96                 PAID 

 Bal:        .00 Disc:   2.00  Pd Amt:      76.95 Msg:PAYMENT FOR P.O. 2345     

Orig Bal:       78.95 Disc:        .00 Net Amt:       78.95                     



Orig Bal:  This is the original balance, prior to the payment made on this check run.



Disc:  This is the original default discount amount.  This is the amount that is stored in the A/P Invoice File and will remain unchanged.  In the above example, the original discount amount was zero.  When the invoice was individually selected for payment, a discount amount of $2.00 was entered.



Net Amt:  This the original net amount, prior to the payment made on this check run.



The above information is to inform what the status of the invoice or credit was, prior to the payment being entered during this check run.  The figure, after the heading Bal:, reflects what the balance of the invoice or credit is, after the payment that was applied during the current check run.
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Selecting An Individual Voucher  (Cont’d)



When re-selecting a paid voucher, the cursor is at the following prompt.



Disc:



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          13:03  

 Vendor Bal:   5412.50                        No. Checks  2 Cum. Total   1316.01

 Vendor No:      200  PENCHI CORP.                      Amount Paid       976.95

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  4      19354 INV  22796                 2/27/96  2/27/96                 PAID 

 Bal:        .00 Disc:   2.00  Pd Amt:      76.95 Msg:PAYMENT FOR P.O. 2345     

Orig Bal:       78.95 Disc:        .00 Net Amt:       78.95                     



The discount amount accepted on the initial payment or other changes appears.  A carriage return accepts the displayed amount.  This can be zeroed out or overridden to a different discount amount.  A discount amount cannot be entered that is greater than the original invoice balance.  If an attempt is made, the prompt Invalid Discount Amount appears.  The default redisplays and the cursor returns for reinput.  Note, on credit and debit memo records the cursor does not stop at the discount prompt.  If the discount amount is changed the amount displayed in the Pd Amt field is recalculated.  (6 Digits - No Decimals)



Pd Amt:



The payment amount accepted on the initial payment or other changes appears.  A carriage return accepts this as the paid amount.  To make a partial payment enter in the desired amount.  If the record is a credit or debit memo and the paid amount is changed it is not necessary to enter in the negative sign.  Enter the desired dollar amount.  Entering in an amount greater than the voucher’s original balance, less any discount, produces the prompt Invalid Payment Amount.  The cursor returns for reinput and the default amount returns.  An up arrow ^ returns the cursor to Disc.

(9 Digits - No Decimals)



Msg:



The message entered on the initial payment or other changes appears.  A carriage return accepts the displayed message.  A message can be entered.  An up arrow ^ back to the Pd Amt prompt is allowed.  Be careful when up arrowing back that the correct amounts are entered in.  (25 Alphanumeric)�Check Writing  (Cont’d)
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Individual Selection Of Vendors  (Cont’d)

All Option



Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel        

Enter Selection #, N'ext, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection#, N'ext, P’revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection #, P'revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel     



To include all of the displayed vouchers on the check, without having to individually select each voucher, enter an A for all.  Vouchers that have already been selected individually or excluded will not be affected by the all option.  They will remain as is.  Vouchers that have a payment status of Hold are not included.  These would have to be selected individually.  The following prompt may appear when the all option is selected. 



Do You Want To Take 'Lost' Discounts?  (Y/N)              



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          14:54  

 Vendor Bal:  18843.90                        No. Checks  2 Cum. Total   1314.01

 Vendor No:      100  OTTO CORP.                        Amount Paid      5000.00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      18984 C/M  122095               10/25/95 11/09/95                 HOLD 

 Bal:    -150.00              Net Amt:    -150.00 Msg:                          

  2      18998 INV  122895               12/28/95  1/12/96                 HOLD 

 Bal:    4000.00 Disc:  80.00 Net Amt:    3920.00 Msg:                          

  3      19233 INV  75002                 2/09/96  2/26/96                 PAID 

 Bal:   13914.00 Disc: 386.00  Pd Amt:    5000.00 Msg:FIRST SCHEDULED PAYMENT   

  4      19325 INV  22796                 2/27/96  3/13/96                 DUE  

 Bal:      75.00 Disc:   1.50 Net Amt:      73.50 Msg:                          

  5      19326 C/M  H789                  2/27/96  3/13/96                 DUE  

 Bal:    -125.00              Net Amt:    -125.00 Msg:                          

  6      19338 INV  22796                 2/27/96  3/13/96       Y         DUE  

 Bal:     129.90 Disc:    .00 Net Amt:     129.90 Msg:                          

  7      19489 INV  32196                 3/21/96  4/05/96                 OPEN 

 Bal:    1000.00 Disc:  20.00 Net Amt:     980.00 Msg:                          

                                                                                

Do You Want To Take 'Lost' Discounts?  (Y/N)                                    

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel A                    



This prompt only appears when there is at least one invoice that has a discount that calculates as being a lost discount.  A lost discount is when the due date is less than the inputted check date.  Thus the prompt does not appear on vendors with no discounts or no calculated lost discounts.  Enter a Y for yes to take discounts that calculate out as lost.  Enter a N for no to not take lost discounts. 
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Individual Selection Of Vendors  (Cont’d)

All Option  (Cont’d)



Following are two examples of the results of the lost discount prompt.  This is the same vendor included on the previous page.  Thus lines 1, 2 and 3 are not affected by the all option.  The check date is 03/26/96.  On the first example, a Y to include lost discounts was entered.  Notice line 4, voucher 19325, has a lost discount amount and it is taken on the payment.  The second example is with a no to take lost discounts.  Notice line 4 has no discount taken.  Notice the difference in the total amount paid.



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          14:54  

 Vendor Bal:  17764.00                        No. Checks  3 Cum. Total   7372.41

 Vendor No:      100  OTTO CORP.                        Amount Paid      6058.40

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      18984 C/M  122095               10/25/95 11/09/95                 HOLD 

 Bal:    -150.00              Net Amt:    -150.00 Msg:                          

  2      18998 INV  122895               12/28/95  1/12/96                 HOLD 

 Bal:    4000.00 Disc:  80.00 Net Amt:    3920.00 Msg:                          

  3      19233 INV  75002                 2/09/96  2/26/96                 PAID 

 Bal:   13914.00 Disc: 386.00  Pd Amt:    5000.00 Msg:FIRST SCHEDULED PAYMENT   

  4      19325 INV  22796                 2/27/96  3/13/96                 PAID 

 Bal:        .00 Disc:   1.50  Pd Amt:      73.50 Msg:                          

  5      19326 C/M  H789                  2/27/96  3/13/96                 PAID 

 Bal:        .00               Pd Amt:    -125.00 Msg:                          

  6      19338 INV  22796                 2/27/96  3/13/96       Y         PAID 

 Bal:        .00 Disc:    .00  Pd Amt:     129.90 Msg:                          

  7      19489 INV  32196                 3/21/96  4/05/96                 PAID 

 Bal:        .00 Disc:  20.00  Pd Amt:     980.00 Msg:                          

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel                      



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          15:20  

 Vendor Bal:  17764.00                        No. Checks  3 Cum. Total   7373.91

 Vendor No:      100  OTTO CORP.                        Amount Paid      6059.90

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      18984 C/M  122095               10/25/95 11/09/95                 HOLD 

 Bal:    -150.00              Net Amt:    -150.00 Msg:                          

  2      18998 INV  122895               12/28/95  1/12/96                 HOLD 

 Bal:    4000.00 Disc:  80.00 Net Amt:    3920.00 Msg:                          

  3      19233 INV  75002                 2/09/96  2/26/96                 PAID 

 Bal:   13914.00 Disc: 386.00  Pd Amt:    5000.00 Msg:FIRST SCHEDULED PAYMENT   

  4      19325 INV  22796                 2/27/96  3/13/96                 PAID 

 Bal:        .00 Disc:    .00  Pd Amt:      75.00 Msg:                          

  5      19326 C/M  H789                  2/27/96  3/13/96                 PAID 

 Bal:        .00               Pd Amt:    -125.00 Msg:                          

  6      19338 INV  22796                 2/27/96  3/13/96       Y         PAID 

 Bal:        .00 Disc:    .00  Pd Amt:     129.90 Msg:                          

  7      19489 INV  32196                 3/21/96  4/05/96                 PAID 

 Bal:        .00 Disc:  20.00  Pd Amt:     980.00 Msg:                          

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel                      

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Individual Selection Of Vendors  (Cont’d)

Due Date Option



Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel        

Enter Selection #, N'ext, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection#, N'ext, P’revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection #, P'revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel     



There is also the ability to do an all option but specify a due date range.  This is similar to flagging the vouchers by due date with the Cash Requirements by Due Date Report.  However, this is vendor specific and is done right in Check Writing.  Vouchers that have already been individually selected, or are on hold, are not affected by the due date option.  Vouchers must have a due date within the specified date range to be included on the check.  This includes vouchers with due dates equal to the inputted beginning and ending due dates.  To select vouchers by due date enter a D.  The following prompt appears.



Enter Beginning Due Date



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          16:14  

 Vendor Bal:    783.33                        No. Checks  3 Cum. Total   7373.91

 Vendor No:      483  PRESS INTERNATIONAL               Amount Paid          .00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19296 INV  21896                 2/18/96  2/28/96                 DUE  

 Bal:      78.00 Disc:   7.80 Net Amt:      70.20 Msg:                          

  2 X    19297 C/M  21896                 2/18/96  2/28/96                 EXCL 

 Bal:     -90.00              Net Amt:     -90.00 Msg:                          

  3      19343 INV  22796                 2/27/96  3/08/96                 DUE  

 Bal:      23.49 Disc:   2.35 Net Amt:      21.14 Msg:                          

  4      19344 INV  22796                 2/27/96  3/08/96                 DUE  

 Bal:      52.64 Disc:   5.26 Net Amt:      47.38 Msg:                          

  5      19358 INV  22796                 2/27/96  3/08/96                 DUE  

 Bal:     649.00 Disc:  64.90 Net Amt:     584.10 Msg:                          

  6      19376 INV  22796                 2/27/96  3/08/96                 DUE  

 Bal:      70.20 Disc:    .00 Net Amt:      70.20 Msg:                          

                                                                                

Enter Beginning Due Date                                                        

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel D                    



Enter the beginning due date.  If an invalid date is entered, the prompt Invalid Date --Enter Again appears.  The cursor returns for reinput.  (MMDDYY)
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Individual Selection Of Vendors  (Cont’d)

Due Date Option  (Cont’d)



Enter Ending Due Date  



Enter the ending due date.  If an invalid date is entered, the prompt Invalid Date --Enter Again appears.  The cursor returns for reinput.  Entering an ending date that is less than the beginning date produces the prompt Ending Date Is Less Than Beginning.  The cursor returns for reinput.  An up arrow ^ returns the cursor to the Beginning Date prompt.  (MMDDYY) 



After the input of the due date range the following prompt appears.



Do You Want To Take 'Lost' Discounts?  (Y/N)                    



This prompt only appears when there is at least one invoice that has a discount that calculates as being a lost discount.  A lost discount is when the due date is less than the inputted check date.  Thus the prompt does not appear on vendors with no discounts or no calculated lost discounts.  Enter a Y for yes to take discounts that calculate out as lost.  Enter a N for no to not take lost discounts. 



Entering a due date range on an individual vendor is a separate feature from the flagging done by the Cash Requirements by Due Date Report.  It does not matter if the vouchers are already flagged by due date, entering a due date range will pay whatever vouchers are due within the specified range.  However, you could flag the vouchers with the Due Date Report, which than reflects the vouchers as due when viewing an individual vendor.  You than view the vendor and determine if all of the due vouchers should actually be paid.  If not, than exclude the ones that should be paid.  Than do an all or due date option.  Or after viewing specific vendors you can still go back to the original prompt and select option 2 to pay the flagged vouchers.  Those that are excluded or selected individually are left as is. 
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Individual Selection Of Vendors  (Cont’d)

Due Date Option  (Cont’d)



The following example illustrates an entered due date range of 02/01/96 to 02/28/96.  Lost discounts are included.  Note that lines 1 and 2 fall within the due date range.  However, line 2 is excluded thus it is not included on the check.  Lines 3 through 6 are not paid as their due date is after the entered ending date.



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          16:14  

 Vendor Bal:    705.33                        No. Checks  4 Cum. Total   7444.11

 Vendor No:      483  PRESS INTERNATIONAL               Amount Paid        70.20

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19296 INV  21896                 2/18/96  2/28/96                 PAID 

 Bal:        .00 Disc:   7.80  Pd Amt:      70.20 Msg:                          

  2 X    19297 C/M  21896                 2/18/96  2/28/96                 EXCL 

 Bal:     -90.00              Net Amt:     -90.00 Msg:                          

  3      19343 INV  22796                 2/27/96  3/08/96                 DUE  

 Bal:      23.49 Disc:   2.35 Net Amt:      21.14 Msg:                          

  4      19344 INV  22796                 2/27/96  3/08/96                 DUE  

 Bal:      52.64 Disc:   5.26 Net Amt:      47.38 Msg:                          

  5      19358 INV  22796                 2/27/96  3/08/96                 DUE  

 Bal:     649.00 Disc:  64.90 Net Amt:     584.10 Msg:                          

  6      19376 INV  22796                 2/27/96  3/08/96                 DUE  

 Bal:      70.20 Disc:    .00 Net Amt:      70.20 Msg:                          

                                                                                

                                                                                

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel                      



Whether using the all option or due date or individually selecting a voucher, after the payment is made the pay status is changed to PAID.  Also the heading of Net Amt is changed to Pd Amt:.  The amount in PD Amt: is the amount that was paid.  The amount in Disc: is the discount amount that was taken.  The amount in Bal: is the adjusted invoice or credit memo balance, less the paid and discount taken amount.  Any messages that were entered are displayed.  The Amount Paid for the vendor is updated.  This is the total payment amount only, not the discount amount.  The Vendor’s Bal is also updated less the payment and discount amount.



After using the all or due date option any voucher can be re-selected and changes made, or to reverse out a payment on an individual voucher, just exclude it.
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Enter Data  (Cont’d)



Individual Selection Of Vendors  (Cont’d)

Excluding Vouchers



Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel        

Enter Selection #, N'ext, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection#, N'ext, P’revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection #, P'revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel     



To exclude vouchers from being paid, when using the all or due date option, enter X.  This can be entered before or after activating the all or due date options.  There is no need to exclude vouchers, if paying the vendor totally through individual selection of the vouchers, other than to reverse out a voucher that was paid and should not have been paid.  The following prompt appears after X for Exclude is input.



Press 'RETURN' When Done                

Enter Selection Number To Exclude       



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          16:46  

 Vendor Bal:   5494.32                        No. Checks  4 Cum. Total   7444.11

 Vendor No:      106  OFFICE PRODUCTS WORLDWIDE         Amount Paid          .00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19529 INV  B5432                 2/15/96  3/01/96                 OPEN 

 Bal:     600.00 Disc:    .00 Net Amt:     600.00 Msg:                          

  2      19530 INV  23E43                 1/25/96  2/09/96                 OPEN 

 Bal:     657.89 Disc:    .00 Net Amt:     657.89 Msg:                          

  3      19531 INV  W34T5                 3/15/96  4/01/96                 OPEN 

 Bal:     567.43 Disc:    .00 Net Amt:     567.43 Msg:                          

  4      19532 INV  E7653                 1/16/96  1/31/96                 OPEN 

 Bal:     879.00 Disc:    .00 Net Amt:     879.00 Msg:                          

  5      19533 INV  32596                 3/25/96  4/09/96                 OPEN 

 Bal:    2340.00 Disc:  46.80 Net Amt:    2293.20 Msg:                          

  6      19534 INV  T6543                 2/15/96  3/01/96                 OPEN 

 Bal:     450.00 Disc:   9.00 Net Amt:     441.00 Msg:                          

                                                                                

                                                                                

Press 'RETURN' When Done                                                        

Enter Selection Number To Exclude                                               



Enter the line number that corresponds with the voucher that is to be excluded from the check.  The prompt Invalid Selection occurs when entering a line number that does not exist.  After entering the first line, the cursor returns for more exclusions.  Entering a carriage return exits the exclusion prompt.  (3 Digits)
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Individual Selection Of Vendors  (Cont’d)

Excluding Vouchers  (Cont’d)



Following is an example of the results of excluding vouchers.  Note that the pay status is changed to EXCL.  Also note the X after the line number.



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          16:46  

 Vendor Bal:   5494.32                        No. Checks  4 Cum. Total   7444.11

 Vendor No:      106  OFFICE PRODUCTS WORLDWIDE         Amount Paid          .00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19529 INV  B5432                 2/15/96  3/01/96                 OPEN 

 Bal:     600.00 Disc:    .00 Net Amt:     600.00 Msg:                          

  2      19530 INV  23E43                 1/25/96  2/09/96                 OPEN 

 Bal:     657.89 Disc:    .00 Net Amt:     657.89 Msg:                          

  3 X    19531 INV  W34T5                 3/15/96  4/01/96                 EXCL 

 Bal:     567.43 Disc:    .00 Net Amt:     567.43 Msg:                          

  4      19532 INV  E7653                 1/16/96  1/31/96                 OPEN 

 Bal:     879.00 Disc:    .00 Net Amt:     879.00 Msg:                          

  5 X    19533 INV  32596                 3/25/96  4/09/96                 EXCL 

 Bal:    2340.00 Disc:  46.80 Net Amt:    2293.20 Msg:                          

  6      19534 INV  T6543                 2/15/96  3/01/96                 OPEN 

 Bal:     450.00 Disc:   9.00 Net Amt:     441.00 Msg:                          

                                                                                

                                                                                

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel                      



When an invoice or credit has been included for payment on the check and an exclusion is entered, the voucher’s balance, discount amount and net amount return to their original amounts prior to this check run.  Any messages entered are deleted.  The payment status remains EXCL.  Re-selecting the voucher individually removes the EXCL payment status.  



Note, excluding a voucher is only in effect for the current check run.  This has no effect on later check runs.
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Individual Selection Of Vendors  (Cont’d)

Cancellation Of The Check



Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel        

Enter Selection #, N'ext, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection#, N'ext, P’revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection #, P'revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel     



The entire check transaction for a specific vendor can be canceled.  The cancellation can be made on the original selection of the vendor or a re-selection of a vendor.  The check and payments are not created for the vendor.  All vouchers are returned to their original payment status and amounts prior to this check run.  This includes removing the EXCL status.  The vendor’s balance is returned to it’s original amount.  The No. Checks and Cum. Total are adjusted.  Enter a C to cancel the entire check transaction for a specific vendor.  The following prompt appears after the input of C to cancel.



Are You Sure You Want To Cancel Payment To This Vendor? (Y/N)



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          16:46  

 Vendor Bal:   2907.43                        No. Checks  5 Cum. Total  10022.00

 Vendor No:      106  OFFICE PRODUCTS WORLDWIDE         Amount Paid      2577.89

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19529 INV  B5432                 2/15/96  3/01/96                 PAID 

 Bal:        .00 Disc:    .00  Pd Amt:     600.00 Msg:                          

  2      19530 INV  23E43                 1/25/96  2/09/96                 PAID 

 Bal:        .00 Disc:    .00  Pd Amt:     657.89 Msg:                          

  3 X    19531 INV  W34T5                 3/15/96  4/01/96                 EXCL 

 Bal:     567.43 Disc:    .00 Net Amt:     567.43 Msg:                          

  4      19532 INV  E7653                 1/16/96  1/31/96                 PAID 

 Bal:        .00 Disc:    .00  Pd Amt:     879.00 Msg:                          

  5 X    19533 INV  32596                 3/25/96  4/09/96                 EXCL 

 Bal:    2340.00 Disc:  46.80 Net Amt:    2293.20 Msg:                          

  6      19534 INV  T6543                 2/15/96  3/01/96                 PAID 

 Bal:        .00 Disc:   9.00  Pd Amt:     441.00 Msg:                          

Are You Sure You Want To Cancel Payment To This Vendor? (Y/N)                   



The purpose of this prompt is to warn the operator to pay attention.  If a lot of individual payments have been entered for the vendor, canceling deletes the work.  Enter a Y for yes to cancel the check transaction.  The vendor is exited.  All entered payments and exclusions are deleted for the vendor.  Enter a N for no to not cancel the transaction.  The cursor remains on the vendor and returns to the Enter Selection # prompt.  The payments and exclusions remain.�Check Writing  (Cont’d)
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Cancellation Of The Check  (Cont’d)



Following is the results of the cancellation of the vendor included on the previous page.  The vendor number was re-entered.



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          17:22  

 Vendor Bal:   5494.32                        No. Checks  4 Cum. Total   7444.11

 Vendor No:      106  OFFICE PRODUCTS WORLDWIDE         Amount Paid          .00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19529 INV  B5432                 2/15/96  3/01/96                 OPEN 

 Bal:     600.00 Disc:    .00 Net Amt:     600.00 Msg:                          

  2      19530 INV  23E43                 1/25/96  2/09/96                 OPEN 

 Bal:     657.89 Disc:    .00 Net Amt:     657.89 Msg:                          

  3      19531 INV  W34T5                 3/15/96  4/01/96                 OPEN 

 Bal:     567.43 Disc:    .00 Net Amt:     567.43 Msg:                          

  4      19532 INV  E7653                 1/16/96  1/31/96                 OPEN 

 Bal:     879.00 Disc:    .00 Net Amt:     879.00 Msg:                          

  5      19533 INV  32596                 3/25/96  4/09/96                 OPEN 

 Bal:    2340.00 Disc:  46.80 Net Amt:    2293.20 Msg:                          

  6      19534 INV  T6543                 2/15/96  3/01/96                 OPEN 

 Bal:     450.00 Disc:   9.00 Net Amt:     441.00 Msg:                          

                                                                                

                                                                                

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel                      



Note, that all of the vouchers have returned to their original status.
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Individual Selection Of Vendors  (Cont’d)

Exiting The Vendor 



Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel        

Enter Selection #, N'ext, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection#, N'ext, P’revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 

Enter Selection #, P'revious, E'X'clude, A'll, D'ue, E'nd, Or C'ancel     



When the initial entry is completed on the payments for a specific vendor, enter an E to end.  This is just the initial exit of the vendor.  You may re-enter the vendor number as many times as desired, prior to printing the checks.  Individual selections, exclusions and using the all or due date options can be performed as many times as desired.  All of the payments and exclusions made are displayed and remain, unless the cancel command is given.  You can re-enter a vendor just to view what has been selected for payment and than end out.  If you have entered a vendor and made no payments or exclusions you can either end or cancel.  A check will not be created if no vouchers are selected for payment on a vendor.  



A zero check is allowed.  This would occur if the selected invoices and credit memos calculate out to a check amount of zero.  A Check File is created and printed.  Many companies issue zero checks to clear out a vendor’s account.  Invoices and credit/debit memos will never be purged from the A/P Files if they are not fully paid on a check or voided.  
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Exiting The Vendor  (Cont’d)



Check Writing also allows issuing of a check to a vendor that has an overall credit balance.  Even though the credit memos are greater than the invoice amounts, there still needs to be a check issued to the vendor.  However, a negative check is not allowed.  If E to end is entered on a vendor and the check amount calculates out to a negative balance, the following prompt appears.  



Amount Paid Cannot Be Less Than Zero 



 3/26/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          17:36  

 Vendor Bal:       .00                        No. Checks  5 Cum. Total   7249.11

 Vendor No:       88  COPIER CORPORATION                Amount Paid      -195.00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19145 INV  D43                   1/26/96  1/26/96                 PAID 

 Bal:        .00 Disc:    .00  Pd Amt:      55.00 Msg:                          

  2      19145 D/M  D43                   1/26/96  1/26/96                 PAID 

 Bal:        .00               Pd Amt:     -15.00 Msg:                          

  3      19152 INV  Z32                   1/29/96  1/29/96                 PAID 

 Bal:        .00 Disc:    .00  Pd Amt:      65.00 Msg:                          

  4      19557 C/M  32696                 3/26/96  3/26/96                 PAID 

 Bal:        .00               Pd Amt:    -300.00 Msg:                          

                                                                                

                                                                                

Amount Paid Cannot Be Less Than Zero                                            



The cursor returns to the Enter Selection # prompt.  The vendor cannot be exited until the amount paid is greater than zero.  Either exclude vouchers or cancel the transaction.  



�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Individual Selection Of Vendors  (Cont’d)

Miscellaneous Vendors



There is a feature in the A/P module which identifies a specific vendor number as the Miscellaneous Vendor.  The Miscellaneous Vendor should be used for vendors that are very rarely used and a permanent Vendor File is not desired.  This vendor number must be 999999.  Upon creation of the invoice or credit the vendor’s name is entered.  Because the Miscellaneous Vendor has vouchers that actually are assigned to different companies, when paying the Misc. Vendor the program performs different functions.  There is a need to issue multiple checks under one vendor number.  The second difference is that Misc. Vendors are never flagged for payment by due date by the Cash Requirements By Due Date Report.  Thus in order to issue checks to vendors entered under the Misc. Vendor, you must enter the 999999 vendor individually.



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           7:04  

 Vendor Bal:    292.70                        No. Checks  4 Cum. Total   6544.11

 Vendor No:   999999  MISCELLANEOUS VENDOR              Amount Paid          .00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19459 INV  31896                 3/18/96  3/18/96                 OPEN 

 Bal:      25.00 Disc:    .00 Net Amt:      25.00 Msg:READY HARDWARE            

  2      19495 INV  32196                 3/21/96  3/21/96                 OPEN 

 Bal:      75.00 Disc:    .00 Net Amt:      75.00 Msg:LA CROSSE FLORAL SHOP     

  3      19542 INV  56                    3/25/96  3/25/96                 OPEN 

 Bal:     126.70 Disc:    .00 Net Amt:     126.70 Msg:QUICK PRINT COMPANY       

  4      19543 INV  031496                3/25/96  3/25/96                 OPEN 

 Bal:      56.00 Disc:    .00 Net Amt:      56.00 Msg:TROPHIES INC              

  5      19544 INV  031996                3/25/96  3/25/96                 OPEN 

 Bal:      10.00 Disc:    .00 Net Amt:      10.00 Msg:TROPHIES INC              

                                                                                

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel                      



Another difference of the Misc. Vendor is the display of the vendor’s name that was entered when the invoice or credit memo was created.  This is from the A/P Invoice File (APINVD).  This is to help the operator identify which voucher is assigned to which vendor.  The message is a temporary feature.  When the voucher is selected for payment the name is removed from the message.  This is than replaced by any message that is input and is printed on the check stub.  All of the normal features are available with the Misc. Vendor.  Operation of the features is basically the same.  However, because the vouchers are assigned to different actual vendors using the All or Due Date option is probably not feasible.  Most of the vouchers will have to be selected individually.  The only time the all or due date option could be used, is if all of the vouchers were for the same vendor.  

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Individual Selection Of Vendors  (Cont’d)

Miscellaneous Vendors  (Cont’d)



If the all or due date option is entered, the following prompt appears to alert the operator of the possible error of this selection.



WARNING!  All Vouchers For Miscellaneous Vendors Will Be Flagged For Payment!  Are You Sure You Want To Do This?  (Y'es/N'o)                                



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           7:04  

 Vendor Bal:    292.70                        No. Checks  4 Cum. Total   6544.11

 Vendor No:   999999  MISCELLANEOUS VENDOR              Amount Paid          .00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19459 INV  31896                 3/18/96  3/18/96                 OPEN 

 Bal:      25.00 Disc:    .00 Net Amt:      25.00 Msg:READY HARDWARE            

  2      19495 INV  32196                 3/21/96  3/21/96                 OPEN 

 Bal:      75.00 Disc:    .00 Net Amt:      75.00 Msg:LA CROSSE FLORAL SHOP     

  3      19542 INV  56                    3/25/96  3/25/96                 OPEN 

 Bal:     126.70 Disc:    .00 Net Amt:     126.70 Msg:QUICK PRINT COMPANY       

  4      19543 INV  031496                3/25/96  3/25/96                 OPEN 

 Bal:      56.00 Disc:    .00 Net Amt:      56.00 Msg:TROPHIES INC              

  5      19544 INV  031996                3/25/96  3/25/96                 OPEN 

 Bal:      10.00 Disc:    .00 Net Amt:      10.00 Msg:TROPHIES INC              

                                                                                

                                                                                

WARNING!  All Vouchers For Miscellaneous Vendors Will Be Flagged For Payment!   

Are You Sure You Want To Do This?  (Y'es/N'o)                                   



Enter a Y for yes to pay all of the vouchers assigned to the Misc. Vendor on one check.  As stated earlier this should only be done if all or the majority of the vouchers are actually for the same vendor.  Exclusions could be made on the vouchers that were for another check.  The most time saving method is what is desired and this depends on how many vouchers are assigned to the Misc. Vendor.  Enter a N for no to cancel the all or due date command.  The cursor returns to the Enter Selection # prompt.



One check at a time must be issued to the different vendors assigned to the Misc. Vendor.  Thus after selecting the vouchers for one vendor enter an E to exit.  As an example, on the above sample Misc. Vendor, the first check to be issued is for the La Crosse Floral Shop.  Thus line number 2, voucher 19495 is selected and paid.  That is the only voucher for this vendor.  After the E to exit is entered the following prompts appear.

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Individual Selection Of Vendors  (Cont’d)

Miscellaneous Vendors  (Cont’d)



Input Miscellaneous Vendor Name  Default Name of Vendor....

Input Vendor Address Line 1     .........................

Input Vendor Address Line 2     .........................

Input Vendor Address Line 3     .........................



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           7:04  

 Vendor Bal:    217.70                        No. Checks  5 Cum. Total   6619.11

 Vendor No:   999999  LA CROSSE FLORAL SHOP             Amount Paid        75.00

                                                                                

                                                                                

Input Miscellaneous Vendor Name LA CROSSE FLORAL SHOP....                       

                                                                                

Input Vendor Address Line 1     .........................                       

                                                                                

Input Vendor Address Line 2     .........................                       

                                                                                

Input Vendor Address Line 3     .........................                       



The name that was entered in when the invoice or credit was created appears as the default vendor name.  This is from the APINVD File.  This was the name that did appear in the message field prior to the selection of the vouchers.  This will always be the name assigned to the first voucher that was selected prior to entering the E to end.  A carriage return accepts this as the correct vendor name.  This can be overridden if desired.  After the input of the name the cursor proceeds to the three input lines for the vendor’s address.  Whatever is entered for the name and address is what prints on the check as the vendor name and address.  Each line is 25 alphanumeric characters.  An up arrow ^ to go back is allowed on the three address lines.  Be aware that anything entered in is erased when up arrowing back.



Notice that the Misc. Vendor’s balance is updated and that the amount paid is displayed.  After completion of the entry of the address line 3, the following prompt appears.

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Individual Selection Of Vendors  (Cont’d)

Miscellaneous Vendors  (Cont’d)



Return To Miscellaneous Vendor Input?  (Y/N)   



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           7:04  

 Vendor Bal:    217.70                        No. Checks  5 Cum. Total   6619.11

 Vendor No:   999999  LA CROSSE FLORAL SHOP             Amount Paid        75.00

                                                                                

                                                                                

Input Miscellaneous Vendor Name LA CROSSE FLORAL SHOP                           

                                                                                

Input Vendor Address Line 1     1234 FLORAL LANE                                

                                                                                

Input Vendor Address Line 2     P.O. BOX 9876                                   

                                                                                

Input Vendor Address Line 3     LA CROSSE  WI 54603-9876                        

                                                                                

          Return To Miscellaneous Vendor Input?  (Y/N)                          



If you have completed creating checks for vendors assigned to the Misc. Vendor enter a N for no.  The cursor returns to the Vendor No. prompt for input of another vendor number.  The 999999 vendor can be entered again if desired.  To directly access the Misc. Vendor, to create additional checks or modify the checks that have already been created for the Misc. Vendor, enter a Y for yes.  A screen is accessed that displays all of the individual checks that have been assigned to the Misc. Vendor in this check run.  The cursor is at one of the two following prompts.



Select Vendor Choice, A'dd Another Miscellaneous Vendor Or E'nd      

Display Next, Select Vendor Choice, A'dd Another Misc. Vendor Or E'nd      



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           7:04  

 Vendor Bal:    217.70                        No. Checks  5 Cum. Total   6619.11

 Vendor No:   999999                                    Amount Paid        75.00

                                                                                

    Vendor Name                Amount Paid Address                              

  1 LA CROSSE FLORAL SHOP            75.00 1234 FLORAL LANE                     

                                                                                

Select Vendor Choice, A'dd Another Miscellaneous Vendor Or E'nd                 



The first prompt appears when there are less than 17 separate checks issued to the Misc. Vendor.  The second prompt appears when the checks exceed 16.  Enter a N for next to access the next screen.  When a N for next is input one of the two following prompts appear.

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Individual Selection Of Vendors  (Cont’d)

Miscellaneous Vendors  (Cont’d)



Display N’ext, P’revious, Select Vendor Choice, A’dd A Misc. Vendor Or E’nd

Display, P’revious, Select Vendor Choice, A’dd A Misc. Vendor Or E’nd



The first prompt appears until the last screen is accessed.  The second prompt appears when the last screen is accessed.  Enter a N for next to access the next screen.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.



All of the different Misc. Vendor checks that have been issued on this check run are displayed.  Each is assigned a line number to allow selection of that individual vendor.  The name and first address line that was entered and the total check amount is displayed for each check.  If the Misc. Vendor number is re-entered at the Vendor No. prompt, and there has been at least one check issued to the Misc. Vendor, this screen is also displayed. 



Select Vendor Choice, A'dd Another Miscellaneous Vendor Or E'nd      

Display Next, Select Vendor Choice, A'dd Another Misc. Vendor Or E'nd      

Display N’ext, P’revious, Select Vendor Choice, A’dd A Misc. Vendor Or E’nd

Display, P’revious, Select Vendor Choice, A’dd A Misc. Vendor Or E’nd



To exit the screen and the Misc. Vendor enter an E to end.  The cursor returns to the Vendor No. prompt for input of a vendor number.  As stated earlier you can re-enter the 999999 vendor number and access this screen to modify checks or add new ones.  To access an existing check, enter the computer assigned line number that corresponds with the desired vendor.  If a number is entered that does not exist the prompt Selection Is Out Of Range displays.  The cursor returns for reinput.



�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Individual Selection Of Vendors  (Cont’d)

Miscellaneous Vendors  (Cont’d)



When accessing a Misc. Vendor that has already been issued a check, the vouchers that have been selected for payment on this specific check display first on the screen.  All of the other vouchers, assigned to the Misc. Vendor that have not been selected, thus are unpaid vouchers, display.  In the following example, La Crosse Floral was selected.  Note that line 1 is voucher 19495 and it is marked paid.  All of the other vouchers list below this one.  



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           7:04  

 Vendor Bal:    217.70                        No. Checks  5 Cum. Total   6619.11

 Vendor No:   999999  LA CROSSE FLORAL SHOP             Amount Paid        75.00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19495 INV  32196                 3/21/96  3/21/96                 PAID 

 Bal:        .00 Disc:    .00  Pd Amt:      75.00 Msg:P.O. # 34R                

  2      19459 INV  31896                 3/18/96  3/18/96                 OPEN 

 Bal:      25.00 Disc:    .00 Net Amt:      25.00 Msg:READY HARDWARE            

  3      19542 INV  56                    3/25/96  3/25/96                 OPEN 

 Bal:     126.70 Disc:    .00 Net Amt:     126.70 Msg:QUICK PRINT COMPANY       

  4      19543 INV  031496                3/25/96  3/25/96                 OPEN 

 Bal:      56.00 Disc:    .00 Net Amt:      56.00 Msg:TROPHIES INC              

  5      19544 INV  031996                3/25/96  3/25/96                 OPEN 

 Bal:      10.00 Disc:    .00 Net Amt:      10.00 Msg:TROPHIES INC              

                                                                                

                                                                                

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel                      



In this case none of the other vouchers belong to La Crosse Floral.  Be sure that you do not select a voucher that does not belong to this vendor as it will be added to the check.  As in this example, it would be added to the check for La Crosse Floral.  Or if the check is incorrect a C for cancel would delete the check.  Entering an E to end accesses the name and address prompt.  



The complete address that was entered for this check displays.  Carriage return to keep the address as is or change it.  Thus this is how an address and name can be corrected.  



�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Individual Selection Of Vendors  (Cont’d)

Miscellaneous Vendors  (Cont’d)



Select Vendor Choice, A'dd Another Miscellaneous Vendor Or E'nd      

Display Next, Select Vendor Choice, A'dd Another Misc. Vendor Or E'nd      

Display N’ext, P’revious, Select Vendor Choice, A’dd A Misc. Vendor Or E’nd

Display, P’revious, Select Vendor Choice, A’dd A Misc. Vendor Or E’nd



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           7:04  

 Vendor Bal:    292.70                        No. Checks  5 Cum. Total   6619.11

 Vendor No:   999999                                    Amount Paid        75.00

                                                                                

    Vendor Name                Amount Paid Address                              

  1 LA CROSSE FLORAL SHOP            75.00 1234 FLORAL LANE                     

                                                                                

Select Vendor Choice, A'dd Another Miscellaneous Vendor Or E'nd  A              



To create another check, for a different vendor assigned under the Misc. Vendor, enter an A for add.  All of the unpaid vouchers display.  Paid vouchers do not display.  Note in the following example, that the voucher paid to La Crosse Floral does not display.



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           7:04  

 Vendor Bal:    217.70                        No. Checks  5 Cum. Total   6619.11

 Vendor No:   999999  MISCELLANEOUS VENDOR              Amount Paid          .00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19459 INV  31896                 3/18/96  3/18/96                 OPEN 

 Bal:      25.00 Disc:    .00 Net Amt:      25.00 Msg:READY HARDWARE            

  2      19542 INV  56                    3/25/96  3/25/96                 OPEN 

 Bal:     126.70 Disc:    .00 Net Amt:     126.70 Msg:QUICK PRINT COMPANY       

  3      19543 INV  031496                3/25/96  3/25/96                 OPEN 

 Bal:      56.00 Disc:    .00 Net Amt:      56.00 Msg:TROPHIES INC              

  4      19544 INV  031996                3/25/96  3/25/96                 OPEN 

 Bal:      10.00 Disc:    .00 Net Amt:      10.00 Msg:TROPHIES INC              

                                                                                

                                                                                

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel                      



�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Individual Selection Of Vendors  (Cont’d)

Miscellaneous Vendors  (Cont’d)



You would than select whichever vouchers you wanted to pay.  After entering an E to end the prompt for the name and address appears.  Note, be aware that if an E to end is entered and no vouchers have been selected for payment a record is still created.  This occurs only on the open Misc. Vendor screen.  A C for cancel instead of an E to end would prevent this.  This does appear on the screen that displays the miscellaneous vendors that have been assigned a check.  The payment amount would be zero.  No actual physical check would be printed or created.  Thus no damage occurs, however, you can select the zero Misc. Vendor check and cancel the transaction.



The following example is of the paid Misc. Vendor selection screen.  One more check has been issued to the vendor Trophies Inc.  Note that the Vendor Bal: has been adjusted with both checks.



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           9:18  

 Vendor Bal:    161.70                        No. Checks  6 Cum. Total   6675.11

 Vendor No:   999999                                    Amount Paid        56.00

                                                                                

    Vendor Name                Amount Paid Address                              

  1 LA CROSSE FLORAL SHOP            75.00 1234 FLORAL LANE                     

  2 TROPHIES INC                     56.00 900 NORTHERN BLVD.                   

                                                                                

Select Vendor Choice, A'dd Another Misc. Vendor Or E'nd                         

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Individual Selection Of Vendors  (Cont’d)

Miscellaneous Vendors  (Cont’d)



In the next example, line 2 Trophies Inc. was selected.  Note that La Crosse Floral’s paid voucher is not displayed.  The voucher 19543 is for Trophies Inc and is paid.  Also note line 4, voucher 19544.  This invoice is also for Trophies Inc but it was not selected the first time through.  Thus this time it can be selected and will be added to the same check for Trophies Inc.



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           9:18  

 Vendor Bal:    161.70                        No. Checks  6 Cum. Total   6675.11

 Vendor No:   999999  TROPHIES INC                      Amount Paid        56.00

       Voucher Type Invoice No.          Inv Date Due Date  Part Pymt Pay Status

  1      19543 INV  031496                3/25/96  3/25/96                 PAID 

 Bal:        .00 Disc:    .00  Pd Amt:      56.00 Msg:                          

  2      19459 INV  31896                 3/18/96  3/18/96                 OPEN 

 Bal:      25.00 Disc:    .00 Net Amt:      25.00 Msg:READY HARDWARE            

  3      19542 INV  56                    3/25/96  3/25/96                 OPEN 

 Bal:     126.70 Disc:    .00 Net Amt:     126.70 Msg:QUICK PRINT COMPANY       

  4      19544 INV  031996                3/25/96  3/25/96                 OPEN 

 Bal:      10.00 Disc:    .00 Net Amt:      10.00 Msg:TROPHIES INC              

                                                                                

Enter Selection #, E'X'clude, A'll, D'ue, E'nd, Or C'ancel 4                    



The next examples reflect the addition of the other paid invoice to Trophies Inc.



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           9:18  

 Vendor Bal:    151.70                        No. Checks  6 Cum. Total   6685.11

 Vendor No:   999999  TROPHIES INC                      Amount Paid        66.00

                                                                                

Input Miscellaneous Vendor Name TROPHIES INC                                    

Input Vendor Address Line 1     900 NORTHERN BLVD.                              

Input Vendor Address Line 2     SUITE 3467                                      

Input Vendor Address Line 3     LA CROSSE  WI  54601                            

                                                                                

          Return To Miscellaneous Vendor Input?  (Y/N)  Y                       



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           9:18  

 Vendor Bal:    151.70                        No. Checks  6 Cum. Total   6685.11

 Vendor No:   999999                                    Amount Paid        66.00

                                                                                

    Vendor Name                Amount Paid Address                              

  1 LA CROSSE FLORAL SHOP            75.00 1234 FLORAL LANE                     

  2 TROPHIES INC                     66.00 900 NORTHERN BLVD.                   

                                                                                

Select Vendor Choice, A'dd Another Misc. Vendor Or E'nd                         



�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Payment Of Flagged Vouchers By Due Date



 Select Payment Option:                                       

                                                              

 1 = Individual Vendors                                       

 2 = All Vendors With Vouchers Flagged For Payment By Due Date

 E = End And Return To Menu                                   



Enter 2 to activate issuing of checks to vendor’s with the invoices and credits that have been flagged for automatic payment by due date.  Vouchers are flagged for payment by due date with the running of the Cash Requirements By Due Date Report.  Vouchers can also be flagged for payment in the program Payment Status Change.  Vouchers that are flagged are stored with a payment indicator.  Entering 2 generates a check for each vendor with at least one flagged voucher.  At this point note that even after entering 2 to activate the payment for flagged vouchers, individual vendors can still be selected, even the ones that had flagged vouchers.  Also note that if an individual vendor was selected and payment made and this vendor had flagged vouchers, entering option 2 would not affect this vendor.  Since there is a payment issued to the vendor, option 2 skips this vendor.  This would occur even if all that was done was exclusions.



When option 2 is entered, the following prompt appears.



Do You Want To Take 'Lost' Discounts?  (Y/N) 



 3/28/96     Check Writing For  3/28/96 By KAS  Dated:  3/28/96           8:11 

                                                                               

                        Check Date:  3/28/96                                   

                                                                               

                  Select Payment Option:  2                                    

                                                                               

                  1 = Individual Vendors                                       

                  2 = All Vendors With Vouchers Flagged For Payment By Due Date

                  E = End And Return To Menu                                   

                                                                               

Do You Want To Take 'Lost' Discounts?  (Y/N)                                   



This prompt always appears when activating option 2.  A lost discount is when the due date is less than the inputted check date.  Enter a Y for yes to take discounts that calculate out as lost.  Enter a N for no to not take lost discounts.  This applies only to the vouchers that are flagged for payment by due date by the Due Date Cash Requirements Report.

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Payment Of Flagged Vouchers By Due Date  (Cont’d)



Do You Want To Take 'Lost' Discounts?  (Y/N) 



There may be specific vendors that have been flagged for payment and they differ from the majority of the flagged vendors in the taking of lost discounts.  Thus answering a yes or a no will not be correct for all of the flagged vendors.  Remember that you can enter these vendors through option 1, Individual Vendors.  This can be done after or before activating option 2.  If it is before than create the check the way you want the discounts reflected.  If it is after the check is created, than select the individual vouchers and change the discounts taken.  Or you could cancel that check and re-enter it.  Printing the report will list exactly what has been paid by the individual selection or by option 2 to pay the flagged vouchers.  And than enter individual selection and make any corrections.



Prior to Revision 11 the only way to prevent a discount from being taken, when paying by due date, was to zero out the discount amount in the program Payment Status Change.  This is still available but really is not necessary and may be more time consuming.  With the addition of the Do You Want To Take 'Lost' Discounts?  (Y/N) prompt and the ability to consolidate that with individual selection this may be more time efficient.



After the input of the lost discount prompt, the program begins processing the payments to the vendors that have flagged vouchers.  A message Preparing Vouchers displays during the processing.  When the processing is completed the cursor returns to the following prompt.



 Select Payment Option:                                       

                                                              

 1 = Individual Vendors                                       

 2 = All Vendors With Vouchers Flagged For Payment By Due Date

 3 = Print Checks And Reports                                 

 4 = Cancel And Return To Menu                                



�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Printing Reports And Checks



After ending out of the individual selection of vendors or activating the payment of flagged vouchers by due date, the cursor returns to the following prompt.



 Select Payment Option:                                       

                                                              

 1 = Individual Vendors                                       

 2 = All Vendors With Vouchers Flagged For Payment By Due Date

 3 = Print Checks And Reports                                 

 4 = Cancel And Return To Menu                                



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           9:30 

                                                                               

                        Check Date:  3/26/96                                   

                                                                               

                  Select Payment Option:                                       

                                                                               

                  1 = Individual Vendors                                       

                  2 = All Vendors With Vouchers Flagged For Payment By Due Date

                  3 = Print Checks And Reports                                 

                  4 = Cancel And Return To Menu                                



At this point there has still been no permanent file updating.  Everything that has been selected for payment is stored in temporary files used in the Check Writing program.  Thus you can enter 1 and return to the entry of individual vendors.  Additional vendors can be entered and payments selected.  Vendors already paid on this check run can be re-entered and changes, additions or a cancellation can be made.  This relates to vendors that were paid through individual selection or the flagged for payment by due date option.  All of the vouchers that had already been selected for payment are shown with the pay status of PAID.  Even if you have already selected individual vendors for payment you can still select option 2 to create checks for vendors that have been flagged for payment by due date by the Cash Requirements By Due Date Report.  Note, any vendors that have been individually selected and have flagged vouchers will be ignored by option 2 as a payment has already been issued on this check run.  Since no file updating has occurred you can also enter option 4.  All of the temporary files are than deleted.  The program is exited and no checks are created.  All vendors remain as they were, prior to entering the Check Writing program.  Be careful when entering 4 as this deletes all the work you have done in creating the checks.

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Printing Reports And Checks  (Cont’d)



Select Payment Option:                                       

                                                              

 1 = Individual Vendors                                       

 2 = All Vendors With Vouchers Flagged For Payment By Due Date

 3 = Print Checks And Reports                                 

 4 = Cancel And Return To Menu                                



When you think you have completed entering the payments and are ready to print the checks enter option 3.  Remember, once the checks are printed no modifications to the payments can be made.  The check is issued and if it is incorrect the check must be voided in the A/P Check Void program.  Option 3 also allows the operator to print a report which includes all of the vendors and vouchers that have been selected for payment.  This can be used to review what has been paid prior to printing the checks.  As long as the checks are not printed the operator can still return to the individual vendor and flagged for payment by due date options and add more to the check run.  



As stated earlier the printer that was selected upon entry to Check Writing, is not locked for use, for those of you that do not have the spooler assigned, when selecting the printer.  As soon as option 3 is selected the printer is used exclusively by Check Writing and remains so until the option 3 is exited.  If the printer that was selected is being used on another task the normal printer busy prompt appears.  



Printer Busy.  C’hange or E’nd - Wait Automatic



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           9:30 

                                                                               

                        Check Date:  3/26/96                                   

                  Select Payment Option:  3                                    

                                                                               

                  1 = Individual Vendors                                       

                  2 = All Vendors With Vouchers Flagged For Payment By Due Date

                  3 = Print Checks And Reports                                 

                  4 = Cancel And Return To Menu                                

                                                                               

         Printer Busy. C'hange or E'nd - Wait Automatic                        



Enter a C for change to enter a different printer.  If the printer cannot be changed, find out who is using it and wait until they exit the printer.  The only other option is to enter an E to end.  But be aware that this EXITS the Check Writing program.  It is like canceling the entire check run.  Nothing is created or updated.�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Printing Reports And Checks  (Cont’d)



When option 3, Print Checks and Reports, is selected and the printer is available, the following prompt appears.



Print R'eport, Print C'hecks, Or A'dditional Entry 



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96           9:30

                                                                              

                                                                              

            Print R'eport, Print C'hecks, Or A'dditional Entry                



Entering an A returns the cursor to the Select Payment Option prompt.  Thus you still have the opportunity to add and change payments.  Operation at this prompt has been described.



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          10:29 

                                                                               

                        Check Date:  3/26/96                                   

                                                                               

                  Select Payment Option:                                       

                                                                               

                  1 = Individual Vendors                                       

                  2 = All Vendors With Vouchers Flagged For Payment By Due Date

                  3 = Print Checks And Reports                                 

                  4 = Cancel And Return To Menu                                



Entering R allows the printing of a report.  The following prompt appears.



Sort By Vendor NU'mber Or Vendor NA'me       



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          10:29

                                                                              

                                                                              

                                                                              

                  Sort By Vendor NU'mber Or Vendor NA'me                      



The vendors that have been selected for payment may be printed on the report in two different orders.  Enter NU to print the vendors in vendor number order, smallest to largest number.  Enter NA to print the vendors in vendor name order.  Note, after the actual checks are printed there is another chance to print a report of the check run.  However, no modifications can be made.   

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Printing Reports And Checks  (Cont’d)



After selecting the sort for the report, the following prompt appears.



Please Verify That The Checks Have Been Removed From The  

Printer And Replaced With Paper.                          

                                                          

Press 'RETURN' When Ready To Proceed                      



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          10:29

                                                                              

                                                                              

          Please Verify That The Checks Have Been Removed From The            

          Printer And Replaced With Paper.                                    

                                                                              

          Press 'RETURN' When Ready To Proceed                                



This prompt is to alert the operator to be sure that they do not have checks in the printer.  If they do, the report data is printed on the checks.  Enter the carriage return when ready to proceed with the printing of the report.  The report is than printed.  When the printing is completed the cursor returns to the Print R'eport, Print C'hecks, Or A'dditional Entry prompt.  You may reprint the report, do additional entry or print the checks.



The following information is included on the report for each vendor that is being issued a check.  Both sorts print the same information per vendor.  A sample report is included on page 412.  



VENDOR NUMBER AND NAME  The complete vendor number and name.  Misc. Vendors include the name that was entered during the check entry.



ADDRESS LINE 1

ADDRESS LINE 2

ADDRESS LINE 3  The vendor’s complete address lines 1, 2 and 3 of the vendor from the current Vendor File.  Misc. Vendors print the addresses that were entered during the check entry.

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Printing Reports And Checks  (Cont’d)



All of the invoices and credit and debit memos, that were selected on the check run, are listed under their corresponding vendor.  Each record contains the following information.



VOUCHER  The voucher control number of the invoice, credit and debit memos.



TYP  The type of record that was selected for payment.  This is INV for an invoice, C/M for a credit memo and D/M for a debit memo.



VENDOR INVOICE  The invoice number of the invoice, credit and debit memos.



INVOICE AMOUNT  The original amount of the invoice, credit and debit memos.  This is the amount before any payments were applied to the vouchers, even on other check runs.



DISCOUNT  The discount amount that was taken on the check.



PAYMENT  The payment amount that was taken on the check.



PREV PAY  The total amount that has been paid on checks entered prior to this check run.



INV BALANCE  This is the invoice balance after this check run.



MESSAGE  Any messages that were entered during the check run.



VENDOR TOTALS  A total INVOICE AMOUNT, DISCOUNT, and PAYMENT AMOUNT.



REPORT TOTALS  A grand total of all included vendors for total INVOICE AMOUNT, DISCOUNT, and PAYMENT AMOUNT.



�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Printing Reports And Checks  (Cont’d)



Following is a sample report.  This is the vendor number sort.





ACCOUNTS PAYABLE VOUCHER PAYMENT REGISTER BY VENDOR NUMBER     CHECKS DATED:  3/26/96     ON:  3/26/96  BY: KAS           PAGE   1



VENDOR NUMBER AND NAME                  ADDRESS LINE 1                 ADDRESS LINE 2                 ADDRESS LINE 3

 VOUCHER TYP VENDOR INVOICE        INVOICE AMOUNT   DISCOUNT    PAYMENT   PREV PAY INV BALANCE MESSAGE



      21 WELCH OFFICE SUPPLIES          20 MAIN STREET                 LA CRESCENT, MN  55947                                       



   19333 INV 22796                         345.98       6.92     339.06        .00        .00                           

         VENDOR TOTALS                     345.98       6.92     339.06



     100 OTTO CORP.                     500 NORTH SHORE DRIVE          P.O. BOX 23478                 CHICAGO,  IL  555552222       



   19233 INV 75002                       19300.00     386.00    5000.00        .00   13914.00  FIRST SCHEDULED PAYMENT  

   19325 INV 22796                          75.00        .00      75.00        .00        .00                           

   19326 C/M H789                         -125.00        .00    -125.00        .00        .00                           

   19338 INV 22796                         234.59        .00     129.90     104.69        .00                           

   19489 INV 32196                        1000.00      20.00     980.00        .00        .00                           

         VENDOR TOTALS                   20484.59     406.00    6059.90



     200 PENCHI CORP.                                                                                                               



   19354 INV 22796                          78.95       4.00      74.95        .00        .00  PAYMENT FOR P.O. 2345    

         VENDOR TOTALS                      78.95       4.00      74.95



     483 PRESS INTERNATIONAL            900 TOWER LANE                 P.O. BOX 345                   LA CROSSE  WI  546030345      



   19296 INV 21896                          78.00       7.80      70.20        .00        .00                           

         VENDOR TOTALS                      78.00       7.80      70.20



  999999 LA CROSSE FLORAL SHOP          1234 FLORAL LANE               P.O. BOX 9876                  LA CROSSE  WI 54603-9876      



   19495 INV 32196                          75.00        .00      75.00        .00        .00  P.O. # 34R               

         VENDOR TOTALS                      75.00        .00      75.00



  999999 TROPHIES INC                   900 NORTHERN BLVD.             SUITE 3467                     LA CROSSE  WI  54601          



   19543 INV 031496                         56.00        .00      56.00        .00        .00                           

   19544 INV 031996                         10.00        .00      10.00        .00        .00                           

         VENDOR TOTALS                      66.00        .00      66.00



      REPORT TOTALS                      21128.52     424.72    6685.11





�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Printing Reports And Checks  (Cont’d)



Print R'eport, Print C'hecks, Or A'dditional Entry 



When the actual checks are ready to be printed, enter a C.  Remember, once this command is given no more additional entry is allowed.  If the check is incorrect it will have to be voided in A/P Check Void.  Note, there is the ability to reprint a check, prior to exiting the check run.



Sort By Vendor NU'mber Or Vendor NA'me     



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          11:48  

                                                                                

                  Sort By Vendor NU'mber Or Vendor NA'me                        



There are two options to determine the order that the vendors are issued a check.  Enter NU to issue the checks in vendor number order, smallest to largest vendor number.  Enter NA to issue the checks in vendor name order.  The checks should be loaded into the printer.  They should be aligned so that the first check that is to printed on is set to print.



Enter Beginning Check Number    



You must enter the first check number.  The program will begin numbering and creating the checks from that number.  This number must match the first physical check that will be printed on.  After entering the first check number, the program checks through the Check File for duplicate check numbers.  Duplicate check numbers are not allowed.  The program calculates out how many checks will be used in the entire check run and than adds 10 more numbers to that calculation.  The 10 additional allows for the possibility of printing 10 alignment checks.  Thus there is little chance for a duplicate check being issued.  If a duplicate check is found, the following message appears.  The cursor returns to the Enter Beginning Check Number for another beginning check number.  (8 Digits)



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          11:48

                                                                              

                  Enter Beginning Check Number      115                       

                                                                              

                  Checking Files For Duplicate Check Numbers                  

                                                                              

          Check        120 Is A Duplicate Check Number                        

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Printing Reports And Checks  (Cont’d)



Enter Beginning Check Number     



The check number that is found as a duplicate check is displayed.  You need to determine what the actual beginning check number is that has not already been entered into the Check File.  Thus this is the next number after the last check that was created in the system.  There is no cancel option out of Check Writing at this point.  Go to another task and leave the Check Writing program as is.  One way to find out is to print an Outstanding Check Register and Cleared Check Register.  Find the duplicate check and see if there are any numbers greater than this one, as those will be considered duplicate also at some point.  You also could access Check Journal Maintenance, found on the A/P System Manager menu.  Do a change on the check number that is displayed as the duplicate.  This will tell you who the check is assigned to.  Enter a N for next at the field prompt to see if there are any other numbers in the Check File.  These also could be potential duplicates.  Once you determine what the actual check number must be than return to the task in Check Writing and enter the correct beginning check number.  Be sure to adjust your checks in the printer to correspond with that number.  If you are unsure what to do, please call the LMS Support Department for assistance, if the duplicate check number prompt appears.



On the example, check number 115 was entered and a check number 120 was found as the first duplicate check number.  After researching, it was found that the last check number in the Check File is check number 124.  Thus check 125 is entered as the beginning check number.  The physical check that is numbered as 125 is aligned on the printer to be the first check printed on.



After entering a successful beginning check number, the following prompt appears.



Do You Wish To Print Alignment Checks?  (Y/N)    



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          11:48

                                                                              

                  Enter Beginning Check Number      125                       

                                                                              

Do You Wish To Print Alignment Checks?  (Y/N)                                 



Enter Y to print an alignment check.  A Check File is created and is assigned the inputted beginning check number.  Enter a N for no to bypass printing an alignment pattern.

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Printing Reports And Checks  (Cont’d)



When an alignment pattern is printed the following prompt appears.  Be sure the checks are in the printer and ready for the alignment pattern.



Press 'RETURN' When Ready To Print Alignment Checks 



A carriage return prints the alignment pattern.  The following prompt appears.



Are The Checks Properly Aligned?  (Y/N) 



Enter N to print another alignment pattern.  A Check File is created assigning the next number.  The procedure is repeated until a Y for yes is entered.  Once a Y for yes is input or the alignment pattern was bypassed, the checks are printed.  A message Checks Printing displays on the screen while the processing and printing is occurring.  When it is completed the following prompt appears.



P'rint Report, R'e-Print Checks, Or E'nd And Return To Menu



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          11:48

                                                                              

                                                                              

        P'rint Report, R'e-Print Checks, Or E'nd And Return To Menu           



Entering E to end exits the check run.  The above option allows two things prior to exiting the program.  A report can be printed that includes all of the vendors and vouchers that were paid.  It also includes the check numbers issued to each vendor.  Thus this is a hard copy of the check run.  This cannot be printed after exiting Check Writing.  Note, you can print a Check Register but this does not include the individual vouchers that were included on the check.  Also note that the checks and vouchers included on the checks are written to the GLHistory File, so that information can be obtained later.  However, this is your chance to get a consolidated report of the check run, which includes the check numbers.  There is also the chance to reprint any checks that may have jammed in the printer or been out of alignment.  Once you exit the Check Writing program they cannot be reprinted.  The checks will have to be voided and issued a new check.  Thus verify the checks in the printer, prior to exiting the program, to be sure that all printed correctly. 

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Printing Reports And Checks  (Cont’d)



P'rint Report, R'e-Print Checks, Or E'nd And Return To Menu



To print the report enter a P.  The following prompt appears.



Sort By Vendor NU'mber, Vendor NA'me Or C'heck Number    



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          11:48 

                                                                               

                  Sort By Vendor NU'mber, Vendor NA'me Or C'heck Number        



There are three possible sorts for the report.  Enter NU to print the vendors in vendor number order, smallest to largest vendor number.  Enter NA to print in vendor name order.  Enter C to print in check number order.  The vendor number and name order prints the exact same information as was described on page 410.  The addition is the check number that was issued to the vendor.  The check number order also prints the same information.  There is one difference.  The check number sort includes the alignment, stub and reprinted checks.  The other two sorts do not.  Note, the alignment, stub and reprinted checks do print on the Check Register.



After selecting the sort for the report the following prompt appears.



Please Verify That The Checks Have Been Removed From The

Printer And Replaced With Paper.                        

Press 'RETURN' When Ready To Proceed                    



Be sure that the checks have been removed from the printer and replaced with paper.  Otherwise the report data will be printed on the checks.  Enter a carriage return after verifying this.  After the printing is completed the cursor returns to the P'rint Report, R'e-Print Checks, Or E'nd And Return To Menu prompt.  The report could be reprinted, using the other sorts if desired, or exit the program.  Reprints of the checks, issued in the current check run, can also be done.  Note, to provide aid in the reprint feature, it is a good idea to print the report first and use the check number sort.  This will aid in determining the check numbers that were issued to each vendor.  Compare this with what checks printed on the physical checks.



�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Printing Reports And Checks  (Cont’d)



P'rint Report, R'e-Print Checks, Or E'nd And Return To Menu



To reprint checks, enter R for reprint.  Be sure the printer is loaded with checks.  The following prompt appears.



Do You Wish To Print Alignment Checks?  (Y/N)    



Enter Y to print an alignment check.  A Check File is created.   There is no need to enter a beginning check number.  The program knows what check number was issued last.  The reprint will use the next check number as the alignment pattern check or the reprinted check when no alignment is printed.  Enter a N for no to bypass printing an alignment pattern.  Be sure the correct check is ready to be printed on.  This is where the check number sort report is beneficial.



When an alignment pattern is printed the following prompt appears.  



Press 'RETURN' When Ready To Print Alignment Checks 



A carriage return prints the alignment pattern.  The following prompt appears.



Are The Checks Properly Aligned?  (Y/N) 



Enter N to print another alignment pattern.  A Check File is created assigning the next number.  The procedure is repeated until a Y for yes is entered.  Once a Y for yes is input or the alignment pattern was bypassed, the following prompt appears.

�Check Writing  (Cont’d)
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Printing Reports And Checks  (Cont’d)



     Beginning Check Number To Reprint Or               

     E'nd To Return To The 'Print Report' Prompt        



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          11:48

                                                                              

            Beginning Check Number To Reprint Or                              

            E'nd To Return To The 'Print Report' Prompt                       

                                                                              

  **   Enter the check numbers that have already been assigned and            

       printed.  Note: Printing the report by check number will               

       list all check numbers used this check writing session.                



You must enter the check number that has already been assigned to the check that needs to be reprinted.  Entering E returns the cursor to the P'rint Report, R'e-Print Checks, Or E'nd And Return To Menu prompt.  Entering a check number that has not been created in this check run produces the prompt, Invalid Check Number.  The cursor returns for reinput.  Entering an alignment pattern or stub check produces the prompt, No Checks Found To Be Reprinted.  The cursor returns for reinput.  Once a valid check is entered the next prompt appears.  (8 Digits)



Ending Check Number       ###    



Whatever was entered as the beginning check number appears as the default ending.  A carriage return accepts this.  This can be overridden to a larger number.  When doing this be sure all of the numbers within the range need to be reprinted.  Entering an ending number that is less than the beginning, produces the prompt Ending Check Number Cannot Be Smaller Than Beginning Check Number.  The cursor returns for reinput.  Entering an ending check number that has not been created in this check run produces the prompt, Invalid Check Number.  The cursor returns for reinput.  An up arrow ^ can be entered to return to the Beginning Check Number prompt.  (8 Digits)



Once the ending check is entered the check is reprinted.  The cursor returns to the Beginning Check Number To Reprint Or E'nd To Return To The 'Print Report' prompt.  You can than reprint other checks or return to the P'rint Report, R'e-Print Checks, Or E'nd And Return To Menu prompt.  If there is a range of checks reprinted, they print in the same order as the original checks.

�Check Writing  (Cont’d)
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Printing Reports And Checks  (Cont’d)



Following is an example of two checks that printed.  These examples are using the standard non-laser printer format.  These are checks that are included on the check run included in the documentation.  On the examples, the headings are typed in, as the actual form is not inserted into the documentation.  The information that is in bold and italicized print is the information that is printed by the Check Writing program.  As stated earlier, copies of the standard A/P checks can be obtained from LMS.  



REFERENCE INVOICE      INVOICE         TYPE   GROSS AMOUNT  DISCOUNT  NET AMOUNT

 NUMBER     DATE        NUMBER                              ALLOWANCE

   19233  2/09/96  75002                 INV    19300.00    386.00    5000.00

                 FIRST SCHEDULED PAYMENT  

   19325  2/27/96  22796                 INV       75.00       .00      75.00

   19326  2/27/96  H789                  C/M     -125.00       .00    -125.00

   19338  2/27/96  22796                 INV      234.59       .00     129.90

   19489  3/21/96  32196                 INV     1000.00     20.00     980.00









  CHECK NO.    127             TOTALS           20484.59    406.00    6059.90







______________________________________________________________________________________________________________________





                          VENDOR NO. CHECK DATE  CHECK NO.  AMOUNT PAID



                                 100  3/26/96      127      $$$$6,059.90

 SIX THOUSAND FIFTY NINE DOLLARS AND 90 CENTS                                   

   PAY TO THE ORDER OF



    OTTO CORP.                    

    500 NORTH SHORE DRIVE         

    P.O. BOX 23478                

    CHICAGO,  IL  555552222       





REFERENCE INVOICE      INVOICE         TYPE   GROSS AMOUNT  DISCOUNT  NET AMOUNT

 NUMBER     DATE        NUMBER                              ALLOWANCE

   19495  3/21/96  32196                 INV       75.00       .00      75.00

                 P.O. # 34R               











    CHECK NO.  130                   TOTALS         75.00       .00      75.00





______________________________________________________________________________________________________________________









                          VENDOR NO. CHECK DATE  CHECK NO.  AMOUNT PAID



                              999999  3/26/96      130      $$$$$$$75.00

 SEVENTY FIVE DOLLARS AND NO CENTS                                              

   PAY TO THE ORDER OF



    LA CROSSE FLORAL SHOP         

    1234 FLORAL LANE              

    P.O. BOX 9876                 

    LA CROSSE  WI 54603-9876      



�Check Writing  (Cont’d)
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Printing Reports And Checks  (Cont’d)



Following is a sample of the report after the checks are printed.  The sample is using the check number sort.  These are the same vendors included on the sample report, prior to printing the checks.  Note, the addition of the check numbers.  Also note, check number 125, and the notation that this is the alignment pattern check.  





ACCOUNTS PAYABLE VOUCHER PAYMENT REGISTER BY CHECK NUMBER      CHECKS DATED:  3/26/96     ON:  3/26/96  BY: KAS           PAGE   1



VENDOR NUMBER AND NAME                  ADDRESS LINE 1                 ADDRESS LINE 2                 ADDRESS LINE 3

 VOUCHER TYP VENDOR INVOICE        INVOICE AMOUNT   DISCOUNT    PAYMENT   PREV PAY INV BALANCE MESSAGE



CHECK:      125          .00 ALIGNMENT PATTERN        



CHECK:      126       339.06 WELCH OFFICE SUPPLIES    

      21 WELCH OFFICE SUPPLIES          20 MAIN STREET                 LA CRESCENT, MN  55947                                       



   19333 INV 22796                         345.98       6.92     339.06        .00        .00                           

         CHECK TOTALS                      345.98       6.92     339.06



CHECK:      127      6059.90 OTTO CORP.               

     100 OTTO CORP.                     500 NORTH SHORE DRIVE          P.O. BOX 23478                 CHICAGO,  IL  555552222       



   19233 INV 75002                       19300.00     386.00    5000.00        .00   13914.00  FIRST SCHEDULED PAYMENT  

   19325 INV 22796                          75.00        .00      75.00        .00        .00                           

   19326 C/M H789                         -125.00        .00    -125.00        .00        .00                           

   19338 INV 22796                         234.59        .00     129.90     104.69        .00                           

   19489 INV 32196                        1000.00      20.00     980.00        .00        .00                           

         CHECK TOTALS                    20484.59     406.00    6059.90



CHECK:      128        74.95 PENCHI CORP.             

     200 PENCHI CORP.                                                                                                               



   19354 INV 22796                          78.95       4.00      74.95        .00        .00  PAYMENT FOR P.O. 2345    

         CHECK TOTALS                       78.95       4.00      74.95



CHECK:      129        70.20 PRESS INTERNATIONAL      

     483 PRESS INTERNATIONAL            900 TOWER LANE                 P.O. BOX 345                   LA CROSSE  WI  546030345      



   19296 INV 21896                          78.00       7.80      70.20        .00        .00                           

         CHECK TOTALS                       78.00       7.80      70.20



CHECK:      130        75.00 LA CROSSE FLORAL SHOP    

  999999 LA CROSSE FLORAL SHOP          1234 FLORAL LANE               P.O. BOX 9876                  LA CROSSE  WI 54603-9876      



   19495 INV 32196                          75.00        .00      75.00        .00        .00  P.O. # 34R               

         CHECK TOTALS                       75.00        .00      75.00



CHECK:      131        66.00 TROPHIES INC             

  999999 TROPHIES INC                   900 NORTHERN BLVD.             SUITE 3467                     LA CROSSE  WI  54601          



   19543 INV 031496                         56.00        .00      56.00        .00        .00                           

   19544 INV 031996                         10.00        .00      10.00        .00        .00                           

         CHECK TOTALS                       66.00        .00      66.00



      REPORT TOTALS                      21128.52     424.72    6685.11





�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Printing Reports And Checks  (Cont’d)



Following is a sample of the report after a reprint of a check.  The sample is using the check number sort.  These are the same vendors included on the sample report on the previous page.  Note, the addition of the reprinted check number 132.  Also note, check number 126, which was the original check and was reprinted.  Note, the reprint and the notation that this is the check that was reprinted.  Note that the amount on check 126 is zero.  





ACCOUNTS PAYABLE VOUCHER PAYMENT REGISTER BY CHECK NUMBER      CHECKS DATED:  3/26/96     ON:  3/26/96  BY: KAS           PAGE   1



VENDOR NUMBER AND NAME                  ADDRESS LINE 1                 ADDRESS LINE 2                 ADDRESS LINE 3

 VOUCHER TYP VENDOR INVOICE        INVOICE AMOUNT   DISCOUNT    PAYMENT   PREV PAY INV BALANCE MESSAGE



CHECK:      125          .00 ALIGNMENT PATTERN        



CHECK:      126          .00 WELCH OFFICE SUP  REPRINT  



CHECK:      127      6059.90 OTTO CORP.               

     100 OTTO CORP.                     500 NORTH SHORE DRIVE          P.O. BOX 23478                 CHICAGO,  IL  555552222       



   19233 INV 75002                       19300.00     386.00    5000.00        .00   13914.00  FIRST SCHEDULED PAYMENT  

   19325 INV 22796                          75.00        .00      75.00        .00        .00                           

   19326 C/M H789                         -125.00        .00    -125.00        .00        .00                           

   19338 INV 22796                         234.59        .00     129.90     104.69        .00                           

   19489 INV 32196                        1000.00      20.00     980.00        .00        .00                           

         CHECK TOTALS                    20484.59     406.00    6059.90



CHECK:      128        74.95 PENCHI CORP.             

     200 PENCHI CORP.                                                                                                               



   19354 INV 22796                          78.95       4.00      74.95        .00        .00  PAYMENT FOR P.O. 2345    

         CHECK TOTALS                       78.95       4.00      74.95



CHECK:      129        70.20 PRESS INTERNATIONAL      

     483 PRESS INTERNATIONAL            900 TOWER LANE                 P.O. BOX 345                   LA CROSSE  WI  546030345      



   19296 INV 21896                          78.00       7.80      70.20        .00        .00                           

         CHECK TOTALS                       78.00       7.80      70.20



CHECK:      130        75.00 LA CROSSE FLORAL SHOP    

  999999 LA CROSSE FLORAL SHOP          1234 FLORAL LANE               P.O. BOX 9876                  LA CROSSE  WI 54603-9876      



   19495 INV 32196                          75.00        .00      75.00        .00        .00  P.O. # 34R               

         CHECK TOTALS                       75.00        .00      75.00



CHECK:      131        66.00 TROPHIES INC             

  999999 TROPHIES INC                   900 NORTHERN BLVD.             SUITE 3467                     LA CROSSE  WI  54601          



   19543 INV 031496                         56.00        .00      56.00        .00        .00                           

   19544 INV 031996                         10.00        .00      10.00        .00        .00                           

         CHECK TOTALS                       66.00        .00      66.00



CHECK:      132       339.06 WELCH OFFICE SUPPLIES    

      21 WELCH OFFICE SUPPLIES          20 MAIN STREET                 LA CRESCENT, MN  55947                                       



   19333 INV 22796                         345.98       6.92     339.06        .00        .00                           

         CHECK TOTALS                      345.98       6.92     339.06





      REPORT TOTALS                      21128.52     424.72    6685.11



�Check Writing  (Cont’d)
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Printing Reports And Checks  (Cont’d)



When the number of vouchers paid exceeds one check, stub only checks are created.  These checks are assigned a Check File and a check number.  The program prints the actual check number that is the final check on all of the stub only checks.  The stub only checks are not totaled until the final stub.  The actual section of the check, on stub only checks, are marked as VOID.  Alignment checks are also marked as VOID on the printed copy.  Following is a sample of a payment that exceeded more than one check.  Note, this check is from a different check run than the other examples.



REFERENCE INVOICE      INVOICE         TYPE   GROSS AMOUNT  DISCOUNT  NET AMOUNT

 NUMBER     DATE        NUMBER                              ALLOWANCE



   19520  3/25/96  A12                   INV      100.00      2.00      98.00

   19521  3/25/96  A223                  INV       98.00      1.96      96.04

   19522  3/25/96  32596                 INV      500.00     10.00     490.00

   19523  3/25/96  32596                 INV       54.00      1.08      52.92

   19524  3/25/96  A654T                 INV      567.89     11.36     556.53

   19525  3/25/96  32596                 INV      789.00     15.78     773.22

   19526  2/01/96  B678                  INV     1005.67     20.11     985.56

   19527  2/01/96  B8904                 INV       45.00       .90      44.10

   19528  1/15/96  R4568                 INV     1009.00     20.18     988.82

   19535  2/20/96  G54R6                 INV     2345.00     46.90    2298.10

   19536  1/24/96  Y7654                 INV      768.99     15.38     753.61

   19537  3/28/96  345689                C/M     -300.00       .00    -300.00

   19537  3/25/96  345689                INV      300.00       .00     300.00

   19538  3/01/96  54634                 INV     1100.98     22.02    1078.96

   19539  1/27/96  R4327                 INV      645.89     12.92     632.97



 CHECK NO.    146             TOTALS                                         



______________________________________________________________________________________________________________________



                          VENDOR NO. CHECK DATE  CHECK NO.  AMOUNT PAID



                                 105  3/28/96      146                  

VOID VOID VOID VOID VOID VOID VOID VOID VOID VOID VOID VOID VOID VOID VOID      

PAY TO THE ORDER OF

    VOID VOID VOID VOID VOID VOID 

    VOID VOID VOID VOID VOID VOID 

    VOID VOID VOID VOID VOID VOID 

    VOID VOID VOID VOID VOID VOID 





REFERENCE INVOICE      INVOICE         TYPE   GROSS AMOUNT  DISCOUNT  NET AMOUNT

 NUMBER     DATE        NUMBER                              ALLOWANCE

   19540  3/25/96  P987                  INV       90.00      1.80      88.20

   19541  2/10/96  G4567                 INV      324.56      6.49     318.07

   19558  2/13/96  DF4236                INV       85.00      1.47      83.53

                 P.O. 4739                

   19559  3/28/96  32896                 INV     1000.00     20.00     980.00

   19561  3/28/96  32896                 INV       45.00       .90      44.10





  CHECK NO.    146            TOTALS            10573.98    211.25   10362.73



______________________________________________________________________________________________________________________



                          VENDOR NO. CHECK DATE  CHECK NO.  AMOUNT PAID



                                 105  3/28/96      146      $$$10,362.73

 TEN THOUSAND THREE HUNDRED SIXTY TWO DOLLARS AND 73 CENTS                      

PAY TO THE ORDER OF

    OTTO SUPPLY COMPANY           

    900 VALLEY ST                 

    P.O. BOX 9987                 

    CHICAGO   IL  555552222       

�Check Writing  (Cont’d)
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Printing Reports And Checks  (Cont’d)



Following is a sample report of the check run that the sample check, included on the previous page, was created in.  This sample is using the check number sort.  Notice the printing of check number 145.  This is the stub only check.  This is the number that is  written into the Check File as the stub only check.  Note, on the sample of the actual printed check, that check number 146 is printed as the check number.  Check number 146 is the check number assigned as the final or actual payment check, as that was the last check number used for the printing of the check.



ACCOUNTS PAYABLE VOUCHER PAYMENT REGISTER BY CHECK NUMBER      CHECKS DATED:  3/28/96     ON:  3/28/96  BY: KAS           PAGE   1



VENDOR NUMBER AND NAME                  ADDRESS LINE 1                 ADDRESS LINE 2                 ADDRESS LINE 3

 VOUCHER TYP VENDOR INVOICE        INVOICE AMOUNT   DISCOUNT    PAYMENT   PREV PAY INV BALANCE MESSAGE



CHECK:      144          .00 ALIGNMENT PATTERN        

CHECK:      145          .00 OTTO SUPPLY COMPANY  STUB



CHECK:      146     10362.73 OTTO SUPPLY COMPANY      

     105 OTTO SUPPLY COMPANY            900 VALLEY ST                  P.O. BOX 9987                  CHICAGO   IL  555552222       



   19520 INV A12                           100.00       2.00      98.00        .00        .00                           

   19521 INV A223                           98.00       1.96      96.04        .00        .00                           

   19522 INV 32596                         500.00      10.00     490.00        .00        .00                           

   19523 INV 32596                          54.00       1.08      52.92        .00        .00                           

   19524 INV A654T                         567.89      11.36     556.53        .00        .00                           

   19525 INV 32596                         789.00      15.78     773.22        .00        .00                           

   19526 INV B678                         1005.67      20.11     985.56        .00        .00                           

   19527 INV B8904                          45.00        .90      44.10        .00        .00                           

   19528 INV R4568                        1009.00      20.18     988.82        .00        .00                           

   19535 INV G54R6                        2345.00      46.90    2298.10        .00        .00                           

   19536 INV Y7654                         768.99      15.38     753.61        .00        .00                           

   19537 C/M 345689                       -300.00        .00    -300.00        .00        .00                           

   19537 INV 345689                        300.00        .00     300.00        .00        .00                           

   19538 INV 54634                        1100.98      22.02    1078.96        .00        .00                           

   19539 INV R4327                         645.89      12.92     632.97        .00        .00                           

   19540 INV P987                           90.00       1.80      88.20        .00        .00                           

   19541 INV G4567                         324.56       6.49     318.07        .00        .00                           

   19558 INV DF4236                         85.00       1.47      83.53        .00        .00  P.O. 4739                

   19559 INV 32896                        1000.00      20.00     980.00        .00        .00                           

   19561 INV 32896                          45.00        .90      44.10        .00        .00                           

         CHECK TOTALS                    10573.98     211.25   10362.73





CHECK:      147        70.20 PRESS INTERNATIONAL      

     483 PRESS INTERNATIONAL            900 TOWER LANE                 P.O. BOX 345                   LA CROSSE  WI  546030345      



   19376 INV 22796                          70.20        .00      70.20        .00        .00                           

         CHECK TOTALS                       70.20        .00      70.20





      REPORT TOTALS                      10644.18     211.25   10432.93
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Enter Data  (Cont’d)



Printing Reports And Checks  (Cont’d)



The final sample report is the same check run as the previous page.  The sort is the vendor number sort.  Notice that the check numbers are included, but the alignment pattern and stub only checks are not included.  These only print on the check sort.



ACCOUNTS PAYABLE VOUCHER PAYMENT REGISTER BY VENDOR NUMBER     CHECKS DATED:  3/28/96     ON:  3/28/96  BY: KAS           PAGE   1



VENDOR NUMBER AND NAME                  ADDRESS LINE 1                 ADDRESS LINE 2                 ADDRESS LINE 3

 VOUCHER TYP VENDOR INVOICE        INVOICE AMOUNT   DISCOUNT    PAYMENT   PREV PAY INV BALANCE MESSAGE



     105 OTTO SUPPLY COMPANY            900 VALLEY ST                  P.O. BOX 9987                  CHICAGO   IL  555552222       



   19520 INV A12                           100.00       2.00      98.00        .00        .00                           

   19521 INV A223                           98.00       1.96      96.04        .00        .00                           

   19522 INV 32596                         500.00      10.00     490.00        .00        .00                           

   19523 INV 32596                          54.00       1.08      52.92        .00        .00                           

   19524 INV A654T                         567.89      11.36     556.53        .00        .00                           

   19525 INV 32596                         789.00      15.78     773.22        .00        .00                           

   19526 INV B678                         1005.67      20.11     985.56        .00        .00                           

   19527 INV B8904                          45.00        .90      44.10        .00        .00                           

   19528 INV R4568                        1009.00      20.18     988.82        .00        .00                           

   19535 INV G54R6                        2345.00      46.90    2298.10        .00        .00                           

   19536 INV Y7654                         768.99      15.38     753.61        .00        .00                           

   19537 C/M 345689                       -300.00        .00    -300.00        .00        .00                           

   19537 INV 345689                        300.00        .00     300.00        .00        .00                           

   19538 INV 54634                        1100.98      22.02    1078.96        .00        .00                           

   19539 INV R4327                         645.89      12.92     632.97        .00        .00                           

   19540 INV P987                           90.00       1.80      88.20        .00        .00                           

   19541 INV G4567                         324.56       6.49     318.07        .00        .00                           

   19558 INV DF4236                         85.00       1.47      83.53        .00        .00  P.O. 4739                

   19559 INV 32896                        1000.00      20.00     980.00        .00        .00                           

   19561 INV 32896                          45.00        .90      44.10        .00        .00                           

         CHECK NUMBER       146          10573.98     211.25   10362.73



     483 PRESS INTERNATIONAL            900 TOWER LANE                 P.O. BOX 345                   LA CROSSE  WI  546030345      



   19376 INV 22796                          70.20        .00      70.20        .00        .00                           

         CHECK NUMBER       147             70.20        .00      70.20



      REPORT TOTALS                      10644.18     211.25   10432.93





�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Printing Reports And Checks  (Cont’d)



P'rint Report, R'e-Print Checks, Or E'nd And Return To Menu 



After any necessary reprints are made or the report is printed if desired, the final step is to exit the program.  Enter an E to end.  At this point all of the file updating occurs, even the posting to the General Ledger.  During the updating the message File Updating In Progress displays.  If there are any problems with the updating, a message appears on the screen.  The message will include the comment File Mismatch  -  Call LMS For Assistance.  This should be reported to the LMS Support Department immediately.



During the updating of the GLHistory File, it is possible that an end of file stop may occur.  This may occur if you are entering a large amount of payments at one time.  Because the way the program allows input of all transactions and does not update till you complete the transactions, an end of file stop could cause a lot of transactions to not be updated, thus the operator could potentially have to re-enter a lot of work.  To prevent the operator from having to do this, if an end of file stop occurs, the program will not go to a greater than > prompt.  The following error message displays. 



 3/29/96     Check Writing For  3/29/96 By      Dated:  3/29/96           9:55

                                                                              

                        Check Date:  3/29/96                                  

                                                                              

                                                                              

                          File Updating In Progress                           

                                                                              

End of File   At Stmt 4400. Prog = APDE008A                               

Call LMS To Have G/L History File (GLHIST, 1.IX, 2.IX, 3.IX) Enlarged.        

The Program Can Not Continue Updating Files Until This Is Resolved.           

If This Stop Occurs Outside Of LMS Regular Support Hours, Log Everyone Else   

Off The System And Run The File Checking Report On Another Task.              

Enter 'C' To Continue Program After The Problem Is Resolved.   



Always call LMS support during the regular support hours with this error.  However, if this occurs on a weekend or late at night, you could try running the file enlarging.  Be sure everyone is logged off the system, with the exception of the terminal that has the above error.  After the file is enlarged, entering a C continues the program on.  Note, if the file checking does not enlarge the file enough the stop will reoccur.  You could than run the file checking again.  Caution, if there is an error on the file checking the first time it is run, DO NOT rerun it.  You will have to wait until LMS support is contacted.



�Check Writing  (Cont’d)





Enter Data  (Cont’d)



After the updating is completed the procedure control totals are displayed.  This is basically a verification of what has occurred in the check run.  The cursor is at the following prompt.



Enter ‘Y’ To Return To Menu



 3/27/96     Check Writing For  3/26/96 By KAS  Dated:  3/26/96          13:31

                                                                              

                           Procedure Control Totals                           

                                                                              

                    Vendors Paid:      6                                      

                                                                              

                    Vouchers Paid:    11                                      

                                                                              

                    Account     Number    Amount                              

                    A/P         201000   7109.83                              

                                                                              

                    Discount    800900    424.72                              

                                                                              

                    Cash        100100   6685.11                              

                                                                              

                    Checks Issued:       125 Through       132                

                                                                              

                                                                              

               Enter 'Y' To Return To Menu                                    



Enter a Y to exit the procedure control totals.  The procedure control totals provide the following information.

�Check Writing  (Cont’d)





Enter Data  (Cont’d)



Vendors Paid:  This is the total number of vendors issued a check.  Each check issued to a Misc. Vendor is counted separately.



Vouchers Paid:  This is the total number of vouchers included on the checks.  This includes all invoices and credit memos.



Account  Number  Amount



A/P  The Accounts Payable account number that is stored in Global Record 6.  The total discount taken and the total payment amount, for the entire check run, is also displayed.  This is the amount that is debited in the General Ledger to the displayed A/P account.  



Discount  The Discount account number that is stored in Global Record 6.  The total discount taken, for the entire check run, is also displayed.  This is the amount that is credited in the General Ledger to the displayed discount account.  



Cash  The Cash or Checking account number that is stored in Global Record 6.  The total payment amount, for the entire check run, is also displayed.  This is the amount that is credited in the General Ledger to the displayed cash account.  



Checks Issued:  ### Through ####  The beginning and ending issued check numbers.  This includes alignment checks, and reprints.  These numbers are written into the entries made in General Ledger as the description.

�Check Writing  (Cont’d)





Additional Information



Summary Of Operations



Following is a brief summary of the entry of an Accounts Payable check run.



Enter the desired check date.



Enter the payments by individual selection of the vendors, or by the payment option of paying flagged vouchers by due date, or a combination of the two.



The individual selection allows accessing the vendors by vendor number or name.  



Within the individual selection, the vouchers can be selected for payment by entering them specifically.  There is also an all or due date option.  When using the all or due date option, there is the ability to exclude specific vouchers.  The all or due date option can also be combined with the individual selection of the vouchers.  An entry of a 25 character message can be assigned to a specific voucher.  The message prints on the check stub, below the voucher.



Vendors can be re-selected and additions and changes made.  The entire payment to the vendor can also be canceled.  The vendor could than be re-entered if desired.  This procedure can be made any number of times, prior to the actual printing of the checks.  Once the checks are printed, no modifications can be made.  The check would have to be voided in the A/P Check Void program.



Prior to printing the checks, the entire check run can be canceled.  No updating occurs.



A report that includes all of the vendors and vouchers that were paid, and the total discount and payment amount, is available.  This can be printed before and after printing the checks.  Prior to printing the checks, the report can be used to verify all is paid correctly.  After the checks are printed, the report also includes the check numbers.



When all of the payments have been entered, the checks are than printed.  The beginning check number is entered.  The program numbers them from that point on.



Prior to exiting the program, if any reprints are necessary, they are than reprinted.

�Check Writing  (Cont’d)





Additional Information



Updating Of Files



Following is a recap of the files that are updated when a check run is completed.



Purchase Order and Pending Files



Check Writing has no affect on Purchase Order and Pending Files.



A/P Files



All of the A/P Files are updated.  On the A/P Invoice File, APINVD, payments always update the original invoice record, even when more than one payment is made.  An additional payment record is never created.  Information included is payment amount, payment date, and if there is a partial payment made, the partial payment indicator is set to yes.  The A/P Accounting Journal File, (APSAJD) on the first payment, updates the original accounting journal record with the payment amount, payment date, and stores a payment system date.  If the payment is not the first payment, a new file is created for the partial payments.  This has a TAC code of 31.  The same information is stored.  The entered check date is the payment date in both files.  The payment amount, in both files, is the amount paid plus the discount amount taken.  The A/P Aged Trial Balance includes all of the individual payments.  The Vendor Cash subtracts the total payment amount and prints the balance of the voucher.  If the voucher is totally paid, it is not printed.  The A/P Transaction Register prints all payments as a payment (PMT) type.



Vendor File



The Vendor’s balance is updated.  The check date, number and check amount are written to the Vendor File.  The amount paid year to date, and discounts taken and lost year to date are also updated.  

�Check Writing  (Cont’d)





Additional Information  (Cont’d)



Updating Of Files  (Cont’d)



Check File



One Check File is created for every vendor issued a check.  Information stored in the Check File is check date, check amount, discount amount, system date, vendor number and name.  Also stored is a check type of S, which designates the check as being created through Check Writing.  The checks are included on the Check Register and Outstanding Check Register.



Alignment checks, checks that were reprinted, and checks used for stub checks only, also have a Check File created.  Checks that are designated as reprints are the original checks that were than reprinted.  The check created from the reprint command is a regular check.  The vendor number on alignment checks is zero.  The vendor name on alignment checks is Alignment Pattern.  On reprints and stubs it is the actual vendor and vendor name.  On stub only checks the maximum vendor name is 20 letters of the name, followed by a space and the word Stub.  On a check that was reprinted the maximum vendor name is 17 letters, followed by a space and the word Reprint.  The amount on all three types is always zero.  They are included on the Check Register.  A date paid is written into the Check File.  This is the same as the check date.  This causes the check to print on the Cleared Check Register.  These will purge, with the Check Purge, when the purge date is greater than their check date.



General Ledger and Chart Of Accounts Files



One entry is made to the G/L File, for all of the included checks.  This is a debit to the Accounts Payable account for the total amount paid and discount taken, a credit to the Cash or Checking account for the total amount paid, and a credit to the Discount account for the total discount taken.  These accounts are stored in Global File record 6.  The source code of the entry is GL.  The description of the entry includes the beginning and ending check numbers that were issued.  This includes the alignment, stub only checks, and reprints.  Thus the description reads CHECKS ## - ###.  Also written is the fiscal month number, and the date entered at the menu prompt upon entry to the program, as the transaction or entry date.  The Chart File is also updated on the three G/L accounts for the same amounts that posted to the G/L File.  
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Updating Of Files  (Cont’d)



G/L History File



The GLHist File works with the APHist File.  When viewing the APHist File, the GLHist file that corresponds with that record is accessed.  The GLHist File stores the General Ledger distributions entered on the A/P invoices.  Thus when an A/P invoice is accepted all of the G/L distributions for each item invoiced are written to the GLHist File.  One additional GLHist File is created for every voucher that is included on the check in Check Writing.  This check type GLHist File stores the check number, voucher control number, check amount, discount amount, and check date.  Also stored as the special description is any message that was entered on the check for the voucher.  The GLHistory records are used in the Invoice Inquiry to include the payment information.  It is used by the Payment History and Check Detail Inquiries that are included in the Invoice Inquiry.



�Accounts Payable Data Entry  (Cont’d)





Check Clearing



Check Clearing is found on the A/P Data Entry menu, 1-9.  When the bank has cleared a check entered in the A/P module, the check must be cleared in this program.  Checks will never purge from the system unless they are cleared.  The screen format has been changed to the standard small letter format.  The full vendor name will now display on the screen.  Input of a date paid now assigns the date as the default date paid.  Thus on the next check that is cleared, a carriage return accepts the default date.  Every time the cleared date is overridden, the date becomes the new default date.  When a date paid is input that is less than or equal to the check date, the following prompt appears.



Check Cleared Date Is BEFORE The Issued Date  -  OK?  (Y'es/N'o)  



Enter a Y for yes to accept the entered date and clear the check.  Enter N for no to cancel the input.



 2/19/96            A/P Check Clearing By     For  2/19/96            7:43:59  

                                                       Cleared:    0       .00 

  --------- Vendor --------           ---------- Check ----------    Date Paid 

  Number   Name                       Number     Date      Amount    MM/DD/YY  



�Accounts Payable Data Entry  (Cont’d)





Check Voiding



Introduction



The Accounts Payable Check Void program has been totally redesigned in Revision 11.  Check Voiding is found on the Accounts Payable Data Entry menu, 1-10.  When a check is entered through Accounts Payable Check Writing or Check Writing Conversion and is incorrect, the check is voided through Check Voiding.  The payment is removed from the invoices and credit memos that were applied on the check.  The check is marked as a voided check.  The vendor’s balance is updated.  Reasons to void a check is entry of wrong vouchers or amounts to be paid, or wrong discount amounts.  A check is also voided if a stop payment has occurred.  The General Ledger is updated with a credit to Accounts Payable and a debit to cash and discount.  This is the reversing entry of when the check was written.  When a check is voided and a GLHistory record is found for the check, the check is marked as a void in the GLHistory File.  Thus the payment detail and check inquiry in the A/P Invoice Inquiry reflects that the check has been voided.  



Voids are allowed on all checks, unless the invoice has been purged from the A/P Files at end of month, or the check has been cleared or purged from the system, or the check has already been voided.  Voided checks cannot be reused.



There are two possible ways the program voids A/P checks.  If there is a GLHist File found for the check, the void is automatic.  Input of the check number, displays all of the invoices and credit memos that were applied on the check.  The amount paid and discount taken per voucher displays.  The program automatically removes the payments and discounts taken from the displayed vouchers, with the information stored in the GLHist Files.  The Check File is marked as a void.  If there is no GLHist File found, the operator must enter the vouchers and payment and discount amounts that were applied to the check.  Proper updating than occurs.



There should generally be an existing GLHist File to perform the automatic Check Void.   All A/P checks, created prior to the loading of the LMS Revision 11, will not have a GLHist File.  Thus voiding any checks created, prior to loading Revision 11, will not be able to be voided automatically.  The only other reason not to have this file is if the file has been purged or was not created correctly during Check Writing.



The documentation on the operation of Check Voiding includes the operation of the automatic and non-automatic void.
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Introduction  (Cont’d)



Use of Check Voiding results in the following functions.  



Once the check is voided the Check File is marked as a void.  The check and discount amount is changed to zero.  The payments and any discounts taken are removed from the individual invoices or credits, thus re-opening the invoice and credit memos.  The invoices and credits can than be applied to another check or the invoice voided.



The Vendor Analysis reports are updated.  The Vendor’s A/P balance is updated.  The Vendor File is reduced for amount paid year to date and discounts taken year to date.  The payment no longer prints on the A/P Aged Trial Balance and Transaction Register.



The General Ledger is updated with a debit to the cash or checking and discount account.  The amount debited to cash is the total paid amount for all of the invoices and credits applied to the check.  The amount debited to the discount account is the total discount amount.  The cash or checking and discount accounts are defined in the Global File.  A credit is entered to the Accounts Payable account for the amount paid and total discount taken.



On automatic voids, after the display of the check information, the operator can also cancel the void.  Cancellation of the void means no files are updated and allows the operator the ability to redo the check void or cancel it.  



On automatic voids, the check GLHistory records are marked as voids.
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Enter Data



Transaction Date



When entering the program from the menu the cursor stops at Transaction Date.  A carriage return accepts the system date as the transaction date.  This can be overridden.  Whatever date is input determines what fiscal month is updated in the General Ledger.  It is not the check date that determines the month the General Ledger is updated.  It is the transaction date input when entering the program.  Thus it is extremely important that the correct transaction date is entered.  As an example, the current system date is 10/01/95.  However, you want the void to be reflected in the month of September and you want them posted to the General Ledger for fiscal month September.  Thus in order for the General Ledger to be updated for the month of September a transaction date of 09/30/95 should be entered when entering the program at the Transaction Date menu prompt.  The transaction date that is input is also the entry date stored in the G/L Files.  (MMDDYY)



Notice on the following screen sample, that the fiscal month that will be updated in the General Ledger is displayed after the heading Month.  In this example, the fiscal year begins in January so month 4 is April.  If the fiscal year began in July, entering a transaction date of 04/08/96, would post to fiscal month 10 in the General Ledger.



 4/08/96                   Check Void For  4/08/96          Month  4  10:42   

                                                            Post   0       .00

 Vendor No.                                                                   

                                                                              

           Check #  Check Amount     Check Date     Discount Amt              

                                                                              

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                      Enter 'E' To End, '/' To Cancel         



�Check Voiding  (Cont’d)





Enter Data  (Cont’d)



Entering The Check To Be Voided



In Global Record 6 the cash, discount and Accounts Payable account numbers are stored.  These are the accounts that are automatically posted to when exiting the program.  If there is an invalid G/L account number stored in Global Record 6, input of the void is not allowed.  The following prompt appears upon entry to the program.  



There Are Invalid G/L Account Numbers In Global Record 6 - Input Not Allowed.   

Enter 'CR' To Return To Menu                                                    



Entering a carriage return exits the program and returns to the Accounts Payable Data Entry menu.  You must have a valid account number stored in the Global File in order to void a check.



The first prompt that is accessed is as follows.



Check #



 4/08/96                   Check Void For  4/08/96          Month  4  10:42   

                                                            Post   0       .00

 Vendor No.                                                                   

                                                                              

           Check #  Check Amount     Check Date     Discount Amt              

                                                                              

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                      Enter 'E' To End, '/' To Cancel         



Enter E or END or / slash or TOT to exit the program.  In order to void the correct check you must enter the check number that is assigned to the check that is to be voided.  

(8 Digits)
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Entering The Check To Be Voided  (Cont’d)



There are various error prompts that display upon entry of a check number.  In all cases the cursor returns for reinput.  They are as follows.



Check Has Cleared The Bank - Void Not Allowed



 4/08/96                   Check Void For  4/08/96          Month  4  10:42    

                                                            Post   0       .00 

 Vendor No.                                                                    

                                                                               

           Check #  Check Amount     Check Date     Discount Amt               

          87                                                                   

------------------------------------------------------------------------------ 

                                                                               

                                                                               

                                                                               

Check Has Cleared The Bank - Void Not Allowed                                  

                                      Enter 'E' To End, '/' To Cancel          



The above message appears when the check that is entered has been cleared in the Check Clearing program.  There is a date cleared in the Check File.  No void is allowed.



Check Not On File



The above message appears when the check that is entered is not found in the Check File.  The check has never existed or it has been cleared and purged from the system.



Check ### Has Already Been Voided.



 4/08/96                   Check Void For  4/08/96          Month  4  10:42   

                                                            Post   0       .00

 Vendor No.                                                                   

                                                                              

           Check #  Check Amount     Check Date     Discount Amt              

          302                                                                 

------------------------------------------------------------------------------

                                                                              

Check 302 Has Already Been Voided.                                            

                                      Enter 'E' To End, '/' To Cancel         



The check that was input has already been voided.  The void is not allowed.
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Entering The Check To Be Voided  (Cont’d)



You Cannot Void This Check With This Program.  You Must Use Manual Check Void.  



The above error message appears when an attempt is made to void a check that was created in Manual Check Entry.  The check was not created in Check Writing or Check Writing Conversion, thus it cannot be voided in Check Voiding.  The program reads a check type field in the Check File.  The check type must be S or blank in order for the check to be voided as an A/P check.  If the check type is M for the Manual Check Writing program, the void is not allowed.  Manual checks must be voided in Manual Check Void, 1-7.



If a check that is entered is being accessed on another task, in the program Check Voiding, the following prompt appears.



Check Is In Use By Another Task  



 4/08/96                   Check Void For  4/08/96          Month  4  15:09   

                                                            Post   0       .00

 Vendor No.      105 OTTO SUPPLY COMPANY                                      

                                                                              

           Check #  Check Amount     Check Date     Discount Amt              

               146      10362.73       3/28/96            211.25              

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

                                                                              

Check Is In Use By Another Task                                               

                                      Enter 'E' To End, '/' To Cancel         



The message displays until the other task exits the check.  This is to protect the integrity of the file updating.
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Entering The Check To Be Voided  (Cont’d)



Once an acceptable check number is entered the program checks to see if there is an existing check type GLHist File.  If there is a GLHist File, the void proceeds as an automatic void.  The operator does not have to enter the individual invoices and credit memos that were applied to the check.  If there is no existing G/L History File, an automatic void can not be made.  The operator must enter the voucher control number, the amount paid and discount taken for each invoice and credit included on the check. 



When the GLHistory exists the program checks each voucher control number, that is on the check, to be sure that the control number is also found in the A/P Files.  Thus it has not been purged from the A/P Files.  If at least one voucher is found that has purged, the voiding of the check is not allowed.  One of the two following prompts appears.



Voucher Not In System - Void Not Allowed

Accounting Journal For Voucher ##### Not In System - Void Not Allowed.



One of the above error messages appears if the invoice has been purged from the A/P Files.  The invoice has purged because it is paid and has exceeded the time limit of paid invoices remaining on the system when running the end of month purges.  The check has not cleared but the invoice is no longer on the system, thus the void cannot be made.  When this situation occurs a manual journal entry must be made to reflect the voiding of the check.  Be sure and enter the journal entry in the correct fiscal month and year that you wish to reflect the void.  The checking account should be debited.  The discount account should be debited if any was applied on the check.  Since the invoice has purged it is not normally desired back on the Vendor’s account.  Thus the inventory and expense accounts entered on the invoice should be credited.  If the invoice does need to be re-entered into Accounts Payable, than enter it through Invoice Entry.  A new control number and check would have to be issued.  



The check that could not be voided should be accessed in Check File Maintenance, found on the A/P System Manager’s menu.  Delete the check or mark it as a void.  To mark as a void, change field 9, which is vendor name.  Retype the vendor’s name and add the word Void.  Also change the check amount, field 3 to zero.  You may also want to correct the GLHistory File.  This can also be accessed in A/P System Manager’s in the program G/L History File.  A change must be made on the record type C.  Each control number, that is on the check that cannot be voided, must be accessed.  In field 7 Void Indicator should have a V entered.  This will mark the check as being voided in the GLHist File.
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Enter Data  (Cont’d)



Automatic Void Of Checks



An automatic void can be made when the total payment and discount amounts and check number, found in the GLHistory payment records, match the Check File amounts.  After the acceptance of the check number, various information displays when the automatic void proceeds.  This includes the vendor number and name, total check amount, check date, and discount taken amount.  This information is from the Check File.  All of the invoices and credit/debit memos that were included on the check are displayed.  The cursor is at one of the two following prompts.



A’ccept or C’ancel

N’ext, A’ccept or C’ancel



 4/08/96                   Check Void For  4/08/96          Month  4  15:06   

                                                            Post   0       .00

 Vendor No.      105 OTTO SUPPLY COMPANY                                      

                                                                              

           Check #  Check Amount     Check Date     Discount Amt              

               146      10362.73       3/28/96            211.25              

------------------------------------------------------------------------------

Control #  Invoice Number        Amount Paid  Discount Taken                  

   19520   A12                         98.00            2.00                  

   19521   A223                        96.04            1.96                  

   19522   32596                      490.00           10.00                  

   19523   32596                       52.92            1.08                  

   19524   A654T                      556.53           11.36                  

   19525   32596                      773.22           15.78                  

   19526   B678                       985.56           20.11                  

   19527   B8904                       44.10             .90                  

   19528   R4568                      988.82           20.18                  

   19535   G54R6                     2298.10           46.90                  

   19536   Y7654                      753.61           15.38                  

   19537   345689                    -300.00             .00                  

   19537   345689                     300.00             .00                  

N'ext, A'ccept or C'ancel                                                     



The first prompt appears when only one screen is needed to display the vouchers.  The second prompt appears when more than one screen is needed to display all of the vouchers that were included on the check.



The voucher control number, complete invoice number, the amount paid and discount amount taken displays for each invoice and credit included on the check.  All of the information on the individual vouchers is from the GLHist File.  These are the vouchers that will be updated by the void.



�Check Voiding  (Cont’d)





Enter Data  (Cont’d)



Automatic Void Of Checks  (Cont’d)



A’ccept Or C’ancel

N’ext, A’ccept, Or C’ancel



Entering N for next displays the next screen of vouchers.  One of the two following prompts appear.



N’ext, P’revious, A’ccept, Or C’ancel

P’revious, A’ccept, Or C’ancel



 4/08/96                   Check Void For  4/08/96          Month  4  15:09   

                                                            Post   0       .00

 Vendor No.      105 OTTO SUPPLY COMPANY                                      

                                                                              

           Check #  Check Amount     Check Date     Discount Amt              

               146      10362.73       3/28/96            211.25              

------------------------------------------------------------------------------

Control #  Invoice Number        Amount Paid  Discount Taken                  

   19538   54634                     1078.96           22.02                  

   19539   R4327                      632.97           12.92                  

   19540   P987                        88.20            1.80                  

   19541   G4567                      318.07            6.49                  

   19558   DF4236                      83.53            1.47                  

   19559   32896                      980.00           20.00                  

   19561   32896                       44.10             .90                  

                                                                              

                                                                              

                                                                              

P'revious, A'ccept or C'ancel                                                 



The first prompt appears until the last screen is accessed.  The second prompt appears when the last screen is accessed.  The purpose of paging back and forth between screens is just to verify that this is the check that you wanted to void.  Enter a N for next to view the next screen.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.  There should be no reason why the amounts in the GLHistory File would not match the check amount or have the wrong vouchers.  If you do see a discrepancy between the vouchers included on the screen and the check stub from the check you are voiding, do not proceed with the void.
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Automatic Void Of Checks  (Cont’d)



A’ccept Or C’ancel

N’ext, A’ccept, Or C’ancel

N’ext, P’revious, A’ccept, Or C’ancel

P’revious, A’ccept, Or C’ancel



If you do not want to void the displayed check, enter a C for cancel.  The following prompt appears.  



Are You Sure You Want To Cancel Voiding This Check?  (Y/N)



 4/08/96                   Check Void For  4/08/96          Month  4  15:09   

                                                            Post   0       .00

 Vendor No.      105 OTTO SUPPLY COMPANY                                      

                                                                              

           Check #  Check Amount     Check Date     Discount Amt              

               146      10362.73       3/28/96            211.25              

------------------------------------------------------------------------------

Control #  Invoice Number        Amount Paid  Discount Taken                  

   19538   54634                     1078.96           22.02                  

   19539   R4327                      632.97           12.92                  

   19540   P987                        88.20            1.80                  

   19541   G4567                      318.07            6.49                  

   19558   DF4236                      83.53            1.47                  

   19559   32896                      980.00           20.00                  

   19561   32896                       44.10             .90                  

                                                                              

                                                                              

                                                                              

                                                                              

Are You Sure You Want To Cancel Voiding This Check?  (Y/N)                    



Entering a Y for yes cancels the voiding of the check.  The check is not voided.  No updating occurs.  The cursor returns to the Check No. prompt.  Enter a N for no to not cancel the void.  The cursor returns to the A’ccept prompt.
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Automatic Void Of Checks  (Cont’d)



A’ccept Or C’ancel

N’ext, A’ccept, Or C’ancel

N’ext, P’revious, A’ccept, Or C’ancel

P’revious, A’ccept, Or C’ancel



Enter an A to accept the void.  The check is voided and file updating occurs.  All of the displayed vouchers are updated, removing the displayed payment and discount taken amount from the A/P Files.  The Vendor’s balance is updated.



After the check is successfully voided the message Check Voided appears on the screen.  The cursor returns to the Check No. prompt.  Another check can than be voided or the program exited.  The number of checks voided is incremented after the heading Post.  The total check amount voided is also incremented.



 4/08/96                   Check Void For  4/08/96          Month  4  15:43   

                                                            Post   1 -10362.73

 Vendor No.                                                                   

                                                                              

           Check #  Check Amount     Check Date     Discount Amt              

                                                                              

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

                                                                              

                                      Enter 'E' To End, '/' To Cancel         







�Check Voiding  (Cont’d)
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Non-Automatic Void Of Checks  



Following are the procedures for voiding a check that has no GLHistory File.  This will always be the case when voiding a check that was created prior to loading the LMS Revision 11.  An automatic void cannot be made.  It is very important that the operator inputs exactly the same information that was entered when the check was created.  This involves entering every voucher control number that was applied to the check.  



After entering the check number, when no GLHistory File is found, the following prompt appears.  The purpose of the prompt is to alert the operator that no GLHistory is found for this check, thus an automatic void can not occur.



Accounts Payable Check History Not Found.  You Must Enter The Invoices. Enter ‘CR’ To Continue.    



 4/08/96                   Check Void For  4/08/96          Month  4  15:04   

                                                            Post   0       .00

 Vendor No.       21 WELCH OFFICE SUPPLIES                                    

                                                                              

           Check #  Check Amount     Check Date     Discount Amt              

                87        105.00       3/24/96              1.00              

------------------------------------------------------------------------------

                                                                              

                                                                              

                                                                              

Accounts Payable Check History Not Found.  You Must Enter The Invoices.       

Enter 'CR' to Continue                                                        

                                      Enter 'E' To End, '/' To Cancel         



Entering a carriage return continues the program on with the void process.  A non-automatic check void must be performed.



�Check Voiding  (Cont’d)
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Non-Automatic Void Of Checks  (Cont’d)



After entering a carriage return at the Accounts Payable Check History Not Found.  You Must Enter The Invoices.  Enter 'CR' to Continue prompt, the cursor is at the following prompt.



Voucher No.



                             Check Void For  4/08/96                            

                                                                                

Check No.       87   Vendor No.      21   WELCH OFFICE SUPPLIES                 

                                                                                

Check Amt     105.00       Date  3/24/96   Allowance           Discount     1.00

 Voucher *    Vendors      *       Invoice * Discount    *                      

  Number   Date   Inv. No.  Type    Amount    Amount   Date     Allow        Net

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

Note: Invoice Amount Must Equal The Net Amount If                               

      A Discount Wasn't Taken At Check Issue.                                   



As long as no vouchers have been entered for the displayed check void, ERROR, TOT or CANCEL will exit the check void.  The cursor returns to the Check No. prompt.  No updating occurs.  Without the GLHistory File, the program does not know which vouchers were included on the check or the amounts that were paid on each voucher.  Thus the operator must be careful.  You must enter every invoice and credit/debit memo that was included on the check that is being voided.  They are entered by their assigned voucher control number.  The control numbers are entered one at a time.  Note, the easiest way to enter the vouchers correctly is to use the printed check stub.  



The program checks to be sure that the entered control number is assigned to the vendor and also that the voucher has not been purged from the A/P Files.  If the input fails the checks, the message Voucher Not In System - Void Not Allowed displays.  The voucher is removed from the screen and the cursor returns for reinput.
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Non-Automatic Void Of Checks  (Cont’d)



After the correct voucher is entered the cursor continues on to the next prompt.



Invoice Amount



The original amount of the invoice is displayed.  This is not the invoice balance at the time of the writing of the check.  This is not the amount that was paid.  You must enter the amount that was paid on the check that is being voided.  If the displayed invoice amount is the amount that was paid, enter a carriage return.  Note, do not enter the amount less the discount amount taken on the check.  If a partial payment was made enter the amount of the partial payment.  Basically at this prompt you must enter the amount that was paid including any discounts taken.  If a credit memo is directly applied to an invoice, the credit memo and the invoice have the same voucher control number.  If the credit memo was applied to a check it must be accessed in the Check Voiding program.  When the control number is input, the invoice record will display.  If that was on the check that must go through the void process.  After completing the voiding of the invoice payment record, you must enter the same control number again, in order to access the credit memo record.  The invoice record will appear again.  In order to access the credit memo record you must enter NEXT at the Invoice Amount prompt.  This will access the credit memo record.  Entering ERROR returns the cursor to the Voucher Number prompt.  (9 Digits - Enter No Decimals)



Discount Amount



The original amount of discount entered when the invoice was created is displayed.  This is not the discount amount taken at the time of the writing of the check.  You must enter the amount that was taken on the check that is being voided.  If the displayed discount amount is the amount that was taken on the check, enter a carriage return.  If a discount amount displays and none was taken on the check enter 0 zero.  Entering ERROR returns the cursor to the Invoice Amount prompt.  (8 Digits - Enter No Decimals)



Date



This is the due date of the invoice.  The cursor stops at this prompt.  Do not change the date, just carriage return.  Entering ERROR returns the cursor to the Discount Amount prompt.  
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Non-Automatic Void Of Checks  (Cont’d)



Allow



This is not an applicable field.  The cursor stops at this prompt.  Do not enter anything, just carriage return.



Net



The net is calculated based on the input at Invoice Amount and Discount Amount.  DO NOT ever change this figure.  The record will not be voided correctly if an amount is entered in the Net column.  After a carriage return the net is calculated.  This is the Invoice Amount minus any Discount Amount.  Entering ERROR returns the cursor to the Allow prompt.  



                             Check Void For  4/09/96                            

                                                                                

Check No.       87   Vendor No.      21   WELCH OFFICE SUPPLIES                 

                                                                                

Check Amt     105.00       Date  3/24/96   Allowance           Discount     1.00

 Voucher *    Vendors      *       Invoice * Discount    *                      

  Number   Date   Inv. No.  Type    Amount    Amount   Date     Allow        Net

                                                                                

   19299  2/19/96 1234567891 INV     56.00       .00  3/20/96     .00      56.00

                                                                                

                                                                                

                                                                                

Note: Invoice Amount Must Equal The Net Amount If                               

      A Discount Wasn't Taken At Check Issue.                                   

Balance Remaining     49.00                                                     



Once a carriage return is entered that voucher’s payment is voided.  The Balance Remaining is updated.  The cursor returns to Voucher Number for input of another voucher or to exit the void.  Note, if the Net amount calculates out incorrectly because the Invoice Amount or Discount Amount was entered incorrectly, there is no way to fix this error within the Check Voiding program.  Once a carriage return is entered at Net the entry is set.  You also can no longer enter ERROR at Voucher Number to exit the void.
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Non-Automatic Void Of Checks  (Cont’d)



                             Check Void For  4/09/96                            

                                                                                

Check No.       87   Vendor No.      21   WELCH OFFICE SUPPLIES                 

                                                                                

Check Amt     105.00       Date  3/24/96   Allowance           Discount     1.00

 Voucher *    Vendors      *       Invoice * Discount    *                      

  Number   Date   Inv. No.  Type    Amount    Amount   Date     Allow        Net

                                                                                

   19299  2/19/96 1234567891 INV     56.00       .00  3/20/96     .00      56.00

   19503  3/21/96 32196      INV     50.00      1.00  4/22/96     .00      49.00

TOT                                                                             

                                                                                

                                                                                

                                                                                

                                                                                

Note: Invoice Amount Must Equal The Net Amount If                               

      A Discount Wasn't Taken At Check Issue.                                   

Balance Remaining       .00                                                     



After the carriage return at Net the cursor returns to Voucher Number.  You must repeat the process for every voucher assigned to the check.  When you have completed the entry enter TOT.  This will be allowed as long as the Balance Remaining is zero.  If the Balance Remaining is not zero the prompt Invoice Amounts Do Not Equal Check Amount appears.  The cursor returns to Voucher Number.  Be sure and check that all vouchers on the check have been entered.  If they have, than the wrong amounts must have been entered.  Please call LMS Support for assistance as you will not be able to exit the check void until the Balance Remaining is zero.



After the check is successfully voided the message Check Voided appears on the screen.  The cursor returns to the Check No. prompt.  Another check can than be voided or the program exited.  The number of checks voided is incremented after the heading Post.  The total check amount voided is also incremented.



To recap, the non-automatic check void will normally only need to be done on checks created prior to loading the LMS Revision 11.  When the non-automatic void is entered all of the vouchers that were included on the check must be entered.  The payment and discount amount taken on the check must be entered.



On automatic voids only the check number must be entered.  All of the vouchers included on the check will automatically have the payment and discount amount voided.
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Once the Check Voiding program is exited the Procedure Control Totals display and should be used as a reconciliation tool.  At this time the one entry of the total amount voided for all checks entered, is posted to the General Ledger as a debit to the cash and discount accounts, and a credit to the Accounts Payable account.  These accounts are defined in Global Record 6.  The entry is assigned a source code of GL and the description is CHECK VOIDS.  The following prompt appears.



Enter 'Y' To Return To Menu 



 4/09/96     Check Voiding For  4/09/96 By KAS                            8:09

                                                                              

                           Procedure Control Totals                           

                                                                              

                    Checks Voided:      1                                     

                                                                              

                    Account     Number    Amount                              

                    A/P         201000   -106.00                              

                                                                              

                    Cash        100100   -105.00                              

                                                                              

                    Discount    800900     -1.00                              

                                                                              

               Enter 'Y' To Return To Menu                                    



A Y is the only valid input and returns to the A/P Data Entry menu.  The Procedure Control Totals include the following figures for all inputted voids combined. 



Checks Voided:  The number of voided checks.



Account  Number  Amount



A/P  The Accounts Payable account number that is stored in Global Record 6.  The total discount and payment amount, for all of the voided checks, is displayed.  This is the amount that is credited in the General Ledger to the displayed A/P account.  



Cash  The Cash or Checking account number that is stored in Global Record 6.  The total payment amount, for all of the voided checks, is also displayed.  This is the amount that is debited in the General Ledger to the displayed cash account.  



Discount  The Discount account number that is stored in Global Record 6.  The total discount taken, for all of the voided checks, is also displayed.  This is the amount that is debited in the General Ledger to the displayed discount account.  
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Additional Information 



Summary Of Operation



All checks created through A/P Check Writing and Check Writing Conversion must be voided through Check Voiding.  They can be voided as long as the check has not purged from the Check File or the individual vouchers have not purged from the A/P Files.



Enter the check number that is assigned to the check that needs to be voided.



If GLHistory is found, the void proceeds as an automatic void.  All of the vouchers assigned to the check are displayed.  After reviewing all is correct an accept command is entered.  The Check Files, check type GLHistory Files, Vendor File and all of the displayed individual vouchers are than updated.  The void can also be canceled.



If no GLHistory is found, the void must proceed as a non-automatic void.  All vouchers included on the check must be entered one at a time.  The payment amount and discount taken must be entered for each voucher.  Once a voucher is entered and completed, there is no cancellation of the void.  That voucher is updated in the A/P Files.  



After exiting the Check Voiding program the procedure control totals are displayed.  At this time the General Ledger is updated.  
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Updating Of Files



Following is a recap of the files that are updated when a check is voided.  This relates to records with or without GLHistory, thus voided as automatic and non-automatic.



A/P Files



All of the A/P Files are updated.  The payment and discount taken amount is removed from the payment amount.  Thus the invoice or credit memo can be reapplied to another check.  The payment record is removed from the A/P Aged Trial Balance and the Transaction Register.



Vendor File



The payment and discount taken amount is added back to the Vendor’s balance.  Note, the last check date, number and check amount are not changed by a check void, even if the check that is voided is the last check for the vendor.  The year to date payment amount and discounts taken are adjusted.



Check File



The Check File is marked as a void.  The word VOID is added after the vendor name.  The check amount and discount taken is changed to zero.  The check number cannot be reused until the Check File is purged.



General Ledger and Chart Of Accounts Files



An entry is written to the G/L File for the total of the checks voided.  The Accounts Payable account is credited for the payment and discount amount.  The Cash account is debited for the payment amount.  The Discount account is debited for the discount amount.  The source code of the entry is GL.  Also written is the fiscal month number, account number, amount voided, and transaction date and system date., The description is Check Voids.  The Chart File is also updated with the amounts.  The G/L entry is not made until the Check Voiding program is exited and the procedure totals are displayed.
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Updating Of Files  (Cont’d)



G/L History File



If there are existing check type GLHistory Files, the existing records are updated.  The check type GLHist File, which stores the check number, voucher control number, payment amount, discount amount, and check date, for each voucher included on the check, is marked as a void.  Note, the amounts are not zeroed out, thus allowing the operator to view the amounts of the voided check.  When viewing the payment history or check detail in the Invoice Inquiry, the check will reflect that it has been voided.  This will allow the check information in the Invoice Inquiry to reflect the check as voided for that control number.  For invoices entered prior to Revision 11, no GLHist records exist thus no updating will occur on this file.







�Accounts Payable Data Entry  (Cont’d)





Expense Re-Distribution



The Expense Re-Distribution program is found on the A/P Data Entry menu, 1-11.  The programs allows entry of a journal entry.  This is a way to correct entry of the wrong expense distribution on an A/P transaction.  As an example, the amount entered on an A/P invoice is correct but the wrong G/L account was input.  Rather than void the invoice you may credit the wrong account and debit the correct account in the Expense Re-Distribution program.  The source code of AP is assigned to the entry, thus the entry is included on the A/P Expense Distribution Report and is identified as being entered in the A/P module.  All other G/L reports and files are also updated with the entry.  In Revision 11 the screen format has been changed to the standard small letter format.

�Accounts Payable Data Entry  (Cont’d)





Payment Status Change



Introduction



Payment Status Change is found on the A/P Data Entry menu, 1-12.  The program allows entry of an invoice, credit or debit memo to make specific changes.  The payment status can be changed.  Payment status is a P to pay by due date or H to put on hold status.  The due date and discount amount can also be changed.  The vendor and control number of the record must be entered.  



The program’s screen format has been changed to the standard small letter format.  A change has been made to allow access of a credit or debit memo that is directly applied to an invoice, thus the credit memo has the same control number as the invoice.  Vendor alpha search has been added.



Enter Data



Vendor No.



 2/19/96             Invoice Payment Modification                      8:59:24  

                                                                                

Vendor No.                                                                      

                                                                                

 Voucher TAC  Invoice No.         P P  Inv.  Due                            Disc

   No.                            C P  Date  Date  Amount    Paid Balance    Amt



Enter the vendor number assigned to the invoice that is being changed.  If at least 1 alpha character or a number greater than 8 digits is entered the program performs an alpha search on the vendor name.  You may enter up to 25 alphanumeric characters.  Invalid Vendor # appears when an invalid vendor is input.  Enter END to exit the program.  The vendor’s name appears after entry of a valid vendor.  (8 Digits)



Voucher No.



In order to access the correct record you must enter the voucher control number that is assigned to the invoice or credit or debit memo.  If incorrect input is entered the message Invoice Not Found appears.  The cursor returns for reinput.  Enter END, TOT or ERROR to exit the prompt and return to Vendor No.  (8 Digits)

�Payment Status Change  (Cont’d)





Enter Data  (Cont’d)



After input of the control number, the information from the invoice displays.  The current invoice and due dates display.  The invoice number, type, amount, discount amount, amount paid and balance also appear.  If there has been a partial payment a Y appears under the PP column.  The cursor is at the following prompt.



PC



 2/19/96             Invoice Payment Modification                      9:11:09  

                                                                                

Vendor No. 8         PAUL'S PRETTY GOOD PC'S                                    

                                                                                

 Voucher TAC  Invoice No.         P P  Inv.  Due                            Disc

   No.                            C P  Date  Date  Amount    Paid Balance    Amt

                                                                                

   19143 INV DS12502              P    1/25  2/05   51.50           51.50   1.03

                                                                                

                                                                                

                                                                                

                                                                                

H=Hold  N=Next Record  P=Pay  E=Error (SPACE)=Clear The Field                   



This is the current payment status.  There are three possible payment status’s.  A blank, or space in this case, means there is no assigned payment status.  A H for hold means the invoice is on hold and should not be paid until this status is changed.  A P means that the record has been flagged for payment.  This is automatically assigned, when running the Cash Requirements by Due Date report and flagging vouchers for payment by an inputted due date range.  To put a voucher on hold, enter a H.  To flag a voucher for payment by due date, enter a P.  Enter an E to leave the status as is and return to the Voucher No. prompt.  If there is a credit memo directly applied to a displayed invoice, enter a N for next to access the next record with the inputted control number.  This will than access a credit or debit memo that has the same control number.  If there are no more records found with the same control number the message Invoice Not Found appears and the cursor returns to Vendor No.  To remove the current status of H or P enter 1 space bar.  This will set the payment status as blank or no payment status.  (E, P, H, N, or space bar)



�Payment Status Change  (Cont’d)





Enter Data  (Cont’d)



Due Date



 2/19/96             Invoice Payment Modification                     16:25:15  

                                                                                

Vendor No. 8         PAUL'S PRETTY GOOD PC'S                                    

                                                                                

 Voucher TAC  Invoice No.         P P  Inv.  Due                            Disc

   No.                            C P  Date  Date  Amount    Paid Balance    Amt

                                                                                

   19143 INV DS12502                   1/25  2/05   51.50           51.50   1.03

                                            021596                              

                                                                                

                                                                                

Enter Due Date As MM/DD/YY                                                      



Enter a new due date if desired.  A carriage return leaves the due date as is.  Enter the date in this format MMDDYY.  If an invalid date is input the prompt Invalid Date --Enter Again appears.  The cursor returns for reinput.  Note, even though the year is not displayed entry of the year is required and is written back to the necessary files.  Changing the due date replaces the due date in all of the A/P files where due date is stored.  (MMDDYY or Carriage Return)



Disc Amt



 2/19/96             Invoice Payment Modification                     16:25:15  

                                                                                

Vendor No. 8         PAUL'S PRETTY GOOD PC'S                                    

                                                                                

 Voucher TAC  Invoice No.         P P  Inv.  Due                            Disc

   No.                            C P  Date  Date  Amount    Paid Balance    Amt

                                                                                

   19143 INV DS12502                   1/25  2/05   51.50           51.50   1.03

                                             2/15/96                      300   

                                                                                

Enter New Discount Amount                                                       



Enter a new discount amount if desired.  A carriage return leaves the discount as is.  Changing the discount amount replaces the discount in all of the open A/P files where discount is stored.  (4 Digits - No Decimal)



After entry of the discount the record is redisplayed with the new data.  The cursor returns to Voucher No. for entry of another record or to exit the program.  When the bottom of the screen is reached the prompt Continue With Next Page Y/N appears.  Enter a Y to continue input to that vendor.  Enter a N to return to Vendor No.�Accounts Payable Data Entry  (Cont’d)





Check Writing Conversion



Check Writing Conversion is found on the Accounts Payable Data Entry menu, 1-13.  This program was originally designed for the purpose of converting the Accounts Payable data for new customers adding their existing data onto the LMS system.  It was a way for the invoices to be paid while running a dual system and until the check forms are received.  The actual checks are issued on the other computer system.  Check Writing Conversion is than used to add the checks and payments onto the LMS system.  The main difference between regular A/P Check Writing and Check Writing Conversion is that Check Writing Conversion does not issue the check numbers and they are not printed on a form.  The operator must enter the check number for every check created.  Once the Accounts Payable is being entered solely on the LMS system, there should not be a need to use Check Writing Conversion.  



LMS does not recommend continued use of this program.  The regular A/P Check Writing is the recommended program to use to pay invoices and issue checks. However, some of the LMS operators continue to use the program.  With Revision 11 the regular A/P Check Writing program was totally redesigned adding numerous enhancements and greatly improving the program.  Because Check Writing Conversion is not the recommended method of issuing checks, the same enhancements are not added to this program.  However, there have been minor operational changes and the necessary changes for correct file updating.  Following is a list of the changes.



A GLHistory File is created for each invoice or credit that is included on the check.  The amount paid, discount taken, message entered in, check date and check number is stored.  Conversion Check is written in as the check message.  This information is used in the A/P Invoice Inquiry to provide the payment history of an invoice.  



The prompts for the alignment pattern have been removed.  There is no need for these as Check Writing Conversion is not used to print checks on forms.



The screen has been changed to the small letter format.  Upon entry of a vendor the check number prompt now appears prior to the input of whether the check is to be issued as an automatic or individual vouchers.  



The procedure totals have been redesigned and now are the same as Check Writing.



The actual printout of the checks has been redesigned.  Headings have been added to the check stub area.  This makes the printout easier to read.



The description that is written to the G/L File will now be Conv Check Payments.



�Accounts Payable  (Cont’d)

Accounts Payable Inquiries



APMU002      Task  76      The La Crosse System (TM)      Port  78      3/08/96 

                                                                                

                       LA CROSSE MANAGEMENT SYS, TESTING                        

                                                                                

                          Accounts Payable Inquiries                            

                                                                                

                              1  Vendor Inquiry                                 

                              2  Invoice Inquiry                                

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

                                  Procedure:                                    

                                                                                

                                                                                

                                   11:17                                        



�Accounts Payable Inquiries  (Cont’d)





Vendor Inquiry



Introduction



Vendor Inquiry� XE "Vendor Inquiry" \r "veninq1" � is found on the Accounts Payable Inquiry menu, 2-1.  The Vendor Inquiry allows access of all vendors on the system.  The Vendor Inquiry provides a summarized list of all current invoices and credits per vendor.  Payment and discount amounts are also provided.  The current Vendor A/P balance and aging is included.  The information on the inquiry may also be printed.



Use of the Vendor Inquiry� XE "Vendor Inquiry:Functions And Purpose" � results in the following functions.  



All valid vendors can be accessed through input of the vendor number or an alpha search on the vendor name.



The vendor’s current A/P balance and aging breakdown is included.



All invoices, credit and debit memos, and manual check invoices are included for each vendor.  Records display until they are purged from the system with the A/P End Of Month purges.  The invoice amount, amount paid and current balance of each record is included.  The invoice number, invoice and due dates, payment status code, control number, and discount amount entered during the creation of the invoice, is included for each record.  



When an A/P invoice is linked to a purchase order, that was generated through the Purchase Order module, the purchase order number is displayed.



Entry of a specific control number is available.  If an APHistory and GLHistory File exists for the record, that individual invoice or credit is accessed in the A/P Invoice Inquiry program.  Within the Invoice Inquiry all of the details of the invoice or credit is displayed.  This includes items invoiced on a P.O. invoice, General Ledger distribution and check payment information.  Thus you may chain directly from Vendor Inquiry to the A/P Invoice Inquiry and back to the Vendor Inquiry.  Note, the APHistory and GLHistory Files are new as of Revision 11.  Thus any invoices or credits created prior to loading Revision 11 will not have an APHistory or GLHistory File.  The APHistory and GLHistory Files remain on the system until they are purged.

�Vendor Inquiry  (Cont’d)





Enter Data



The printer selection screen appears to allow a selection of a printer, if the option to print is entered.



Vendor No.



 2/26/96                      Vendor Inquiry                          10:39:00  

                                                                                

Vendor No.                                                                      

                                                                                

                                                                                

                                                                                

 Voucher Tac PC PP Inv Date Due Date Inv Amount      Paid     Balance  Disc Amt 



Input the vendor number that you wish to access.  This must be a valid Vendor� XE "Vendor Inquiry:Vendor Entry" \r "veninq2" � number.  The vendor name displays.  If an invalid number is input, the prompt Invalid Vendor Record appears.  The cursor returns for reinput.  To exit the program input END.  If at least 1 alpha character or a number greater than 8 digits is entered the program will perform an alpha search on the vendor name.  You may enter up to 25 alphanumeric characters.



When the alpha search on the vendor name is made, the cursor is at one of the two following prompts.



Select Vendor Choice Or E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



 2/26/96                      Vendor Inquiry                          10:39:00  

                                                                                

Vendor No. OT                                                                   

                                                                                

                                                                                

 Voucher Tac PC PP Inv Date Due Date Inv Amount      Paid     Balance  Disc Amt 

No  Vendor #/Name                     Address                                   

 1      100 OTTO CORP.                500 NORTH SHORE DRIVE     CHICAGO,  IL  55

 2      105 OTTO SUPPLY COMPANY       900 VALLEY ST             CHICAGO   IL  55

                                                                                

                                                                                

                                                                                

Select Vendor Choice or E'nd                                                    





�Vendor Inquiry  (Cont’d)





Enter Data  (Cont’d)



The screen displays all vendors that have a name which begins with the inputted characters.  Each line contains the vendor number, complete name, and the second and last lines of the vendor's address.  Only 16 characters of the last address line display.  A computer assigned number is associated with each vendor.  The first prompt appears when there is less than 15 vendor choices.  The second prompt appears when there is more than 14 vendor selections.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range will appear and the cursor returns for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  When a N for next is input the cursor is at one of the two following prompts.



Display N’ext P'revious, Select Vendor Choice, Or E'nd           

Display P'revious, Select Vendor Choice, Or E'nd           



The first prompt appears until the last screen of vendor choices is accessed.  The second prompt appears when the last screen is reached.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range appears and the cursor returns for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  Enter a P for previous to go back one screen of selections.  You may go back and forward as many screens as exist.



If a vendor is entered or selected and there are no records found, the prompt No Invoices Found For Vendor Name appears.  The name of the vendor is inserted into the message.  The cursor returns to Vendor No. for reinput.

�Vendor Inquiry  (Cont’d)





Enter Data  (Cont’d)



Once a vendor number is entered or selected through alpha search the following information� XE "Vendor Inquiry:Information Included On Inquiry" \r "veninq3" � is displayed.



 2/26/96                      Vendor Inquiry                          10:39:00  

                                                                                

Vendor No.      105  OTTO SUPPLY COMPANY       Last Check No.   Date      Amount

                                                        2016   2/16/96    420.00

   Over 120      Over 90      Over 60      Over 30      Current  *AP Balance*   

        .00          .00      4182.38      9600.00          .00     13782.38    

 Voucher Tac PC PP Inv Date Due Date Inv Amount      Paid     Balance  Disc Amt 

                                                                                

   18916 INV  P    12/12/95  1/11/96    2775.50               2775.50     60.00 

             Invoice No. B5678                 P.O. No. 4619                    

   18920 INV  P    12/12/95  1/11/96     143.00                143.00      2.86 

             Invoice No. 121295                P.O. No. 4623                    

   18939 INV  P    12/13/95  1/12/96     117.00                117.00     10.00 

             Invoice No. C32                   P.O. No. 4620                    

   18948 INV  P    12/15/95  1/15/96     879.28                879.28     16.59 

             Invoice No. X43U7                 P.O. No. 4629                    

   18956 INV  P    12/15/95  1/15/96     150.60                150.60      2.80 

             Invoice No. 121595                P.O. No. 4631                    

   18995 INV  P    12/22/95  1/22/96     117.00                117.00      2.34 

             Invoice No. 122295                P.O. No. 4647                    

   19074 INV        1/02/96  2/01/96    6600.00               6600.00    132.00 

             Invoice No. R456                  P.O. No. 4662                    

Enter Voucher #, N'ext, PR'int, Or E'nd N                                       



Vendor No.  The vendor number and full vendor name display.



Last Check No.  The last check number issued to the vendor, through A/P Check and Check Writing Conversion and Manual Check Entry.  This is stored in the Vendor File.  Note, voiding a check does not remove this. 



Date  



The check date of the last check issued to the vendor, through A/P Check and Check Writing Conversion and Manual Check Entry.  This is stored in the Vendor File.  Note, voiding a check does not remove this. 



Amount



The amount of the last check issued to the vendor, through A/P Check and Check Writing Conversion and Manual Check Entry.  This is stored in the Vendor File.  Note, voiding a check does not remove this. 

�Vendor Inquiry  (Cont’d)





Enter Data  (Cont’d)



 2/26/96                      Vendor Inquiry                          10:39:00  

                                                                                

Vendor No.      105  OTTO SUPPLY COMPANY       Last Check No.   Date      Amount

                                                        2016   2/16/96    420.00

   Over 120      Over 90      Over 60      Over 30      Current  *AP Balance*   

        .00          .00      4182.38      9600.00          .00     13782.38    

 Voucher Tac PC PP Inv Date Due Date Inv Amount      Paid     Balance  Disc Amt 

                                                                                

   18916 INV  P    12/12/95  1/11/96    2775.50               2775.50     60.00 

             Invoice No. B5678                 P.O. No. 4619                    

   18920 INV  P    12/12/95  1/11/96     143.00                143.00      2.86 

             Invoice No. 121295                P.O. No. 4623                    

   18939 INV  P    12/13/95  1/12/96     117.00                117.00     10.00 

             Invoice No. C32                   P.O. No. 4620                    

   18948 INV  P    12/15/95  1/15/96     879.28                879.28     16.59 

             Invoice No. X43U7                 P.O. No. 4629                    

   18956 INV  P    12/15/95  1/15/96     150.60                150.60      2.80 

             Invoice No. 121595                P.O. No. 4631                    

   18995 INV  P    12/22/95  1/22/96     117.00                117.00      2.34 

             Invoice No. 122295                P.O. No. 4647                    

   19074 INV        1/02/96  2/01/96    6600.00               6600.00    132.00 

             Invoice No. R456                  P.O. No. 4662                    

Enter Voucher #, N'ext, PR'int, Or E'nd N                                       



Over 120  Over 90  Over 60  Over 30  Current



The balance of all included invoices and credit memos is distributed amongst the above aging categories.  Note, the aging distribution of days is hard coded in the program and is not operator maintainable.  The aging calculation is number of days from the invoice or credit memo date to the transaction date that was input at the menu prompt when entering the inquiry.



*AP Balance*



The vendor’s current A/P Balance.  Note, this is not a calculation from the records on the inquiry but is the A/P Balance stored in the Vendor File.



Voucher 



This is the voucher control number that is assigned by the A/P invoicing programs.



Tac



Transaction Accounting Code, which is the type of record.  This is INV for an invoice or manual check, C/M for credit memos and D/M for debit memos.

�Vendor Inquiry  (Cont’d)





Enter Data  (Cont’d)



 2/26/96                      Vendor Inquiry                          10:39:00  

                                                                                

Vendor No.      105  OTTO SUPPLY COMPANY       Last Check No.   Date      Amount

                                                        2016   2/16/96    420.00

   Over 120      Over 90      Over 60      Over 30      Current  *AP Balance*   

        .00          .00      4182.38      9600.00          .00     13782.38    

 Voucher Tac PC PP Inv Date Due Date Inv Amount      Paid     Balance  Disc Amt 

                                                                                

   18916 INV  P    12/12/95  1/11/96    2775.50               2775.50     60.00 

             Invoice No. B5678                 P.O. No. 4619                    

   18920 INV  P    12/12/95  1/11/96     143.00                143.00      2.86 

             Invoice No. 121295                P.O. No. 4623                    

   18939 INV  P    12/13/95  1/12/96     117.00                117.00     10.00 

             Invoice No. C32                   P.O. No. 4620                    

   18948 INV  P    12/15/95  1/15/96     879.28                879.28     16.59 

             Invoice No. X43U7                 P.O. No. 4629                    

   18956 INV  P    12/15/95  1/15/96     150.60                150.60      2.80 

             Invoice No. 121595                P.O. No. 4631                    

   18995 INV  P    12/22/95  1/22/96     117.00                117.00      2.34 

             Invoice No. 122295                P.O. No. 4647                    

   19074 INV        1/02/96  2/01/96    6600.00               6600.00    132.00 

             Invoice No. R456                  P.O. No. 4662                    

Enter Voucher #, N'ext, PR'int, Or E'nd N                                       



PC



The payment status code.  If the voucher is flagged for payment by due date, a P appears.  If the voucher has been put on hold status for payment a H appears.  Otherwise the field is blank.



PP



A Y for yes appears if a partial payment has been made, otherwise the field is blank.



Inv Date



The invoice or credit or debit memo date.



Due Date



The due date of the invoice or credit or debit memo.



Inv Amount



The total invoice amount, which includes any discount amount.

�Vendor Inquiry  (Cont’d)





Enter Data  (Cont’d)



 2/26/96                      Vendor Inquiry                          10:39:00  

                                                                                

Vendor No.      105  OTTO SUPPLY COMPANY       Last Check No.   Date      Amount

                                                        2016   2/16/96    420.00

   Over 120      Over 90      Over 60      Over 30      Current  *AP Balance*   

        .00          .00      4182.38      9600.00          .00     13782.38    

 Voucher Tac PC PP Inv Date Due Date Inv Amount      Paid     Balance  Disc Amt 

                                                                                

   19077 INV        1/05/96  2/05/96    3000.00               3000.00     60.00 

             Invoice No. 3264                  P.O. No. 4662                    

   19243 INV        2/12/96  2/12/96      98.76      98.76                      

             Invoice No. 21296                                                  

   19260 INV        2/12/96  2/12/96     200.00     200.00                 4.00 

             Invoice No. 21296                 P.O. No. 4739                    

                                                                                

Enter Voucher #, P'revious, PR'int, Or E'nd                                     



Paid



The total amount paid on the invoice or credit memo if any payments have been made.



Balance



The current balance of the invoice or credit memo.  This is the invoice amount minus the paid amount.



Disc Amt



The discount amount that was entered during the creation of the invoice or manual check.  Note, on an invoice that has been paid this is not the amount of discount that was accepted on the check.



Invoice No.



The complete invoice number.



P.O. No. 



If a purchase order was entered on the invoice, the P.O. number displays.  If more than one purchase order is applied on an invoice, the last purchase order that was accessed displays.

�Vendor Inquiry  (Cont’d)





Enter Data  (Cont’d)



The cursor is at one of the two following prompts� XE "Vendor Inquiry:Input Prompts" \r "veninq4" �.



Enter Voucher #, PR’int, Or E’nd

Enter Voucher #, N’ext, PR’int, Or E’nd N



The first prompt displays when all of the data fits on one screen.  The second prompt appears when the data exceeds one screen.  Enter E to exit the vendor and return to the Vendor No. prompt.  Enter PR to print� XE "Vendor Inquiry:Printing" � the inquiry.  The entire contents of the inquiry is printed not just the displayed screen.  The same information displayed on the screen is also printed.  Enter N or a carriage return to accept the default of an N, to access the next screen.



When N for next is entered, one of the two following prompts appear.



Enter Voucher #, N’ext, P’revious, PR’int, Or E’nd N

Enter Voucher #, P’revious, PR’int, Or E’nd



The first prompt displays until the last screen is reached.  The second prompt appears when the last screen is accessed.  Enter E to exit the vendor and return to the Vendor No. prompt.  Enter PR to print the inquiry.  The entire contents of the inquiry is printed not just the displayed screen.  The same information displayed on the screen is also printed.  Enter N or a carriage return to accept the default of an N, to access the next screen.  Enter P to go back one screen.  You may go back and forward as many screens as exist.



�Vendor Inquiry  (Cont’d)





Enter Data  (Cont’d)



Enter Voucher #, PR’int, Or E’nd

Enter Voucher #, N’ext, PR’int, Or E’nd N

Enter Voucher #, N’ext, P’revious, PR’int, Or E’nd N

Enter Voucher #, P’revious, PR’int, Or E’nd



A specific voucher control number� XE "Vendor Inquiry:Invoice Detail Inquiry" \r "veninq5" � may be entered.  This is using the Enter Voucher # part of the above prompts.  When a control number is entered, the APHistory Files are accessed.  The file is searched to find the inputted control number in the APHistory File.  If a match is found, the specific record is accessed in the A/P Invoice Inquiry.  Note, the control number does not have to be displayed on the screen or even assigned to the displayed vendor, in order to be accessed in the A/P Invoice Inquiry.  All that must exist is the APHistory File for the inputted control number.  Note, invoices and credit memos, entered prior to loading the LMS Revision 11 will not have an APHistory File.  Also when records are purged from the APHistory File, they will no longer be accessible in A/P Invoice Inquiry.  When the APHistory File is not found, the prompt Accounts Payable History Record Not Found appears.  The cursor returns to the Enter Voucher # prompt.  



When an APHistory record is found, the A/P Invoice Inquiry is accessed.  The invoice or credit memo is displayed.



 2/26/96                Invoice/Credit Memo/Check Inquiry                 13:01 

                                                    Invoice Balance:        .00 

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19260 

Invoice  21296                   Invoice Date  2/12/96        P.O. No.     4739 

Invoice Amt     200.00           Due Date      2/12/96      Disc. Amt.     4.00 

                                                                                

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699   

Vendor Contact TAMMY JO ARTHER           Phone 708-355-5678  Fax 708-355-5698   

--------------------------------------------------------------------------------

Line Item Number        UM   PM   Qty   Qty  Prior Current      Unit Cost       

                                  Ord Rec'd  Inv'd   Inv'd    Quoted    Actual  

   4 TONER              CT    4     5     5      0       5     36.00     36.00  

     TONER                                  Extended Cost:    180.00    180.00  

     Vendor Item: 45-235-6543           P.O. Original Item: TONER               

     Account   Amount Account Name                   Special Description        

      112200   100.00 INVENTORY SUPPLIES             OTTO SUPPLY COMPANY        

      112600    45.00 INVENTORY-SUPPLIES BR 2        OTTO SUPPLY COMPANY        

      112500    35.00 INVENTORY MISC.                OTTO SUPPLY COMPANY        

               `Additional Input' Entries                                       

     Account   Amount Account Name                   Special Description        

      519910    20.00 FREIGHT IN                     OTTO SUPPLY COMPANY        

                                                                                

PR'int, PA'yment History, C'heck Detail Or E'nd                                 

�Vendor Inquiry  (Cont’d)





Enter Data  (Cont’d)



See page 469 for documentation on the A/P Invoice Inquiry.  Operation within the inquiry is the same when entering from Vendor Inquiry than when entering from the A/P menu.  The exception to this is the automatic access of the voucher input in Vendor Inquiry.  The other difference is that when the A/P Invoice Inquiry is exited, you will always return to the Vendor Inquiry and the vendor that you were originally accessing.  You may exit that particular invoice and view others but when an E is entered at the Invoice #/CM#/DM# the Vendor Inquiry is returned to.  
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Invoice #/CM #/DM #  PO #       Check #     Control #                           

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

Enter 'E' To Return To Vendor Inquiry  - 'CR' For Other Access Options          



�Accounts Payable Inquiries  (Cont’d)





Invoice Inquiry



Introduction



The A/P Invoice Inquiry� XE "Invoice Inquiry" \r "inq1" � is found on the Accounts Payable Inquiry menu, 2-2.  The inquiry is also accessible through the A/P Vendor Inquiry and the P.O. Serial Number Receipts Inquiry.  The inquiry allows viewing and printing of the full details of A/P invoices, credit and debit memos, manual check invoices, and A/P checks.  The General Ledger expense distributions are included.  On purchase order invoices, the items from the purchase order that were entered on the invoice are included.  The payment information of an invoice is also included.  The inquiry uses the APHist and GLHist Files to access the records and for the majority of the information on the inquiry.



Use of the Invoice Inquiry� XE "Invoice Inquiry:Functions And Purpose" \r "inq2" � results in the following functions.  



Invoices and credit/debit memos can be accessed by invoice number, or the voucher control number.  If there are duplicate invoice numbers, or invoice and credit/debit memos with the same control number, the program displays a selection screen that lists all of the records that have the same invoice number or control number.  You may than select the record that you want to access.



Invoices can also be accessed by inputting a purchase order number.  The invoice that was linked to the inputted purchase order is than accessed.  If there is more than one invoice for the purchase order, all of the invoices are listed on a selection screen.  You may than select the invoice that you want.



Check numbers can be entered.  All of the invoices and credit/debit memos that were on the check are displayed.  From there an individual control number can be entered to access the invoice or credit/debit memo detail.



There are actually three inquiries within the A/P Invoice Inquiry.  They are the Invoice Detail Inquiry, the Payment History Inquiry, and the Check Detail Inquiry.  All three inquiries are accessed within A/P Invoice Inquiry.  All of the inquiries are accessible within each other.  Each displays different information, and with the accessing of all three inquiries for one invoice, the total picture of an invoice or credit memo is provided, the invoice detail and the payment information.  This is accomplished in one program.





�Invoice Inquiry  (Cont’d)





Introduction  (Cont’d)



The Invoice Detail inquiry shows all of the G/L expense distributions, and invoice header information such as the dates, discount amount, invoice number and total invoice amount.  The current invoice balance is included.  If the invoice has been voided, this is indicated.  Purchase Order invoices include all of the items that were included on the invoice.  For each included item the quantity ordered, quantity received, and prior and current invoiced quantities display.  The P.O. Quoted and Actual Invoiced Costs are included for each item.  The original purchase order item is included, in order to reflect any items that were substituted.



The second inquiry, within the Invoice Inquiry, is the Payment History Inquiry.  This inquiry is accessible within the Invoice Detail Inquiry.  It includes all of the check numbers that have been issued for the individual invoice or credit memo.  The amount paid and discount taken is included.  Whether the check has been voided is included.



The third inquiry, within the Invoice Inquiry, is the Check Detail Inquiry.  The Check Detail Inquiry is accessible by input of a specific check number, or from the Invoice Detail and Payment History Inquiries.  The Check Detail Inquiry lists all of the invoices and credit memos included on a specific check.  The amount paid and discount taken for each record is included.  If the check has been voided that is indicated.



The majority of the information on the A/P Invoice Inquiry is from the APHist and GLHist Files.  These are new files added to the system with LMS Revision 11.  Thus invoices and credit memos and checks created prior to loading Revision 11 will not have an APHist and GLHist File.  These records will not be accessible in the A/P Invoice Inquiry.



Invoices, credits and checks are accessible in the Invoice Inquiry, until the APHist and GLHist Files are purged from the system.  When the purge is run is up to you.  The history files may be kept on the system as long as desired.



For more information on the creation of the APHist and GLHist Files see A/P Invoice Entry and Manual Check Entry.

�Invoice Inquiry  (Cont’d)





Enter Data



Selection Screen



The printer selection screen appears to select a printer to use if the inquiry is printed.  The ESC escape key may be entered to exit the inquiry and return to the menu.



Invoice #/CM #/DM #  PO #       Check #     Control #    



 2/27/96                Invoice/Credit Memo/Check Inquiry                  7:22 

                                                                                

Invoice #/CM #/DM #  PO #       Check #     Control #                           

                                                                                

Enter 'E' To End - 'CR' For Other Access Options                                



The cursor is under the Invoice #/CM#/DM# prompt.  Enter E to exit the inquiry.  There are four ways to access a record.  The first is to enter the invoice or credit/debit memo number, under the Invoice #/CM#/DM# prompt.  The second is to enter a purchase order number, under the PO # prompt.  The third is to enter a check number, under the Check # prompt.  The fourth is to enter the voucher control number of the invoice, under the Control # prompt.  A carriage return at each prompt accesses the next prompt� XE "Invoice Inquiry:Input Access Prompts" \r "inq3" �.



Invoice #/CM #/DM #



Entering an invoice or credit/debit memo number accesses the Invoice Detail Inquiry.  If the inputted invoice number is not found in the APHist File or is entered incorrectly, the prompt No Matching Records Found In History File displays.  The cursor returns for reinput.  When there is more than one invoice or credit/debit memo number, with the inputted number, the program enters a selection screen.  All of the records assigned, with the same invoice or credit/debit number, are displayed.  This allows selection of the desired record.  The records display in the order of the index.  (20 Alphanumeric)



 2/27/96                Invoice/Credit Memo/Check Inquiry                 11:55 

                                                                                

     Vendor # Name                   Control #     PO # Inv/DM/CM #             

   1      100 OTTO CORP.                 19240        0 21296                I/V

   2      100 OTTO CORP.                 19241        0 21296                INV

   3       45 LANIER WORLDWIDE           19242        0 21296                INV

   4      105 OTTO SUPPLY COMPANY        19243        0 21296                INV

   5      106 OFFICE PRODUCTS WORLWID    19244     4740 21296                INV

   6       21 WELCH OFFICE SUPPLIES      19245     4442 21296                INV

   7        1 OFFICE PRODUCTS INC        19247        0 21296                INV

   8      105 OTTO SUPPLY COMPANY        19260     4739 21296                INV

                                                                                

Enter Choice, Or E'nd                                                           

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Selection Screen  (Cont’d)



Invoice #/CM #/DM #  PO #       Check #     Control #    



PO #



 2/27/96                Invoice/Credit Memo/Check Inquiry                 12:58 

                                                                                

Invoice #/CM #/DM #  PO #       Check #     Control #                           

                     4751                                                       

                                                                                

                                                                                

Enter 'E' To End - 'CR' For Other Access Options                                



Entering a carriage return at the Invoice # prompt accesses the PO# prompt.  Entering a purchase order number accesses the Invoice Detail Inquiry.  If the inputted purchase order number is not found in the APHist File or is entered incorrectly, the prompt No Matching Records Found In History File displays.  The cursor returns to the Invoice # prompt for reinput.  When there is more than one invoice, assigned to the inputted purchase order number, the program enters the selection screen.  All of the records assigned, with the same purchase order number, display.  This allows selection of the desired record.  The invoices display in invoice number order.  (8 Numeric)



 2/27/96                Invoice/Credit Memo/Check Inquiry                 12:13 

                                                                                

     Vendor # Name                   Control #     PO # Inv/DM/CM #             

   1       45 LANIER WORLDWIDE           19321     4751 ERF54                INV

   2       45 LANIER WORLDWIDE           19323     4751 ERF54                INV

                                                                                

                                                                                

Enter Choice, Or E'nd                                                           



Invoice #/CM #/DM #  PO #       Check #     Control #    



Check #



Entering a carriage return at PO # accesses the Check # prompt.  Entering a check number accesses the Check Detail Inquiry.  When a check is input that is not found in the APHist File or is entered incorrectly, the prompt Check Number ## Is Not Found In History File displays.  The cursor returns to the Invoice # prompt.  Duplicate check numbers are not allowed, thus there is no selection screen.  (8 Numeric)



�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Selection Screen  (Cont’d)



Invoice #/CM #/DM #  PO #       Check #     Control #    



Control #



 2/27/96                Invoice/Credit Memo/Check Inquiry                 12:58 

                                                                                

Invoice #/CM #/DM #  PO #       Check #     Control #                           

                                            19327                               

                                                                                

Enter 'E' To End - 'CR' For Other Access Options                                



Entering a carriage return at PO# and Check # accesses the Control # prompt.  Entering a carriage return at the Control # prompt returns the cursor to the Invoice # prompt.  Entering a voucher control number accesses the Invoice Detail Inquiry.  If the inputted control number is not found in the APHist File or is entered incorrectly, the prompt No Matching Records Found In History File displays.  The cursor returns to the Invoice # prompt for reinput.  When there is more than one invoice or credit/debit memo assigned with the inputted control number, the program enters a selection screen.  This only occurs when a credit/debit memo has been directly applied to an invoice.  Both the invoice and credit/debit memo have the same control number.  All of the records assigned with the same control number are displayed.  This allows selection of the desired record.  Records display in invoice number order.  (8 Digits)
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     Vendor # Name                   Control #     PO # Inv/DM/CM #             

   1       80 THE WESTERN INN            19327        0 3456                 INV

   2       80 THE WESTERN INN            19327        0 3456                 CM 

                                                                                

Enter Choice, Or E'nd                                                           



The following information is included on all of the selection screens, regardless of the type of access to the selection screen.  



A computer assigned line number.  This is used to select a record.



Vendor #  The vendor number assigned to the invoice or credit/debit memo.



Name  The name of the vendor.  This is from the Vendor File.  Only 23 characters of the vendor name displays.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Selection Screen  (Cont’d)



 2/27/96                Invoice/Credit Memo/Check Inquiry                 11:55 

                                                                                

     Vendor # Name                   Control #     PO # Inv/DM/CM #             

   1      100 OTTO CORP.                 19240        0 21296                I/V

   2      100 OTTO CORP.                 19241        0 21296                INV

   3       45 LANIER WORLDWIDE           19242        0 21296                INV

   4      105 OTTO SUPPLY COMPANY        19243        0 21296                INV

   5      106 OFFICE PRODUCTS WORLWID    19244     4740 21296                INV

   6       21 WELCH OFFICE SUPPLIES      19245     4442 21296                INV

   7        1 OFFICE PRODUCTS INC        19247        0 21296                INV

   8      105 OTTO SUPPLY COMPANY        19260     4739 21296                INV

                                                                                

                                                                                

Enter Choice, Or E'nd                                                           



Control #  The assigned voucher control number.



PO #  The purchase order number that was entered on the invoice.  If more than one purchase order was entered on an invoice, the number assigned to the purchase order, that had the item with the smallest P.O. line number appears.  If the purchase orders had items with the same line number, the purchase order that was accessed first, when creating the invoice, appears.  Note, when the invoice is accessed by invoice number or control number, all of the purchase orders on the invoice are displayed on the Invoice Detail Inquiry.



Inv/DM/Cm #  The assigned invoice or credit/debit memo number.  All 20 characters display.



Type Of Transaction.  There are 6 possible types.  They are as follows.



	INV  An invoice or manual check.

	I/V   A voided invoice or manual check.

	CM  A credit memo.

	C/M A voided credit memo.

	DM  A debit memo.

	D/M A voided debit memo.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Selection Screen  (Cont’d)



When the selection screen is accessed, the cursor is at one of the two following prompts.  Operation is the same regardless of the type of access to the selection screen.
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     Vendor # Name                   Control #     PO # Inv/DM/CM #             

   1      105 OTTO SUPPLY COMPANY        18905     4612 C567                 I/V

   2      105 OTTO SUPPLY COMPANY        19329     4612 G6543                INV

                                                                                

                                                                                

Enter Choice, Or E'nd                                                           



Enter Choice, Or E’nd

Enter Choice, N’ext, Or E’nd



The first prompt appears when there is less than 20 selections.  The second prompt appears when there is more than 19 choices.  Enter an E to return to the Invoice # prompt.  Enter the computer assigned line number of the desired choice.  The record is than accessed on the Invoice Detail screen.  Enter a N for next to go to the next screen of selections.  One of the two following prompts appear.



Enter Choice, N’ext, Or E’nd

Enter Choice, N’ext, P’revious, Or E’nd



The first prompt appears until the last selection screen is accessed.  The second prompt appears when the last screen is reached.  Enter an E to return to the Invoice # prompt.  Enter the computer assigned line number of the desired choice.  The record is than accessed on the Invoice Detail screen.  Enter a N for next to go to the next screen of selections.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.



�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Invoice Detail Inquiry

Purchase Order Invoices



When an invoice is entered or selected, the Invoice Detail Inquiry� XE "Invoice Inquiry:Purchase Order Invoices - Invoice Detail" \r "inq4" � is accessed.  An invoice that is accessed by control number or invoice number, and has more than one purchase order, displays all of the included purchase orders.  The purchase order that displays first, is the purchase order that had an invoiced item with the smallest P.O. line number.  If the purchase orders had items with the same line number, the purchase order that was accessed first, when creating the invoice, appears.  



Following is an example of a purchase order invoice that includes more than one purchase order.  The invoice was accessed by the voucher control number.  Note, on the following sample invoice, control number 19329, there are two purchase orders included on the invoice.  The inquiry will always repeat the header information on each page of the inquiry.  The difference is in the P.O. No field.  Also when a new purchase order number is accessed, the inquiry always begins a new screen.
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                                                    Invoice Balance:     306.00 

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19329 

Invoice  G6543                   Invoice Date  2/27/96        P.O. No.     4612 

Invoice Amt     306.00           Due Date      3/28/96      Disc. Amt.     6.12 

                                                                                

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699   

Vendor Contact JOHN MAC KENZIE           Phone 708-355-5678  Fax 708-355-5698   

--------------------------------------------------------------------------------

Line Item Number        UM   PM   Qty   Qty  Prior Current      Unit Cost       

                                  Ord Rec'd  Inv'd   Inv'd    Quoted    Actual  

   1 TONER              CT    4     3     3      0       3     36.00     36.00  

     TONER                                  Extended Cost:    108.00    108.00  

     Vendor Item: 45-235-6543           P.O. Original Item: TONER               

     Account   Amount Account Name                   Special Description        

      112200   108.00 INVENTORY SUPPLIES             OTTO SUPPLY COMPANY        

   2 TONER1             CT    5     2     1      0       1     47.50     47.50  

     TONER                                  Extended Cost:     47.50     47.50  

     Vendor Item: TONER1                P.O. Original Item: TONER1              

     Account   Amount Account Name                   Special Description        

      112200    47.50 INVENTORY SUPPLIES             OTTO SUPPLY COMPANY        

   3 TONER2             EA    1     3     3      0       3      5.50      5.50  

PR'int, N'ext, PA'yment History, C'heck Detail Or E'nd                          



�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Invoice Detail Inquiry  (Cont’d)

Purchase Order Invoices  (Cont’d)



 2/27/96                Invoice/Credit Memo/Check Inquiry                 14:19 

                                                    Invoice Balance:     306.00 

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19329 

Invoice  G6543                   Invoice Date  2/27/96        P.O. No.     4612 

Invoice Amt     306.00           Due Date      3/28/96      Disc. Amt.     6.12 

                                                                                

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699   

Vendor Contact JOHN MAC KENZIE           Phone 708-355-5678  Fax 708-355-5698   

--------------------------------------------------------------------------------

Line Item Number        UM   PM   Qty   Qty  Prior Current      Unit Cost       

                                  Ord Rec'd  Inv'd   Inv'd    Quoted    Actual  

     450 TONER                              Extended Cost:     16.50     16.50  

     Vendor Item: TONER2                P.O. Original Item: TONER2              

     Account   Amount Account Name                   Special Description        

      112600    16.50 INVENTORY-SUPPLIES BR 2        OTTO SUPPLY COMPANY        

   4 SUPPLY             EA    4     1     1      0       1     34.00     34.00  

     PAPER                                  Extended Cost:     34.00     34.00  

     Vendor Item: SUPPLY                P.O. Original Item: SUPPLY              

     Account   Amount Account Name                   Special Description        

      111102    34.00 INVENTORY-SUPPLIES             OTTO SUPPLY COMPANY        

                                                                                

                                                                                

PR'int, N'ext, P'revious, PA'yment History, C'heck Detail Or E'nd               
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                                                    Invoice Balance:     306.00 

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19329 

Invoice  G6543                   Invoice Date  2/27/96        P.O. No.     4682 

Invoice Amt     306.00           Due Date      3/28/96      Disc. Amt.     6.12 

                                                                                

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699   

Vendor Contact JOHN MAC KENZIE           Phone 708-355-5678  Fax 708-355-5698   

--------------------------------------------------------------------------------

Line Item Number        UM   PM   Qty   Qty  Prior Current      Unit Cost       

                                  Ord Rec'd  Inv'd   Inv'd    Quoted    Actual  

   1 946-181            CT    4     2     2      0       2     36.00     40.00  

     TONER                                  Extended Cost:     72.00     80.00  

     Vendor Item: 946-181               P.O. Original Item: TONER               

     Account   Amount Account Name                   Special Description        

      112200    80.00 INVENTORY SUPPLIES             OTTO SUPPLY COMPANY        

             `Additional Charges’ Entries                                       

     Account   Amount Account Name                   Special Description        

      519910    20.00 FREIGHT IN                     FREIGHT CHARGE             

                                                                                

                                                                                

                                                                                

PR'int, P'revious, PA'yment History, C'heck Detail Or E'nd                      



�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Invoice Detail Inquiry  (Cont’d)

Purchase Order Invoices  (Cont’d)



The following information is included in the invoice header section.
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                                                    Invoice Balance:     306.00 

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19329 

Invoice  G6543                   Invoice Date  2/27/96        P.O. No.     4612 

Invoice Amt     306.00           Due Date      3/28/96      Disc. Amt.     6.12 

                                                                                

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699   

Vendor Contact JOHN MAC KENZIE           Phone 708-355-5678  Fax 708-355-5698   

--------------------------------------------------------------------------------



Invoice Balance  The current balance of the invoice.  The check payment records in the GLHist File are used to calculate the balance of an invoice.  A voided record always has an invoice balance of zero.



Vendor No.  The vendor number and full name assigned to the invoice.  This is from the APHist File.  The name is at the time of the input of the invoice.  Thus on invoices assigned to the miscellaneous� XE "Invoice Inquiry:Miscellaneous Vendor" � vendor, the name entered on the invoice appears.  By using the APHist File, deleting a vendor from the Vendor File, has no affect on the display of the vendor’s name.



Cont No  The voucher control number.  This is from the APHistory File.



Invoice  The complete invoice number from the APHistory File.



Invoice Date  The invoice date from the APHistory File.



P.O. No.  The purchase order number from the APHistory File.



Invoice Amt  The total invoice amount, including discount, from the APHistory File.



Due Date  The invoice due date, from the APHistory File.



Disc. Amt  The discount amount entered when the invoice was created.  This is not necessarily the amount of discount taken if the invoice has been paid.  This is from the APHistory File.



�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Invoice Detail Inquiry  (Cont’d)

Purchase Order Invoices  (Cont’d)



 2/27/96                Invoice/Credit Memo/Check Inquiry                 15:01

                                                    Invoice Balance:        .00

Vendor No.      105                                           Cont No.    18905

Invoice  C567                    Invoice Date 12/06/95        P.O. No.     4612

Invoice Amt     283.50           Due Date      1/05/96      Disc. Amt.    20.00

      * * * VOID * * *                                                         

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699  

Vendor Contact JOHN MAC KENZIE           Phone 708-355-5678  Fax 708-355-5698  

-------------------------------------------------------------------------------



VOID  Appears when an invoice is voided.



AP Contact  An A/P contact name from the current Vendor File.  This is field 10 in Vendor File Maintenance.  This is not stored in the APHistory File.



Vendor Contact  This is the contact name from the purchase order.  This is from the APHistory File, not the Vendor File.  Thus it is the actual contact name on the purchase order at the time the invoice was created



Phone    

Fax  There are 4 possible phone numbers, all from the Vendor File.  The first phone and fax numbers are the A/P phone and fax numbers defined in Vendor File Maintenance, fields 8 and 9.  The second phone and fax numbers are the purchase order phone and fax numbers, defined in Vendor File Maintenance, fields 5 and 6.





�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Invoice Detail Inquiry  (Cont’d)

Purchase Order Invoices  (Cont’d)



All of the items from the purchase order, that were invoiced on the displayed invoice, are included on the inquiry.  Items on the purchase order that were not included on the displayed invoice are not included.  The items appear in P.O. line number order, smallest to largest.  At the time the invoice was created the information from the Purchase Order Files was written to the APHistory Files.  Thus the information displayed in the inquiry is from the Purchase Order Files but it is at the time the A/P invoice was created.  Thus changing the Purchase Order Files after the invoice is created, has no affect on the APHistory Files and thus the information displayed on this inquiry.  The following information is included for every item displayed.  All purchase order item information is from the APHistory File, unless noted.  



Line Item Number        UM   PM   Qty   Qty  Prior Current      Unit Cost       

                                  Ord Rec'd  Inv'd   Inv'd    Quoted    Actual  

   1 TONER              CT    4     3     3      0       3     36.00     36.00  

     TONER                                  Extended Cost:    108.00    108.00  

     Vendor Item: 45-235-6543           P.O. Original Item: TONER               

     Account   Amount Account Name                   Special Description        

      112200   108.00 INVENTORY SUPPLIES             OTTO SUPPLY COMPANY        



Line  This is the line number assigned to the item on the purchase order.



Item Number  This is the item number stored in the APHistory File.  All 18 characters display.  The item’s description also displays.  The description is from the Item File, thus if the item has been deleted from the system, the description reads Invalid Item Number.



UM  The unit of measure of the item on the purchase order..



PM  The pack multiple of the item on the purchase order.



Qty Ord  The total quantity ordered at the time the invoice was created.



Qty Rec’d  The total quantity received at the time the invoice was created.



Prior Inv’d  The quantity that was invoiced on other invoices at the time the invoice was created.



Current Inv’d  The quantity that was invoiced on the displayed invoice.�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Invoice Detail Inquiry  (Cont’d)

Purchase Order Invoices  (Cont’d)



Line Item Number        UM   PM   Qty   Qty  Prior Current      Unit Cost       

                                  Ord Rec'd  Inv'd   Inv'd    Quoted    Actual  

   1 946-181            CT    4     2     2      0       2     36.00     40.00  

     TONER                                  Extended Cost:     72.00     80.00  

     Vendor Item: 946-181               P.O. Original Item: TONER               

     Account   Amount Account Name                   Special Description        

      112200    80.00 INVENTORY SUPPLIES             OTTO SUPPLY COMPANY        



Unit Cost

Quoted  The P.O. Quoted cost of a quantity of 1, at the time the invoice was created.

Actual  This is the actual cost for a quantity of 1, that was accepted on the displayed invoice.  Thus this is the invoiced cost.



Extended Cost:  The extended cost of the quoted and actual cost.  This is Current Inv’d times the unit cost.  Note, on the example the different quoted and actual costs.



Vendor Item:  The Vendor Item Number.  This may or may not be different than the item number.



P.O. Original Item:  All items received into inventory through P.O. Receipts, store the item number received, in an original item number field in the P.O. Line Item File.  When an item is substituted in P.O. Receipts, the original item number, prior to the substitution, is stored in the P.O. Line Item File.  The substitute� XE "Invoice Inquiry:Original Item Number/Substitute Items" � item becomes the actual item number on the P.O.  When the items are invoiced in A/P, whatever is stored as the original item number in the P.O. Line Item File is written to the APHistory File.  This than displays as the P.O. Original Item in the Invoice Detail Inquiry.  Thus even when an item is substituted upon receipt, you can still find out what the original item number was.  In the above example, item TONER was the original item number entered on the purchase order.  When the purchase order was received the item 946-181 was received as a substitute item.  Note, if the item has no receipts the original item number is the same as the item number.



As stated earlier, all of the above information, unless noted, is from the APHistory File.  The purchase order data reflects what it was at the time the invoice or manual check invoice was created.  Changing the purchase order, after the creation of the invoice, has no affect on the APHistory File.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Invoice Detail Inquiry  (Cont’d)

Purchase Order Invoices  (Cont’d)



All of the G/L expense distributions entered per item, on the displayed invoice, are listed.  The distributions are from the GLHistory File.  The GLDist File is not used.  The Chart File is only used to display the description of the G/L account.  Thus deleting a Chart of Accounts number or being in a prior fiscal year does not delete the entries from the inquiry.  Each entry includes the following information.



Line Item Number        UM   PM   Qty   Qty  Prior Current      Unit Cost       

                                  Ord Rec'd  Inv'd   Inv'd    Quoted    Actual  

   2 TONER1             CT    5     2     2      1       1     47.50     47.50  

     TONER                                  Extended Cost:     47.50     47.50  

     Vendor Item: TONER1                P.O. Original Item: TONER1              

     Account   Amount Account Name                   Special Description        

      112600    25.00 INVENTORY-SUPPLIES BR 2        BR 2 SUPPLIES              

      112200    22.50 INVENTORY SUPPLIES             BR 1 SUPPLIES              



Account  The G/L account number.



Amount  The amount distributed.



Account Name  This is the name of the account from the current Chart File.  Account name is not stored in the GLHistory File.



Special Description  This is the special description entered on the invoice for the G/L distribution.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Invoice Detail Inquiry  (Cont’d)

Purchase Order Invoices  (Cont’d)



All of the additional charge entries, entered on the purchase order invoice, are included.  These are also from the GlHistory File.  These are the non-P.O. item expense distributions such as freight or down machine charges.  They appear after the heading ‘Additional Charges’ Entries and after the items on the purchase order invoice.  When a purchase order invoice has more than one purchase order, the additional charge entries display after the items on the purchase order that they were entered on.  As an example, two purchase orders, 4682 and 4612, were included on the invoice.  The additional entries were entered when purchase order 4682 was accessed.  Thus the additional entries display after the items on purchase order 4682.



Each additional charge entry includes the following information.



              `Additional Charge’ Entries                                     

     Account   Amount Account Name                   Special Description      

      519910    20.00 FREIGHT IN                     FREIGHT CHARGE           



Account  The G/L account number.



Amount  The amount distributed.



Account Name  This is the name of the account from the current Chart File.  Account name is not stored in the GLHistory File.



Special Description  This is the special description entered on the invoice for the G/L distribution.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Invoice Detail Inquiry  (Cont’d)

Non-Purchase Order Invoices  



Non-purchase order invoices and manual check invoices and credit and debit memos also display in the Invoice� XE "Invoice Inquiry:Non-Purchase Order Invoices/Credits - Invoice Detail" \r "inq7" � Detail Inquiry.  Following are examples of an invoice and a credit memo.



 2/28/96                Invoice/Credit Memo/Check Inquiry                 11:43 

                                                    Invoice Balance:     300.00 

Vendor No.      100 OTTO CORP.                                Cont No.    19383 

Invoice  T654                    Invoice Date  2/28/96        P.O. No.        0 

Invoice Amt     300.00           Due Date      3/14/96      Disc. Amt.     6.00 

                                                                                

AP Contact     JUDY SMITH                Phone 708-666-2424  Fax 708-666-2525   

--------------------------------------------------------------------------------

     Account   Amount Account Name                   Special Description        

      611100   150.00 OFFICE EXPENSE ADM             BINDERS                    

      621100   150.00 OFFICE EXPS-ADMIN-BR2          BINDERS                    

                                                                                

                                                                                

                                                                                

PR'int, PA'yment History, C'heck Detail Or E'nd                                 



 2/28/96                Invoice/Credit Memo/Check Inquiry                 11:52 

                                                    CR Memo Balance:     -30.00 

Vendor No.      100 OTTO CORP.                                Cont No.    19383 

CR Memo  T654                    CR Memo Date  2/28/96        P.O. No.        0 

CR Memo Amt     -30.00           Due Date      3/14/96      Disc. Amt.      .00 

                                                                                

AP Contact     JUDY SMITH                Phone 708-666-2424  Fax 708-666-2525   

--------------------------------------------------------------------------------

     Account   Amount Account Name                   Special Description        

      611100   -15.00 OFFICE EXPENSE ADM             OVERCHG/BINDERS            

      621100   -15.00 OFFICE EXPS-ADMIN-BR2          OVERCHG/BINDERS            

                                                                                

                                                                                

                                                                                

                                                                                

PR'int, PA'yment History, C'heck Detail Or E'nd                                 



�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Invoice Detail Inquiry  (Cont’d)

Non-Purchase Order Invoices  (Cont’d)



The following information is included in the invoice or credit memo header section.



 2/28/96                Invoice/Credit Memo/Check Inquiry                 11:53 

                                                    Invoice Balance:     300.00 

Vendor No.      100 OTTO CORP.                                Cont No.    19383 

Invoice  T654                    Invoice Date  2/28/96        P.O. No.        0 

Invoice Amt     300.00           Due Date      3/14/96      Disc. Amt.     6.00 

                                                                                

AP Contact     JUDY SMITH                Phone 708-666-2424  Fax 708-666-2525   

--------------------------------------------------------------------------------



 2/28/96                Invoice/Credit Memo/Check Inquiry                 11:55 

                                                    CR Memo Balance:     -30.00 

Vendor No.      100 OTTO CORP.                                Cont No.    19383 

CR Memo  T654                    CR Memo Date  2/28/96        P.O. No.        0 

CR Memo Amt     -30.00           Due Date      3/14/96      Disc. Amt.      .00 

                                                                                

AP Contact     JUDY SMITH                Phone 708-666-2424  Fax 708-666-2525   

--------------------------------------------------------------------------------



Invoice/CR Memo/Debit Memo Balance  The current balance of the invoice or credit/debit memo.  The check payment records in the GLHistory File are used to calculate the balance.  A voided record always has a balance of zero.  Credit and Debit memos reflect a negative balance until they are applied to a check.



Vendor No.  The vendor number and full name assigned to the invoice/credit.  This is from the APHistory File.  The name is at the time of the input of the invoice.  Thus on invoices/credits, assigned to the miscellaneous� XE "Invoice Inquiry:Miscellaneous Vendor" � vendor, the name entered on the invoice appears.  By using the APHistory File, deleting a vendor from the Vendor File, has no affect on the display of the vendor’s name.



Cont No  The voucher control number.  This is from the APHistory File.



Invoice/CR Memo/DR Memo  The complete invoice or credit/debit memo number from the APHistory File.



Invoice/CR Memo/DM Date  The invoice/credit/debit memo date from the APHistory File.



P.O. No.  The purchase order number will always be blank.�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Invoice Detail Inquiry  (Cont’d)

Non-Purchase Order Invoices  (Cont’d)



 2/28/96                Invoice/Credit Memo/Check Inquiry                 11:53 

                                                    Invoice Balance:     300.00 

Vendor No.      100 OTTO CORP.                                Cont No.    19383 

Invoice  T654                    Invoice Date  2/28/96        P.O. No.        0 

Invoice Amt     300.00           Due Date      3/14/96      Disc. Amt.     6.00 

                                                                                

AP Contact     JUDY SMITH                Phone 708-666-2424  Fax 708-666-2525   

--------------------------------------------------------------------------------



 2/28/96                Invoice/Credit Memo/Check Inquiry                 11:55 

                                                    CR Memo Balance:     -30.00 

Vendor No.      100 OTTO CORP.                                Cont No.    19383 

CR Memo  T654                    CR Memo Date  2/28/96        P.O. No.        0 

CR Memo Amt     -30.00           Due Date      3/14/96      Disc. Amt.      .00 

                                                                                

AP Contact     JUDY SMITH                Phone 708-666-2424  Fax 708-666-2525   

--------------------------------------------------------------------------------



Invoice/CR Memo/DM Amt  The total invoice or credit and debit amount, from the APHistory File.  Any discounts on invoices are included in the total invoice amount.  



Due Date  The invoice/credit/debit memo due date, from the APHistory File.



Disc. Amt  The discount amount entered when the invoice was created.  This is not necessarily the amount of discount taken if the invoice has been paid.  This is from the APHistory File.  Discounts are not available on credit and debit memos.



VOID  Appears when an invoice credit/debit memo is voided.



AP Contact  An A/P contact name from the current Vendor File.  This is field 10 in Vendor File Maintenance.  This is not stored in the APHistory File.



Phone    

Fax  There are 2 possible phone numbers, all from the Vendor File.  The phone and fax numbers are the A/P phone and fax numbers defined in Vendor File Maintenance, fields 8 and 9.  

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Invoice Detail Inquiry  (Cont’d)

Non-Purchase Order Invoices  (Cont’d)



All of the G/L expense distributions, entered on the displayed invoice/credit/debit memo, are listed.  The distributions are from the GLHistory File.  The GLDist File is not used.  The Chart File is only used to display the description of the G/L account.  Thus deleting a Chart of Accounts number or being in a prior fiscal year does not delete the entries from the inquiry.  Each entry includes the following information.



     Account   Amount Account Name                   Special Description        

      611100   150.00 OFFICE EXPENSE ADM             BINDERS                    

      621100   150.00 OFFICE EXPS-ADMIN-BR2          BINDERS                    

                                                                                



     Account   Amount Account Name                   Special Description        

      611100   -15.00 OFFICE EXPENSE ADM             OVERCHG/BINDERS            

      621100   -15.00 OFFICE EXPS-ADMIN-BR2          OVERCHG/BINDERS            



Account  The G/L account number.



Amount  The amount distributed.  A credit or debit memo displays with a negative sign.  Note, entering a negative sign when creating an invoice displays the entry with a negative sign.  Entering a negative sign when creating a credit or debit memo displays the entry with no negative sign.



Account Name  This is the name of the account from the current Chart File.  Account name is not stored in the GLHistory File.



Special Description  This is the special description entered on the invoice/credit/debit memo for the G/L distribution.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Invoice Detail Inquiry  (Cont’d)



When the Invoice Detail Inquiry is accessed, one of the two following prompts appears.



PR'int, PA'yment History, C'heck Detail Or E'nd                  

PR'int, N'ext, PA'yment History, C'heck Detail Or E'nd      



The first prompt appears when there is only one screen of data.  The second prompt appears when there is more than one screen.  Enter an E to return to the Invoice #/CM/DM # prompt.  Enter PR to print� XE "Invoice Inquiry:Printing The Inquiry" � the Invoice Detail Inquiry.  All of the screens of the invoice are printed.  The same information that is included on the screen is printed.  Enter PA to access the Payment History Inquiry.  Enter C to enter the Check Detail Inquiry.  Enter a N for next to go to the next screen of data.  When a N for next is input, one of the two following prompts appear.



PR'int, N'ext, P’revious, PA'yment History, C'heck Detail Or E'nd      

PR'int, P’revious, PA'yment History, C'heck Detail Or E'nd      



The first prompt appears until the last screen of the invoice detail is accessed.  The second prompt appears when the last screen is reached.  Enter an E to return to the Invoice # prompt.  Enter PR to print the Invoice Detail Inquiry.  All of the screens of the invoice are printed.  The same information that is included on the screen is printed.  Enter PA to access the Payment History Inquiry.  Enter C to enter the Check Detail Inquiry.  Enter a N for next to go to the next screen of data.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.



�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Payment History Inquiry



PR'int, PA'yment History, C'heck Detail Or E'nd                  

PR'int, N'ext, PA'yment History, C'heck Detail Or E'nd      

PR'int, N'ext, P’revious, PA'yment History, C'heck Detail Or E'nd      

PR'int, P’revious, PA'yment History, C'heck Detail Or E'nd      



Entering PA accesses the Payment History� XE "Invoice Inquiry:Payment History Inquiry" \r "inq8" � Inquiry.  



 2/28/96                Invoice/Credit Memo/Check Inquiry                 12:37 

                                                    Invoice Balance:        .00 

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19260 

Invoice  21296                   Invoice Date  2/12/96        P.O. No.     4739 

Invoice Amt     200.00           Due Date      2/12/96      Disc. Amt.     4.00 

                                                                                

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699   

Vendor Contact TAMMY JO ARTHER           Phone 708-355-5678  Fax 708-355-5698   

--------------------------------------------------------------------------------

Line Item Number        UM   PM   Qty   Qty  Prior Current      Unit Cost       

                                  Ord Rec'd  Inv'd   Inv'd    Quoted    Actual  

   4 TONER              CT    4     5     5      0       5     36.00     36.00  

     TONER                                  Extended Cost:    180.00    180.00  

     Vendor Item: 45-235-6543           P.O. Original Item: TONER               

     Account   Amount Account Name                   Special Description        

      112200   100.00 INVENTORY SUPPLIES             OTTO SUPPLY COMPANY        

      112600    45.00 INVENTORY-SUPPLIES BR 2        OTTO SUPPLY COMPANY        

      112500    35.00 INVENTORY MISC.                OTTO SUPPLY COMPANY        

               `Additional Charge’ Entries                                       

     Account   Amount Account Name                   Special Description        

      519910    20.00 FREIGHT IN                     OTTO SUPPLY COMPANY        

                                                                                

PR'int, PA'yment History, C'heck Detail Or E'nd  PA                             



 2/28/96                Invoice/Credit Memo/Check Inquiry                 12:37

                                                    Invoice Balance:        .00

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19260

Invoice  21296                   Invoice Date  2/12/96        P.O. No.     4739

Invoice Amt     200.00           Due Date      2/12/96      Disc. Amt.     4.00

                                                                               

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699  

Vendor Contact TAMMY JO ARTHER           Phone 708-355-5678  Fax 708-355-5698  

-------------------------------------------------------------------------------

   Check No.   Check Date    Amount Paid    Discount Taken  Check Type         

        2000     2/12/96          196.00            4.00      Manual           

                                                                               

                                                                               

                                                                               

PR'int, C'heck Detail, R'eturn To Invoice Detail Or E'nd:                      

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Payment History Inquiry  (Cont’d)



The Payment History Inquiry, which can only be accessed from within the Invoice Detail Inquiry, displays all of the check numbers that the accessed invoice/credit/debit memo has been applied to.  Thus if there have been partial payments on an invoice, more than one check is displayed.  Since the Payment History Inquiry has been accessed from the Invoice Detail Inquiry, the header information remains on the screen.  See pages 478 and 485 for details on the header information.  



When a regular or manual check is entered into the system, a Check type GLHistory File is created for every voucher included on the check.  All of the check information, displayed on the Payment History Inquiry, is from the GLHistory File.  Thus clearing the check and purging the check from the Check File has no affect on this inquiry.  The following information is included per check.



 4/01/96                Invoice/Credit Memo/Check Inquiry                 12:51 

                                                    Invoice Balance:    1840.00 

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19590 

Invoice  C45Y7                   Invoice Date  3/11/96        P.O. No.     4800 

Invoice Amt    8000.00           Due Date      4/10/96      Disc. Amt.   160.00 

                                                                                

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699   

Vendor Contact JOHN MAC KENZIE           Phone 708-355-5678  Fax 708-355-5698   

--------------------------------------------------------------------------------

   Check No.   Check Date    Amount Paid    Discount Taken  Check Type          

         400     4/01/96         1000.00             .00      Regular           

         375     3/22/96         5000.00          160.00      Regular           

                                                                                

PR'int, C'heck Detail, R'eturn To Invoice Detail Or E'nd:                       



Check No.  The check number that the invoice or credit/debit memo was applied to.



Check Date  The check date.



Amount Paid  The net amount paid on the check for that invoice/credit memo.  This is the amount that was credited to the cash account.



Discount Taken  This is the actual discount amount that was taken on the check for the invoice.  This is the amount that was credited to the discount account.  



Check Type  If the check was issued as a manual check, Manual appears.  If the check was issued through A/P Check Writing and Check Writing Conversion, Regular appears.�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Payment History Inquiry  (Cont’d)



 2/28/96                Invoice/Credit Memo/Check Inquiry                 13:00 

                                                    Invoice Balance:        .00 

Vendor No.      100 OTTO CORP.                                Cont No.    19240 

Invoice  21296                   Invoice Date  2/12/96        P.O. No.        0 

Invoice Amt      47.67           Due Date      2/12/96      Disc. Amt.     2.00 

      * * * VOID * * *                                                          

AP Contact     JUDY SMITH                Phone 708-666-2424  Fax 708-666-2525   

--------------------------------------------------------------------------------

                                                                                

   Check No.   Check Date    Amount Paid    Discount Taken  Check Type          

         105     2/12/96           45.67            2.00      Manual    Void    

                                                                                

                                                                                

                                                                                

PR'int, C'heck Detail, R'eturn To Invoice Detail Or E'nd:                       



Void  If the check has been voided, Void appears.  



When the Payment History Inquiry is accessed on an invoice/credit or debit memo that has not been applied to a check, thus there is no payment record,  the message No Payment History Found appears.  The cursor is at the following prompt.



R’eturn To Invoice Detail Or E’nd



 2/28/96                Invoice/Credit Memo/Check Inquiry                 14:50

                                                    Invoice Balance:     306.00

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19329

Invoice  G6543                   Invoice Date  2/27/96        P.O. No.     4612

Invoice Amt     306.00           Due Date      3/28/96      Disc. Amt.     6.12

                                                                               

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699  

Vendor Contact JOHN MAC KENZIE           Phone 708-355-5678  Fax 708-355-5698  

-------------------------------------------------------------------------------

   Check No.   Check Date    Amount Paid    Discount Taken  Check Type         

                                                                               

                                                                               

         No Payment History Found                                              

                                                                               

                                                                               

R'eturn To Invoice Detail Or E'nd:                                             



Enter E to exit the invoice record and return to the Invoice #/CM #/DM # prompt.  Enter R to return to the Invoice Detail screen.  The detail of the invoice that was being accessed is redisplayed.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Payment History Inquiry  (Cont’d)



When there is a payment record and the Payment History Inquiry is accessed, one of the two following prompts appear.



PR'int, C'heck Detail, R’eturn To Invoice Detail Or E'nd                  

N’ext, PR'int, C'heck Detail, R’eturn To Invoice Detail Or E'nd                  



The first prompt appears when there is only one screen of data.  The second prompt appears when there is more than one screen.  Enter an E to return to the Invoice #/CM/DM # prompt.  Enter PR to print� XE "Invoice Inquiry:Printing The Inquiry" � the Payment History Inquiry.  The entire payment history is printed.  The same information that is included on the screen is printed.  Enter C to enter the Check Detail Inquiry.  Enter R to return to the Invoice Detail screen.  The detail of the invoice that was being accessed is redisplayed.  Enter a N for next to go to the next screen of data.  One of the two following prompts appear.



N’ext, P’revious, PR'int, C'heck Detail, R’eturn To Invoice Detail Or E'nd                  

P’revious, PR'int, C'heck Detail, R’eturn To Invoice Detail Or E'nd                  



The first prompt appears until the last screen of the Payment History is accessed.  The second prompt appears when the last screen is reached.  Enter an E to return to the Invoice # prompt.  Enter PR to print the Payment History Inquiry.  The entire payment history is printed.  The same information that is included on the screen is printed.  Enter C to enter the Check Detail Inquiry.  Enter R to return to the Invoice Detail screen.  The detail of the invoice that was being accessed is redisplayed.  Enter a N for next to go to the next screen of data.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.



To recap, the Payment History Inquiry can only be accessed for a specific invoice or credit/debit memo record from within the Invoice Detail Inquiry.  Once in the Payment History Inquiry, the invoice detail of the record, that was being accessed in the Payment History Inquiry, can be returned to.  The Check Detail Inquiry can also be accessed from the Payment History Inquiry.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Check Detail Inquiry



The Check Detail Inquiry can be accessed from within the Invoice� XE "Invoice Inquiry:Check Detail Inquiry" \r "inq9" � Detail Inquiry and the Payment History Inquiry.  The Check Detail Inquiry provides all of the vouchers or invoices that were included on the check.  The amount paid and discount taken per voucher is included.  Thus the Payment History Inquiry provides all of the checks issued to a specific invoice.  The Check Detail Inquiry takes it one step further and lists all of the invoices that were included on the check, not just the invoice that was being viewed in the Invoice Detail Inquiry.  If you know the check number that has been applied to an invoice, having the option within the Invoice Detail Inquiry is handy.  Enter the specific check number and see all of the vouchers included on the check.  However, often times the check number is unknown, thus while viewing an invoice detail, accessing the Payment History Inquiry provides all of the check numbers for the invoice.  From there, enter a specific check number and see all of the vouchers included on the check.



PR'int, PA'yment History, C'heck Detail Or E'nd                  

PR'int, N'ext, PA'yment History, C'heck Detail Or E'nd      

PR'int, N'ext, P’revious, PA'yment History, C'heck Detail Or E'nd      

PR'int, P’revious, PA'yment History, C'heck Detail Or E'nd      

PR'int, C'heck Detail, R’eturn To Invoice Detail Or E'nd                  

N’ext, PR'int, C'heck Detail, R’eturn To Invoice Detail Or E'nd                  

N’ext, P’revious, PR'int, C'heck Detail, R’eturn To Invoice Detail Or E'nd                  

P’revious, PR'int, C'heck Detail, R’eturn To Invoice Detail Or E'nd                  



Entering C at all of the above prompts accesses the Check Detail Inquiry.  These are the prompts found within the Invoice Detail and Payment History Inquiries.  Once a C is input, the following prompt appears.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Check Detail Inquiry  (Cont’d)



Enter Check Number Or E'nd    



 4/01/96                Invoice/Credit Memo/Check Inquiry                 12:51 

                                                    Invoice Balance:    1840.00 

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19590 

Invoice  C45Y7                   Invoice Date  3/11/96        P.O. No.     4800 

Invoice Amt    8000.00           Due Date      4/10/96      Disc. Amt.   160.00 

                                                                                

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699   

Vendor Contact JOHN MAC KENZIE           Phone 708-355-5678  Fax 708-355-5698   

--------------------------------------------------------------------------------

   Check No.   Check Date    Amount Paid    Discount Taken  Check Type          

         400     4/01/96         1000.00             .00      Regular           

         375     3/22/96         5000.00          160.00      Regular           

                                                                                

                                                                                

PR'int, C'heck Detail, R'eturn To Invoice Detail Or E'nd:  C                    

Enter Check Number Or E'nd                                                      



Enter the number of the check that you want to access.  If a check number is entered that is not found in the GLHistory File, the prompt Check Number ##### Is Not Found In History File appears.  The cursor returns for reinput.  Enter an E or an up arrow ^ or / slash to cancel to return to the original access prompt and inquiry.  In the above example, entering E at the Enter Check Number prompt returns the cursor to the PR’int, C’heck Detail, R’eturn To Invoice Detail Or E’nd prompt within the Payment History Inquiry.  (9 Digits Or E)



The Check Detail Inquiry can also be accessed upon entry to the inquiry.  This is at the Check # prompt within the Invoice #/CM #/DM #  PO #  Check #  Control # prompt.  Entering a check number at this prompt directly accesses the Check Detail Inquiry.  From there, access to the Invoice Detail Inquiry is available or a return to the Invoice #/CM#/DM# prompt.  



The Check Detail Inquiry, displays all of the invoices or vouchers that are included on the check.  What displays in the header area of the Check Detail Inquiry depends upon where the inquiry was accessed from and what check number is entered.  When the Check Detail Inquiry is accessed from within the Invoice Detail Inquiry or the Payment History Inquiry and the check number that was input is assigned to the invoice or credit/debit memo that was being accessed, the header information is the same as what was displayed in the Invoice Detail and Payment History Inquiries.  Following is an example of this.  See pages 478 and 485 for information on the header data displayed.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Check Detail Inquiry  (Cont’d)



 4/01/96                Invoice/Credit Memo/Check Inquiry                 13:01 

                                                    Invoice Balance:    1840.00 

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19590 

Invoice  C45Y7                   Invoice Date  3/11/96        P.O. No.     4800 

Invoice Amt    8000.00           Due Date      4/10/96      Disc. Amt.   160.00 

                                                                                

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699   

Vendor Contact JOHN MAC KENZIE           Phone 708-355-5678  Fax 708-355-5698   

--------------------------------------------------------------------------------

Line Item Number        UM   PM   Qty   Qty  Prior Current      Unit Cost       

                                  Ord Rec'd  Inv'd   Inv'd    Quoted    Actual  

   1 ITEM-G             EA    1    10    10      0      10      7.50      7.50  

     SUPPLY                                 Extended Cost:     75.00     75.00  

     Vendor Item: 45-P567               P.O. Original Item: ITEM-G              

     Account   Amount Account Name                   Special Description        

      112400    75.00 INVENTORY PARTS                OTTO SUPPLY COMPANY        

   2 TONER              CT    4    10    10      0      10     36.00     36.00  

     CASE OF TONER                          Extended Cost:    360.00    360.00  

     Vendor Item: 45-235-6543           P.O. Original Item: TONER               

     Account   Amount Account Name                   Special Description        

      112200   360.00 INVENTORY SUPPLIES             OTTO SUPPLY COMPANY        

   3 2110A              EA    1     5     5      0       5   1500.00   1500.00  

PR'int, N'ext, PA'yment History, C'heck Detail Or E'nd  C                       

Enter Check Number Or E'nd     375                                              



 4/01/96                Invoice/Credit Memo/Check Inquiry                 13:01 

                                                    Invoice Balance:    1840.00 

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19590 

Invoice  C45Y7                   Invoice Date  3/11/96        P.O. No.     4800 

Invoice Amt    8000.00           Due Date      4/10/96      Disc. Amt.   160.00 

                                                                                

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699   

Vendor Contact JOHN MAC KENZIE           Phone 708-355-5678  Fax 708-355-5698   

--------------------------------------------------------------------------------

Check No:      375  Check Date:  3/22/96  Check Amt:     5220.40  Disc:   164.60

                                          Check Type:  Regular                  

      Invoice           Control      Amount   Discount                          

        No.               No.         Paid     Taken          Message           

C45Y7                     19590     5000.00     160.00 P.O. #4800/FIRST PAYMENT 

987Y                      19591      220.40       4.60 P.O. #4786               

                                                                                

                                                                                

PR'int, Enter Invoice/CM/Control Number Or E'nd:                                



Thus because the invoice, control number 19590 is accessed in the Invoice Detail Inquiry, the Check Detail Inquiry displays the header information for invoice 19590, even though other vouchers are included on the check.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Check Detail Inquiry  (Cont’d)



When the Check Detail Inquiry is accessed from within the  Invoice #/CM #/DM #  PO #  Check #  Control # prompt at the Check # prompt, a specific invoice is not accessed.  Thus the header information can not be for a specific invoice.  This also occurs when the Check Detail Inquiry is accessed within the Invoice Detail or Payment History Inquiry and the check number that is entered is not assigned to the accessed invoice.  Following is an example.  



 4/01/96                Invoice/Credit Memo/Check Inquiry                 14:16 

                                                                                

Invoice #/CM #/DM #  PO #       Check #     Control #                           

                                375                                             

                                                                                

                                                                                

Enter 'E' To End - 'CR' For Other Access Options                                



 4/01/96                Invoice/Credit Memo/Check Inquiry                 14:17 

                                                                                

Vendor #      105 OTTO SUPPLY COMPANY         Check #        375                

                                                                                

Check Amt     5220.40    Disc.      164.60    Check Date  3/22/96               

                                                                                

                                              Check Type  Regular               

--------------------------------------------------------------------------------

      Invoice           Control      Amount   Discount                          

        No.               No.         Paid     Taken          Message           

C45Y7                     19590     5000.00     160.00 P.O. #4800/FIRST PAYMENT 

987Y                      19591      220.40       4.60 P.O. #4786               

                                                                                

                                                                                

PR'int, Enter Invoice/CM/Control Number Or E'nd:                                



The following header information is then displayed.  All information is from the APHistory and GLHistory Files, unless noted.



Vendor #  The vendor number and name assigned to the check, from the APHistory File.  If no APHistory File is found, the Check File is used.



Check #  The check number, from the GLHistory File.



Check Amt  The total check amount for all of the vouchers included on the check.



Disc.  The total discount taken on the check for all of the vouchers included on the check.  Discount and check amount are from the GLHistory File.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Check Detail Inquiry  (Cont’d)



 4/01/96                Invoice/Credit Memo/Check Inquiry                 14:26

                                                                               

Vendor #      105 OTTO SUPPLY COMPANY         Check #        375               

                                                                               

Check Amt     5220.40    Disc.      164.60    Check Date  3/22/96              

                                                                               

                                              Check Type  Regular              



Check Date  The check date from the GLHistory File.



Check Type  If the check was issued as a manual check, Manual appears.  If the check was issued through A/P Check Writing and Check Writing Conversion, Regular appears.



The above check information is also included on the Check Detail Inquiry when accessing from a specific invoice in the Invoice Detail Inquiry or Payment History Inquiry.



 4/01/96                Invoice/Credit Memo/Check Inquiry                 14:28 

                                                    Invoice Balance:    1840.00 

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19590 

Invoice  C45Y7                   Invoice Date  3/11/96        P.O. No.     4800 

Invoice Amt    8000.00           Due Date      4/10/96      Disc. Amt.   160.00 

                                                                                

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699   

Vendor Contact JOHN MAC KENZIE           Phone 708-355-5678  Fax 708-355-5698   

--------------------------------------------------------------------------------

Check No:      375  Check Date:  3/22/96  Check Amt:     5220.40  Disc:   164.60

                                          Check Type:  Regular                  

      Invoice           Control      Amount   Discount                          

        No.               No.         Paid     Taken          Message           

C45Y7                     19590     5000.00     160.00 P.O. #4800/FIRST PAYMENT 

987Y                      19591      220.40       4.60 P.O. #4786               

                                                                                

                                                                                

PR'int, Enter Invoice/CM/Control Number Or E'nd:                                



�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Check Detail Inquiry  (Cont’d)



Each individual invoice, credit or debit memo that was included on the selected check is displayed.  For each individual voucher the following is included.  All of the information is from the Check type GLHistory Files that are created in the Manual Check Entry, A/P Check Writing and Check Writing Conversion programs.  Thus clearing the check and purging the check from the Check File has no affect on this inquiry.



 4/01/96                Invoice/Credit Memo/Check Inquiry                 14:28 

                                                    Invoice Balance:    1840.00 

Vendor No.      105 OTTO SUPPLY COMPANY                       Cont No.    19590 

Invoice  C45Y7                   Invoice Date  3/11/96        P.O. No.     4800 

Invoice Amt    8000.00           Due Date      4/10/96      Disc. Amt.   160.00 

                                                                                

AP Contact     MARILYN WESTBY            Phone 708-355-5677  Fax 708-355-5699   

Vendor Contact JOHN MAC KENZIE           Phone 708-355-5678  Fax 708-355-5698   

--------------------------------------------------------------------------------

Check No:      375  Check Date:  3/22/96  Check Amt:     5220.40  Disc:   164.60

                                          Check Type:  Regular                  

      Invoice           Control      Amount   Discount                          

        No.               No.         Paid     Taken          Message           

C45Y7                     19590     5000.00     160.00 P.O. #4800/FIRST PAYMENT 

987Y                      19591      220.40       4.60 P.O. #4786               

                                                                                

                                                                                

                                                                                

PR'int, Enter Invoice/CM/Control Number Or E'nd:                                



Invoice No.  The full 20 character invoice or credit/debit memo number of the record that was included on the check.



Control No.  The voucher control number of the record that was included on the check.



Amount Paid  The net amount paid on the check for that individual invoice/credit/debit memo.  This is the amount that was credited to the cash account.



Discount Taken  This is the actual discount amount that was taken on the check for the individual invoice/credit/debit memo.  This is the amount that was credited to the discount account.  



Message  Messages that were entered during A/P Check Writing.  Checks issued through Manual Check Entry and Check Writing Conversion will never have messages.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Check Detail Inquiry  (Cont’d)



Void  If the check has been voided, Void appears.  



 4/09/96                Invoice/Credit Memo/Check Inquiry                 10:05 

                                                                                

Vendor #      100 OTTO CORP.                  Check #        402                

                                                                                

Check Amt     1392.00    Disc.        8.00    Check Date  4/01/96               

                                                                                

         * * Void * *                         Check Type  Regular               

--------------------------------------------------------------------------------

      Invoice           Control      Amount   Discount                          

        No.               No.         Paid     Taken          Message           

75002                     19233     1000.00        .00 3RD PAYMENT              

40196                     19599      392.00       8.00                          

                                                                                

                                                                                

                                                                                

PR'int, Enter Invoice/CM/Control Number Or E'nd:                                



 4/09/96                Invoice/Credit Memo/Check Inquiry                 10:06 

                                                    Invoice Balance:     400.00 

Vendor No.      100 OTTO CORP.                                Cont No.    19599 

Invoice  40196                   Invoice Date  4/01/96        P.O. No.        0 

Invoice Amt     400.00           Due Date      4/16/96      Disc. Amt.     8.00 

                                                                                

AP Contact     JUDY SMITH                Phone 708-666-2424  Fax 708-666-2525   

--------------------------------------------------------------------------------

Check No:      402  Check Date:  4/01/96  Check Amt:     1392.00  Disc:     8.00

                                          Check Type:  Regular    Void          

      Invoice           Control      Amount   Discount                          

        No.               No.         Paid     Taken          Message           

75002                     19233     1000.00        .00 3RD PAYMENT              

40196                     19599      392.00       8.00                          

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

PR'int, Enter Invoice/CM/Control Number Or E'nd:                                



The first example is the Check Detail Inquiry when accessed from the Check #. prompt.  The second example is the Check Detail Inquiry when accessed from within the Invoice Inquiry or Payment Detail Inquiry.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Check Detail Inquiry  (Cont’d)



There is always only one voucher control number assigned per entry of a manual check.  However, when a manual check is voided, and re-entered, the check number is normally re-used.  Thus viewing a voided manual check in the Check Detail Inquiry, that has been re-entered with the same check number, may list more than one voucher.  The vouchers that are voided are marked as voids.  The total check amount only reflects the vouchers that are not voided.  Note, if a manual check is voided and is not re-entered, with the same check number, the total check amount is zero.  Following is an example of a manual check that has been voided and re-entered using the same check number.  



 4/01/96                Invoice/Credit Memo/Check Inquiry                 14:37 

                                                    Invoice Balance:        .00 

Vendor No.      100 OTTO CORP.                                Cont No.    19240 

Invoice  21296                   Invoice Date  2/12/96        P.O. No.        0 

Invoice Amt      47.67           Due Date      2/12/96      Disc. Amt.     2.00 

      * * * VOID * * *                                                          

AP Contact     JUDY SMITH                Phone 708-666-2424  Fax 708-666-2525   

--------------------------------------------------------------------------------

                                                                                

   Check No.   Check Date    Amount Paid    Discount Taken  Check Type          

         105     2/12/96           45.67            2.00      Manual    Void    

                                                                                

                                                                                

PR'int, C'heck Detail, R'eturn To Invoice Detail Or E'nd:                       



 4/01/96                Invoice/Credit Memo/Check Inquiry                 16:06 

                                                    Invoice Balance:        .00 

Vendor No.      100 OTTO CORP.                                Cont No.    19240 

Invoice  21296                   Invoice Date  2/12/96        P.O. No.        0 

Invoice Amt      47.67           Due Date      2/12/96      Disc. Amt.     2.00 

      * * * VOID * * *                                                          

AP Contact     JUDY SMITH                Phone 708-666-2424  Fax 708-666-2525   

--------------------------------------------------------------------------------

Check No:      105  Check Date:  2/12/96  Check Amt:       60.00  Disc:      .00

                                          Check Type:  Manual                   

      Invoice           Control      Amount   Discount                          

        No.               No.         Paid     Taken          Message           

21296                     19240       45.67       2.00        * Void *          

21296                     19241       60.00        .00                          

                                                                                

                                                                                

PR'int, Enter Invoice/CM/Control Number Or E'nd:                                



Note, that the word Void displays under message.  Control number 19241 is the re-entered manual check that was assigned to check number 105.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Check Detail Inquiry  (Cont’d)



The cursor is at one of the two following prompts when accessing the Check Detail Inquiry.  



PR'int, Enter Invoice/CM/Control Number Or E'nd:   

N’ext, PR'int, Enter Invoice/CM/Control Number Or E'nd:   



The first prompt appears when there is only one screen of data.  The second prompt appears when there is more than one screen.  Entering an E exits the Check Detail Inquiry.  If you entered the Check Detail Inquiry from the Payment History Inquiry, an E returns to the Payment History Inquiry and accesses the invoice that was originally displayed.  If you entered the Check Detail Inquiry from the Check # prompt, within the Invoice #/CM #/DM # prompt, entering an E returns to the  Invoice #/CM/DM # prompt.  If you entered the Check Detail Inquiry from the Invoice Detail Inquiry, entering an E returns to the  Invoice #/CM/DM # prompt.  Enter PR to print� XE "Invoice Inquiry:Printing The Inquiry" � the Check Detail Inquiry.  The entire check detail is printed.  The same information that is included on the screen is printed.  You may also enter an invoice/credit or debit memo number or a voucher control number.  This is using the Enter Invoice/CM/Control Number part of the prompt.  If the record is found in the APHistory File, the Invoice Detail Inquiry is accessed.  If the record is not found, the prompt Invoice/CM #/Control Number Not Found appears.  The cursor returns for reinput.  If there is more than one record found in the APHistory File, with the same invoice number or control number, the selection screen appears.  Operation within the selection screen, is described beginning on page 471.  This is very useful when viewing the Check Detail Inquiry and seeing an invoice that has been paid.  You can enter that specific record and go directly to the Invoice Detail Inquiry to view the details of the invoice.  Note, the invoice does not have to be displayed on the Check Detail Inquiry to be accessed.  Enter a N for next to go to the next screen of data.  One of the two following prompts appear.

�Invoice Inquiry  (Cont’d)





Enter Data  (Cont’d)



Check Detail Inquiry  (Cont’d)



N’ext, P’revious, PR'int, Enter Invoice/CM/Control Number Or E'nd:   

P’revious, PR'int, Enter Invoice/CM/Control Number Or E'nd:   



The first prompt appears until the last screen of data displays.  The second prompt appears when the last screen is reached.  Entering an E exits the Check Detail Inquiry.  If you entered the Check Detail Inquiry from the Payment History Inquiry, an E returns to the Payment History Inquiry and accesses the invoice that was originally displayed.  If you entered the Check Detail Inquiry from the Check # prompt, within the Invoice #/CM #/DM # prompt, entering an E returns to the  Invoice #/CM/DM # prompt.  If you entered the Check Detail Inquiry from the Invoice Detail Inquiry, entering an E returns to the  Invoice #/CM/DM # prompt.  Enter PR to print� XE "Invoice Inquiry:Printing The Inquiry" � the Check Detail Inquiry.  The entire check detail is printed.  The same information that is included on the screen is printed.  You may also enter an invoice/credit or debit memo number or a voucher control number.  This is using the Enter Invoice/CM/Control Number part of the prompt.  If the record is found in the APHistory File, the Invoice Detail Inquiry is accessed.  If the record is not found, the prompt Invoice/CM #/Control Number Not Found appears.  The cursor returns for reinput.  If there is more than one record found in the APHistory File, with the same invoice number or control number, the selection screen appears.  Operation within the selection screen, is described beginning on page 471.  This is very useful when viewing the Check Detail Inquiry and seeing an invoice that has been paid.  You can enter that specific record and go directly to the Invoice Detail Inquiry to view the details of the invoice.  Note, the invoice does not have to be displayed on the Check Detail Inquiry to be accessed.  Enter a N for next to go to the next screen of data.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.



To recap, the Check Detail Inquiry can be accessed from within the Invoice Detail Inquiry, and the Payment History Inquiry.  It can also be accessed from the initial prompt when entering the inquiry.  From within the Check Detail Inquiry a specific invoice/credit/debit memo number or voucher control number can be entered to access the Invoice Detail of that record.

�Accounts Payable  (Cont’d)

Accounts Payable File Maintenance



APMU003      Task  76      The La Crosse System (TM)      Port  78      3/08/96 

                                                                                

                       LA CROSSE MANAGEMENT SYS, TESTING                        

                                                                                

                       Accounts Payable File Maintenance                        

                                                                                

                              1  Vendors                                        

                              2  Chart of Accounts                              

                              3  Correct AP Balances                            

                              4                                                 

                              5  Purge Invoice File                             

                              6  Purge Accounting File                          

                              7  Purge Check File                               

                              8  Purge Temporary Vendors                        

                              9  Clear MTD Vendor Totals                        

                             10  Initialize Indexes                             

                             11  Vendor - Item File                             

                             12  Product Class Assoc. Table                     

                                                                                

                                  Procedure:                                    

                                                                                

                                                                                

                                   11:20                                        



�Accounts Payable File Maintenance  (Cont’d)





Vendor File Maintenance



Introduction



Vendor File Maintenance� XE "Vendor File Maintenance" \r "vendor1" � is found on the Purchase Order File Maintenance menu, 3-2 and the Accounts Payable File Maintenance menu, 3-1.  All vendors that are used in the Purchase Order and Accounts Payable modules must be added into the system through Vendor File Maintenance.� XE "Vendors - Adding, Changing, Deleting" \t "See Vendor File Maintenance" �  No purchase orders or invoices may be entered into the system without a valid vendor.  There is also a primary vendor stored in the Item File.  In order to create the Vendor Item File, the vendor must also be a valid vendor in the Vendor File.  This includes primary and alternate vendors.  Changes to vendor information are also entered in Vendor File Maintenance.  Deletion of a vendor is made in Vendor File Maintenance.



Vendor File Maintenance� XE "Vendor File Maintenance:Functions And Purpose" � performs the following functions.



Vendors are added, changed and deleted in Vendor File Maintenance.  Each individual vendor is assigned a unique vendor number, which is operator defined.



A miscellaneous vendor is created.  The miscellaneous vendor is used to enter an invoice or purchase order to a vendor that is rarely used or is used as a one time occurrence.  No permanent vendor is desired.  Upon entry of the miscellaneous vendor in the A/P invoicing and payment programs, the system asks for the vendor’s name.



On a change or delete vendors can be accessed by vendor number or an alpha search.



The address of the vendor is stored.  There is storage for two phone numbers, two fax numbers, two contact names, and a tax identification number.  A purchase order account number is stored.  One default General Ledger account number can be stored.  There is a 25 character open message allowed.  The total amount of purchase order dollars, month and year to date entered on purchase orders is stored.  The total amount of dollars invoiced month and year to date are also stored.  The date of and last purchase order is stored.  Vendor terms and discount percent are entered.

�Vendor File Maintenance  (Cont’d)





Enter Data



Enter Procedure Type  A'dd  C'hange  D'elete  E'nd    



Enter A to add a vendor.  Enter C to change vendor information.  Enter D to delete a vendor.  Enter E to exit the program.



 2/19/96                   Vendor File Maintenance                     12:14:56

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                  

Fld-Vendor No.                                                                 

                                                                               

 1. Name                                       15. Temp Vendor (Y/N)           

 2. Address1                                   16. Disc. Flag (Y/N)            

 3. Address2                                   17. Cash Disc.% (99.99)         

 4. Address3                                   18. Vend. Terms (Days)          

 5. PO Phone No.                               19. Ordered MTD                 

 6. PO Fax No.                                 20. Ordered YTD                 

 7. PO Contact Name                            21. Date Of Last Order          

 8. AP Phone No.                               22. Last PO Number              

 9. AP Fax No.                                                                 

10. AP Contact Name                                                            

11. Tax ID No.                                                                 

12. PO Account No.                                                             

13. G/L Account No.                                                            

14. Misc. Data                                                                 

                                                 Notes: ^ = Go Back 1 Space    

                                                        / = Cancel             



Adding A Vendor



During the add an up arrow ^ to go back one space or a / slash to cancel may be input.



Fld-Vendor No.



Every vendor added� XE "Vendor File Maintenance:Adding A Vendor" \r "vendor2" � must be assigned� XE "Vendor File Maintenance:Vendor Number Assignment" � a unique vendor number.  This is not system generated but is input and designed by the operator.  This is a strictly numeric field, allowing 1 to 8 digits.  Suggestions of numbering sequences are the phone number or begin numbering vendors whose name begins with A and go from that point on.  As an example, begin with A’s assigned in the 1000’s and B’s in the 2000’s.  If using this format be sure and leave enough gap in the numbers to allow additions.  This is an important number as it is the unique number that remains with the vendor.  But be aware that you can access the vendor with alpha search in most of the data entry programs that vendor number is input.  This includes the purchase order and invoice entry programs.  If a number is entered that already exists in the Vendor File, the prompt Vendor # Already On File appears.  The cursor returns for reinput.  (8 Digits)

�Vendor File Maintenance  (Cont’d)





Enter Data  (Cont’d)



Adding A Vendor  (Cont’d)



1. Name



Enter the name of the vendor.  An important factor to note is that entry of the name in this field is how the name will print on a check generated through A/P Check Writing and also on a purchase order.  This is the name used on vendor name alpha searches.  Entry of no name is not allowed.  (25 Alphanumeric)



Address1

Address2



Enter the vendor’s address.  Address lines 1 and 2 prints on checks generated through A/P Check Writing and also purchase orders.  Also note that leaving address line 2 blank results in a blank line printing on an A/P check if address line 3 is used.  Address line 1 is included on the vendor name alpha search screens.  (25 Alphanumeric Characters Each)



Address3



Enter the vendor’s address.  Address line 3 prints on checks generated through A/P Check Writing and also purchase orders.  Also note that leaving address line 2 or 3 blank will result in a blank line printing on an A/P check if address line 3 is used.  Fifteen characters of address line 3 is included on the vendor name alpha search screens.  (25 Alphanumeric Characters )



 2/19/96                   Vendor File Maintenance                     12:36:58

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd A                

Fld-Vendor No.      9010                                                       

                                                                               

 1. Name       INCOMING FREIGHT INC.           15. Temp Vendor (Y/N)           

 2. Address1   2345 TRANSPORT LANE             16. Disc. Flag (Y/N)            

 3. Address2   P.O. BOX 876                    17. Cash Disc.% (99.99)         

 4. Address3   LA CROSSE  WI 54603-2222        18. Vend. Terms (Days)          

 5. PO Phone No.                               19. Ordered MTD                 

 6. PO Fax No.                                 20. Ordered YTD                 

 7. PO Contact Name                            21. Date Of Last Order          

 8. AP Phone No.                               22. Last PO Number              

 9. AP Fax No.                                                                 

10. AP Contact Name                                                            

11. Tax ID No.                                                                 

12. PO Account No.                                                             

13. G/L Account No.                                                            

14. Misc. Data                                                                 

�Vendor File Maintenance  (Cont’d)





Enter Data  (Cont’d)



Adding A Vendor  (Cont’d)



5. PO Phone No.



Enter the phone number of the person that is called when a purchase order is placed.  Thus this is the purchase order phone number.  Enter the phone number with the hyphens,  Ex. 608-788-8400.  (12 Digits including hyphens)



6. PO Fax No.



Enter the fax number that is used to fax a purchase order to the vendor.  Enter the fax number with the hyphens,  Ex. 608-788-8400.  (12 Digits including hyphens)



7. PO Contact Name



Enter the name of the person that is contacted when placing a purchase order with the vendor.  This name is displayed in the Purchase Order Entry programs.  (25 Alphanumeric)



8. AP Phone No.



Enter the phone number of the person that is called when there are Accounts Payable billing concerns.  Thus this is the Accounts Payable phone number.  Enter the phone number with the hyphens,  Ex. 608-788-8400.  (12 Digits including hyphens)



9. AP Fax No.



Enter the fax number that is used to fax a concern in regards to Accounts Payable billing.  Enter the fax number with the hyphens,  Ex. 608-788-8400.  (12 Digits including hyphens)



10. AP Contact Name



Enter the name of the person that is contacted with Accounts Payable billing concerns.  (25 Alphanumeric)



11. Tax ID No.



Enter the vendor’s tax or federal identification number.  (12 Alphanumeric)

�Vendor File Maintenance  (Cont’d)





Enter Data  (Cont’d)



Adding A Vendor  (Cont’d)



12. PO Account No.



Enter the purchase order account number with the vendor.  The account number prints on the printed purchase order.  (10 Alphanumeric



13. G/L Account No.



Enter the default General Ledger account number that corresponds with the vendor.  The description of the account appears.  Entering a carriage return for no default account is allowed.  Entering an invalid account produces the prompt, Invalid Account Number.  The cursor returns for reinput.  All default accounts can be overridden.  Default G/L account numbers are also stored in the Product Class Association File and Vendor Item File.  All three defaults are used for purchase order invoices.  The Vendor File default has the lowest priority on purchase order invoices.  (8 Digits)



14. Misc Data



Enter any informational data pertaining to the vendor.  Note, one use is to store 1099 in this field.  This is than used to identify that the vendor needs a 1099 at the end of the year.  Misc Data does not print on any forms.  (25 Alphanumeric)



15. Temp Vendor  (Y/N)



Enter Y for yes to classify the vendor as a temporary vendor.  Enter N for no to not classify the vendor as a temporary vendor.  A carriage return accepts the default of N.  Temporary vendors purge from the system when their invoices net to zero.  The temporary purge deletes them.  Most companies prefer to use the miscellaneous vendor instead of the temporary vendors.



16. Disc. Flag



Enter a Y for yes to signify that a discount is always taken with this vendor.  With a Y in this field the message Discounts Always Taken displays in A/P Check Writing.  Enter N for no to not have the Discounts Always Taken display in check writing.  Note you can still take a discount with a N for no.  A carriage return accepts the default of a N for no.  Discount can be overridden at the time of the A/P Invoice Entry and A/P Check Writing.
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Enter Data  (Cont’d)



Adding A Vendor  (Cont’d)



17. Cash Disc.% (99.99)



Enter the discount percentage that is normally received from the vendor.  This is the default discount used when an A/P invoice is entered.  This may be overridden at the time of the invoice entry.  Enter with no decimals.  A negative number is not allowed.  (Ex. 200 = 2.00 = 2%, 1000 = 10.00 = 10%)



18. Vend. Terms (Days)



Enter the number of days available in order to receive the discount or enter the vendor’s terms in days.  This is used in the calculation of due date, when entering an A/P invoice.  The terms can be overridden during the entry of the invoice.  If a discount percent was entered you must enter a vendor terms.  If an attempt is made to not enter one, the prompt You Must Enter Terms Days If The Discount Percentage Is Non-Zero appears.  The cursor returns for reinput.  (3 Digits)



19. Ordered MTD



When a purchase order is created or items added to purchase orders in the P.O. module, the amount ordered is added to this field.  This is zeroed out with the Purchase Order MTD Vendor Clearing program.



20. Ordered YTD



When a purchase order is created or items added to purchase orders in the P.O. module, the amount ordered is added to this field.  This is zeroed out with the Purchase Order YTD Vendor Clearing program.



21. Date Of Last Order



When a purchase order is created the order date is written to this field.



22. Last PO Number



When a purchase order is created the purchase order number is written to this field.
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Enter Data  (Cont’d)



Adding A Vendor  (Cont’d)



When you are first creating the Vendor File you must add the miscellaneous vendor.  The vendor number must be 999999.  Miscellaneous vendors� XE "Vendor File Maintenance:Miscellaneous Vendor" � are used for vendors that you do not need a permanent Vendor File.  An invoice for that vendor is a one time or very uncommon occurrence.  You may also use the miscellaneous vendor when creating a purchase order.  When the miscellaneous vendor is entered on an A/P invoice the actual name of the vendor is entered in and stored with the invoice.  This prints on the Cash Requirements reports.  When the invoice is paid, the address and name is keyed in and that is what prints on the check.  In order for the entry of the name and address to occur, the vendor number must be 999999.  This vendor number should not be used for any other purpose other than the miscellaneous vendor.  The name of the vendor should be added as Miscellaneous Vendor.
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd A                

Fld-Vendor No.    999999                                                       

                                                                               

 1. Name       MISCELLANEOUS VENDOR            15. Temp Vendor (Y/N)           

 2. Address1                                   16. Disc. Flag (Y/N)            

 3. Address2                                   17. Cash Disc.% (99.99)         

 4. Address3                                   18. Vend. Terms (Days)          

 5. PO Phone No.                               19. Ordered MTD                 

 6. PO Fax No.                                 20. Ordered YTD                 

 7. PO Contact Name                            21. Date Of Last Order          

 8. AP Phone No.                               22. Last PO Number              

 9. AP Fax No.                                                                 

10. AP Contact Name                                                            

11. Tax ID No.                                                                 

12. PO Account No.                                                             

13. G/L Account No.                                                            

14. Misc. Data                                                                 

                                                 Notes: ^ = Go Back 1 Space    

                                                        / = Cancel             

           .                                                                   
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Enter Data  (Cont’d)



Changing A Vendor  (Cont’d)



When a C to change� XE "Vendor File Maintenance:Changing A Vendor File" \r "vendor3" � is entered at the Enter Procedure Type prompt, the cursor goes to the following prompt.



Fld-Vendor No.



Input the vendor number that is to be accessed for a change.  This must be a valid Vendor number.  The vendor name displays.  If an invalid number is input, the prompt Invalid Vendor appears.  The cursor returns for reinput.  A slash / or up arrow ^ returns to Enter Procedure Type.  If at least 1 alpha character or a number greater than 8 digits is entered the program performs an alpha search on the vendor name.  You may enter up to 25 alphanumeric characters.  When the alpha search on the vendor name is made, the cursor is at one of the two following prompts.



Select Vendor Choice Or E'nd 

Display N'ext, Select Vendor Choice, Or E'nd
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd C                 

Fld-Vendor No.   MI                                                             

                                                                                

 1. Name                                       15. Temp Vendor (Y/N)            

 2. Address1                                   16. Disc. Flag (Y/N)             

 3. Address2                                   17. Cash Disc.% (99.99)          

    Vendor #/Name                      Address                                  

  1     3151 MIDLAND PAPER COMPANY     1291 SOUTH AVENUE         MIDLAND,  WI  4

  2     3010 MILTON INC                1289 MILTON AVENUE SOUTH  LA CROSSE  WI  

  3     3002 MINER INCORPORATED        134 ROYAL LANE            LA CROSSE  WI  

  4       10 MINOLTA                   1200 BROADWAY AVE         NEWARK  NJ  045

  5       99 MINOLTA                   RAMSEY NJ 00101                          

  6      991 MINOLTA                   1002 ERIE LANE            WESTFORD  CA  4

  7      992 MINOLTA                   SYRACUSE, NY                             

  8     1000 MINOLTA CORPORATION       100 HILLTOP DRIVE         RAMSEY, NJ  540

  9     3200 MINOLTA CORPORATION                                 RAMSEY,  NJ   0

 10     5156 MINOLTA PAPER CORP        230 15TH STREET           NEWARK,  NJ  34

 11     5157 MINOLTA PAPER CORP        3919 GREENFIELD STREET    SAN FRANCISCO, 

 12      881 MINUTE REALTY             FIRST LOCATION            LA CROSSE  WI  

 13      882 MINUTE REALTY 2           SECOND LOCATION           LA CROSSE  WI  

 14      883 MINUTE REALTY 3           THIRD LOCATION            LA CROSSE WI  5

Display N'ext, Select Vendor Choice, Or E'nd                                    
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Changing A Vendor  (Cont’d)



Select Vendor Choice - E'nd 

Display N'ext, Select Vendor Choice, Or E'nd



 2/19/96                   Vendor File Maintenance                     15:48:41 

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd C                 

Fld-Vendor No.   IN                                                             

                                                                                

 1. Name                                       15. Temp Vendor (Y/N)            

 2. Address1                                   16. Disc. Flag (Y/N)             

 3. Address2                                   17. Cash Disc.% (99.99)          

    Vendor #/Name                      Address                                  

  1     9010 INCOMING FREIGHT INC.     2345 TRANSPORT LANE       LA CROSSE  WI 5

                                                                                

Select Vendor Choice Or E'nd                                                    



The screen displays all vendors that have a name which begins with the inputted characters.  Each line contains the vendor number, complete name, and the second and last lines of the vendor's address.  Only 15 characters of the last address line will display.  A computer assigned number is associated with each vendor.  The first prompt appears when there is less than 15 vendor choices.  The second prompt appears when there is more than 14 vendor selections.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range appears and the cursor returns for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  When a N for next is input the cursor is at one of the two following prompts.



Display N’ext P'revious, Select Vendor Choice, Or E'nd           

Display P'revious, Select Vendor Choice, Or E'nd           



The first prompt appears until the last screen of vendor choices is accessed.  The second prompt appears when the last screen is reached.  Enter the line number that corresponds with the desired vendor.  If an invalid line number is input the prompt Selection Is Out Of Range appears and the cursor returns for reinput.  Enter an E to exit the search and return to the Vendor No. prompt.  Enter a N for next to view the next screen of vendor choices.  Enter a P for previous to go back one screen of selections.  You may go back and forward as many screens as exist.
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Enter Data  (Cont’d)



Changing A Vendor  (Cont’d)



After the selection or input of the vendor, the cursor is at the Fld. prompt.  You may change all of the fields from fields 1 through 22.  After selection of the desired field the New Data prompt appears.  Enter the new information.  Input at New Data for each specific field is the same as described on an add, see page 506.  If a carriage return is entered at New Data the information is replaced with nothing.  Entering an up arrow ^ at New Data returns to the Fld. prompt and the data remains unchanged.  Entering a / slash at Fld. or New Data cancels any of the changes that were made from the entry of the vendor as a change to the input of the slash.
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Deleting A Vendor



When a D to delete� XE "Vendor File Maintenance:Deleting A Vendor" � is entered at the Enter Procedure Type prompt, the cursor goes to the following prompt.



Fld-Vendor No.



Enter the vendor number of the vendor that is to be deleted.  You may also perform an alpha search.  See page 511 for details.  Deletions of vendors that have an A/P balance is not allowed.  If an attempt is made to delete a vendor with a balance, the prompt Vendor Has Non-Zero A/P Balance - Deletion Not Allowed displays.  The delete is not allowed.  It is always a good idea to access the vendor in Vendor Inquiry prior to deletion and verify that not only is the balance zero but all of the invoices have purged.  If there are still records do not delete the vendor.  Also note that deleting a vendor also deletes the year to date total purchase amount for the vendor.



When a vendor can be deleted the following prompt appears.



 Please Verify  D'elete  C'ancel    
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd D                 

Fld-Vendor No.      3007                       Last Maint.   3/18/91            

                                                                                

 1. Name       MEASURE SUPPLIES                15. Temp Vendor (Y/N)         N  

 2. Address1   1348 MENTOR AVE                 16. Disc. Flag (Y/N)          N  

 3. Address2                                   17. Cash Disc.% (99.99)          

 4. Address3   LA CROSSE  WI  54601            18. Vend. Terms (Days)           

 5. PO Phone No.                               19. Ordered MTD                  

 6. PO Fax No.                                 20. Ordered YTD                  

 7. PO Contact Name                            21. Date Of Last Order           

 8. AP Phone No.                               22. Last PO Number               

 9. AP Fax No.                                                                  

10. AP Contact Name                                                             

11. Tax ID No.                                                                  

12. PO Account No.                                                              

13. G/L Account No.                                                             

14. Misc. Data                                                                  

                                                 Notes: ^ = Go Back 1 Space     

                                                        / = Cancel              

              Please Verify  D'elete  C'ancel                                   



Enter D to delete the record.  Enter C to cancel the delete.

�Accounts Payable File Maintenance





AP Invoice/Check History Purge



Introduction

� XE "Invoice/Check History Purge" \r "hpurge" �

The Accounts Payable Invoice/Check History Purge is found on the Accounts Payable File Maintenance menu, 3-4.  The purpose of the purge is to delete the APHistory and GLHistory records.  Once a record is deleted with the purge, the record cannot be accessed in the system.  The purge is run when desired.  You may keep the history as long as you want.  An option to print the purged data is included.

� XE "Invoice/Check History Purge:Functions And Purpose" \r "hpurge2" �

The Accounts Payable Invoice and Check Payment history is accessible through the A/P Invoice Inquiry, the A/P Vendor Inquiry and the P.O. Serial Number Receipts Inquiry.  The history files allow viewing and printing of the full details of A/P invoices, credit and debit memos, manual check invoices, and A/P checks.  The General Ledger expense distributions are included.  On purchase order invoices, the items from the purchase order that were entered on the invoice are included.  The payment information of an invoice is also included.  The inquiry uses the APHist and GLHist Files to access the records and for the majority of the information on the inquiry.

� XE "Purging A/P Invoice And Payment History" \t "See Invoice/Check History Purge" �

When serial numbered items are received into inventory, through the program P.O. Receipts, a record is also written to the APHist File.  The record contains the serial number, date received, machine ID#, received cost, used machine yes or no, warranty expiration date, initial meter, and warehouse received into.  All of this information is as it was at the time the receipt of the serial number was entered into P.O. Receipts.  This provides the receipt information of serial numbers received into inventory through P.O. Receipts.  An inquiry/report, Serial Number Receipts, is included in the Purchase Order module to access the Serial Number Receipt history.  Documentation on this inquiry is found in the Purchase Order manual.
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Introduction  (Cont’d)



The purge program is divided into three separate purges.  One purge allows the purging of the Serial Number Receipt history, which is stored in the APHistory File.  The next purge allows purging of the A/P Invoice History and it’s corresponding General Ledger entries or GLHistory.  The last purge is the Check or payment history, which is stored in the GLHistory Files.  There is also a combined A/P Invoice and Check Payment History purge.  Dividing the different types of APHistory records into separate purges allows the operator to perform one of the purges, two of the purges or all three at once.  You could purge the Serial Receipt history at a different time than the A/P Invoice history and Check Payment history.  Or you could purge the Invoice Detail and not the Check Payment history.  Or you could run all three purges at the same time.  This is designed to allow more flexibility of when and what is purged.

� XE "Invoice/Check History Purge:Selection Of Which Purge To Run" �

Each purge has it’s own input prompts to allow selection of the purge parameters.  The Serial Number Receipts purge allows input of a date received range, purchase order number range, vendor number range, item and serial number range and receiving warehouse range.  When printing the purged information, the receipts can be sorted in six different ways with the main sorts being vendor number or item number or date received.  This allows easier filing of the purged receipt records.  Note, deleting the Serial Number history has no affect on the Serial Files or the Inventory Transaction File (Imwactd).



One use for the Serial Number Receipts purge is to delete an incorrect receipt of a serial number.  If an incorrect serial number was entered in P.O. Receipts after reversing the receipt through P.O. File Maintenance you can than purge the item and serial number from the history files.



When purging the A/P Invoice history, input of an invoice date range, vendor number range and voucher number range is available.  Purging the Payment and Check Detail history records allows input of a check date and check number range.  Note, deleting the A/P Invoice and Check Payment history has no affect on the A/P or General Ledger or Vendor or Check Files.  The purge only affects the APHist and GLHist Files.

� XE "Purging Serial Number Receipt History" \t "See Invoice/Check History Purge" �

For more information on accessing the A/P Invoice and Check Payment history see the Invoice Inquiry section beginning on page 4.
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Enter Data



Purge Selection Screen



The printer selection screen appears to allow selection of the printer, if the option to print the purged data is activated.  Note, the printer is not locked until the option to print is selected and the printing actually begins.  Since it is uncommon that anyone would be purging current records, there are no restrictions on what programs can be accessed while the purge is running.  That means you do not have to be out of the system during the purge.  However, it is always a good idea to run a purge overnight as it ties a terminal and a printer up during the purge and they are often lengthy, due to the history files being large files with much data.

� XE "Invoice/Check History Purge:Input Prompts" \r "hpurge3" �

The first screen provides the selection options of which purges are to be run.  Separate input prompts for each selected purge display later in the input.  During the input, a / slash to cancel or an up arrow key ^ to go back one space may be entered.

� XE "Invoice/Check History Purge:Selection Of Which Purge To Run" \r "hpurge4" �

Purge Serial Number History  (Y/N)



 6/25/96                   A/P History File Purges                         8:15

                                                                               

                                                                               

                                                                               

    Purge Serial Number History  (Y/N)                                         

                                                                               

    Purge A/P I'nvoice History, C'heck                                         

    History, N'one Or B'oth  (I/C/N/B)                                         

                                                                               

                                                                               

                                                                               

                            Enter '^' To Back Up One Field; Enter '/' To Cancel

� XE "Invoice/Check History Purge:Serial Number Receipt History Purge" �

Enter a Y for yes to select the purge that deletes the receipt records of serial numbered items that were received into the system through the program P.O. Receipts.  The receipt records of serial numbered items are accessed through the Serial Number Receipts Inquiry/Report found in the Purchase Order module.  These records are stored in the APHist File.  This does not purge the Imwactd or Inventory Transaction File.  It also does not affect the Serial File.  Enter N for no to not activate the Serial Number Receipt purge.
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Purge Selection Screen  (Cont’d)



Purge A/P I'nvoice History, C'heck

History, N'one Or B'oth  (I/C/N/B)
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    Purge Serial Number History  (Y/N)                                         

                                                                               

    Purge A/P I'nvoice History, C'heck                                         

    History, N'one Or B'oth  (I/C/N/B)                                         

                                                                               

                                                                               

                            Enter '^' To Back Up One Field; Enter '/' To Cancel

� XE "Invoice/Check History Purge:A/P Invoice History Purge" �

At this prompt, there are four possible options of selecting which purges to run.  If you only want to purge the Accounts Payable Invoice history, enter an I for invoice history.  This purge deletes the Accounts Payable invoices, and credit/debit memos out of the APHistory File.  The corresponding General Ledger distribution is also deleted out of the GLHistory File.  The A/P History of invoices is accessed through the A/P Invoice Inquiry.  The actual Accounts Payable files and Vendor’s account are not affected by this purge.  The entries into the General Ledger Files (Chart and GLDist Files) are also not affected.  The payment records are also not affected.  This includes the payment records stored in the APHistory and the A/P Check Files.

� XE "Invoice/Check History Purge:Check Payment History Purge" �

If you only want to purge the Check Payment history, enter a C for check history.  This purge deletes the Payment and Check Detail history out of the GLHistory File.  The check and payment detail is accessed through the A/P Invoice Inquiry.  The APHistory detail of the invoice is not deleted, only the payment records.  The actual Accounts Payable files and Vendor’s account are not affected by this purge.  The entries into the General Ledger Files (Chart and GLDist Files) are also not affected.  The A/P Check File is not affected.



If you only want to purge the Serial Numbered Receipt history and no A/P Invoice or Check Payment history, enter N for none.  Only the Serial Number Receipt history purge is activated.



If you want to activate the A/P Invoice History and the Check Payment history purge, enter B for both.  The A/P Invoice and Check Payment history purges are activated.
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Enter Data  (Cont’d)



Purge Selection Screen  (Cont’d)



OK To Continue?  (Y/N)
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    Purge Serial Number History  (Y/N) Y                                       

                                                                               

    Purge A/P I'nvoice History, C'heck                                         

    History, N'one Or B'oth  (I/C/N/B) I                                       

                                                                               

                                                                               

                                                                               

    OK To Continue?  (Y/N)                                                     

                                                                               

                                                                               

                                                                               

                            Enter '^' To Back Up One Field; Enter '/' To Cancel



Entering a Y for yes accepts the input for the desired purges.  The individual input prompts for each selected purge are than accessed.  Entering N for no exits the purge program.
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Serial Number Receipt Purge - Input Prompts

� XE "Invoice/Check History Purge:Serial Number Receipt History Purge:Input Prompts" \r "hpurge5" �

When the Serial Number Receipts History Purge is selected, the following screen appears.  These prompts provide selection of what receipt records are to be deleted from the system.  Thus they select the population that is to be purged.  During the input an up arrow ^ to go back one space is allowed.  A slash / to cancel exits the purge program and returns the cursor to the A/P menu.  This occurs even if the other purges were selected.



Enter Beginning Date Received
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          Enter Beginning Date Received                                        

          Enter Ending Date Received                                           

                                                                               

          Enter Beginning P.O. Number, Or A'll                                 

          Enter Ending P.O. Number                                             

                                                                               

          Enter Beginning Vendor Number, Or A'll                               

          Enter Ending Vendor Number                                           

                                                                               

          Enter Beginning Item Number, Or A'll                                 

          Enter Ending Item Number                                             

                                                                               

          Enter Beginning Serial Number, Or A'll                               

          Enter Ending Serial Number                                           

                                                                               

          Enter Beginning Warehouse #, Or A'll                                 

          Enter Ending Warehouse #                                             

                                                           Enter '/' To Cancel 



Enter a specific or beginning range of date received.  This is the date received entered during the receipt of the serial number in P.O. Receipts and is stored in the APHistory File.  Entry of an invalid date produces the prompt Invalid Date -- Enter Again.  The cursor returns for reinput.  (MMDDYY)
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Enter Data  (Cont’d)



Serial Number Receipt Purge - Input Prompts  (Cont’d)



Enter Ending Date Received



Enter the ending date received.  Whatever was entered as the beginning date displays as the default ending date.  A carriage return accepts the default.  This can be overridden if desired.  Entering a date that is less than the beginning date produces the prompt Beginning Date Greater Than Ending Date.  Entry of an invalid date produces the prompt Invalid Date -- Enter Again.  In both cases the cursor returns for reinput.  Only serial numbers found in the APHist File with a date received within and equal to the specified range have the receipt record purged.  (MMDDYY)



Enter Beginning P.O. Number, Or A’ll



Enter a specific or beginning range of purchase order numbers.  These must be purchase order numbers created in the LMS Purchase Order module.  Enter an A for all purchase orders.  When specifying purchase order numbers, only serial numbers found in the APHist File received with purchase orders within the specified range are purged.  This is the purchase order entered during the receipt of the serial number in P.O. Receipts.  (8 Digits Or A)



Enter Ending P.O. Number



If a specific or beginning range of purchase order numbers was entered, the cursor stops at this prompt.  Whatever was entered as the beginning purchase order number displays as the default ending number.  A carriage return accepts the default.  This can be overridden, if desired.  Entering a number that is less than the beginning purchase order number produces the prompt Beginning P.O. Number Greater Than Ending.  The cursor returns for reinput.  (8 Digits)
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Serial Number Receipt Purge - Input Prompts  (Cont’d)



Enter Beginning Vendor Number, Or A’ll



Enter a specific or beginning range of vendor numbers.  Enter an A for all vendors found in the A/P History File.  When specifying vendors, only serial numbers found in the APHist File received from vendors within the specified range are purged.  This is the vendor entered during the receipt of the serial number in P.O. Receipts.  (8 Digits or A)



Ending Vendor Number



If a specific or beginning range of vendors was entered the cursor stops at this prompt.  Whatever was entered as the beginning vendor displays as the default ending vendor.  A carriage return accepts the default.  This can be overridden, if desired.  Entering a vendor number that is less than the beginning vendor produces the prompt Beginning Vendor Number Greater Than Ending.  The cursor returns for reinput.  (8 Digits)



Enter Beginning Item Number, Or A’ll



Enter a specific or beginning range of machine item numbers.  Enter an A for all item numbers found in the A/P History File.  Note, only serial numbered items are included in the program.  When specifying item numbers, only serial numbers found in the APHist File with an item number within the specified range are purged.  (18 Alphanumeric)



Enter Ending Item Number



If a specific or beginning range of item numbers was entered the cursor stops at this prompt.  Whatever was entered as the beginning item number displays as the default ending number.  A carriage return accepts the default.  This can be overridden, if desired.  Entering a number that is less than the beginning item number produces the prompt Beginning Item Number Greater Than Ending Number.  The cursor returns for reinput.  (18 Alphanumeric)
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Serial Number Receipt Purge - Input Prompts  (Cont’d)



Enter Beginning Serial Number, Or A’ll



Enter a specific or beginning range of serial numbers.  Enter an A for all serial numbers found in the APHistory File.  Note, only serial numbers received into inventory through P.O. Receipts are included in the program.  When specifying serial numbers, only serial numbers found in the APHist File with a serial number within the specified range are purged.  (18 Alphanumeric)



Enter Ending Serial Number



If a specific or beginning range of serial numbers was entered the cursor stops at this prompt.  Whatever was entered as the beginning serial number displays as the default ending number.  A carriage return accepts the default.  This can be overridden, if desired.  Entering a number that is less than the beginning serial number produces the prompt Beginning Serial Number Greater Than Ending Serial Number.  The cursor returns for reinput.  (18 Alphanumeric)



Enter Beginning Warehouse #, Or A’ll



Enter a specific or beginning range of warehouse numbers.  Enter an A for all warehouses found in the A/P History File.  When specifying warehouses, only serial numbers found in the APHist File received into warehouses within the specified range are purged.  This is the warehouse entered during the receipt of the serial number in P.O. Receipts.  (4 Digits or A)



Enter Ending Warehouse #



If a specific or beginning range of warehouses was entered the cursor stops at this prompt.  Whatever was entered as the beginning warehouse displays as the default ending warehouse.  A carriage return accepts the default.  This can be overridden, if desired.  Entering a warehouse number that is less than the beginning warehouse produces the prompt Beginning Warehouse Number Greater Than Ending Warehouse Number.  The cursor returns for reinput.  (4 Digits)
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Serial Number Receipt Purge - Input Prompts  (Cont’d)



Print Hard Copy Of The Purge? (Y/N)



Enter Y for yes to print a hard copy of all of the receipt records that are purged.  All records that are purged are printed.  Enter N for no to not print a hard copy.



When the option to print is activated, the following prompt appears.  The prompt does not appear when there is no hard copy printed.  The prompt determines the order that the purged receipt records are printed.



Sort By (1,2,3,4,5, Or 6)

 1) Vendor No./Date Received/Item No./Serial No.

 2) Vendor No./Item No./Date Received/P.O. No./Serial No.

 3) Item No./Date Received/Vendor No./P.O. No./Serial No.

 4) Item No./Vendor No./P.O. No./Date Received/Serial No.

 5) Date Received/Item No./Vendor No./P.O. No./Serial No.

 6) Date Received/Vendor No./Item No./P.O. No./Serial No.



 6/25/96              Serial Number History File Purge                    15:24

                                                                               

                                                                               

          Enter Beginning Date Received          1/01/95                       

          Enter Ending Date Received             5/31/95                       

                                                                               

          Enter Beginning P.O. Number, Or A'll      A                          

          Enter Ending P.O. Number                                             

                                                                               

          Enter Beginning Vendor Number, Or A'll      A                        

          Enter Ending Vendor Number                                           

                                                                               

          Enter Beginning Item Number, Or A'll   A                             

          Enter Ending Item Number                                             

                                                                               

         Sort By (1,2,3,4,5, Or 6)                                             

         1) Vendor No./Date Received/Item No./Serial No.                       

         2) Vendor No./Item No./Date Received/P.O. No./Serial No.              

         3) Item No./Date Received/Vendor No./P.O. No./Serial No.              

         4) Item No./Vendor No./P.O. No./Date Received/Serial No.              

         5) Date Received/Item No./Vendor No./P.O. No./Serial No.              

         6) Date Received/Vendor No./Item No./P.O. No./Serial No.              
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Serial Number Receipt Purge - Input Prompts  (Cont’d)



There are 6 possible sort options to print the purged records.  Enter a 1 to print the serial numbers in vendor number order followed by date received and than item and serial number order.  Enter a 2 to sort in vendor number order followed by item number, then date received, then purchase order number, then serial number order.  Enter a 3 to sort in item number order followed by date received, than vendor number, then purchase order number, then serial number.  Enter a 4 to sort in item number, followed by vendor number, then purchase order number, then date received, then serial number order.  Enter a 5 to sort in date received, than item number, then vendor number, then purchase order number, then serial number order.  Enter a 6 to sort in date received, then vendor number, then item number, then purchase order number, then serial number order.  Note, date received is most recent date first to oldest date.



The following prompt appears after selecting the sort option or entering no to print a hard copy.



OK To Continue?  (Y/N)
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          Enter Beginning Date Received          1/01/95                       

          Enter Ending Date Received             5/31/95                       

                                                                               

          Enter Beginning P.O. Number, Or A'll      A                          

          Enter Ending P.O. Number                                             

                                                                               

          Enter Beginning Vendor Number, Or A'll      A                        

          Enter Ending Vendor Number                                           

                                                                               

          Enter Beginning Item Number, Or A'll   A                             

          Enter Ending Item Number                                             

                                                                               

                                                                               

              OK To Continue?  (Y/N)                                           



Enter a Y for yes to accept the input.  Once a Y is input this screen cannot be returned to.  If another purge was activated that input screen than appears.  If no other purge was activated the processing for the purge begins.  Enter N for no to return to the Enter Beginning Date Received prompt for reinput.  Remember a slash / exits the purge.

�AP Invoice/Check History Purge  (Cont’d)





Enter Data  (Cont’d)



A/P Invoice History Purge - Input Prompts



When the Accounts Payable Invoice History purge is selected, the following screen appears.  This is using the I for the A/P Invoice history option on the purge selection screen.  This screen only appears when the Check Payment History purge is not selected.  These prompts provide selection of what A/P invoice history records are to be deleted from the system.  They select the population that is to be purged.  The corresponding General Ledger distribution or GLHistory is also purged.  During the input an up arrow ^ to go back one space is allowed.  A slash / to cancel exits the purge program and returns the cursor to the A/P menu.  This occurs even if the other purges were selected.� XE "Invoice/Check History Purge:A/P Invoice History Purge:Input Prompts" \r "hpurge6" �



Enter Beginning Invoice Date
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         Delete A/P History With Associated G/L Posting History Records       

                                                                              

             Enter Beginning Invoice Date                                     

             Enter Ending Invoice Date                                        

                                                                              

             Enter Beginning Vendor Number, Or A'll                           

             Enter Ending Vendor Number                                       

                                                                              

             Enter Beginning Voucher Number, Or A'll                          

             Enter Ending Voucher Number                                      

                                                                              

                                                                              

             Print Hard Copy Of The Purge (Y/N)                               

                                                                              

                                                Enter '/' To Cancel           



Enter a specific or beginning range of invoice dates.  This is the invoice or manual check or credit/debit memo date entered during the input of the invoice or manual check or credit/debit memo and is stored in the APHistory File.  Entry of an invalid date produces the prompt Invalid Date -- Enter Again.  The cursor returns for reinput.  (MMDDYY)

�AP Invoice/Check History Purge  (Cont’d)





Enter Data  (Cont’d)



A/P Invoice History Purge - Input Prompts  (Cont’d)



Enter Ending Invoice Date



Enter the ending invoice date.  Whatever was entered as the beginning date displays as the default ending date.  A carriage return accepts the default.  This can be overridden if desired.  Entering a date that is less than the beginning date produces the prompt Beginning Date Greater Than Ending Date.  Entry of an invalid date produces the prompt Invalid Date -- Enter Again.  In both cases the cursor returns for reinput.  Only invoices, manual checks, and credit/debit memos, found in the APHist File with an invoice date within or equal to the specified range have the history record purged.  (MMDDYY)



Enter Beginning Vendor Number, Or A’ll



Enter a specific or beginning range of vendor numbers.  Enter an A for all vendors found in the A/P History File.  When specifying vendors, only invoices, manual checks, and credit/debit memos found in the APHist File with vendor numbers within the specified range have the history record purged.  (8 Digits or A)



Enter Ending Vendor Number



If a specific or beginning range of vendors was entered the cursor stops at this prompt.  Whatever was entered as the beginning vendor displays as the default ending vendor.  A carriage return accepts the default.  This can be overridden, if desired.  Entering a vendor number that is less than the beginning vendor produces the prompt Beginning Vendor Number Greater Than Ending.  The cursor returns for reinput.  (8 Digits)

�AP Invoice/Check History Purge  (Cont’d)





Enter Data  (Cont’d)



A/P Invoice History Purge - Input Prompts  (Cont’d)



Enter Beginning Voucher Number, Or A’ll



Enter a specific or beginning range of voucher numbers.  When an invoice, manual check or credit/debit memos are entered into the Accounts Payable system, a voucher number is assigned.  Enter an A for all voucher numbers found in the APHistory File.  When specifying voucher numbers, only history records with voucher numbers found in the APHist File within the specified range are purged.  (8 Digits Or A)



Enter Ending Voucher Number



If a specific or beginning range of voucher numbers was entered, the cursor stops at this prompt.  Whatever was entered as the beginning voucher number displays as the default ending number.  A carriage return accepts the default.  This can be overridden, if desired.  Entering a number that is less than the beginning voucher number produces the prompt Beginning Voucher Number Greater Than Ending.  The cursor returns for reinput.  (8 Digits)



Print Hard Copy Of The Purge? (Y/N)



Enter Y for yes to print a hard copy of all of the invoice history records that are purged.  All records that are purged are printed.  Enter N for no to not print a hard copy.  When a Y for yes is entered the following prompt appears.



Form Feed For Each Vendor?  (Y/N)



Enter a Y for yes to begin printing on a new page for each different vendor included on the purge printout.  Enter N for no to not form feed to a new page for each new vendor.

�AP Invoice/Check History Purge  (Cont’d)





Enter Data  (Cont’d)



A/P Invoice History Purge - Input Prompts  (Cont’d)



The following prompt appears after completing the print option.



OK To Continue?  (Y/N)
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          Delete A/P History With Associated G/L Posting History Records       

                                                                               

              Enter Beginning Invoice Date              1/01/95                

              Enter Ending Invoice Date                 5/31/95                

                                                                               

              Enter Beginning Vendor Number, Or A'll   A                       

              Enter Ending Vendor Number                                       

                                                                               

              Enter Beginning Voucher Number, Or A'll    A                     

              Enter Ending Voucher Number                                      

                                                                               

                                                                               

              Print Hard Copy Of The Purge (Y/N)   Y                           

                                                                               

              Form Feed For Each Vendor?  (Y/N) Y                              

              OK To Continue?  (Y/N)                                           



Enter a Y for yes to accept the input.  Once a Y is input this screen cannot be returned to.  The purge processing begins.  Enter N for no to return to the Enter Beginning Invoiced Date prompt for reinput.  Remember a slash / exits the purge.



�AP Invoice/Check History Purge  (Cont’d)





Enter Data  (Cont’d)



A/P Check Payment History Purge - Input Prompts



When the Accounts Payable Check Payment History purge is selected, the following screen appears.  This is using the C for the Check history option on the purge selection screen.  This screen only appears when the A/P Invoice History purge is not selected.  These prompts provide selection of what A/P Check Payment history records are to be deleted from the system.  They select the population that is to be purged.  The Check Payment history is stored in the GLHistory Files.  During the input an up arrow ^ to go back one space is allowed.  A slash / to cancel exits the purge program and returns the cursor to the A/P menu.  This occurs even if the other purges were selected.� XE "Invoice/Check History Purge:Check Payment History Purge:Input Prompts" \r "hpurge7" �

Enter Beginning Check Date
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                         Delete Check History Records                          

                                                                               

              Enter Beginning Check Date                                       

              Enter Ending Check Date                                          

                                                                               

              Enter Beginning Check Number, Or A'll                            

              Enter Ending Check Number                                        

                                                                               

                                                                               

              Print Hard Copy Of The Purge (Y/N)                               

                                                                               

                                                 Enter '/' To Cancel           



Enter a specific or beginning range of check dates.  This is the check date that was assigned to the payment record during A/P Check Writing, Check Writing Conversion, and Manual Check Entry, and is stored in the GLHistory File.  Entry of an invalid date produces the prompt Invalid Date -- Enter Again.  The cursor returns for reinput.  (MMDDYY)

�AP Invoice/Check History Purge  (Cont’d)





Enter Data  (Cont’d)



A/P Check Payment History Purge - Input Prompts  (Cont’d)



Enter Ending Check Date



Enter the ending check date.  Whatever was entered as the beginning date displays as the default ending date.  A carriage return accepts the default.  This can be overridden, if desired.  Entering a date that is less than the beginning date produces the prompt Beginning Date Greater Than Ending Date.  Entry of an invalid date produces the prompt Invalid Date -- Enter Again.  In both cases the cursor returns for reinput.  Only check payment records of vouchers found in the GLHist File with a check date within or equal to the specified range have the history record purged.  (MMDDYY)



Enter Beginning Check Number, Or A’ll



Enter a specific or beginning range of check numbers.  Enter an A for all checks found in the G/L History File.  When specifying checks, only check payment records of vouchers found in the GLHist File with check numbers within the specified range have the history record purged.  (8 Digits or A)



Enter Ending Check Number



If a specific or beginning range of check numbers were entered, the cursor stops at this prompt.  Whatever was entered as the beginning check number displays as the default ending number.  A carriage return accepts the default.  This can be overridden, if desired.  Entering a check number that is less than the beginning check number produces the prompt Beginning Check Number Greater Than Ending.  The cursor returns for reinput.  (8 Digits)



Print Hard Copy Of The Purge? (Y/N)



Enter Y for yes to print a hard copy of all of the Check Payment history records that are purged.  All records that are purged are printed.  Enter N for no to not print a hard copy.

�AP Invoice/Check History Purge  (Cont’d)





Enter Data  (Cont’d)



A/P Check Payment History Purge - Input Prompts  (Cont’d)



The following prompt appears after completing the print option.



OK To Continue?  (Y/N)
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                         Delete Check History Records                          

                                                                               

              Enter Beginning Check Date                1/01/95                

              Enter Ending Check Date                   5/31/95                

                                                                               

              Enter Beginning Check Number, Or A'll    A                       

              Enter Ending Check Number                                        

                                                                               

                                                                               

              Print Hard Copy Of The Purge (Y/N)    Y                          

                                                                               

                                                                               

              OK To Continue?  (Y/N)                                           

                            Enter '^' To Back Up One Field; Enter '/' To Cancel



Enter a Y for yes to accept the input.  Once a Y is input this screen cannot be returned to.  The purge processing begins.  Enter N for no to return to the Enter Beginning Check Date prompt for reinput.  Remember a slash / exits the purge.



�AP Invoice/Check History Purge  (Cont’d)





Enter Data  (Cont’d)



A/P Invoice History And Check Payment Purge - Input Prompts



When the Accounts Payable Invoice History purge and the Check Payment History purge are both selected, the screen on page 534 appears.  This is using the B for both option on the purge selection screen.  This option is handy when you always want to purge the Invoice And Payment history at the same time.  Note, whether an invoice is paid and has a Check Payment history record has no bearing on if the A/P Invoice history is purged.  Thus the payment history can be kept later than the actual invoice detail or vice versa, if desired.  These prompts provide selection of what A/P Invoice history records and Check Payment history records are to be deleted from the system.  They select the population that is to be purged.  The corresponding General Ledger distribution or GLHistory is also purged.  During the input an up arrow ^ to go back one space is allowed.  A slash / to cancel exits the purge program and returns the cursor to the A/P menu.  This occurs even if the other purges were selected.� XE "Invoice/Check History Purge:A/P Invoice And Check Payment History Purge:Input Prompts" \r "hpurge8" �� XE "Invoice/Check History Purge:A/P Invoice And Check Payment History Purge:Relationship Between The Two Purges" �



Thought should be made as to the entrance of the date ranges when running the A/P History Purge and the Check Payment Purge together or separately.  What purges is strictly based on the input, they do not interact with each other.  This means that an invoice does not have to have a payment record for it to be purged from the A/P History File.  It also means the payment record could be purged and the A/P Invoice Detail History record not purged.  The payment record purges regardless if the A/P Invoice history record exists or not and vice versa.  However, internally for your company you probably do want them to interact.  You want to enter proper invoice and check dates so the history is meaningful.  As an example, if you have an invoice with an invoice date of 02/01/95 and the payment date is 03/04/95.  It is now 05/01/96.  You only want to keep a year’s worth of history.  If you ran the Check Payment History purge for a check date of 01/01/95 to 04/30/95 the payment record would purge out of the history.  However, if you than did not run the A/P Invoice History Purge for the same date range or not at all, the invoice detail would display in the A/P Invoice Inquiry but would not reflect the payment, thus showing an incorrect balance.  Also keep in mind that most payments are later than the invoice date, thus the invoice detail may be purged but the payment record remains.  This allows you to still view the payment records so if an inquiry is made on an older record the invoice detail may not be there but the payment record is.  Most of you will want to keep at least a year’s worth of invoice detail and payment history.

�AP Invoice/Check History Purge  (Cont’d)





Enter Data  (Cont’d)



A/P Invoice History And Check Payment Purge - Input Prompts  (Cont’d)



Enter Beginning Invoice Date
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    Delete A/P And Check History With Associated G/L Posting History Records   

                                                                               

              Enter Beginning Invoice Date                                     

              Enter Ending Invoice Date                                        

                                                                               

              Enter Beginning Vendor Number, Or A'll                           

              Enter Ending Vendor Number                                       

                                                                               

              Enter Beginning Voucher Number, Or A'll                          

              Enter Ending Voucher Number                                      

                                                                               

              Enter Beginning Check Date                                       

              Enter Ending Check Date                                          

                                                                               

              Enter Beginning Check Number, Or A'll                            

              Enter Ending Check Number                                        

                                                 Enter '/' To Cancel           



Enter a specific or beginning range of invoice dates.  This is the invoice or manual check or credit/debit memo date entered during the input of the invoice or manual check or credit/debit memo, and is stored in the APHistory File.  Entry of an invalid date produces the prompt, Invalid Date -- Enter Again.  The cursor returns for reinput.  This prompt does not affect the Check Payment History purge.  (MMDDYY)



Enter Ending Invoice Date



Enter the ending invoice date.  Whatever was entered as the beginning date displays as the default ending date.  A carriage return accepts the default.  This can be overridden if desired.  Entering a date that is less than the beginning date produces the prompt Beginning Date Greater Than Ending Date.  Entry of an invalid date produces the prompt Invalid Date -- Enter Again.  In both cases the cursor returns for reinput.  Only invoices, manual checks, and credit/debit memos found in the APHist File with an invoice date within or equal to the specified range have the A/P Invoice history record purged.  (MMDDYY)

�AP Invoice/Check History Purge  (Cont’d)





Enter Data  (Cont’d)



A/P Invoice History And Check Payment Purge - Input Prompts  (Cont’d)



Enter Beginning Vendor Number, Or A’ll



Enter a specific or beginning range of vendor numbers.  Enter an A for all vendors found in the A/P History File.  When specifying vendors, only invoices, manual checks, and credit/debit memos found in the APHist File with vendor numbers within the specified range have the history record purged.  This prompt does not affect the Check Payment History purge.  (8 Digits or A)



Ending Vendor Number



If a specific or beginning range of vendors was entered the cursor stops at this prompt.  Whatever was entered as the beginning vendor displays as the default ending vendor.  A carriage return accepts the default.  This can be overridden, if desired.  Entering a vendor number that is less than the beginning vendor produces the prompt Beginning Vendor Number Greater Than Ending.  The cursor returns for reinput.  (8 Digits)



Enter Beginning Voucher Number, Or A’ll



Enter a specific or beginning range of voucher numbers.  When an invoice, manual check, or credit/debit memos are entered into the Accounts Payable system, a voucher number is assigned.  Enter an A for all voucher numbers found in the APHistory File.  When specifying voucher numbers, only history records with voucher numbers found in the APHist File within the specified range are purged.  This prompt does not affect the Check Payment History purge.  (8 Digits Or A)



Enter Ending Voucher Number



If a specific or beginning range of voucher numbers was entered, the cursor stops at this prompt.  Whatever was entered as the beginning voucher number displays as the default ending number.  A carriage return accepts the default.  This can be overridden, if desired.  Entering a number that is less than the beginning voucher number produces the prompt Beginning Voucher Number Greater Than Ending.  The cursor returns for reinput.  (8 Digits)

�AP Invoice/Check History Purge  (Cont’d)





Enter Data  (Cont’d)



A/P Invoice History And Check Payment Purge - Input Prompts  (Cont’d)



Enter Beginning Check Date



Enter a specific or beginning range of check dates.  This is the check date that was assigned to the payment record during A/P Check Writing, Check Writing Conversion, and Manual Check Entry, and is stored in the GLHistory File.  Entry of an invalid date produces the prompt Invalid Date -- Enter Again.  The cursor returns for reinput.  This prompt does not affect the A/P Invoice History purge.  (MMDDYY)



Enter Ending Check Date



Enter the ending check date.  Whatever was entered as the beginning date displays as the default ending date.  A carriage return accepts the default.  This can be overridden, if desired.  Entering a date that is less than the beginning date produces the prompt Beginning Date Greater Than Ending Date.  Entry of an invalid date produces the prompt Invalid Date -- Enter Again.  In both cases the cursor returns for reinput.  Only check payment records of vouchers found in the GLHist File with a check date within or equal to the specified range have the history record purged.  (MMDDYY)



Enter Beginning Check Number, Or A’ll



Enter a specific or beginning range of check numbers.  Enter an A for all checks found in the G/L History File.  When specifying checks, only check payment records of vouchers found in the GLHist File with check numbers within the specified range have the history record purged.  This prompt does not affect the A/P Invoice History purge.  (8 Digits or A)



Enter Ending Check Number



If a specific or beginning range of check numbers were entered, the cursor stops at this prompt.  Whatever was entered as the beginning check number displays as the default ending number.  A carriage return accepts the default.  This can be overridden, if desired.  Entering a check number that is less than the beginning check number produces the prompt Beginning Check Number Greater Than Ending.  The cursor returns for reinput.  (8 Digits)

�AP Invoice/Check History Purge  (Cont’d)





Enter Data  (Cont’d)



A/P Invoice History And Check Payment Purge - Input Prompts  (Cont’d)



Print Hard Copy Of The Purge? (Y/N)



Enter Y for yes to print a hard copy of all of the A/P Invoice and Check Payment history records that are purged.  All records that are purged are printed.  Enter N for no to not print a hard copy.  When a hard copy is selected the following option displays.



Form Feed For Each Vendor?  (Y/N)
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    Delete A/P And Check History With Associated G/L Posting History Records   

                                                                               

              Enter Beginning Invoice Date              1/01/95                

              Enter Ending Invoice Date                 5/31/95                

                                                                               

              Enter Beginning Vendor Number, Or A'll   A                       

              Enter Ending Vendor Number                                       

                                                                               

              Enter Beginning Voucher Number, Or A'll  A                       

              Enter Ending Voucher Number                                      

                                                                               

              Enter Beginning Check Date                  1/01/95              

              Enter Ending Check Date                     5/31/95              

                                                                               

              Enter Beginning Check Number, Or A'll    A                       

              Enter Ending Check Number                                        

              Form Feed For Each Vendor?  (Y/N)                                



Enter a Y for yes to print a new page for each different vendor included on the purge printout.  Enter N for no to not form feed to a new page for each new vendor.



The following prompt appears after completing the print option.



OK To Continue?  (Y/N)



Enter a Y for yes to accept the input.  Once a Y is input this screen cannot be returned to.  The purge processing begins.  Enter N for no to return to the Enter Beginning Invoice Date prompt for reinput.  Remember a slash / exits the purge.

�AP Invoice/Check History Purge  (Cont’d)





Enter Data  (Cont’d)



Once all of the inputs are completed the processing begins.  During the processing which purge is running is displayed.  After all of the processing is completed the screen displays how many records are deleted from each different purge.  In the following example all three purges were run.  The prompt Press ‘RETURN’ To Continue displays.  A carriage return exits the purge.
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              AP History Serial Number Records Deleted:        100             

              AP History Invoice Header Records Deleted:        78             

              AP History Invoice Line Records Deleted:         147             

              AP History G/L Posting Records Deleted:          300             

              AP History Check Records Deleted:                400             

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

          Press 'RETURN' To Continue                                           



AP History Serial Number Records Deleted  List the number of receipt records purged.



AP History Invoice Header Records Deleted  Lists the number of invoice and manual check invoices and credit/debit memos purged.



AP History Invoice Line Records Deleted  Lists the number of items included on purchase order invoices that purged.



AP History G/L Posting Records Deleted  Lists the number of General Ledger expense distributions included on purchase order and non-purchase order invoices and manual checks and credit/debit memos that purged.



AP History Check Records Deleted  Lists the number of vouchers included on the check payment records that purged.

�AP Invoice/Check History Purge  (Cont’d)





Results



Serial Number Receipt History Purge

� XE "Invoice/Check History Purge:Serial Number Receipt History Purge:Information Included" \r "hpurge9" �

The Serial Number Receipt History records purge based on the input entered at the prompts.  This is date received range, purchase order number range, vendor number range, item number range, serial number range, and receiving warehouse number range.  All information is stored in the APHistory File.  The order the serial numbers are displayed or printed is based on which sort was selected.  All sorts include the same information for each serial number.  Following is the information per serial number that is included.  All information is from the APHist File unless noted and is as of the time of the entry of the serial number into inventory through P.O. Receipts.  See page 541 for a sample purge printout.  This is using sort number 1.



Date Rec’d  The date that was entered as the date received when the serial number was received into inventory in the program P.O. Receipts.



Item Number  The full item number of the machine.



Serial Number  The full serial number of the machine.



P.O. Number  The purchase order number that the serial number was received on.

�AP Invoice/Check History Purge  (Cont’d)





Results  (Cont’d)



Serial Number Receipt History Purge  (Cont’d)



Line No.  The line number assigned to that item on the purchase order.  Note, this can be matched with the line numbers on the A/P Invoice for the purchase order when viewing the invoice in A/P Invoice Inquiry.



WH  The warehouse the machine was received into.



Machine ID No.  The machine ID number.



Warr. Exp:  The warranty expiration date.



Initial Meter  The initial meter reading.



Machine Cost  The cost that was entered for the serial number at the time of the receipt.



Used Mach  A Y for yes or a N for no on was this a used machine.



Vendor  The vendor number.  On some of the sorts the vendor name is included also.  Note, the vendor name is from the Vendor File.



Note, if the same item/serial number ever appears more than once that possibly indicates the receipt was entered more than once.  The first receipt was probably deleted and re-entered.

�AP Invoice/Check History Purge  (Cont’d)





Results  (Cont’d)



Serial Number Receipt History Purge  (Cont’d)

� XE "Invoice/Check History Purge:Serial Number Receipt History Purge:Sample Report" �

Following is a sample printout of the purge.  This is using the sort 1, vendor number, date received, item number, and serial number order.



 6/27/96                                            SERIAL NUMBER PURGE REPORT                                     PAGE     1 

DATE REC'D = 12/12/95   ALL VENDORS         ALL P.O. NUMBERS  ALL ITEM NUMBERS        ALL SERIAL NUMBERS                      

          TO 12/13/95                                                                                                         

                                                                                                                              

                                                                                                                              

  DATE                                              P.O.    LINE         MACHINE      WARR.   INITIAL   MACHINE   USED        

  REC'D   ITEM NUMBER        SERIAL NUMBER         NUMBER   NO.     WH   ID NO.     EXP DATE    METER     COST     MACH       

                                                                                                                              

                                                                                                                              

                                                                                                                              

VENDOR:        1  OFFICE PRODUCTS INC                                                                                         

                                                                                                                              

12/12/95  100                326500                   4626     1     1  211110       1/01/96       10   2010.00     N         

                                                                                                                              

                                                                                                                              

VENDOR:      100  OTTO CORP.                                                                                                  



12/13/95  100                212121                   4624     1     1  1234567890   1/01/96      100   2010.00     N 

                                                                                                                      

12/13/95  SF90               103500                   4624     2     2  3206500001   1/01/97      150    805.00     N 

                                                                                                                      

12/13/95  SF90               155506                   4624     2     1  3250666440   1/01/97     1066    805.00     N 

                                                                                                                      

                                                                                                                      

VENDOR:      105  OTTO SUPPLY COMPANY                                                                                 

                                                                                                                      

12/13/95  100                CV532                    4620     3     1                              0   2000.00     N 

                                                                                                                      

                                                                                                                      

VENDOR:     1000  TAYLOR CORPORATION                                                                                 

                                                                                                                      

12/13/95  100                326509                   4625     1     2  32500EE      5/01/96    10300   2000.00     Y 

                                                                                                                      

12/13/95  100                3565003                  4625     1     2  65565000E    1/01/96       32   2000.00     N 

                                                                                                                     

12/13/95  2110A              2265044                  4625     2     2  101600D      1/01/96       10    650.00     N

                                                                                                                     

12/13/95  2110A              3236550                  4625     2     2  16500066     1/01/96       10    650.00     N

                                                                                                                     

                                                                                                                     

END OF SERIAL NUMBER PURGE REPORT                                                                                    

�AP Invoice/Check History Purge  (Cont’d)





Results  (Cont’d)



A/P Invoice History Purge  

� XE "Invoice/Check History Purge:A/P Invoice History Purge:Information Included" \r "hpurge10" �

The Accounts Payable Invoice History records purge based on the input entered at the prompts.  This is invoice date range, voucher number range, and vendor number range  All information is stored in the APHistory File.  The corresponding General Ledger expense distributions also purge.  This information is stored in the GLHistory File.  Purchase order and non-purchase order invoices and manual checks are purged.  The purged invoices print in vendor number order, smallest to largest vendor number, then voucher control number order than invoice number order.



The following is printed for purchase order invoices and manual check invoices.

� XE "Invoice/Check History Purge:A/P Invoice History Purge:Sample Report" �

              ACCOUNTS PAYABLE HISTORY PURGE REPORT          RUN ON  6/27/96          PAGE   4

PURGE INVOICES DATED: 3/01/95 THROUGH 3/31/95     ALL VENDORS               ALL VOUCHERS      



VENDOR      105 OTTO SUPPLY COMPANY            CONTROL #    19738                                                        

INVOICE: N7U543               INVOICE DATE  3/10/95  P.O. #     4837                                                     

INVOICE AMOUNT     1600.00    DUE DATE      3/20/95  DISCOUNT AMOUNT      32.00                                          

                              ACCOUNT:   519910  AMOUNT:       62.50                     DESCRIPTION: FREIGHT CHG PO 4837

LINE ITEM NUMBER        UM   PM   QTY   QTY  PRIOR CURRENT        UNIT COST             EXTENDED COST                      

                                  ORD REC'D  INV'D   INV'D     QUOTED     ACTUAL      QUOTED      ACTUAL                   

   1 ITEM-G             EA    1    10     5      0       5     7.5000     7.5000       37.50       37.50                    

                              ACCOUNT:   112400  AMOUNT:       37.50                     DESCRIPTION: OTTO SUPPLY COMPANY 

   4 2110A              EA    1     3     1      0       1  1500.0000  1500.0000     1500.00     1500.00                    

                              ACCOUNT:   112300  AMOUNT:     1500.00                     DESCRIPTION: OTTO SUPPLY COMPANY 

                                                                                                                          

VENDOR      105 OTTO SUPPLY COMPANY            CONTROL #    19742                                                         

INVOICE: J8754                INVOICE DATE  3/25/95  P.O. #     4837                                                      

INVOICE AMOUNT     3355.00    DUE DATE      4/24/95  DISCOUNT AMOUNT      67.10                                           

                              ACCOUNT:   519910  AMOUNT:      162.50                     DESCRIPTION: FREIGHT CHARGE      

LINE ITEM NUMBER        UM   PM   QTY   QTY  PRIOR CURRENT        UNIT COST             EXTENDED COST                       

                                  ORD REC'D  INV'D   INV'D     QUOTED     ACTUAL      QUOTED      ACTUAL                    

   1 ITEM-G             EA    1    10    10      5       5     7.5000     7.5000       37.50       37.50                    

                              ACCOUNT:   112400  AMOUNT:       37.50                     DESCRIPTION: OTTO SUPPLY COMPANY 

   2 ITEM-A             CS    2     3     3      0       3    21.0000    21.0000       63.00       63.00                   

                              ACCOUNT:   112400  AMOUNT:       63.00                     DESCRIPTION: OTTO SUPPLY COMPANY

   3 SUPPLY1            EA    1     4     4      0       4    22.0000    23.0000       88.00       92.00                   

                              ACCOUNT:   112400  AMOUNT:       92.00                     DESCRIPTION: OTTO SUPPLY COMPANY

   4 2110A              EA    1     3     3      1       2  1500.0000  1500.0000     3000.00     3000.00                   

                              ACCOUNT:   112300  AMOUNT:     3000.00                     DESCRIPTION: OTTO SUPPLY COMPANY



VENDOR  The vendor number and full name assigned to the invoice.  This is from the APHist File.  The name is at the time of the input of the invoice.  Thus on invoices assigned to the miscellaneous vendor, the name entered on the invoice appears.  By using the APHist File, deleting a vendor from the Vendor File has no affect on the display of the vendor’s name.



CONTROL #  The voucher control number.  This is from the APHistory File.



INVOICE:  The complete invoice number from the APHistory File.

�AP Invoice/Check History Purge  (Cont’d)





Results  (Cont’d)



A/P Invoice History Purge  (Cont’d)



INVOICE DATE  The invoice date from the APHistory File.



P.O. #  The purchase order number from the APHistory File.



INVOICE AMOUNT  The total invoice amount, including discount, from the APHistory File.



DUE DATE  The invoice due date from the APHistory File.



DISCOUNT AMOUNT  The discount amount entered when the invoice was created.  This is not necessarily the amount of discount taken if the invoice has been paid.  This is from the APHistory File.



ACCOUNT:  AMOUNT:  On purchase order invoices if any additional charges were entered on the invoice the General Ledger Account number and amount distributed is printed.  This prints after the header information and before the purchase order items that were invoiced.



***VOID***  This prints next to the P.O. # if the invoice or credit/debit memo was voided.



For each item included on the invoice the following is printed.



LINE  This is the line number assigned to the item on the purchase order.



ITEM NUMBER  This is the item number stored in the APHistory File.  All 18 characters display.  This is not the Vendor Item Number.



UM  The unit of measure of the item on the purchase order.



PM  The pack multiple of the item on the purchase order.



QTY ORD  The total quantity ordered at the time the invoice was created.



QTY REC’D  The total quantity received at the time the invoice was created.
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A/P Invoice History Purge  (Cont’d)



PRIOR INV’D  The quantity that was invoiced on other invoices at the time the invoice was created.



CURRENT INV’D  The quantity that was invoiced on the displayed invoice.



UNIT COST

QUOTED  The P.O. Quoted cost of a quantity of 1, at the time the invoice was created.

ACTUAL  This is the actual cost for a quantity of 1, that was accepted on the displayed invoice.  Thus this is the invoiced cost.  Both unit costs print the 4 decimal positions.



Extended Cost:  The extended cost of the quoted and actual cost.  This is Current Inv’d times the unit cost.  Note, on the example the different quoted and actual costs on item Supply1.  The extended cost is only 2 decimal positions.



All of the G/L expense distributions entered per item, on the purged invoice, are listed.  The distributions are from the GLHistory File.



ACCOUNT  The G/L account number.



AMOUNT  The amount distributed.



ACCOUNT NAME  This is the name of the account from the current Chart File.  Account name is not stored in the GLHistory File.



SPECIAL DESCRIPTION  This is the special description entered on the invoice for the G/L distribution.

�AP Invoice/Check History Purge  (Cont’d)





Results  (Cont’d)



A/P Invoice History Purge  (Cont’d)



The following is printed for non-purchase order invoices and manual checks and credit and debit memos.

� XE "Invoice/Check History Purge:A/P Invoice History Purge:Sample Report" �

              ACCOUNTS PAYABLE HISTORY PURGE REPORT          RUN ON  6/27/96          PAGE   2                    

PURGE INVOICES DATED: 3/01/95 THROUGH 3/31/95     ALL VENDORS               ALL VOUCHERS                          

                                                                                                                  

                                                                                                                  

VENDOR        8 PAUL'S PRETTY GOOD PC'S        CONTROL #    19740                                                 

INVOICE: C43                  INVOICE DATE  3/10/95  P.O. #        0                                              

INVOICE AMOUNT      198.65    DUE DATE      3/10/95  DISCOUNT AMOUNT        .00                                   

                              ACCOUNT:   111102  AMOUNT:      198.65                     DESCRIPTION: 2 USED CRTS 





              ACCOUNTS PAYABLE HISTORY PURGE REPORT          RUN ON  6/27/96          PAGE   3               

PURGE INVOICES DATED: 3/01/95 THROUGH 3/31/95     ALL VENDORS               ALL VOUCHERS                     

                                                                                                             

                                                                                                             

VENDOR      100 OTTO CORP.                     CONTROL #    19736                                            

INVOICE: V43E                 INVOICE DATE  3/05/95  P.O. #        0                                         

INVOICE AMOUNT       56.00    DUE DATE      3/20/95  DISCOUNT AMOUNT       1.12                              

                              ACCOUNT:   611100  AMOUNT:       56.00                     DESCRIPTION: BINDERS

VENDOR      100 OTTO CORP.                     CONTROL #    19741                                               

INVOICE: 31095                INVOICE DATE  3/05/95  P.O. #        0                                            

INVOICE AMOUNT      120.34    DUE DATE      3/20/95  DISCOUNT AMOUNT       2.41                                 

                              ACCOUNT:   611100  AMOUNT:      100.00                     DESCRIPTION: CALCULATOR

                              ACCOUNT:   612300  AMOUNT:       20.34                     DESCRIPTION: PENS      

 



             ACCOUNTS PAYABLE HISTORY PURGE REPORT          RUN ON  6/27/96          PAGE   5                          

PURGE INVOICES DATED: 3/01/95 THROUGH 3/31/95     ALL VENDORS               ALL VOUCHERS                                

                                                                                                                        

                                                                                                                        

VENDOR   999999 HOMER PRINTING CO.             CONTROL #    19739                                                       

INVOICE: 31095                INVOICE DATE  3/10/95  P.O. #        0                                                    

INVOICE AMOUNT      200.00    DUE DATE      3/10/95  DISCOUNT AMOUNT        .00                                         

                              ACCOUNT:   612300  AMOUNT:      200.00                     DESCRIPTION: HOMER PRINTING CO.



VENDOR  The vendor number and full name assigned to the invoice.  This is from the APHist File.  The name is at the time of the input of the invoice.  Thus on invoices assigned to the miscellaneous vendor, the name entered on the invoice appears.  By using the APHist File, deleting a vendor from the Vendor File has no affect on the display of the vendor’s name.



CONTROL #  The voucher control number.  This is from the APHistory File.



INVOICE:  The complete invoice number from the APHistory File.



INVOICE DATE  The invoice date from the APHistory File.



INVOICE AMOUNT  The total invoice amount, including discount, from the APHistory File.



DUE DATE  The invoice due date from the APHistory File.
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A/P Invoice History Purge  (Cont’d)



DISCOUNT AMOUNT  The discount amount entered when the invoice was created.  This is not necessarily the amount of discount taken if the invoice has been paid.  This is from the APHistory File.



***VOID***  This prints next to the P.O. # field, if the invoice or credit/debit memo was voided.



All of the G/L expense distributions entered on the purged invoice are listed.  The distributions are from the GLHistory File.



ACCOUNT  The G/L account number.



AMOUNT  The amount distributed.



ACCOUNT NAME  This is the name of the account from the current Chart File.  Account name is not stored in the GLHistory File.



SPECIAL DESCRIPTION  This is the special description entered on the invoice for the G/L distribution.
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Results  (Cont’d)



Check Payment History Purge



The Check Payment History records purge based on the input entered at the prompts.  This is check date range, and check number range.  All information is stored in the GLHistory File.  There is a Check Payment History record for each voucher included on a check issued through A/P Check Writing and Check Writing Conversion.  There is also one Check Payment History record for each manual check issued.

� XE "Invoice/Check History Purge:Check Payment History Purge:Information Included" \r "hpurge11" �

The following is printed for each voucher included on a regular or manual check.



                      ACCOUNTS PAYABLE CHECK HISTORY PURGE                RUN ON  6/28/96     PAGE   1 

                                                                                                       

CHECKS DATED  3/01/95 TO  3/31/95        ALL CHECKS                                                    

                                                                                                       

 CHECK # CHECK DATE CONTROL # VENDOR INVOICE          DISCOUNT PAYMENT AMOUNT     CHECK STUB MESSAGE   

                                                                                                       

    8095    3/10/95    19740  C43                          .00         198.65     MANUAL CHECK ENTRY   

                                                                                                       

    8097    3/21/95    19737  X3WE45                       .00         375.00                          

                                                                                                       

    8098    3/21/95    19736  V43E                        1.12          54.88                          

                                                                                                       

    8098    3/21/95    19741  31095                       2.41         117.93                          

                                                                                                       

    8099    3/21/95    19738  N7U543                     32.00        1568.00     P.O#4837             

                                                                                                       

    8100    3/21/95    19739  31095                        .00         200.00                          



 END OF PURGE REPORT

� XE "Invoice/Check History Purge:Check Payment History Purge:Sample Report" �

check #  the check number.



check date  The check date.



Control #.  The voucher control number of the record that was included on the check.



vendor invoice  The full 20 character invoice or credit/debit memo number of the record that was included on the check.



Discount This is the actual discount amount that was taken on the check for the individual invoice/credit/debit memo.  This is the amount that was credited to the discount account.



payment Amount The net amount paid on the check for that individual invoice/credit/debit memo.  This is the amount that was credited to the cash account.
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Check Payment History Purge



Check Stub Message  Messages that were entered during A/P Check Writing.  A message manual check entry prints if the check was a manual check.



*voided check*  If the check was voided this prints.



Note, when the A/P Invoice History and Check Payment History purges are run together each purge prints the purged data separately.  There are no differences in the purge printouts.
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Purge Check File



Purge Check File is found on the A/P File Maintenance menu, 3-7.  The purge program purges all checks that have been cleared, thus having a date paid.  The checks purge if the check date is less than the entered transaction date and there is a date paid.  Also checks with a check date less than the entered transaction date and are marked as voided check will purge.  The report that prints the purged checks now prints the full 25 character vendor name.



Initialize Indexes



Initialize Indexes is found on the A/P File Maintenance menu, 3-10.  This is the final purge that is performed during the A/P End of Month Processing procedures.  The A/P Transaction Register should only include entries since the last time Initialize Indexes was run.  An internal change was made that marks records in the APSAJD file as being last month transactions.  This prevents transactions from prior months from printing on the A/P Transaction Register when printing all or a specific day.  This was necessary due to internal file handling changes on the APSAJD File.  



The processing time of this program is extremely fast.  Thus when it has completed the following prompt appears.



Press ‘CR’ To Continue



                            Initialize Index Files                   

                                                                     

                            P'roceed  C'ancel  P                     

                                                                     

                             Processing Complete                     

                                                                     

                                                                     

                                                                     

                                                                     

         Press 'CR' To Continue                                      

                                                                     



A carriage return exits the program.  The purge is completed.



�Accounts Payable  (Cont’d)

Accounts Payable Reports
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                       LA CROSSE MANAGEMENT SYS, TESTING                        

                                                                                

                           Accounts Payable Reports                             

                                                                                

    1  Vendor List                     13  Purchase Journal by Vendor           

    2  Chart of Accounts - Master      14  Purchase Journal by Voucher          

    3  Chart of Accounts - Summary     15  Purchase Analysis by Vendor          

    4  Vendor Name/Address Labels      16  Purchase Analysis by Volume          

    5  Cash Requirements by Due Date   17  Paid Invoice Register                

    6  Cash Requirements by Vendor     18  Voucher Number Report                

    7  Expense Distribution            19  Vendor - Item Listing                

    8  Transaction Register            20  Product Class Assoc. Listing         

    9  Check Register                                                           

   10  Cleared Check Register                                                   

   11  Outstanding Check Register                                               

   12  Aged Trial Balance                                                       

                                                                                

                                  Procedure:                                    

                                                                                

                                                                                

                                   11:21                                        
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Vendor Name/Address Labels



Introduction



A new label printing program, Vendor Name/Address Labels, has been added to the Accounts Payable Reports Menu, 4-4.  The purpose of the program is to print labels of your Vendor File for mailing purposes or marking a file folder.  The labels can be printed in either numeric or alphabetical order.  The labels print the complete name and address of the vendor and also include the vendor number.  The vendor contact names can also be included.



The labels that you must use are 3 1/2” by 15/16” one across standard computer labels.  The print size can be either 10 CPI or 17 CPI.



Enter Data



The ESC escape key may be entered to interrupt the printing or input.



Do You Want The Labels In A'lphabetical Or N'umerical Order?



                      Vendor Name And Address Labels                       

                                                                           

                                                                           

                                                                           

    Do You Want The Labels In A'lphabetical Or N'umerical Order?           

                                                                           

                                                                           

                              Press 'ESC' To Interrupt                     



Enter A for alphabetical to have the labels print in alphabetical vendor name order.  Enter N for numeric to have the labels print in vendor number order.
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Enter Data  (Cont’d)



Include A'P Contact Name, P'O Contact Name, Or N'one



                       Vendor Name And Address Labels                          

                                                                               

                                                                               

     Do You Want The Labels In A'lphabetical Or N'umerical Order?  A           

                                                                               

     Include A'P Contact Name, P'O Contact Name, Or N'one                      

                                                                               

                                                                               

                               Press 'ESC' To Interrupt                        



Enter A to include the A/P contact name on the label.  Enter P to include the PO contact name on the label.  These contact names are from the Vendor File.  N for none will print no contact name and a blank space will not print on the label where the contact name would normally print.



Print The Alignment Pattern?  Y'es, B'ypass, Or C'ancel



Enter C to cancel the program and return to the menu.  Enter B to bypass the alignment pattern and the program will continue on.  A P to proceed prints the alignment pattern.  The following prompt appears.



Are The Labels Properly Aligned?  Y'es/N'o



Enter N for no to return to the alignment prompt.  A Y for yes continues the program on.
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Results



The labels prints all the vendors either in alphabetical or numeric order.  The complete name and address of each vendor is included.  If you choose to have a contact name print on the label it will print under the vendor name.  The PO contact name is field 7 in Vendor File Maintenance.  The A/P contact name is field 10 in Vendor File Maintenance.  The vendor number prints on all labels whether or not you choose to print them in alphabetical order or numeric.  The following is an example of labels with the PO contact name included.



106 OFFICE PRODUCTS WORLDWIDE        

        MARK TANNER                      

        90056 NORTH LANE                 

        P.O. BOX 87543                   

        MINNEAPOLIS  MN  54377111        

                                       

100 OTTO CORP.                       

       JOHN DOE                         

       500 NORTH SHORE DRIVE            

       P.O. BOX 23478                   

       CHICAGO,  IL  555552222          



105 OTTO SUPPLY COMPANY                     

        JOHN MAC KENZIE                         

        900 VALLEY ST                     

        P.O. BOX 9987                     

        CHICAGO   IL  555552222           

                                         

444 PANASONIC USA                     

       YOSHI CHANG                            

       2369 WHITE PLAZA                  

       PARAMUS, NJ 07351                 
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Cash Requirements Index Build

Cash Requirements By Vendor 

Cash Requirements By Due Date



Cash Requirements By Vendor is found on the Accounts Payable Reports menu, 4-6.  Cash Requirements By Due Date is found on the Accounts Payable Reports menu, 4-5.  The Cash Requirements Index Build is no longer necessary to generate, prior to printing the Cash Requirements By Vendor and Due Date reports.  Thus the index build program has been removed from the menu.  The reports build their own indexes.  



With the rewriting of the Credit and Debit Memo programs a due date can now be entered for a credit or debit memo.  The Cash Requirements by Vendor lists the invoices and credits for a vendor in due date order, thus it is possible that a credit or debit memo that is linked to an invoice will not print immediately following the invoice.  This occurs if the due date of the credit is different than the invoice it is linked to.



A new option, to only include the invoices that have been flagged for payment by due date, has been added to the Cash Requirements By Vendor report.  Invoices can be automatically flagged for payment in the Cash Requirements By Due Date report.  The new option is as follows.



 List A'll Invoices, Or Only Those F'lagged For Payment By Due Date     



2/16/96                 Cash Requirements By Vendor                      18:07

                                                                              

                                                                              

   List A'll Invoices, Or Only Those F'lagged For Payment By Due Date         

                                                                              



Enter an A for all to include all open invoices and credit and debit memos, regardless of their due date.  Enter F to only include invoices and credit memos that have been flagged for payment on a check through the Cash Requirements By Due Date Report.  When invoices have been flagged for payment they are assigned a P as the payment status code.  Thus when printing the report to only include invoices flagged only records with a P for the payment status code are included.  

�Cash Requirements By Due Date  (Cont’d)





The Cash Requirements By Due Date’s screen format has been changed to the standard small letter format.  The program will no longer flag any vouchers for payment, on an individual vendor, that would produce a negative check.  Thus if the records that are due net to a negative amount, due to more credits than debits, the records are included on the report but are not flagged for payment.  Also note that records assigned to the miscellaneous vendor, 999999, are included on the report, if they fall within the due date parameters, but they are never flagged for payment.  Because of this two additional totals have been added at the end of the report.  They are as follows.



TOTAL NOT FLAGGED  This is the total amount of records that are included on the report as being within the due date parameters but are not flagged for payment.  Thus when running the report only version, prior to flagging vouchers, this may be the total of all of the included vouchers.  This will also be the case when clearing the payment status.  A record with the payment status code of P is considered flagged.  When printing the version that does the flagging, amounts included in this total will be the records included on the report but not flagged.  This will be the miscellaneous vendor and also any due records that would have produced a negative check.



TOTAL FLAGGED  This is the total amount of records that have been flagged for payment.  Thus when clearing the status or running report only, prior to flagging the vouchers, this may be zero.  When flagging the vouchers this is the amount that was assigned a P as the payment status.  These will be paid automatically when printing checks by due date in the A/P Check Writing program.



The amount in total not flagged and total flagged equal the REPORT TOTAL.



     1/29/96   DUE DATE TOTAL    3 TRANSACTIONS    722.00     .00     1.12    722.00         

               RUNNING TOTAL    50 TRANSACTIONS  22136.24     .00    194.12 22136.24         

                                                                                                                                    

                                                                                                                                    

             TOTAL NOT FLAGGED   3 TRANSACTIONS     33.68     .00       .00    33.68         

             TOTAL FLAGGED      47 TRANSACTIONS  22102.56     .00    194.12  2102.56         

                                                                                                                                    

                                                                                                                                    

              REPORT TOTAL      50 TRANSACTIONS  22136.24     .00    194.12  2136.24         

   EXPLANATION OF CODES                                                                                                             

H = HOLD PAYMENT                                                                                                                    

P = OK TO PAY                                                                                                                       

Y = PARTIAL PAYMENT HAS BEEN MADE                                                                                                   
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Expense Distribution



The Expense Distribution Report is found on the A/P Report menu, 4-7.  The report includes all of the G/L expense distributions entered on A/P invoices, credit and debit memos, manual checks and the Expense Distribution program.  This is all of the AP G/L source code transactions.  Also included are the PT , procedure totals, G/L source code transactions.  This includes the posting of the entries to the Cash and Discount accounts on manual checks and the Accounts Payable account on A/P invoices and credit and debit memos.  Voids are included.  



When an A/P invoice is paid through A/P Check Writing or Check Writing conversion, the Accounts Payable account is debited, and the cash or checking and discount accounts are credited in the G/L files.  This entry is assigned a G/L source code of GL.

Prior to Revision 11 the GL check payment source codes were not included on the A/P Expense Distribution Report.  With this revision GL source codes are now included.  This includes check voids.  Thus the Expense Distribution Report now provides all G/L entries generated through the Accounts Payable module.



Check Register

Cleared Check Register

Outstanding Check Register



The three check reports are found on the A/P Report menu, 4-9, 10, and 11.  The complete vendor name is now printed on the three check reports.  This is all 25 characters of the vendor name.



Outstanding Check Register



An option to enter a beginning and ending check date range has been added.  This allows a specific check date range to be selected for the printing of the outstanding checks.  A good use of this feature is to exclude the current month if desired.  The new option is as follows.



Enter Beginning Check Date Or A’ll

Enter Ending Check Date



Enter the desired beginning and ending check date.  Enter an A for all outstanding checks, regardless of the check date.  When specifying a date range, only outstanding checks with a check date within the specified dates are included.  Note, be sure and enter an older beginning check date in order to include old outstanding checks.
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Aged Trial Balance



The Aged Trial Balance is found on the A/P Report menu, 4-12.  Manual checks are now included on the Aged Trial Balance.  The invoice and payment amount is included.  An option to calculate the aging of the unpaid invoices by due date instead of the invoice date is now available.  The new option is as follows.



Use I'nvoice or D'ue Date For Aging  (I/D/E)        



 2/16/96                Aged Trial Balance                                17:06 

                                                                                

                                                                                

    D'etailed or S'ummary Aging? (D/S/E) D                                      

                                                                                

                                                                                

    Use I'nvoice or D'ue Date For Aging  (I/D/E)                                

                                                                                

                                                                                

                                                                                

         Press 'ESC' To Interrupt And Return To Menu                            



Enter an I to calculate the aging based on the invoice date of the invoices or credit memos.  Enter D to calculate the aging based on the due date of the invoice or credit memos.  Enter E to exit the report.



Note, when selecting the aging calculation by the due date of the invoice or credit memo, the report prints the records in the same order as the aging by invoice date.  The only thing that is different is the aging calculation and dollar amount placement in the aging categories, current versus over 30, etc.
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Purchase Analysis By Volume  



The Purchase Analysis by Volume Report is found on the A/P Report menu, 4-16.  The report prints the total purchases, discounts, discounts lost and payment amounts of the vendors.  It includes month and year to date figures.  Also included is the last invoice and payment date.  The current A/P balance is included.  The vendors print in the order of lowest to highest year to date purchase amount.  All data is from the Vendor File.  There was a problem with the report when more than one vendor had the exact same purchase dollar amount.  Only one of the vendors was included on the report.  This has been corrected.



Paid Invoice Register



The Paid Invoice Register is found on the A/P Report menu, 4-17.  The report prints all vouchers that have been paid.  The total invoice amount and paid amount has been added to the totals.



�Accounts Payable  (Cont’d)

Accounts Payable System Manager
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                       LA CROSSE MANAGEMENT SYS, TESTING                        

                                                                                

                             A/P System Management                              

                                                                                

    1  Global File                         13  Rebuild A/P History File Indexes 

    2  Invoice File                        14  Rebuild G/L History File Indexes 

    3  Accounting Journal                  15  Rebuild Journal File Indexes     

    4  Check Journal                       16  Log Off Terminal                 

    5  General Ledger File                                                      

    6  AP/GL End Of Year Procedures                                             

    7  G/L Acct# Conv. Batch FM                                                 

    8  G/L Acct# Conv. Batch Listing                                            

    9  G/L Acct# Conversion/Merge                                               

   10  A/P History File                                                         

   11  G/L History File                                                         

   12  Rebuild Invoice File Indexes                                             

                                                                                

                                  Procedure:                                    

                                                                                

                                                                                

                                   11:23                                        
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Accounts Payable System Manager Menu



Introduction



There are numerous programs added to the Accounts Payable System Manager menu.  The new programs are listed as follows.



G/L Acct# Conv. Batch FM

G/L Acct# Conv. Batch Listing

G/L Acct# Conversion/Merge



These are new programs that convert or merge G/L account numbers to new account numbers.  Complete documentation is found in the Revision 11 section of the update documentation on page 49.



A/P History File



The A/P History File Maintenance is found at menu position 10.  This is a file maintenance program designed for the new APHist File that is activated with Revision 11.  The program allows adding, changing and deleting of APHist records.  There should be no need to access this program unless a problem has occurred.  The LMS Support Department would provide assistance if access to this program was necessary.



G/L History File



The A/P History File Maintenance is found at menu position 11.  This is a file maintenance program designed for the new GLHist File that is activated with Revision 11.  The program allows adding, changing and deleting of GLHist records.  There should be no need to access this program unless a problem has occurred.  The LMS Support Department would provide assistance if access to this program was necessary.



Rebuild Invoice File Indexes

Rebuild A/P History File Indexes

Rebuild G/L History File Indexes

Rebuild Journal File Indexes



There are four rebuild programs.  They are found at menu positions 12, 13, 14, and 15.  Each rebuild program works with different index files.  These programs should NEVER be run without instruction from the LMS Support Department.  Programs are on a system manager menu for a reason.  All of the programs issue a warning and a chance to cancel prior to running them.  Do not experiment or play!  
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Check Journal



All A/P regular and manual checks create a Check File.  This file can be accessed in Check Journal File Maintenance, menu position 4.  The main reason to access the Check File is to correct a check that has been cleared and should not have been.  Also alignment and voided checks can be added.  However, with Revision 11 alignment checks will have a Check File created thus it will no longer be necessary to add an alignment check.



The field positions have been moved with Revision 11.  The screen displays as follows.



 2/19/96                     Check File Maintenance                       17:28 

                                                                                

               Enter Procedure Type  A'dd  C'hange  D'elete  E'nd               

                                                                                

    1.Check Number                                                              

        2.Check Date                                                            

        3.Check Amount                                                          

        4.Discount Taken                                                        

        5.Allowance Taken                                                       

        6.Sequence Number                                                       

        7.System Date                                                           

        8.Vendor Number                                                         

        9.Vendor Name                                                           

       10.Date Cleared                                                          

       11.Cleared Amt                                                           

       12.Check Type (M,S)                                                      

                                                                                

                                                                                

                                   Procedure Notes:  ^=Go Back 1 Space  N=Next  

                                                     /=Cancel                   



Date Cleared is now field 10 and the rest of the fields have been moved up one.  A new field has been added.  The new field is as follows.



12. Check Type



There are two possible check types.  A M is a check that is created in the program Manual Check Entry.  A S is a check that is created in the program Check Writing or Check Writing Conversion.  The purpose of the check type is to prevent the operator from voiding the check in the wrong program.  Be sure and enter the correct check type.

�Accounts Payable System Manager Menu  (Cont’d)





Invoice File



Invoice File Maintenance is found at menu position 2.  Changes should not be made in this program unless you know what you are doing or have been instructed by the LMS Support Department.  A new field, 9 - Discount Amount, has been added.  This stores the discount amount entered on an invoice.



Accounting Journal



Accounting Journal File Maintenance is found at menu position 3.  Changes should not be made in this program unless you know what you are doing or have been instructed by the LMS Support Department.  A new field, 7 - Void Indicator, has been added.  When an invoice is voided a V is written to this field.  
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Accounts Payable Reports - Page � PAGE �558�
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