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crarter 1 Accounts Payable Overview

Accounts Payable is a powerful module designed to help your company manage your open payables,
determine which invoices will be paid, print your checks, and keep track of payment history.

This section provides an introduction to the Accounts Payable module, and an overview of Payment
Processing, Accounts Payable Inquiry, Bank Account Inquiry, and Accounts Payable Reports.

General Ledger Interface

Accounts Payable interfaces with General Ledger enabling you to post journal entries during voucher
and check processing without performing additional steps. By using default General Ledger accounts,
Accounts Payable can save you time and reduce your need to manually assign account numbers by
automatically assigning them for you as you key your vouchers. Payables, expense, and cash discount
accounts can be inserted according to the vendor, vendor class, or business unit (division, department,
project, etc.) associated with each voucher. These accounts may be overridden. You may also assign
default cash accounts to an “unlimited” number of bank accounts. Using default accounts lets you:

« distribute expenses automatically

Distribution accounts allow you to disburse pre-defined percentages of an expense over as many as
20 different accounts without having to key them individually.

« avoid remembering account numbers

In the event that you do need to key accounts, A/P helps you from having to remember the
numbers. You may key 5 character “short names” consisting of a combination of letters and
numbers instead of keying the actual number. A/P automatically retrieves the number for you.

« protect account security

You may deny or allow a user’s access to any G/L account for voucher entry, check processing,
inquiries, and reports. Alternatively, an account’s description can be suppressed when displaying
and printing.
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Voucher Processing

Voucher Processing is the means by which vouchers are keyed, edited and posted. VVoucher processing
is performed on the Accounts Payable Main Menu (MENU APMAIN).

Vouchers are processed in groups, called voucher groups. A voucher group contains one or more
vouchers. A single voucher group is keyed, edited, modified, and finally posted. Once vouchers are
posted, they become open payables and may be selected for payment.

You may create template voucher groups for recurring vouchers such as rent or utility payments. They
are created once and then copied into a regular voucher group to create an open payable. They may
then be changed, edited and posted as required.

Vouchers may be created in several ways to fulfill various functional needs as described next.

Credit/Debit Memos

Voucher Entry enables you to apply debits or credits to existing open payables.

You may use automatic credit/debit memos to easily reverse the original open payable without having
to re-key the voucher. Credit memo dollar amounts are recorded as negative amounts since they are
“negative invoices.” Debit memo dollar amounts are recorded as positive amounts.

Pre-Receipt Invoices

Voucher Entry allows for the payment of goods before they are received with the use of the pre-receipt
invoice voucher type. This function allows you to track your vendors who occasionally require that
you pay for merchandise before you receive it. This is often the case when importing goods from a
foreign vendor. Pre-receipt invoices generated through Voucher Entry cause additional information to
be retained (if selected). This information is later used to facilitate matching pre-paid items to the
receipt and landing cost history transactions created when the goods arrive. This process is known as
“Pre-Receipt Validation.”

Also, pre-receipt invoices debit the Pre-paid Inventory Account instead of the Purchase Clearing
Account. This allows for the tracking of pre-paid items separately in General Ledger.

Pre-Paid Invoices

Voucher entry allows you to key vouchers for pre-paid invoices. A pre-paid invoice is one that has
been paid with a manually written check prior to keying the voucher. That is, payment is made for an
“invoice” for which no open payable exists. When pre-paid invoices are posted, your cash and
payables accounts are automatically credited and debited without having to perform payment
processing.
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Creating Vouchers from Receipt History (Receipt Validation)

If Purchasing is installed, voucher entry has a powerful on-line receipt validation utility that allows
you to create voucher entries directly from your received line items. Received cost and quantity can be
verified as the voucher is entered. Variances between the received and invoiced costs are recorded.
Line items selected are marked to prevent you from paying them twice. You can also use receipt
validation to calculate GST for purchase orders with taxable line items. Refer to Calculating GST for
Purchase Orders in the A/P Voucher Processing section of this user guide for specific information.

Posting vouchers that were generated through receipt validation allows for the reconciliation of the
purchase clearing accounts in General Ledger as well as updating the purchase price variance account
if there are any discrepancies between the receipt value and the invoice value.

Creating Vouchers Via Drop-Ship Receipt Validation

If Purchasing is installed, several processes may be accomplished through VVoucher Entry to complete
the cycle of drop shipments (drop shipments are those that the vendor sends directly to your customer).
Since the receipt of a vendor’s invoice generally serves as the only notification that a customer’s order
has been shipped, drop ship receipt validation allows for the entry of drop ship receipts from within the
Voucher Entry process. Any variances between the receipt values and the invoice values may be
automatically placed on a charge back voucher. The posting of the receipts and the voucher(s) occurs
virtually simultaneously. Additionally, options are available to have the customer’s original order
automatically released when these postings are complete.

Payment Priorities / Urgency Priorities

Each voucher may be assigned a payment priority, urgency priority, or urgency date. These factors may
be used during payment selection when selecting vouchers for payment.

Editing Voucher Groups

Once you have entered a voucher group, you must edit it to ensure that it contains no errors. A voucher
group must be free of errors before it may be posted. There are three reports which may be printed for
the voucher edit:

« A/P Voucher Error List
e A/P Voucher Edit List
« Duplicate Invoice Report
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Posting Vouchers

After you have entered and edited a voucher group, the group is ready to be posted. Posting creates
open invoices from your vouchers and updates your General Ledger expense and payables accounts (if
interfaced). Depending on the vouchers posted, additional activities may be performed.

1. Vouchers that were created with split terms enable you to split invoice amounts and assign pay days
and split payments over a set period of time. You will be able to define up to 12 splits per term
defined, including split urgency days and split discounts. When posting this type of voucher, you
will affect Accounts Payable as though separate vouchers were created manually, each with its own
due date and, if applicable, discount date. For a detailed explanation, refer to Split Terms Code
(MENU APFIL2).

NoTe: Split terms may not be applied to prepaid credit memos and debit or memos.

2. For vouchers that were created as pre-paids, your cash and Accounts Payable liability accounts are
credited and debited, respectively, without having to perform payment processing.

3. Posting pre-receipt vouchers creates pre-receipt entries which are used later in the verification
process of what was paid for and what was received, since the receipts were posted after the
voucher was created.

4. Conversely, posting vouchers that were generated via receipt validation allows for the
reconciliation of the purchases clearing accounts as well as for the updating of the purchase price
variance account, if there are any discrepancies between the receipt value and the invoice value.

5. Posting vouchers that were created via the drop ship receipt validation process will also ensure the
posting of the drop ship receipts themselves. Discrepancies between receipt values and invoice
values may be adjusted off, posted to the miscellaneous expense account, or used to automatically
create a charge back voucher. Additionally, if purchasing warehouse options (MENU XAFILE) are
set, the sales orders from which the drop ships originated, if any, may be automatically released.

Payment Processing

After vouchers have been posted, the open payables are ready for payment processing. This includes
selecting open vouchers for payment, making changes in the selected group, printing the checks, and
recording the check numbers on the printed checks. Payment processing is performed on the A/P
Check Processing Menu (MENU APCHCK).

Payees and Assignees

When creating vendors, the vendor name normally becomes the payee name. You have the ability to
always keep these fields the same by specifying a N to the Different Payee Name/Address field within
Vendors Maintenance (MENU APFILE or MENU POFILE) or allow them to be different by
specifying a Y in that field. During check processing, when multiple vendors with no assignee exist
with vouchers, and these vendors have exactly the same payee name and address information, only one
check will generate since the same address exists for both the vendor and payee name. To generate
separate checks for this example, you can either enter the vendor as assignee to vouchers (if multiple),
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or use the print on separate check flag (if only one voucher), or simply change the name or address
slightly so that these vendors can be differentiated and will be sorted to separate checks per vendor.

An Assignee is a separate vendor to whom remittance will be made during check processing and can
be assigned to vendors through VVendors Maintenance (MENU APFILE or MENU POFILE). You will
determine the availability of assignee logic for each company with the Use Assignees field set to Y or
N in AP Options Maintenance (MENU APFIL2). If available, an Assignee can be added to a specific
vendor during Voucher Entry (MENU APMAIN). During check processing, as long as a separate
check is not specified for each vendor or invoice, for the different vendors that are all assigned the
same assignee, if the assignee number and address are the same for each vendor, only one check will
be provided for payables to the Assignee.

Standard Check Processing

Payment Selection

Like voucher processing, payment processing is performed using groups. Each group consists of one
or more vouchers to be paid. You may select vouchers for a range of vendors or for a list of up to 20
vendors based on due date, payment priority and voucher number.

Payment Selection Report

The Payment Selection Report prints in either payment priority order or in vendor number order. Use it
to determine which invoices will be paid.

If you find that some invoices you want to pay do not appear on the report, you may use Payment
Selection Maintenance to add more invoices to the same group.

Payment Selection Maintenance

Once you have determined which of the selected invoices will be paid, you may remove the invoices
that will not be paid, or change the payment amounts for invoices you wish to partially pay.

Check Edit List

When you are finished selecting invoices, print the Check Edit List for a listing of all checks to be
printed along with the invoices being paid. If you need to make changes, you may do so using Payment
Selection Maintenance.

Printing Checks

Once payments have passed the check edit process, the checks may be printed. You may optionally
hold your printed checks to ensure that they have printed correctly before deleting the spool file. Since
A/P records your check numbers after your checks have been printed, you may start printing on any
check number.
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Recording Checks

To ensure your check numbers always match your OCR number on the bottom of the check, A/P
allows you to use pre-printed check numbers. After each check print, you simply inform Distribution
A+ which check numbers were used and voided. Distribution A+ will automatically assign the check
numbers in your Check History File.

Check Reconciliation

Through A/P, printed checks can be easily reconciled with your bank statement via an on-line check
reconciliation program.

Payment History

Once invoices have been paid, they are added to the history file and are available for inquiring,
reporting, and reconciling.

Check Reversal Processing

Check reversals are simple to perform since all invoice information is stored in the history files. When
checks are reversed, fully paid vouchers are extracted from history and placed back into open
payables; partially paid vouchers will have the payments reversed and the partial amounts added back
into the open amounts.

Manual Check Processing

Menu options for manually written checks enable you to post these payments for existing open
payables without having to perform an entire Standard Check Processing cycle.

Automatic Clearing House (ACH) Processing

Automatic Clearing House (ACH) functionality allows you to process vendor payments as ACH
transactions. ACH is a nationwide electronic network for financial transactions. ACH processes large
volumes of credit and debit transactions in batches. Electronic ACH payments provide better cash
management capabilities, lower costs and faster processing than traditional paper payments. Typically,
ACH works similar to the Standard Check Processing work flow:

1. Acompany/individual (Receiver) authorizes a company/individual (Originator) to initiate a
transaction to their financial institution account.

2. The Originator prepares information about the transactions that are to be automated for its vendors
or employees and passes it along to an Originating Depository Financial Institution (ODFI).
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3. Financial transactions are transmitted via an ACH file that conforms to the rules of The National
Automated Clearing House Association (NACHA).

4. The ODFI collects ACH transactions from participating companies, consolidates the information
and presents it to the ACH Operator.

5. ACH Operator processes transaction files from submitting ODFIs and distributes it to Receiving
Depository Financial Institutions (RDFIs).

6. The RDFI receives entries for its customer accounts and posts entries on the settlement date.
Transactions are also reported on account statements.

This Standard Check Processing work flow (described above) will remain the same for ACH
Processing. The differences will occur during the Print Check and Record Check Numbers menu
options (MENU APCHCK). For ACH Payment Processing, the system will be assigning check
numbers and will be using the next consecutive unused check numbers in the reserved ACH check
range to keep track of each payment detail record. An ACH template also needs to be defined for each
selected bank so that the ACH file with the payment can be assembled correctly. For ACH Post
Payments, there is no difference in the Posting process for ACH and non-ACH (regular check)
payments. The difference is that for ACH payments, users are not prompted for check number ranges,
since the system already knows the check numbers that are being used. These check numbers are from
the Reserved ACH Check Range used in the particular ACH Check run. During the post, ACH
payment fields are display only.

The following menu options include ACH information to allow you to process vendor payments as
ACH transactions:

+ Vendors Maintenance (MENU APFILE)
« Bank Account Maintenance (MENU APFIL2)
+ A/P Check History Report (MENU APREPT)

« Voucher Entry, Open Payables Maintenance, A/P Inquiry, and Bank Account Inquiry (MENU
APMAIN)

« Payment Selection, Payment Selection Maintenance, Payment Selection Report, and Check Edit
List (MENU APCHCK)

+ Print Checks / Process ACH or CC Payments (MENU APCHCK)

+ Record Check Numbers / Post ACH or CC Payments (MENU APCHCK)
+ Processed ACH Payments (MENU APCHCK)

« Check Reconciliation (MENU APCHCK)

+ Application Action Authorities (MENU XASCTY)

Credit Card (CC) Payment Processing

Credit card payment functionality allows you to flag a vendor invoice (voucher) as being paid by a
particular credit card. The AP Payment Selection process (MENU APCHCK) will indicate that the
original vendor has been paid. Meanwhile, an open payable due on the credit card is created so that it
could be used to reconcile the credit card statement. This ensures the accuracy of vendor performance
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and eliminates the need for manual adjustments, as well as allow for easier reconciliation of credit card
statements. When the new credit card voucher is created, it will be posted interactively at the
conclusion of the Record Check Numbers / Post ACH or CC Payments process (MENU APCHCK). At
this point, it will be your responsibility to select these open CC vouchers for payment (prior to the
credit card statement due date) via the Payment Selection menu option (MENU APCHCK).

The following menu options include CC information to allow you to process vendor payments using a
particular credit card:

+ Vendors Maintenance (MENU APFILE/MENU POFILE)

« Bank Account Maintenance (MENU APFIL2)

« Payment Selection (MENU APCHCK)

+ Print Checks / Process ACH or CC Payments (MENU APCHCK)

« Record Check Numbers / Post ACH or CC Payments (MENU APCHCK)
+ Bank Account Transaction Entry (MENU APMAIN)

« Accounts Payable Inquiry (MENU APMAIN)

« Bank Account Inquiry (MENU APMAIN)

NoTE: A credit card transfer bank account needs to be established in order to pay
vouchers by credit card. Once established, it is suggested that you set up one bank
account for each credit card used (recommended), or one bank account for all
credit cards. Then, you can use the GL Transfer Definition (MENU GLXFER) for
bank accounts to assign the appropriate GL account to the respective bank. In this
situation, this GL account can be looked upon as a “voucher clearing account,”
rather than the typical cash account. Basically, this voucher clearing account will
be used as the cash account for the payment transaction and as the expense
account for the new voucher that will be created for the credit card vendor.

Accounts Payable Inquiry

Through this one menu option (MENU APMAIN), you can display the following information or
perform the following tasks via the use of function keys:

« The ability to view both open and paid invoices for a vendor. Information such as invoice number,
invoice date, due date, invoice amount, age of invoice, check number, and check date are displayed.
The age of the invoice is a tailorable calculation value for open invoices based on the invoice date
or the entry date; the number of days to pay is a tailorable calculation with 3 choices for how to
compute this value.

+ The ability to view vendor information and to add comments associated either with the vendor or
with a particular invoice from that vendor.

+ The ability to view vendor performance information, such as the total open amount with an aging
summary of open invoices. A summary of all monthly voucher amounts for as many different years
as you want may also be displayed.
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+ The ability to access detail transactions for any open or paid invoice, such as payments, credit
memos, or debit memos. You may also add comments associated with any open or paid invoice.

« The ability to make adjustments to selected posted vouchers, if you are authorized to enter a
General Ledger transaction group, and the ability to review all voucher adjustment details that may
already exist for a voucher.

The check source is also displayed to distinguish the actual source in which the payment was
processed (sources are: ACH, Manual Check, Prepaid Check, System Check, or Credit Card Transfer).

Bank Account Inquiry

The Bank Account Inquiry allows you to access information about any bank account. Through this
inquiry you may display such information as:

+ The current balance of a bank account

« The bank name; bank description; account type

+ Whether or not checks are allowed to be used from the bank account

« The general ledger account affected

+ The status of the account

+ The check source (ACH, Manual Check, Prepaid Check, System Check, or Credit Card Transfer)

You may also gain access into transaction history, open/paid invoice information, and so forth.

Bank Checking Accounts

Distribution A+ allows for an unlimited number of bank checking accounts. Checking accounts are
maintained through the use of a function key in A/P Options Maintenance (MENU APFIL2) and
Accounts Receivable Options Maintenance (MENU XAFILE).

Miscellaneous transactions which affect the bank account balances are allowed through Bank Acct Trn
Entry (MENU APMAIN). The bank account transactions supported include:

+ Deposits

+  Withdrawals

+ Transfers

In addition to the bank account transaction entry and post, bank account transaction history will also be
generated to provide an audit trail of all transactions that affect the bank account’s balance.

Bank account transaction history will include the following information and will be generated in the
following areas:

« All Transactions
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Transaction date
Transaction type
Transaction amount
Journal number
General ledger posting date
Transaction description
AJP Check Processing (normal, manual or pre-paid) and Check Reversal Processing

Additional information retained includes the check number and check amount of each check
processed
AJ/R Cash Receipts

Additional information retained includes the customer number, bank ABA number, the
customer’s check number, and the check amount for each check processed

Reports

AJP has a variety of reports to help you track your open payables, review vendor performance
information, and print receipt history and check history. Reports are printed from the A/P Reports
Menu (MENU APREPT), and are as follows:

Open Payables by Vendor Report
Open Payables by Due Date Report
Cash Requirements Report

Aged Open Payables Report

Check History Report

Comment Action Report

Vendor Performance Report
Receipt History Report

You can also print Vendor Labels in zip code or sort word order for mailing purposes.
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1099 Processing

In A+, vouchers (invoices) may be flagged for 1099 processing, indicating that the voucher’s value
should be included in either a 1099-NEC form or a 1099-MISC form (depending on the selected IRS
1099 amount type, such as Nonemployee Compensation, Rents, Royalties, etc.). A company level
default IRS 1099 amount type may be identified in AP Options Maintenance (MENU APFIL2). In
Vendors Maintenance (MENU APFILE/MENU POFILE), a default IRS 1099 amount type for the
specific vendor may be identified and a default setting can be made as to whether 1099 processing is
required; additionally, default information related to the vendor’s federal tax id may be provided.

During the creation of new vouchers in Voucher Entry (MENU APMAIN), these default 1099 related
values will be used, but you may override those fields on individual vouchers, on a per-voucher
basis. Once the voucher has been created, maintenance to these fields may be accomplished via Open
Payables Maintenance (MENU APMAIN) and via Maintain 1099 Information (MENU APMAST).

For year-end processing, the A/P Master Menu APMAST may be used to edit and print (and/or
export) 1099s. Values from vouchers reflecting Nonemployee Compensation will be included on
1099-NEC forms while values from vouchers reflecting any other available IRS 1099 amount type
will be included on 1099-MISC forms. If a voucher is flagged to require 1099 processing but it
doesn’t have a specific IRS 1099 amount type assigned and no default has been provided, that
voucher’s value will be assumed as Nonemployee Compensation.

When printing or exporting 1099 forms, there can be only one 1099 MISC and one 1099 NEC per
company, vendor, federal tax id, or name-and-address match. Printed 1099 forms use the format
selected in AP Company Options Maintenance (MENU APFIL2): Continuous feed printer forms
(one form per sheet) or Laser/Inkjet printer paper forms (portrait mode, two MISC forms per 8.5 x 11
sheet in a 2 UP format and three NEC forms per sheet in a 3 UP format). In addition to the forms
being generated, a separate IRS 1096 Information Summary Report will also be generated to
summarize the data from those forms; data from this report can then be used to quickly and easily
complete any needed IRS 1096 Annual Summary and Transmittal of U.S. Information Returns) form.
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MENU APCHCK

This menu is used for payment processing. There are three means of payment processing that can be
performed through this menu, these include:

« Standard Check Processing
» Manual Check Processing
» Check Reversal Processing

This menu also provides for Check Reconciliation and VVoiding Unused Checks.

Standard Check Processing

This includes selecting open vouchers for payment in a payment group, editing the selected group,
optionally modifying the group, printing checks for the vouchers in the group, and recording the
numbers of the printed checks. Use options 1 through 7 to select and print checks for open payables
which are created after posting vouchers through Post Vouchers (MENU APMAIN).

Options 1, 6, and 7 are required for standard check processing; options 2 through 5 are not required.

Manual Check Processing

This is used to indicate that checks have been issued for an existing open payable through a means
other than standard check processing (e.g., the check has been hand written). Use options 10 through
12 to indicate the open payables that have been paid with a manual check. This ensures that
Distribution A+ will not print a check through standard check processing, avoiding the potential
duplication of payment.
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Check Reversal Processing

Check reversals are performed if a check has been printed (through standard or manual processing)
and is not sent to a vendor. Use options 15 through 17 to select and reverse checks.

Check Reconciliation and Voiding Unused Checks

This menu also provides the option to reconcile checks (MENU APCHCK), and to void unprinted
checks (MENU APCHCK). These options may be selected regardless of the type of check processing.
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CHAPTER 2 Voucher Processing Overview

Voucher Processing is the means by which vouchers are keyed, edited and posted in A/P. Vouchers are
processed in groups, called voucher groups. A voucher group must contain at least one voucher. A
single voucher group is keyed, edited, modified, and finally posted. Once vouchers are posted, they
become open payables and may be selected for payment.

Additionally, you may create a template group. This type of group is created and edited in the same
manner, then copied to a new voucher group. Template groups are useful for recurring voucher entries.

Voucher processing is performed through the A/P Main Menu (MENU APMAIN). If EDI is installed,
AP voucher groups can be created automatically from incoming EDI invoices. Refer to the EDI
manual for additional information.

There are three main steps to processing vouchers.

1. Voucher Entry. Vouchers are keyed into a voucher group; voucher transactions are keyed for each
voucher. This is performed through Voucher Entry (MENU APMAIN ).

2. Voucher Edit. A voucher group is verified (prints a listing of your entries) and validated (indicates
errors made during voucher entry). This is performed through Voucher Edit List (MENU
APMAIN). A voucher group cannot be posted until it has successfully passed this edit.

3. Voucher Post. G/L Accounts are updated accordingly based on the voucher transactions in a
voucher group. The vouchers become open payables and may be selected for payment through
payment processing occurring via MENU APCHCK. The voucher post is performed through Post
Vouchers (MENU APMAIN ).

NoTE: The Voucher Edit is automatically run when you attempt to post a transaction
group to ensure that no errors exist.

Voucher Entry

Voucher Entry (MENU APMAIN) is the process of creating voucher groups, and the actual vouchers
which comprise those groups. A voucher group, depending on the file allocation, may contain an
indefinite number of vouchers (with the minimum of one in each group).
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VVoucher numbers may be assigned by the user or by the system [determined via A/P Options
Maintenance (MENU APFIL2)].

If you select to have voucher numbers assigned by the system, you are not required to key a voucher
number. The next sequential voucher number for a company is assigned. If you select to have voucher
numbers assigned by the user, you must key in a unique voucher number for each voucher created.

If Check for duplicate invoices is set to I, D, or B in AP Options Maintenance (MENU APFIL2), an
interactive process will run when you enter or maintain vouchers in Accounts Payable. Based on your
selection, this process checks the Voucher Header File, the Open Payables File, and the History
Payables File for duplication based on some or all of the following values:

» Vendor number
 Invoice number
« Invoice date

 Invoice amount

This check functions from the following options:

» Voucher Entry (MENU APMAIN)

» Create Vouchers From Templates (MENU APMAIN)
» Open Payables Maintenance (MENU APMAIN)

If a duplicate is found, a warning message will appear with information about the location of the
duplicate.

NoTE: You may create pre-defined split terms for a vendor, enabling you to split invoice
amounts. If done, the split invoices will be created for you and each will be
automatically system assigned a unigue voucher number. The same is true for
charge back vouchers automatically created through the Accounts Payable drop
ship receipt validation process, (i.e., regardless of the Accounts Payable option,
automatically created vouchers are system assigned the next available voucher
number).

Voucher Groups/Template Groups

A voucher group, created through Voucher Entry (MENU APMAIN), may be one of two types:
» Voucher Groups (VCH), or
» Template Groups (TMP).

Voucher Groups

Voucher processing is performed using voucher groups. VVoucher groups do not have to be processed
independently. That is, you may enter several different voucher groups and edit and post them at any
time, regardless of the sequence in which they were keyed. To help manage voucher groups, all
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unposted groups may be displayed through the VVoucher Group Search when keying, editing, or
posting.

Unposted voucher groups fall into one of four categories:

o ACTIVE: The group is in process and has not been edited.
« EDITED: The group has been edited successfully.
» POSTING: The group is in the process of being posted.

« IN USE-ws: The group is currently being used at another workstation, identified with Workstation
ID ws.

Template Groups

Atemplate group is a voucher group which has been defined specifically for the purpose of copying to
create a new group. The template group is created and edited in the same manner and then copied to a
new voucher group through Create Vouchers from Templates (MENU APMAIN). The voucher group
to which the template group has been copied may be modified, edited and posted. Template groups
cannot be posted.

Template groups are useful for those voucher entries which are standard or recurring. Standard entries
are routine transactions for which the dollar amounts are unknown; recurring entries are those routine
entries for which the dollar amounts are known (e.g., rent or utility payments). In either case, the use of
a voucher template spares you from having to key new vouchers in a voucher group each time.

Voucher Type

The voucher type represents the type of voucher being entered. This may be one of the following:

» Credit/Debit Memos: Credit memos reverse an open payable in part or in full; whereas, the debit
memo increases an open payable.

» Pre-Receipt Invoices: Reduces (debits) the Pre-Receipt Inventory Account.
« Invoice: A voucher indicating liability to a vendor.

Credit/Debit Memos

Voucher Entry enables you to apply debits or credits to existing open payables.

You may use automatic credit/debit memos to easily reverse the original open payable without having
to re-key the voucher. Credit memo dollar amounts are recorded as negative amounts since they are
“negative invoices.” Debit memo dollar amounts are recorded as positive amounts.

An Automatic Credit Memo feature is available to generate an automatic credit memo for an open
payable voucher and reverses the original transaction in full. For example, this option may be used if
you debit accounts payable for an item you are returning or if reduced payment is agreed upon with
your vendor. Split terms do not apply to credit memos.
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NoTe: The invoice must have no activity (i.e., payments, debits, credits, or discounts
taken) for it to be selected for this function.

Pre-Receipt Invoices

Voucher Entry (MENU APMAIN) allows you to enter a pre-receipt voucher type. A pre-receipt
invoice allows you to pay for merchandise prior to receiving it. A pre-receipt invoice debits the Pre-
Receipt Inventory Account instead of the Purchase Clearing Account, so you can track pre-paid items
separately in General Ledger. On the VVoucher Detail Screen, you may optionally record the PO
number or receiver number, for the paid items.

Once pre-receipt invoices are posted, pre-receipt validation may occur. Pre-Receipt Invoice Validation
Entry (MENU APMAIN) allows you to review pre-paid items and match them with the receipt and
landing-cost history transactions after you receive the merchandise. You can use this option to mark
the affected receipt, in turn posting the transactions to General Ledger. These actions clear or credit the
Pre-Receipt Inventory Account for the amount of the original voucher, and clear or debit the Purchases
Clearing Account for the amount of the receipt.

Similar to normal voucher entry, an edit and post is available for this pre-receipt invoice validation
process through MENU APMAIN and Option 14.

The following functions also are performed when you run option 14:

» Validation work transactions are used to generate G/L transactions; these transactions are placed
into a G/L posting group and the group is submitted for posting. This causes any pre-paid inventory
amounts to be backed out (the Pre-Receipt Inventory Account is credited) and any Purchasing
Clearing accounts to be cleared (debited). All work files are therefore cleared and the pre-receipt
inventory records are updated to reflect the validation.

Invoices

Voucher Entry (MENU APMAIN) allows you to create vouchers to indicate liability to vendors.
Vouchers may be keyed or generated. One particular type of invoice is the pre-paid invoice. A pre-paid
invoice is one that has been paid with a check prior to keying a voucher. That is, payment is made for
an invoice for which no open payable exists.

To enter pre-paid invoices into a voucher group, key Y in the Pre-paid Invoices field on the VVoucher
Group Information Screen. Next, specify the bank account that is used when making payment. You
also must enter, for the specific voucher, the check number and check date on the VVoucher Header
Screen.

Pre-paid invoices that were paid using different bank accounts cannot be keyed in the same voucher
group. In this case, create a different voucher group for pre-paid invoices using different bank
accounts. When pre-paid invoices are posted, your Cash and A/P Liability accounts are credited and
debited respectively, without having to perform payment processing. Split terms do not apply to pre-
paid invoices.
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Whether pre-paid or not, all vouchers require that the voucher transactions be identified to indicate
General Ledger activity to occur.

Voucher Transactions

For each voucher, you may key voucher transactions. VVoucher transactions allow you to select which
expense accounts are updated for the voucher. When the voucher group is posted, voucher transactions
are printed on the Purchase Journal, and pre-paid invoice voucher transactions are printed on the Cash
Disbursements Report.

For each voucher transaction, you must indicate the expense account, amount, activity (debit or credit),
applicable cash discounts, purchase order number, project 1D, and description.

There are ways by which the transactions may be generated by the system:

» Voucher Templates: By allowing the creation of template voucher groups, you may one time key a
set of transactions that are normally recurring and then copy them to true vouchers whenever
needed.

» Split Terms: By assigning a voucher split terms, the creation of the first voucher with its
transactions actually results in the creation of all other needed vouchers to split the invoice amount
over the desired number of days.

« and, if Distribution A+ Purchasing is installed, there are two methods by which voucher processing
may be linked to purchasing receipt processing: Receipt Validation and Drop Ship Receipt
Validation.

Receipt Validation

Voucher Entry has an on-line receipt validation utility that allows you to create voucher entries
directly from your received line items. Received cost and quantity can be verified as the voucher is
entered. Variances between the received and invoiced costs are posted to the purchase price variance
account. Items selected are marked to prevent you from paying them twice. You can also use receipt
validation to calculate GST for purchase orders with taxable line items. Refer to “Calculating GST for
Purchase Orders” on page 2-7 for specific information.

If EDI is installed and the Allow Off-Line Validation field is set to Y through Vendor Master
Maintenance (MENU POFILE), receipt validation will be performed automatically for incoming EDI
invoices from that vendor. If the Allow Off-Line Validation field is set to N, receipt validation must be
performed manually through VVoucher Entry (MENU APMAIN).

e Cost Variances

You can set up a Cost Variance Warning Percent Or Cost Variance Warning Value through
Purchasing Options Maintenance (MENU XAFILE). If these fields have been set up and the
variance exceeds either of these, a warning message will be issued to verify the cost. You can also
set up a variance voucher hold code in Purchasing Options Maintenance to put the voucher on hold
automatically. If a hold code has been set up, the voucher can only be released by the authorized
users specified in Purchasing Options Maintenance.

» Quantity Variances
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Any variances between the received quantity and the invoice quantity may also result in two types
of actions:

If the line item is validated as received complete, the variance between the two quantity values
causes the generation of the Quantity Variance Report. Any time this report is generated, it
should be kept for history.

« If the line item is not validated as received complete, the remaining items not received will be
removed from the current record and incorporated into another record so that future processing
on those outstanding items may occur.

» Receipt Comments

You also are provided with the ability (via a function key) to enter receipt comments associated
with a line item on a PO. You will access I/A Comments Maintenance (when you press the
F2=Receipts CunTs function key) where you may add, change, or delete comments for inventory
transactions. During receipt validation, you can display and change the keyed comments. This is
useful for all types of receipts, and particularly for returns as it enables you to review important
information about the return as well as enter information pertaining to the status of a credit.

» Landing Costs

Landing costs included in Purchasing activities also are included in the receipt validation process.
Landing costs are defined, assigned to items (per warehouse or across-the-board), and used in the
determination of invoice and receipt values. Since estimated landing costs are usually included
when the requisition or purchase order is created, the validation of the actual invoiced landing costs
is imperative.

» Marking Previously Vouchered PO Receipts

To ensure that receipts, received prior to the installation of Accounts Payable (A/P), do not display
for payment during receipt validation, you may mark previously vouchered PO receipts. You have
the option to mark individual receipts or all receipts “previously vouchered” for a receipt date
associated with a vendor. Once receipts are marked, they do not appear in A/P Receipt Validation
and cannot be selected for transfer from PO to A/P.

Drop Ship Receipt Validation

Voucher Entry has a drop ship receipt validation process that allows you to enter drop ship purchase
order receipts, and create voucher entries directly from these receipts, all via this same process. When
the voucher is posted, the purchase order receipts will also be posted.

When entering in the amount of the invoice, and then the receipt data, if there is a difference between
the invoice amount and the receipt amount, you will be presented with an End Drop Shipment Receipt
Validation Screen where you will be able to enter and validate miscellaneous charges, if any. From this
screen you may also not only create a voucher to pay the vendor for the drop shipment, but also create
a charge back voucher to indicate to the vendor any charges for which you will not be paying. If a
charge back is desired, it will be created automatically when the original voucher is created. If you do
not create a charge back, the voucher may be put on hold automatically, depending on the amount of
the variance and whether you have defined a PO-AP Hold Code in Purchasing Options Maintenance
(MENU XAFILE).

Additionally, purchase order options are available so that when these postings occur, any originating
sales orders for the drop ship’s may be automatically released.
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NoTe: No landing cost validation occurs through this drop ship receipt validation
process.

While the purpose of drop ship receipt validation is to combine the receipt entry and voucher entry
processes required to complete the cycle of a drop ship, there may be times when a decision is made to
stop or break the process. To allow for this, once the drop ship receipts have been entered, they may be
saved without having to continue with the actual creation of the voucher. The users workstation ID and
a sequential three-digit number beginning with 501(and incremented by one until a unique number is
found) is used to save the receipts to a normal purchase order receipt group. This group may then be
used in a drop ship receipt validation process.

When a purchase order is selected during the drop ship receipt validation process, if that purchase
order is in a normal purchase order receipt group, it will be removed from that group and brought into
a drop ship receipt validation group (signified by the user’s workstation ID and a sequential three-digit
number beginning with 001 and incremented by one until a unique number is found). If the purchase
order was the only purchase order in that normal purchase order receipt group, that group will
automatically be deleted. A unique group is created for each warehouse represented by the purchase
order selected, (i.e., if two purchase orders were processed, and each purchase order belonged to a
different warehouse, then you would have two Accounts Payable receipt validation groups: XX001
and XX002, where XX indicates your workstation ID.

Again, if after the drop ship receipt is entered, but before the voucher is created, you select to save the
receipt, or if anytime after the voucher is created you delete the voucher, any drop ship receipts entered
will be saved back to a normal purchase order receipt group. Following the above example, if the
vouchers were then deleted, you would have two normal purchase order receipt groups: XX501 and
XX502).

Calculating GST for Purchase Orders

The system will calculate GST during receipt validation and miscellaneous voucher entry. To use this
feature you must:

« Key Y in the Use GST/PST Taxing field in System Options Maintenance (MENU XAFILE).

» Provide a federal tax ID number and description for your company through Company Name
Maintenance (MENU XAFILE).

» Key Y inthe Calculate GST for Purchases (Inputs) field through AP Options Maintenance (MENU
APFIL2).

» Specify the General Ledger Transfer Options for Credited and Non-Credited Purchase Tax
Accounts and assign account numbers through G/L Transfer Definition (MENU GLXFER, sub-
option T and G).

» Create tax bodies with the Goods/Services Tax field set to Y and specify a GST rate through Tax
Body Maintenance (MENU OEFILE).

» Use Vendors Maintenance (MENU APFILE or MENU POFILE) and Vendor/Warehouse
Assignments (MENU POFILE) to assign tax bodies to vendors and vendor/warehouse
combinations for which you want GST to be calculated.
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During Receipt Validation

During Voucher Entry (MENU APMAIN), the system calculates and displays the GST amount for
receipt validation performed for vendors and vendor/warehouse combinations with GST tax bodies.
Tax is calculated for taxable purchase order line items. Tax is not calculated for landing costs or
special charges, or during drop ship receipt validation. You can then create, edit, and post the voucher
for the receipt. The calculated GST amounts will post to the appropriate Credited and Non-Credited
Purchase Tax Accounts in General Ledger when the voucher is posted.

During Miscellaneous Voucher Entry

During Voucher Entry (MENU APMAIN), the system calculates and displays the credited and non-
credited tax amounts for miscellaneous vouchers for vendors with a GST tax body. Tax can calculated
for both the credited and non-credited taxable amount and displays on the GST Tax Information
Screen (p. 4-98) where you can review and/or change the taxable amounts or override the tax amounts
before ending the voucher. Ending the voucher creates the GST transaction. The calculated GST
amounts will post to the appropriate Credited and Non-Credited Purchase Tax Accounts in General
Ledger when the voucher is posted.

Assignees

When creating a voucher, it is common that payment is made to a party other than the vendor, such as
a third party collection bureau. Using an assignee number during voucher entry allows you to assign
payment to another vendor. Assignees that are specified for a vendor display during voucher entry and
may be overridden or accepted.

Cash Discount

You may automatically calculate cash discount amounts during voucher entry based on either the
vendor invoice date or voucher entry date. If you key the cash discount date, Distribution A+ will
calculate the cash discount days. Likewise, if you key the cash discount days (days remaining), the
cash discount date is calculated.

When creating vouchers, the default discount set up for a vendor through Vendors Maintenance
(MENU APFILE) is displayed. This value may be overridden or accepted. For split terms, a cash
discount is available for each voucher based on each voucher’s discount date.

Force Discount

You may force discounts using the Force Discount Code to indicate if cash discounts will be applied
regardless if payment is made after the discount date. This allows you to take advantage of a cash
discount even if the discount period has passed. If cash discounts are not forced, the discount is obliged
only for payments made before or on the discount date.
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Business Unit

The business unit is a two character code assigned to each voucher during Voucher Entry (MENU
APMAIN). This business unit is used by Distribution A+ to select A/P Liability and Expense accounts
and Purchase Tax Accounts if GST is being used. The use of this code is optional.

Use business units if the information from a vendor’s invoice determines which accounts are updated.

Example:

If you have three branches that share vendors and you want to track payables by branch, create a
business unit for each branch. Then, when keying a voucher, key the business unit for the
appropriate branch.

Payment Priority

A payment priority is assigned to a voucher during Voucher Entry (MENU APMAIN) to indicate the
priority level for making payments. The default priority for the vendor is displayed when creating a
voucher and may be overridden or accepted. Payment priority may be used during Payment Selection
(MENU APCHCK) to select groups of vouchers to be paid.

Payment priorities may be one of the following:

« 1if the payment or urgency priority is high

« 2 ifthe payment or urgency priority is medium
« 3if the payment or urgency priority is low

Urgency Priority

In addition to assigning a payment priority to a voucher, you have the option of assigning an urgency
priority. It differs, however, in that its value (1, 2, or 3) will replace the payment priority on the
urgency date.
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Example:

During Voucher Entry, assume that you assign to a voucher a payment priority of 2 and an
urgency priority of 1 with an urgency date of February 1.

When selecting vouchers with a payment priority of 1 before February 1, this voucher is not
selected. This is because the payment priority assigned to the voucher is 2.

If you select vouchers with a payment priority of 1 after February 1, this voucher is selected. This
is because the urgency priority of 1 replaces the payment priority of 2 on the urgency date
(February 1).

NoTE: For split terms, the urgency date is based on the split urgency date entered in Split
Terms Maintenance (MENU APFIL2).

Voucher Accounts

When creating a voucher, you must specify an accounts payable liability account, and cash discount
account (if discounts are applied). A default expense account is optional.

If you specify a default expense account, you will not have to specify an expense account for each
voucher transaction (if desired, you may override the default expense account). Expense accounts are
debited when the voucher is posted and the accounts payable account is credited. One accounts
payable account is used for one voucher. The cash discount account is credited if a discount is taken
when paying this voucher.

Each of the voucher accounts are specified on the Voucher Header Entry Screen. If you are keying a
single voucher transaction for a voucher, you may press F10=Enp VoucHer to end the voucher after you
have keyed the appropriate account numbers. This will create the voucher transaction for you, based
on the account and total dollar amounts specified for the voucher. The voucher is created and summary
information is displayed on the End VVoucher Entry Screen.

For split invoices, the A/P Clearing Int. Account is used for the value of split invoices, as they are
updated to Accounts Payable.

For charge back vouchers created during drop ship receipt validation, the Purchase Price Variance
account is used (as a default) for the value of any difference between the receipt value and the invoice
value that was not adjusted or marked as miscellaneous.
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Control and Invoice Amounts

When you create a voucher, the system prompts you for the invoice amount associated with this
voucher. While keying voucher transactions, a running total of payments made for the invoice is
calculated based on each voucher transaction.

The control and invoice amount totals are compared and displayed during and after keying voucher
transactions. If they do not match, a warning message is displayed when you end voucher entry. The
voucher group cannot be posted until the totals match. Totals may not match due to a keying error for
a voucher transaction, or incorrect accounting for cash discounts. You may override the calculated
cash discount on the End Voucher Entry Screen.

For a drop ship receipt validation process, differences may be determined as vendor issues and may be
charged back to the vendor. In this case, one voucher will be created to become an open payable that
you are going to pay, and another voucher will be automatically created to become a negative open
payable.

Hold Codes

Vouchers may contain hold codes - a user defined code to identify invoices in question. These
vouchers are held and may not be paid until the hold code is removed. Hold codes are maintained
through Hold Codes Maintenance (MENU APFILE).

When posting vouchers, the field Post Held Vouchers is displayed on the G/L Transaction Post
Report (p. 7-7). The default for this value is set up through A/P Options Maintenance (MENU
APFIL2). If you answer Y, any vouchers on hold will still be posted to the open payable files, but the
open payable will be on hold. If you answer N, only the vouchers not containing hold codes will be
posted.

NoTE: When posting drop ship receipt validation vouchers, no held vouchers will be
posted.

Voucher Edit

Once you have entered a voucher group, you must edit it to ensure that it contains no errors. A voucher
group must be free of errors prior to posting. There are three reports which may be printed:

e A/P Voucher Error List
« A/P Voucher Edit List
» Duplicate Invoice Report
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A/P Voucher Error List

The A/P Voucher Error List identifies errors, such as invalid account numbers. Since a voucher group
must be free of errors before it can be posted, no errors can be indicated on this report. If no errors
exist, you may post this voucher group.

A/P Voucher Edit List

The A/P Voucher Edit List is used to verify that transactions keyed for each voucher in a voucher
group have been keyed correctly. Verification involves comparing this report to the source document
or documents used when keying the voucher group. You are not required to print this report.

Duplicate Invoice Report

The Duplicate Invoice Report is used to identify those invoices which have been reported more than
once. You may print the report for duplicates of matching invoice numbers and vendors; for duplicates
of matching vendors, invoice dates, and amounts; or for duplicates of matching invoice numbers,
vendors, invoice dates, and amounts.

If you have selected to check for duplicate invoices during voucher entry in AP Options Maintenance
(MENU APFIL2), it is recommended that you still run this report when you edit vouchers.

Voucher Post

Posting vouchers is the final step of voucher processing. After you have entered and optionally edited
a voucher group, the group is ready to be posted through Post Vouchers (MENU APMAIN). To ensure
data integrity, the posting procedure runs in the Transaction Processor. See the Cross Applications
User Guide for information on the Transaction Processor.

Posting creates open invoices from your vouchers and updates your general ledger expense and
payable accounts.

When posting vouchers for pre-paid invoices, your A/P cash discount account is updated.
When a pre-receipt voucher is posted, a pre-receipt entry is created and awaiting validation through
Pre-Receipt Invoice Validation Entry (MENU APMAIN), Pre-Receipt Invoice Validation Edit List
(MENU APMAIN), and Post Pre-Receipt Invoice Validation Group (MENU APMAIN).

If you are using split terms, split information will be used to create separate vouchers for each split
defined during Voucher Post (MENU APMAIN).

When posting drop ship receipt validation vouchers, all related purchase order receipts will also be
posted.
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NoTE: Through the Accounts Payable Inquiry (MENU APMAIN), you also will be able
to make an adjustment to a posted Accounts Payable open/paid voucher.
Depending on authorization, you will be able to create a General Ledger
transaction group that will “reverse” the existing line and make account
adjustments accordingly. The Account Payable Inquiry will then display both the
original and adjusted entries, since the General Journal (GJ) number will be
linked to the original voucher number.

Accounts Payable Accounts Updated

A voucher group must be posted to update the Open Payable Files. The following accounts may be
updated when vouchers are posted:

AJP Liability Account: Credited for net invoice amount of the voucher.
AJP Expense Account: Debited for the line item amount of the voucher.
AJP Clearing Int. Account: Debited and credited for pre-receipt validation process.

Purchases Clearing/Purchase Price Variance Account: Debited and credited for receipt validation
process.

Landing Cost Expense and Variance Accounts: Debited and credited for landing costs during
receipt validation process.

Posting Reports

AJ/P Voucher Error List. Use this report to detect errors in the voucher group. If errors exist, correct
the errors through Voucher Entry (MENU APMAIN) prior to posting the group.

AJP Voucher Edit List. Use this report to verify that transactions keyed for each voucher in a
voucher group have been keyed correctly.

AJP Purchase Journal. Use this report as your record of the voucher transactions posted in A/P. This
report is assigned an audit number. Retain all purchase journals in sequence by audit number; this
number allows you to maintain sequential records of your A/P voucher transactions. This report is
primarily sorted by vendor sort word and secondarily sorted by voucher number.

Cash Disbursements Report. Use this report as your record of the pre-paid invoice voucher
transactions posted in A/P. Each report is assigned an audit number so all cash disbursement
journals can be retained in sequence by audit number. This report is sequenced primarily by vendor
sort word, and secondarily by voucher number.

G/L Transaction Post Journal. Use this report as your general journal record of the voucher
transactions posted to G/L. A second G/L Transaction Post Journal is printed if pre-paid invoices
have been posted in a voucher group to G/L (these voucher transactions are also printed on the Cash
Disbursements Report.)

The Journal-Reference Numbers are assigned the prefix PJ for purchase journal transactions posted
through A/P (e.g., non-pre-paid invoice transactions). Journal-Reference Numbers are assigned the
prefix cD for pre-paid invoice transactions posted through A/P. This report is sorted by Journal-
Reference Number (i.e., the order in which voucher transactions were keyed).
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G/L Account Distribution Edit. This report is printed if at least one distribution account has been
specified in a voucher transaction or voucher group. For each distribution account, the accounts
contained in the distribution account and their respective percentages are printed on this listing.

If drop ship receipt validation was processed, the following additional reports/output may be
produced:

- Drop Ship Shipment Notification. Use this report to identify any drop ships that have been
received during the Accounts Payable drop ship receipt validation process.

« B/O Release Report. Use this report to identify sales orders whose ship quantities have been
updated due to the Accounts Payable drop ship receipt validation process so that invoicing of
those orders may occur.

G/L Transaction Post Journal. The Journal-Reference Numbers are assigned the prefix 13 for
inventory journal transactions due to the purchase order receipts (i.e., non-inventory, landing
costs, purchases clearing).

Voucher Entry Steps

The following steps summarize the points of Voucher Processing:

1.

Manually prepare your new invoices, pre-paid invoices, credit memos, debit memos, and pre-
receipt invoices for entry.

Enter a voucher group through Voucher Entry (MENU APMAIN) or proceed to step 3.

Copy a template group to a voucher group through Create VVouchers from Templates (MENU
APMAIN).

Edit the voucher group through VVoucher Edit List (MENU APMAIN).

If errors are detected, correct the voucher group through VVoucher Entry (MENU APMAIN). Return
to step 4.

Post the voucher group through Post Vouchers (MENU APMAIN). Retain printed journals for
audit logs.

If you created any pre-receipt invoices, also perform the following steps:

7.

Run Pre-Receipt Invoice Validation Entry (MENU APMAIN) to review pre-paid items and match
them with the receipt and landing-cost history transactions after you receive the merchandise.

Verify the G/L transactions through Pre-Receipt Invoice Validation Edit List (MENU APMAIN).

Post pre-receipt transactions for the selected validation group through Pre-Receipt Invoice
Validation Group (MENU APMAIN).
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Automatic Creation of Vouchers during Credit
Card Processing

This section provides a summary of the automated voucher creation process that results when an
Account Payable (AP) payment group has been paid by a credit card. A Credit Card Vendor Voucher
is entered and posted via an automated process that occurs. When an AP payment group is paid by
credit card, those open vouchers (based on the actual vendor number) are updated accordingly as paid.
Since the form of payment was by a credit card, a new voucher group will be created and posted by the
system automatically in order for the vouchers to be assigned to the credit card vendor specified during
that payment group entry. During this automated voucher creation process, an unused voucher Group
ID will be automatically determined based on a newly generated 4-digit number which is prefixed with
a C (for example, Cxxxx, where xxxx is the next sequential number). This particular voucher creation/
assignment process occurs in a non-user interactive mode whereby the number of new vouchers cannot
be determined beforehand; therefore, you will not be able to specifically define the actual voucher
number range (regardless of system or user-defined voucher number settings). Because of this, the
voucher numbers will continue to be systematically assigned based on this explanation.

A few key aspects of the voucher header ( ) creation is:

» The invoice number value per vendor will be assigned as CCHxxxxxxxxx, Where xxxxxxxxx represents
the check number.

» The invoice date of the new voucher will be today’s date.
» The due date will reflect the credit card due date entered during the record check number process.

» The urgency date and cash discount date will be determined based on the credit card vendor
information stored in the AP VVendor Master File ( ).

» The invoice amount per vendor is based on the total check amount that was previously determined
(which has already taken into account any original discounts, etc.).

» The default expense account will reflect the voucher clearing account.
» The IC Header Extension File ( ) will also be created, if necessary.

A few key aspects of the new voucher detail ( ) creation is:

» The transaction amount determined at the detail level will include any original discounts applied
when the check was initially created. This will help avoid any GL out-of-balance situation that may
occur when the new voucher is posted.

» The IC detail extension file (ICVDT) will also be created, if necessary.

Once the new credit card vouchers are created, they will be posted interactively at the conclusion of the
record check number process. If multiple vouchers need to be posted, this will be performed one at a
time. At this point, for each voucher posted, the Purchase Journal (PJ) will be generated. But instead of
a debit to an expense account, the “Voucher Clearing Account” from the original payment group will
be debited.

When the VVoucher Process completes, the original vendor will reflect a payment from the credit card
bank account. The “phantom” checks used can be viewed in a Check History Report or via the Bank
Account Inquiry (MENU APMAIN). The credit card vendor will now have open vouchers (one per
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vendor check per payment group) that can be matched up with their credit card statement at the end of
the month. At this point, it will be your responsibility to select the open CC vouchers for payment
(prior to the credit card statement due date) via the Payment Selection menu option (MENU
APCHCK).
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Once vouchers are posted through Post VVouchers (MENU APMAIN), they become open payables
(also called open payable invoices). The process of selecting, reversing, recording, and printing checks
is called payment processing. Three methods of payment processing are:

o Check Processing
» Manual Check Processing
» Check Reversal Processing

A fourth method of cash disbursement is using prepaid invoices. Prepaid invoices are processed
through Voucher Entry. Refer to CHAPTER 2: Voucher Processing Overview for more information.

Additional payment processing functions are reconciling checks and voiding groups of unused checks.

Payment processing is performed in A/P through the A/P Check Processing Menu (MENU APCHCK).

Check Processing

Check processing is the primary method used to select open payables and to print checks in A/P. Open
payables are included in payment groups for which checks are printed.

Menu Options

The menu options for performing check processing are listed below and summarized in the chart
following:

Payment Selection (MENU APCHCK)

Payment Selection Maintenance (MENU APCHCK)

Payment Selection Report (MENU APCHCK)

Clear Payment Selections (MENU APCHCK)

Check Edit List (MENU APCHCK)

Print Checks / Process ACH or CC Payments (MENU APCHCK)
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7. Record Check Numbers / Post ACH or CC Payments (MENU APCHCK)

Check Processing Summary

Opt# Option Name Purpose Req’d

1 Payment Selection To select open payable invoices for payment in a payment  Yes
group. The Payment Selection Report prints.

2 Payment Selection To reverse or change selections in a payment group. This No
Maintenance includes partial payments.

3 Payment Selection To print the Payment Selection Report which summarizes  No
Report the invoices selected for payment.

4 Clear Payments To remove all or some invoices from a payment group. No
Selections

5 Check Edit List To print the A/P Check Edit List and A/P Check Error List No

used to verify and validate payment selections respectively.

6 Print Checks /Process To print the edit/error reports, and to print remittance advice Yes
ACH or CC Payments and checks. The G/L Transaction Post Journal and Cash
Disbursements Report also print.

7 Record Check To record the check numbers of checks printed and voided.  Yes
Numbers / Post ACH
or CC Payments

Required Steps

These options are required (in this sequence) to successfully complete standard check processing:
» Option 1 - Payment Selection

» Option 6 - Print Checks / Process ACH or CC Payments

» Option 7 - Record Check Numbers / Post ACH or CC Payments

Optional Steps

Any of the following may be performed after a payment group is selected through option 1, and before
checks are printed through option 6:

« Option 2 - Payment Selection Maintenance
» Option 3 - Payment Selection Report

« Option 4 - Clear Payment Selections

» Option 5 - Check Edit List
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Payment Selection

The first step of check processing is selecting open payable invoices for which checks will be printed.
This is called payment selection. Upon successful payment selection (i.e., desired open payable
invoices are found), a payment group is created. The payment group may be modified, verified, or
cleared. Finally, checks are printed and recorded for a payment group. Payment selection is performed
through Payment Selection (MENU APCHCK).

Company Selection

All check processing is company specific. If you use more than one company, independent payment
groups may be processed for more than one company at a time.

If any of the following conditions exist for the same company, a payment group may not be selected:

» Check editing [Check Edit List (MENU APCHCK)] has been submitted to the Transaction
Processor but has not completed.

o Check printing [Print Checks / Process ACH or CC Payments (MENU APCHCK)] has been
submitted to the Transaction Processor but has not completed.

» Checks have been printed for this company, but have not been recorded through Record Check
Numbers / Post ACH or CC Payments (MENU APCHCK).

Payment Group Search

You may display the payment group search by pressing F4 when performing any of the following:
« Payment selection through MENU APCHCK

» Payment selection maintenance through MENU APCHCK

« Printing the Payment Selection Report through MENU APCHCK

o Clearing payment selections through MENU APCHCK

» Printing the A/P Check Edit List through MENU APCHCK

« Printing checks through MENU APCHCK

This search displays the existing payment groups for all companies. This is helpful when selecting an
existing payment group if you do not recall the group name.

Forced Discounts

During payment selection, you must specify if discounts will be forced. Forcing a discount results in
the discount terms offered by the vendor being obliged regardless if the discount date has passed.
Likewise, if discounts are not forced, the discount offered by a vendor is obliged only if the current
date is less than or the same as the discount date. Forced discounts are determined by the force
discount code which is Y (yes) if discounts are forced, and N (no) if discounts are not forced.
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Throughout A/P, a hierarchy is used to determine the force discount code. This hierarchy is as follows:

1. Vendor: The force discount code may be determined for each vendor. The code may be Y to force
discounts for this vendor, N to not force discounts for this vendor, or blank. Leaving the force
discount code blank means that the status of the code will be determined in one of the next levels
(Voucher or Payment Selection).

2. Voucher: On a voucher, the force discount code of the vendor for whom the voucher is created is
the default. This default code may be overridden or accepted. If the force discount code is left
blank, the status of the code is determined in the last level of the hierarchy (Payment Selection).

3. Payment Selection: This is the final level of the force discount hierarchy. If the force discount code
for a voucher (now open payable invoice) is Y or N, the applicable action is taken. For vouchers
with a blank force discount code, you must specify the force discount code when creating the
payment group through Payment Selection (MENU APCHCK). You may, however, change the
force discount code for any selected invoice through Payment Selection Maintenance (MENU
APCHCK).

Held Invoices

You must determine if held invoices are to be selected. If a voucher is given a hold code (i.e., the
voucher is marked as being held), determine if the open payable should be selected for payment.

If held vouchers are included when creating a payment group through Payment Selection (MENU
APCHCK), those open payable invoices may not be paid through Print Checks / Process ACH or CC
Payments (MENU APCHCK) if they remain on hold. However, they may be removed from hold
through Open Payables Maintenance (MENU APMAIN).

Selecting Invoices

Invoices by Due Date

When selecting invoices for payment, the only required selection criteria is the due date of the invoice.
Invoices with a due date before or on the date you specify are selected.

Invoices for a Vendor Class

To further limit the selection of invoices for inclusion into a payment group, your selection criteria can
include a vendor class. This would ensure that only those vendors in the same vendor class are
included. Vendor classes are defined through Vendor Class Maintenance (MENU APFILE), and
assigned to vendors through Vendors Maintenance (MENU APFILE).

Invoices by Vendor

If you do not use vendor classes as selection criteria, or if you do but you want to further limit the
invoices, you may select invoices for payment based on the vendor to whom payment is due. You may
specify vendors in one of two ways: by range or by list.
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» By Range: Specifying vendors by range involves keying a FROM/TO range of vendors. Open
payables are selected for any vendor in the range of vendor numbers keyed (provided that other
selection criteria does not exclude them).

« By List: When you choose to specify a list of vendors, you may key up to ten vendor numbers for
whom open invoices are selected in the payment group.

Invoices by Payment Priority

Payment and urgency priorities are optional in A/P. If you do not actively use them, you may not select
open invoices by priority.

NoTe: Although payment priority is a required field, payment priorities are not actively
used if you specify the same payment priority for all vendors and vouchers.

Selecting invoices by payment priority is useful to determine cash disbursement based on the priority
and urgency of payment to a vendor. Prompt payment may be demanded of certain vendors over
others. To ensure that these vendors are paid in a timely manner, select open invoices by payment
priorities.

There are two types of priorities: payment priorities and urgency priorities. Both types of priorities are
numerically ranked from 1 through 3, where 1 is the highest priority and 3 is the lowest.

Default payment and urgency priorities are initially assigned to a vendor. The vendor values are used
when a voucher is created for that vendor, at which time the defaults may be accepted or overridden.
When the voucher is posted, the priorities become subject to payment selection.

Urgency priorities are used to override payment priorities as of a certain date. When an urgency

priority is assigned to a vendor, the number of urgency days must also be specified. From this value the
urgency date is calculated for an invoice. The urgency date is the invoice date of the voucher plus the
number of urgency days. It is on this date that the urgency priority replaces the payment priority of an
invoice (this implies that the urgency priority must be greater than the payment priority). Therefore, if
invoices are selected by payment priority after the urgency date has passed for a voucher, the voucher
is selected based on the urgency priority (since the urgency priority has replaced the payment priority).

If a voucher was not assigned a payment priority of 1 during VVoucher Entry, the voucher may have
been assigned an urgency date and urgency priority. In this case, the urgency priority is used in place of
the payment priority after the urgency date has passed.

Example:

During Voucher Entry, assume that you assign to a voucher a payment priority of 2, an urgency
priority of 1, and an urgency date of February 1. When selecting vouchers with a payment priority
of 1 before February 1, this voucher is not selected. This is because the payment priority assigned to
the voucher is 2. If you select vouchers with a payment priority of 1 after February 1, this voucher
is selected. This is because the urgency priority of 1 replaces the payment priority of 2 on the
urgency date (February 1).
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Invoices by Voucher Number

Invoices may be selected for payment with a FROM/TO range of voucher numbers. If you know the

voucher numbers of the individual vouchers to select, you may print checks for those vouchers. If you
do not know a voucher number, use the Accounts Payable Inquiry (MENU APMAIN) or the voucher
search in Voucher Entry (MENU APMAIN).

Payment Selection Report

The Payment Selection Report prints a summary of invoices that have been selected in a payment
group. The report may be printed in sequence by vendor or payment priority.

When Printed

This report is printed automatically after selecting invoices for payment through Payment Selection
(MENU APCHCK), or may be optionally printed through Payment Selection Report (MENU
APCHCK).

The sort sequence of the report is determined when a payment group is selected through Option 1, or
when the report is selected to print through Option 3.

Reference Numbers

Each invoice printed on the report is assigned a reference number. Use this reference number when
performing Payment Selection Maintenance (MENU APCHCK) to match the invoice on the report
with the invoice to maintain.

Payment Selection Maintenance

Once a payment group is created through Payment Selection (MENU APCHCK), it may be modified
through Payment Selection Maintenance (MENU APCHCK). This option allows you to change any
attributes of a payment group. Selected invoices may be reversed or changed.

Reversing a Selection

If an invoice selected for payment is reversed, the invoice is no longer part of the payment group.
Therefore, a check will not be printed for that invoice. An invoice that has been reversed may be
canceled.

Changing an Invoice

Certain attributes of an invoice may be changed. You may make partial payment for an invoice, add or
remove a hold code, change the force discount code, and key an internal or remittance advice comment
for an invoice.
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Partial Payments

By changing the payment amount, an invoice will be partially paid. Please note that this is the only
means by which partial payments may be made.

Clear Payment Selections

To remove several invoices from a payment group or to delete a payment group, you may clear
payment selections through Clear Payment Selections (MENU APCHCK). The invoices cleared from
a payment group resume as open payables and are subject to payment selection.

Options

When clearing payment selections, you may clear a group of invoices for one of the following:
» All selections in the payment group

» Unpaid selections in the payment group (these are invoices with a zero payment amount)

« All invoices for a vendor or for up to ten different vendors

« All negative vouchers with a negative payment amount for a vendor or for up to ten different
vendors

Check Edit Reports

The following reports are printed to verify and validate the checks that will print for a payment group:
» AJP Check Error List
Prints errors that will interfere with printing checks.
« AJ/P Check Edit List
Prints the detail information of the selected groups as they will appear as printed checks.
» Accounts Payable Checks with Amount Lessthan __ Report

Prints all checks included in the current check run with amount that is less than the value specified
on the Check Edit Options Screen (p. 21-5).

When Printed

Both reports are printed by selecting Check Edit List (MENU APCHCK).

A/P Check Edit List

The A/P Check Edit List prints the information that will be printed on the check for each invoice. The
report is sorted by vendor number. Use this report to verify that the correct check information will
print.
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A/P Check Error List

The A/P Check Error List prints any errors detected in a payment group. These errors indicate invalid
accounts, invalid posting periods, negative checks, or if no checks exist in the group. If an error is
detected by this report, checks will not be printed for the payment group.

Print Checks

This mandatory step of check processing consolidates the invoice information in a payment group and
prints the error report, checks, remittance advice, and general ledger posting reports for a payment
group. This is performed through Print Checks / Process ACH or CC Payments (MENU APCHCK).

Multiple Payment Groups

If more than one payment group shares the same check print date, checks for up to ten payment groups
may be printed for that company. In this case, the payment groups are combined and processed as one
payment group. Therefore, one check is printed per vendor regardless of the original payment group
(unless otherwise specified), and general ledger transactions are processed as one transaction group.

How to Print Checks

Checks are printed on continuous pre-numbered check forms. Typically, one check is printed for each
vendor in the payment group unless you have indicated that a separate check be printed for a specific
voucher.

Once you have lined up your check forms in your printer, select Print Checks / Process ACH or CC
Payments (MENU APCHCK) to print checks. The checks and remittance advice for each check will
print. Checks will print using form type 1 or form type 2, depending on your selection in System
Options Maintenance (MENU XAFILE).

After checks are printed, the only check processing function that may be performed for the same
company is that performed through Record Check Numbers / Post ACH or CC Payments (MENU
APCHCK).

Overflow Remittance Advice

When additional remittance advice (called overflow) is required for a check, the overflow prints
separately after all checks are printed. When this occurs, you must match the remittance advice for a
check with the overflow remittance advice. Use the reference number (printed on the remittance advice
and on the overflow) to do this.

Recording Check Numbers

This is the final step of check processing. You record the numbers of the checks that have printed and
the numbers of the checks that must be voided (if any).
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Recording check numbers is simple, easy to use, allows check numbers to match up for reconciliation,
and ensures check forms control.

Starting Check Number

AJP does not require that you key a starting check number. Check numbers are recorded in ranges. You
record the check as being used or voided. The quantity of used checks must equal the quantity of
printed checks (printed checks are those that have been processed in a payment group or groups).

Used Checks

You must specify ranges of check numbers that were used. Used checks are those that printed
successfully.

Voided Checks

Check forms that jam in the printer or are skipped must be voided. When recording check numbers,
you must record those checks as being voided.

General Ledger Posting

The payments made are reported and updated in general ledger (if set up to do so). To determine which
general ledger accounts are updated in G/L, use Options 20-8, 20-9 and 20-T of the G/L Transfer
Menu (MENU GLXFER). If A/P is not interfaced with G/L, use MENU G2XFER. The following
accounts are updated when checks are printed:

« AJP Liability: Debited for the total amount of the invoice.
« A/P Cash Account: Credited for the amount of the check.
« A/P Cash Discount: Credited for the amount of the A/P discount.

The individual A/P Liability and A/P Cash Discount accounts updated are determined by the business
unit (if any) and vendor G/L code (if any) assigned to the invoice. The A/P Cash Account updated is
determined by the bank account selected when printing checks (specified in the G/L Interface.) Refer
to the G/L Interface manual for additional information.

Check Posting Journals & Reports

As arecord of the general ledger transactions resulting from printing checks, the following reports are
printed:

» G/L Transaction Post Journal (if interfaced with G/L)
« AJP Cash Disbursements Report

The G/L Transaction Post Journal prints the transactions that have been posted to G/L. The payment
group from which checks are printed is posted as one transaction group in G/L. Journal Reference
numbers are assigned as follows:
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» The entire group is assigned a three digit journal number with the prefix “CD” (Cash
Disbursement). This is the first segment of the journal reference number.

» Each transaction in the group is sequentially assigned a 5 digit sequence number starting with
00001. This is the second segment of the journal reference number.

The A/P Cash Disbursements Report prints the payments made for a payment group, sequenced by
vendor number. Each journal is assigned an audit number. Cash disbursement journals should be
retained in sequence by the audit number as an internal control mechanism.

Manual Check Processing

When a check is manually written for an existing open payable, that transaction must be recorded
through manual check processing. This marks the open payable as being paid. This procedure is
necessary to avoid a manual check from being paid through check processing (options 1 through 7.)
You may change the check print date at any time, but this will change the posting date for ALL checks
in that group. If you want the checks to post with multiple dates, use multiple groups.

Manual check processing consists of the following steps:

» Manual Check Entry: MENU APCHCK
« Manual Check Edit: MENU APCHCK
« Manual Check Post: MENU APCHCK

Manual Check Entry

Enter Manual Checks (MENU APCHCK) is used to key data about manually written checks. You
must specify the bank account and the voucher number of the open payable invoice that has been paid.
The amount, discount amount (if any), and force discount code is extracted from voucher information
for the open payable. However, you must specify the check number and it must be one that has not
been previously used.

Unlike check processing, you are not required to key a group name; the name is specific to the
workstation at which the checks are keyed.

Different Workstations

If manual check entries are keyed at one workstation and need to be completed at a different
workstation, you may move a manual check group from one to another. To do this, go to the
workstation where manual check processing will be performed. Key CALL AP199P and press ENTER.
You will be prompted for the company associated with this group and the group will be assigned to
your workstation.
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Manual Check Edit

The A/Payable Manual Check Edit List may be printed by selecting Manual Check Edit List (MENU
APCHCK). This list prints the voucher information for the open payables that have been selected for
payment with a manual check. Use this list to verify that you have specified the correct manual check
information before posting manual checks.

Manual Check Post

The final step of manual check processing is to post the manual checks. This manual check post is
performed through Post Manual Checks (MENU APCHCK).

You simply provide the company number of the manual check group to post (at the same workstation
at which the check group was keyed). The manual check group is posted to general ledger and the G/L
Transaction Post Journal and the A/P Cash Disbursements Reports are printed.

Posting to G/L

The general ledger transactions performed when posting manual checks are the same as those
performed when checks are printed through Print Checks /Process ACH or CC Payments (MENU
APCHCK).

Check Reversal Processing

Check reversals are performed if a check has been printed (through check or manual check processing)
and recorded (for check processing only), but is not issued to the payee. To change the status of such a
check, the check must be removed from paid history and returned as an open payable invoice. This
process is called check reversal processing and it consists of the following steps:

» Check Reversal Entry: Enter Check Reversals (MENU APCHCK)
» Check Reversal Edit: Check Reversal Edit List (MENU APCHCK)
» Check Reversal Post: Post Check Reversals (MENU APCHCK)

Check Reversal Entry

The initial steps of check reversal processing include selecting the company, bank account, and range
of check numbers to be reversed. This is performed through Enter Check Reversals (MENU
APCHCK).

Like manual checks, you are not required to key a group name. A group of check reversals is specific
to the workstation at which the reversals are keyed.
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Different Workstations

If check reversals are keyed at one workstation and need to be completed at a different workstation,

ou may moyve a manual ch roup fro e to anather. To do this, go to the workstafion where
anua%heck processing Wl‘ffhegpe%rm&]%ey CALL AP199P and press ENTER. %u wi Ibe prompted

for the company associated with this group and the group will be assigned to your workstation.

Check Reversal Edit

The A/P Check Reversal Edit List and A/P Check Reversal Error List may be printed by selecting
Check Reversal Edit List (MENU APCHCK). You are not required to select this option. These reports
are used to verify and validate the check reversals keyed through Enter Check Reversals (MENU
APCHCK).

Use the A/P Check Reversal Edit List to validate that you have keyed the check reversals as desired. If
errors are detected that will cause a check reversal post to fail, they are printed on the A/P Check
Reversal Error List. An error occurs if a check is not found or if the voucher is in use.

Check Reversal Post

The final step of check reversal processing is to post the reversed checks. This check reversal post is
performed through Post Check Reversals (MENU APCHCK).

You provide the company number of the check reversals to post (at the same workstation at which the
reversal group was keyed). The manual check group is posted to general ledger and the G/L
Transaction Post Journal and the A/P Cash Disbursements Reports are printed.

To ensure that no check reversal errors exist, the A/P Check Reversal Error List prints. If errors are
detected, check reversals are not posted and the procedure is canceled.

Posting to G/L

The general ledger transactions performed when posting check reversals are:
» AJP Liability: Credited for the net amount of the invoice.

» A/P Cash Account: Debited for the amount of the check.

« A/P Cash Discount: Debited for the amount of the A/P discount.
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Check Reconciliation

Check reconciliation in A/P is performed for one company and for one bank account. Check
reconciliation is a two-step process: marking checks and accepting checks for reconciliation. These
steps are performed through Check Reconciliation (MENU APCHCK).

NoTe: The check dates maintained in the Check Reconciliation File are those of the
check print dates from the vouchers, as opposed to the invoice dates.

Marking Checks For Reconciliation

After selecting Check Reconciliation (MENU APCHCK), you specify the company and the bank
account for which checks will be reconciled. Next, you are presented with the checks not yet
reconciled for that company.

Mark the check to reconcile by keying X in the selection field. After you have marked the checks to
reconcile, a summary screen displays the total number and total dollar amount of checks to be
reconciled. Checks are reconciled when you select the function key to accept check reconciliations.

Accepting Check Reconciliations

When you are satisfied with your reconciliation selections, press F13=Accert. The marked checks are
updated in payment history as “reconciled.”

Different Workstations

Check reconciliations for the same company and bank account may be performed simultaneously at
different workstations. When check reconciliations are accepted (i.e., F13=Accepr is pressed) from one
workstation, the checks marked for reconciliation at all workstations (for the same company and
account) are reconciled.

Voiding Unused Checks

A periodic internal control function of payment processing is to void groups of checks that are, and
will remain, unused. This may include a box of preprinted check forms which are damaged or
outdated. If these checks are not voided, they are unaccounted for. VVoiding them, however, ensures
that they are accounted for. Unused checks may be voided through Void Unprinted Checks (MENU
APCHCK). Select the company and bank account, and the range of unused checks to void.
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Payment Processing Steps

Standard Check Processing

The following steps summarize the sequence of check processing in A/P (all options are on MENU
APCHCK):

1.

Select Invoices For Payment through Payment Selection (MENU APCHCK); required.

The Payment Selection Report is printed, indicating those invoices selected. This creates a payment
group.

Maintain Payment Selections through Payment Selection Maintenance (MENU APCHCK); not
required.

Maintain the invoices selected for payment by making partial payments, holding or releasing an
invoice, or changing other invoice information.

Clear Payment Selections through Clear Payment Selections (MENU APCHCK); not required.
Clear some or all vouchers from a payment group.

If desired, print the Payment Selection Report again through Payment Selection Report (MENU
APCHCK); not required.

Run and print the A/P Check Edit List to verify and validate the payment group - Check Edit List
(MENU APCHCK) (required).

Print Checks through Print Checks / Process ACH or CC Payments (MENU APCHCK); required.
Print the A/P Check Error List. If errors are detected, the payment group cannot be posted. Checks
and remittance advice are printed for each vendor in the payment group.

Record Check Numbers through Record Check Numbers / Post ACH or CC Payments (MENU
APCHCK); required.

Record the numbers of the checks that were printed or voided. You cannot perform any other check
processing functions for this company after printing checks until this option is run. The Cash
Disbursements Report and General Ledger Transaction Post Journal are printed.

Manual Check Processing

1.

Enter Manual Checks through Enter Manual Checks (MENU APCHCK); required.

Specify the open payable for which a check has been manually written.

Edit Manual Checks through Manual Check Edit List (MENU APCHCK); not required.

Print the A/P Manual Check Edit List to ensure that manual checks have been keyed as desired.
Post Manual Checks through Post Manual Checks (MENU APCHCK); required.

The open payable for which a manual check has been written is removed and general ledger is
updated accordingly. The Cash Disbursements Report and General Ledger Transaction Post Report
are printed.
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Check Reversal Processing

1. Enter Check Reversals through Enter Check Reversals (MENU APCHCK); required.
Specify the paid check to reverse.
2. Edit Check Reversals through Check Reversal Edit List (MENU APCHCK); not required.

Print the A/P Check Reversal Edit List and the A/P Check Reversal Error List to verify and validate
check reversals.

3. Post Check Reversals through Post Check Reversals (MENU APCHCK); required.

The paid check is reversed to an open payable and general ledger is updated accordingly. The Cash
Disbursements Report and General Ledger Transaction Post Journal are printed.
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CHAPTER 4 Entering Vouchers

Use the Voucher Entry option on the Accounts Payable Main Menu (MENU APMAIN) to enter a
voucher group and create voucher templates. A voucher group consists of one or more vouchers that
are to be known by the same Group ID. A voucher may consist of several (at least one) voucher
transactions. Each voucher transaction indicates the expense account updated when that voucher is
posted.

If Purchasing is installed, you may also use this option for regular receipt validation or drop shipment
receipt validation, which links inventory receipts with vendor invoices. Receipt validation can also be
used to calculate GST for purchases if the appropriate options are activated. Refer to Calculating GST
for Purchase Orders in the A/P VVoucher Processing section of this user guide for more information.

Voucher groups may optionally be edited through VVoucher Edit List (MENU APMAIN). To create an
open payable for a voucher, the voucher must be posted through Post Vouchers (MENU APMAIN).

Several system-assisted methods of entering vouchers include:

» Voucher Templates. A voucher template is a voucher group which has been defined specifically for
the purpose of copying to create a new group. Refer to “Voucher Groups/Template Groups” within
the A/P Voucher Processing User’s Guide section of this manual for further details.

» Split Terms. Split terms are available through this menu option for a vendor if the Allow Split Terms
field in Vendor Maintenance (MENU APFILE) is set to Y. The voucher’s amount will automatically
be split into separate amounts to be paid in installments. While the user creates the first voucher, all
splits will automatically be generated. Split terms do not apply to pre-paid vouchers and/or credit/
debit memos.

» Receipt Validation. If Purchasing is installed, voucher transactions may be created automatically by
selecting the actual purchase order receipts associated with the invoice.

» Drop Ship Receipt Validation. If Purchasing is installed, drop ship purchase order receipts may be
keyed and then used to automatically create voucher transactions, including charge back
transactions for differences between receipt and invoice values.

NoTtEe: If the vendor uses split terms, the voucher created to pay the vendor will be split,
however any charge back voucher created will not be split.
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Voucher Entry

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title

Voucher Entry Group Selection Screen

Purpose

Use to specify the voucher group.

Accounts Payable Group Selection Screen

Use to search for and select unposted voucher groups.

Voucher Entry Selection Screen

Use to add or remove a voucher from the group.

Voucher Group Information Screen

Use to provide information about the voucher group.

Voucher Search (List) Screen

Lists vouchers currently in the group.

Automatic Credit Memo Header Screen

Use to select the voucher for which an automatic credit
memo will be created.

Open Payables VVoucher Search Screen

Lists open payables that can be selected for automatic
credit memos.

Voucher Header Credit Memo Confirmation

Screen

Use to review the selected voucher and create an
automatic credit memo against it.

AP-PO Receipt Validation Screen

Use to provide invoice and purchase order and receiver
information.

Pending Receipts Search Screen

Lists pending receipts.

Pending Receipts Error Screen

Shows errors when including multiple trading currency
purchase orders.

Receipt Validation Screen

Use to modify items on the receipts.

Receipt Validation Line Item Receipt
Change Screen

Use to change the information for a receipt line item.

Purchase Order Item/Order Comments
Screen

Use to view any order/item comments for the line item
you selected.

End Validation Screen

Use to change miscellaneous charges and confirm
receipt validations.

Quantity Variance Report

Prints the difference between quantities received and
guantities invoiced for validated line items.

AP-PO Landing Validation Screen

Use to validate accrued landing costs.
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Title

Unvouchered Landing Costs Screen

Purpose

Use to select receipt transactions for which landing costs
will be validated.

Landing Validation Screen

Use to validate landing costs for selected transactions.

Invoice Amount Distribution Screen

Use to distribute the landing cost to items.

End Landing Validation Screen

Use to review total information for landing costs
validated for the voucher.

Voucher Header Screen

Use this screen to provide general voucher information.

I/C Currency Information Window

Use to override default currency information for the
voucher being created. This shared screen is described
in the International Currency User Guide.

Voucher Transaction Entry Screen

Use to maintain voucher transactions.

Insert Transaction Screen

Use to insert a voucher transaction.

Voucher Transaction Review Screen

Use to review a voucher transaction’s values.

GST Tax Information Screen

Calculates the goods and services tax (GST) for a
voucher.

End Voucher Entry Screen

Use to complete the entry of the voucher.

End Voucher/Split Terms Entry Screen

Use to review and edit split terms for the voucher.

Drop Ship Receipt Validation Screen

Use to enter invoice data for a drop shipment purchase
order.

Drop Ship PO List Screen

Use to select the purchase order you want to associate
with the invoice being processed.

End Drop Ship Receipt Validation Screen

Use to create the voucher.

How To Restart This Option

If a group has a status of In Use-ws on the Voucher Entry Group Selection Screen (p. 4-4) and is not in

use by that workstation, restart as follows:

1. Go to the workstation indicated and select VVoucher Entry (MENU APMAIN) from this menu. The
Voucher Entry Group Selection Screen (p. 4-4) appears.

a M w N

Press F3 to exit.

In the Function field, key C. Key the company number and group ID.
Press Enter. The Voucher Group Information Screen (p. 4-13) appears.
Press F10 to end, or press Enter to return to the Voucher Group Information Screen (p. 4-13).
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Voucher Entry Group Selection Screen

ACCOUMNTS PAYABLE YOUCHER EMTRY

Furction: . (A ar L)
Company? m,

Group ID:

F3=Exit  F4=Group Search

TECHNICAL NOTE: This is a shared screen that displays in multiple places. The actual
screen format name is AP100FM_STARTG.

This screen view appears after selecting option 1 - Voucher Entry from the Accounts Payable Main

Menu (MENU APMAIN). Use this screen to specify a voucher group. Select a group by specifying the
group identification code (Group ID).

This screen also appears after selecting any of the following options from the Accounts Payable Main
Menu (MENU APMAIN):

» Create Vouchers from Templates
« Voucher Edit List
« Voucher Post

Voucher Entry Group Selection Screen Fields and Function Keys

Field/Function Keys Description

Function Key A to add a new voucher group.

Key C to change an existing voucher group.
(A 1) Required

Company Key the number of the company associated with the voucher group.

Default Value: Default company set up for Distribution A+
(N 2,0) Required
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Voucher Entry Group Selection Screen Fields and Function Keys

Field/Function Keys Description

Group ID Key the identifier of the voucher group

NoTE: Do not use special characters (i.e. &, %, etc.); use letters and
numbers only.

If you do not know the voucher group template name, press F4=Group
SearcH to display the Accounts Payable Group Selection Screen (p. 4-6).

(A 5) Required

F3=Exit Press F3=ExiT to exit the option and return to the menu.

FA=Group Search Press F4=Group SearcH to display the Accounts Payable Group Selection
Screen (p. 4-6), from which you may select a group to change.

Enter Press Enter to confirm your selections. The Voucher Entry Group Selection
Screen (p. 4-4) displays.
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Accounts Payable Group Selection Screen

ACCOUNTS PAYABLE GROUP SELECTIOM

Post
ID Tupe Description Uzer Date Status
1 ELECT THP Electic Bill APDEMO 1/18/05 Active

Last

Reference Mumbet:

F3=Exit F1Z=Return

This screen appears after pressing F4=Grour Searcr from the Voucher Entry Group Selection
Screen (p. 4-4). Use this screen to search for and select unposted voucher groups for change.

Accounts Payable Group Selection Screen Fields and Function Keys

Field/Function Keys Description

Reference Number The reference number of the voucher group. Key this number in the
Reference Number field to select a voucher group to change.

Display

ID The group identification code of the voucher group.
Display
template entries.
Display

Description The description of the voucher group. This description was entered on the
Voucher Group Information Screen (p. 4-13).

Display

User The user ID of the last person who updated the voucher group.
Display

Post Date The posting date of the voucher group. This date was entered on the VVoucher
Group Information Screen (p. 4-13).

Display
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Accounts Payable Group Selection Screen Fields and Function Keys

Field/Function Keys

Status

Description

The status of the voucher group:

» ACTIVE: The group is in process and has not been edited.
» EDITED: The group has been edited successfully.

» POSTING: The group is in the process of being posted.

* IN USE-ws: The group is currently being used at another workstation.
The other workstation is identified with Workstation 1D ws. See the
restart instructions at the beginning of this section if the group shows in-
use status but is not in use by that workstation.

Display

Reference Number

Key the Reference Number of the voucher group to change.

Valid Values: Number must reference a displayed voucher group
(N 2,0) Required

F3=Exit Press F3=ExiT to exit the option and return to the menu.

F12=Return Press F12=ReTurn t0 return to the Voucher Entry Group Selection Screen (p.
4-4) without selecting any voucher groups.

Enter Press Enter to confirm your selection. The Voucher Group Information

Screen (p. 4-13) will appear.
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Voucher Entry Selection Screen

YOUCHER EMTRY Comparyy: 1A%C Office Supply
Group ID: ASDF  second week wouchersz
Entry Dt: DE/04/09
Post DEt: 0804509 Period: © Aug

Function: _ A, Cor I
Youcher: ... ...
Tupe: i, (I, C, Dor Pl
Yendor: L., Fande e e
City: . ........
Busineszs Unit? |
Ref Moz . ....... [add anly)
F3=Exit F3=Automatic CR Memo Fa=Drop Ship Rcpt

Fd=%Youcher List FE=Feceipt Yalidation Fla=MNew Group

This screen appears after pressing Enter from the Voucher Group Information Screen (p. 4-13) if
Prepaid Invoices is set to N, or after the Bank Accounts List Screen (p. 9-13) if Prepaid Invoices is set
to Y. This screen also appears after pressing F14 on the End Receipts Screen (MENU POMAIN). Use
this screen to select a voucher to add to this group, change a voucher already included in this group, or
delete a voucher from this group.

Voucher Entry Selection Screen Fields and Function Keys

Field/Function Keys Description

Group Information These fields display summary information about the voucher group. The
company number and description, voucher Group ID and description, entry
date, posting date, and posting period are displayed.

Display

Function Key A to add a new voucher to this voucher group.
Key C to change an existing voucher in this group.

Key D to delete a voucher from this group.
(A1) Required
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Voucher Entry Selection Screen Fields and Function Keys

Field/Function Keys

\Voucher

Description

When adding a voucher, if you have selected automatically assigned voucher
numbers through A/P Options Maintenance (MENU APFIL2), leave this
field blank to automatically assign the next sequential voucher number. You
will be required to specify a vendor number and voucher type.

If you have selected to assign voucher numbers through A/P Options
Maintenance (MENU APFIL2), you must key a voucher number.

When changing or deleting a voucher, you must specify the voucher number.
The vendor number and voucher type are not required.

(A7) Required

Type

Use this field to enter the voucher type.
Key | for an invoice.

Key C for a credit memo. A credit memo is used to record a correction to an
existing invoice in the Open Payables File. Since credit memos are “negative
invoices,” all credit memo dollar amounts must be recorded as negative
amounts.

NoTE: If you are entering a “general” credit memo, not associated
with an open invoice, key the voucher type as an invoice (1 in
this field) with a negative invoice amount.

Key D for a debit memo. A debit memo is used to record a correction to an
existing invoice in the Open Payables File. Debit memos must be recorded as
positive amounts.

Key P for a pre-receipt invoice. This type of voucher allows for the payment
of goods before the goods are received. Pre-receipt invoices must be
recorded as positive amounts.

NoTe: When a pre-receipt invoice is generated, the Pre-Receipt
Inventory Account is debited instead of the Purchases Clearing
Account so that you may track pre-paid items separately in
General Ledger. Also, additional information may be retained
which is later needed to facilitate matching the pre-paid items
to the receipt and landing cost history transactions created
when the goods are received.

Additionally, pre-receipt vouchers are allowed for split
vouchers. However, pre-receipt validation can only be
performed on the original split voucher against the original
expense accounts on the voucher.

Leave this field blank for existing vouchers.

Default Value: I is assumed if this field is left blank
(A1) Required
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Voucher Entry Selection Screen Fields and Function Keys

Field/Function Keys

Vendor

Description

Key the number of the vendor for whom this voucher is being added. Do not
key a vendor number when changing or deleting a voucher.

If you do not know a vendor number, use the vendor search by keying search
words (or beginning characters) in the Find and City fields.

Valid Values: Any existing vendor specified in Vendors Maintenance
(MENU APFILE)

(A 6) Required

Find

Use this field to activate the Vendor Search feature when you do not know
the vendor's number.

Key the vendor's name or the first few characters of one or more words in the
vendor's name and press Enter to display the Vendor Search Screen.

To limit the vendor search by city (i.e., search for the specified vendor name
within a particular city), key a city in the City field as well.

For more information on using searches and for a description of search
screens, refer to the Cross Applications User Guide.

(A 40) Optional

City

When using the Find field to search for a vendor, you can limit the search to
a particular city by keying a partial or complete city name in this field.

If you enter characters in this field, the Vendor Search Screen displays only
vendors that meet the criteria specified here and in the Find field.

For more information on using searches and for a description of search
screens, refer to the Cross Applications User Guide.

(A 8) Optional

Business Unit

The business unit used when posting to the A/P Liability and the A/P
Expense accounts for this voucher.

Valid Values: Any valid business unit set up through Business Units
Maintenance (MENU APFILE).

Note: This field displays only if you selected to use business units A/
P Liability and Expense accounts for the G/L Interface through
G/L Transfer Definition (MENU GLXFER), sub-option T.

(A 2) Optional

Ref No

Key the voucher number of an existing open payable for which a debit or
credit memo is created through this option.

This field is required if the Type is C or D (credit or debit memo); leave this
field blank if the Type is | (invoice) or P (pre-receipt invoice).

(A7) Optional

F3=Exit

Press F3=ExiT to exit the option and return to the menu.
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Voucher Entry Selection Screen Fields and Function Keys

Field/Function Keys

F4=Voucher List

Description

Press F4=VoucHer List to display the voucher search, which allows you to
select a voucher to maintain. The Voucher Search (List) Screen (p. 4-16) will
appear.

F5=Automatic CR
Memo

Press F5=AutomaTic CR Memo to create an automatic credit memo. This
reverses the transactions of a voucher in full. The Automatic Credit Memo
Header Screen (p. 4-18) will appear.

F6=Receipt Validation The F6=RecerT VaLipaTiON function key appears only if Purchasing is

installed, and will be allowed only if the PO-AP Transfer field in Vendors
Maintenance (MENU APFILE) is defined as Y for the vendor. This function
key does not appear if you are creating a Voucher Template Group.

Avalid vendor number must be keyed in the vendor field prior to pressing
F6=RECEIPT VALIDATION.

You may press F6=RecelrT VaLIDATION t0 activate the A/P - PO interface. The
F6=ReceipT VaLiDATION function allows receipt validation which creates a
voucher from purchase order receipts posted through MENU POMAIN (or
through Warehouse Management’s MENU WMMAIN). The AP-PO Receipt
Validation Screen (p. 4-28) will appear.

F9=Drop Ship Rcpt

NoTe: The F9=Drop SHip RcpT function key displays only if
Purchasing is installed, and will be allowed only if the PO-AP
Transfer field in Vendors Maintenance (MENU APFILE) is
defined as Y for the vendor.

You must key a valid vendor number in the Vendor field prior to pressing the
F9=Drop SHip RcpT function key.

Press F9=Drop SHip RcpT t0 activate the PO-AP interface. This function
allows for the entering of receipt information for a drop shipment purchase
order based upon the invoice you received from the vendor; and also creating
the Accounts Payable voucher data. The Drop Ship Receipt Validation
Screen (p. 4-129) will appear.

From this screen the Receipts Purchase Order Header Screen displays. Refer
to the Purchasing User Guide for information regarding the screens presented
in the receiving process.

F10=New Group

Press F10=New Group to complete voucher entry for the current voucher
group. The Voucher Entry Group Selection Screen (p. 4-4) will appear.

Enter

Press Enter to confirm your selections.

If you keyed vendor search criteria, the Vendor Search Screen will appear.
Refer to the Cross Applications User Guide for an explanation of this screen.

If you did not key vendor search criteria, the Voucher Header Screen (p. 4-80)
will appear for all voucher types (I, C, D or P) selected.
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Voucher Group Information Screen

YOUCHER EMTRY

Comparny: 1 A& C Office Supply
Group ID: ASDF

Group Type: ¥ ¥, T %oucher Entries
Description: e e e
Entru Date: AEAad 19

Posting Date: JENELAEEL S I

Prepaid Inwoices: M Y,.N

Cash Disb., Date:  BO/Q0/00

Fli=New Group

When a voucher group is added, this screen appears from the VVoucher Entry Group Selection
Screen (p. 4-4). When a voucher group is changed, this screen appears from the Accounts Payable
Group Selection Screen (p. 4-6). Use this screen to enter or change information for a voucher group.

Voucher Group Information Screen Fields and Function Keys

Field/Function Keys Description

Group ID The group identification code for this voucher group.
Display
Group Type Key V for standard voucher entries.

Key T for template entries. A template entry is a voucher group which may
be used several times. That is, a template group may be copied to an active
voucher group that may be updated and posted as usual.

(A1) Required

Description The description of the voucher group.
(A 30) Required
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Voucher Group Information Screen Fields and Function Keys

Field/Function Keys

Entry Date

Description

Key the date on which the voucher group is entered.
Default Value: Current system date

Valid Values: A date keyed in the Default Date Format for this user, specified
through Register User IDs (MENU XACFIG), or if that field is blank, in the
system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE). The date must be before or the same as the
posting date.

(N 6,0) Required

Posting Date

Key the posting date of the voucher group.

You may post to any open or temporarily closed period. A warning message
is displayed when posting to a temporarily closed period, but you may still
post.

You cannot post to a permanently closed period; therefore, a date within that
period is invalid.

Valid Values: A date keyed in the Default Date Format for this user, specified
through Register User IDs (MENU XACFIG), or if that field is blank, in the
system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE). The date must fall within an open or
temporarily closed period in G/L when interfaced.

(N 6,0) Required

Prepaid Invoices

Used to indicate if any of the vouchers in this voucher group are for prepaid
invoices (i.e., an invoice has been paid with a check prior to keying a
voucher for the invoice).

Key Y if any vouchers in this voucher group are for prepaid invoices. Doing
so will allow you to select the appropriate bank account on the Bank
Accounts List Screen (p. 9-13).

Key N if no vouchers in this voucher group are prepaid invoices. The Bank
Accounts List Screen will be bypassed.

Default Value: N

(A1) Required
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Voucher Group Information Screen Fields and Function Keys

Field/Function Keys

Cash Disb. Date

Description

Key a cash disbursement date in this field, if there are any prepaid invoices in
this group.

NoTE: The cash disbursement date keyed is used by the Cash
Disbursements Report (p. 7-14) as the posting date. Therefore, it
is feasible that one voucher post may create General Ledger
transactions in two different fiscal periods.

Valid Values: A date keyed in the DerauLT DaTE FormaT fOr this user, specified
through Register User IDs (MENU XACFIG), or if that field is blank, in the
system’s DerauLT DaTe FormaT Specified through System Options
Maintenance (MENU XAFILE). The date is required only if Prepaid
Invoices is Y. The date must fall within the same fiscal period as the check
date keyed on the actual prepaid invoice. However, does not have to fall
within the same fiscal period as the General Ledger posting date.

(N 6,0) Required/Optional

F4=Bank Accounts

NoTe: This function key displays only after maintaining a voucher
group for which a bank account has been assigned.

Press F4=Bank AccounTs to access the Bank Accounts List Screen (p. 9-13),
where you may change the bank account that is to be updated for prepaid
invoice vouchers.

F10=New Group

Press F10=New Group to end this voucher group and select a new voucher
group. The Voucher Entry Group Selection Screen (p. 4-4) will appears.

Enter

Press Enter to confirm your selections.

If Y is keyed in the Prepaid Invoices field, the Bank Accounts List Screen (p.
9-13) will appear where you may select the bank account that is to be updated
for prepaid invoice vouchers.

If N is keyed in the Prepaid Invoices field, the Bank Accounts List Screen
will be bypassed and the VVoucher Entry Selection Screen (p. 4-8) will appear.
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Voucher Search (List) Screen

YOLUCHER SEARCH Group ID: 1 ¢ ASDF  second week wouchers
Yendor Mame Youcher Invoice Number Inw Date Inwoice Amount
1 SHARF INTERMATIOMAL 439 T2766 0504409 ?,G36.87
Z SHARF INTERMATIOMAL 440 12359 0121405 31,600, 00-
Lazt
Selection: _ | Position to Inwoice Mumber: ... ... ......
F1Z=Return

This screen appears after pressing F4=Voucrer List from the VVoucher Entry Selection Screen (p. 4-8).
Use this screen to select an existing voucher, in this voucher group, for maintenance. For each voucher,
this screen displays the

« name of the vendor for whom the voucher was created.
« number of the voucher.

» number of the original invoice.

« date of the original invoice.

« amount of the invoice.

Voucher Search (List) Screen Fields and Function Keys

Field/Function Keys Description

Currency Contract/Inv  This field may be toggled with the F11=LocaL Curr / F11=TRADING CURR Key to

Date display the number(s) of the currency contract(s) associated with the voucher
when working with foreign currency vouchers, or to display the invoice date
for the voucher.

Display
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Voucher Search (List) Screen Fields and Function Keys

Field/Function Keys

Invoice Amount

Description

This field may be toggled with the F11=LocAL Curr / F11=TRADING CURR
function key to display the total amounts of open payables in the trading
currency when working with foreign currency vouchers (with the symbol for
the trading currency displayed to the right of the words Open Amt), or to
display the local currency equivalent of the total amounts of open payables
(with the symbol for the company’s local currency displayed to the right of
the words Open Amt.)

Display

Selection

Key the reference number of the voucher to maintain.
(N 2,0) Optional

Position to Invoice
Number

The voucher with the invoice number keyed in this field is displayed at the
top of the screen.

(A 8) Optional

F11=Local Curr/
Trading Curr

Press F11=LocaL Curr/ F11=TrADING CURR t0 toggle between displaying the
number(s) of the currency contract(s) associated with the vouchers and the
total open payables amount in the vendor’s trading currency, and displaying
invoice dates and total open payables amounts in the company’s local
currency.

Press F11=LocaL Curr to display invoice dates and the local equivalents of the
total open payables amounts.

Press F11=TrabinG Curr to display the number(s) of the currency contract(s)
associated with the vouchers and total open payables amounts in the trading
currency.

F12=Return

Press F12=ReTurn to return to the VVoucher Entry Selection Screen (p. 4-8).

Enter

Press Enter after keying a reference number in the Selection field. The
Voucher Header Screen (p. 4-80) will appear.
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Automatic Credit Memo Header Screen

AUTOMATIC CREDIT MEMOS
Compariy: 1 A& C Office Supply
Vendor: 100, Famds

Citu: . ........

Ref Mo: ... .. .. (blank for woucher search)
Laszt Function: INVOICE ADD 439

160 £ SHARP INTERMATIOMAL

Flz=Voucher Entry

This screen appears after you press F5=AutomaTic CR Memo oh the Voucher Entry Selection Screen (p. 4-
8).

Use this screen to select the open payable invoice (i.e., posted voucher) for which an automatic credit
memo will be created.

The generated credit memo reverses the original voucher in full.

NoTE: The invoice must have no activity (i.e., payments, debits, credits, or discounts
taken) for it to be selected for this function.

Automatic Credit Memo Header Screen Fields and Function Keys

Field/Function Keys Description

Company The number and name of the company for which an automatic credit memo
is being created.
Display

Voucher NoTe: This field displays only if you have selected to use manually

assigned voucher numbers as determined through A/P Options
Maintenance (MENU APFIL2). Otherwise, the voucher
number for this credit memo is automatically assigned.

Key the voucher number for this credit memo. Credit and debit memos must
always be assigned a voucher number.

(A7) Required, if displayed
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Automatic Credit Memo Header Screen Fields and Function Keys

Field/Function Keys

Vendor

Description

The number of the vendor for whom this automatic credit memo is issued.
An open payables invoice created for this vendor will be reversed in full.

If you do not know a vendor number, use the vendor search by keying search
words (or beginning characters) in the Find and City fields.

Valid Values: Any existing vendor specified in Vendors Maintenance
(MENU POFILE/MENU APFILE)

(A 6) Required

Find

Use this field to activate the Vendor Search feature when you do not know
the vendor's number.

Key the vendor's name or up to 10 characters (the first 10) of one or more
words in the vendor's name and press Enter to display the Vendor Search
Screen.

To limit the vendor search by city (i.e., search for the specified vendor name
within a particular city), key a city in the City field as well.

For more information on using searches and for a description of the search
screens, refer to the Cross Applications User Guide.

(A 40) Optional

City

When using the Find field to search for a vendor, you can limit the search to a
particular city by keying a partial or complete city name in this field.

If you enter characters in this field, the Vendor Search Screen displays only
vendors that meet the criteria specified here and in the Find field.

For more information on using searches and for a description of the search
screens, refer to the Cross Applications User Guide.

(A 8) Optional

Ref No

The number of the open payable invoice for which an automatic credit memo
is issued. If you keyed a vendor number in the Vendor field, leave this field
blank to display all open payable invoices for this vendor.

NoTe: Only vouchers that are not split terms vouchers may be
selected for the automatic credit memo process. Manual credit
memo processing must be completed for split terms vouchers.

(N 7,0) Optional

F12=Voucher Entry

Press F12=VoucHer EnTryY t0 cancel this automatic credit memo and return to
voucher entry. The Voucher Entry Selection Screen (p. 4-8) will appear.
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Automatic Credit Memo Header Screen Fields and Function Keys

Field/Function Keys

Enter

Description

Press the Enter key to confirm your selections.

If you keyed vendor search criteria (Find/City), the Vendor Search Screen (p.
44-7) will appear. If you keyed a vendor number (Vendor) and did not key a
reference number (Ref No), the Open Payables VVoucher Search Screen (p. 4-
21) will appear.

When the desired vendor and voucher numbers are selected, the VVoucher
Header Credit Memo Confirmation Screen (p. 4-23) will appear.

4-20



Entering Vouchers

Open Payables Voucher Search Screen

YOUCHER SEARCH
Youcher Invoice Humber Inw Date Open Amount  Bef MNo. Status
1 415 S5IDdE7Te™ [1/29705 15.00
z 06 013595 (13005 216,59
3 401 12359 (W I 31,600, A6
4 407 19502 [01,29705 46, THG. 40
5 417 74395 [1,29/05 Bd. 32
b 421 2745 0z 2505 19,570, 86
T 397 24BT 1231707 F GA4.39
g 409 BS54 01,1305 BS3.29
Last
Selection: _ | Position to Inwoice Mumber: ... ... ......
F1Z=Return

This screen displays after pressing Enter from the Automatic Credit Memo Header Screen (p. 4-18) and
lists the open payable invoices for the selected vendor. Use this screen to select an open payable for
automatic credit memo creation. For each open payable invoice, this screen displays the:

¢ voucher number.

« original invoice number for this voucher.

« invoice date of the original invoice.

« total amount of the open payable.

« voucher number for credit and debit memos.

« status of the voucher.

Open Payables Voucher Search Screen Fields and Function Keys

Field/Function Keys

Selection

Description

Key the Reference Number of the invoice for which you are creating an
automatic credit memo.

(N 2,0) Required

Position to Invoice
Number

The invoice with the number keyed in this field is displayed at the top of the
screen. If you key a number greater than the highest invoice number, the last
invoice number is displayed at the bottom of the screen.

(A 8) Optional

F12=Return

Press F12=ReTurn t0 return to the VVoucher Entry Selection Screen (p. 4-8).
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Open Payables Voucher Search Screen Fields and Function Keys

Field/Function Keys Description

Enter Press Enter to select an open payable voucher for automatic credit memo
creation.The VVoucher Header Credit Memo Confirmation Screen (p. 4-23)
displays.
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Voucher Header Credit Memo Confirmation Screen

Vendor: 100 SHARP IWTERMWATIOMAL CREDIT MEMO COWFIRHATION
Az=ign: SHARP INTERMATIOMWAL AP Covoucher: 1 7 il
1068 East Street
BOSTOMN HA Bdbi4 115A
Phone: AE-427-1181
Contact: Sue Johnston Extri:
Inw MNo: 173713 I Desc: test
Inw Date: Z0/08725 I Amt: 156, 06
llzer Area:
Due Date: Z0/O972T7 PO Mo:
Czh Dec %: 10,000 Termsz: HET 30
Pmt Pty: 2 Dzc Date: 20709722 Dac Days: 23
Sep Chk: N YN Project: Urg Pty: 1 Urg Date: ZO010412
Force D=ci ¥ YN, blank
Busz Unit? 1 Hartford, CT 1099 Req: ¥ ¥.M Tax Id:  123d4
Co  Diwv. Account. Sub Degcription 1099 Cde: 7 ID Tp: 1
Dft Exp: 01 0O1. OUS50G, DEG Mizcell., expense account
AP Acct: 01  GO1. AO0EQEE, DA Accounts Payable
CO Acct: 01 Q1. Q0Qd46E0E. AEE AP Caszh Dizcounts Taken

F5=Create CR Memo Fl1z=Cancel

This screen appears after pressing Enter on the Open Payables Voucher Search Screen (p. 4-21). Use
this screen to verify that you selected the correct voucher to apply an automatic credit memo against.

All the fields on this screen are display only and cannot be changed.

Voucher Header Credit Memo Confirmation Screen Fields and Function Keys

Field/Function Key

Vendor

Description

This field displays the number and name of the vendor associated with the
voucher.

Assign / Payee

The Assign field appears only if the selected company is set to use assignees
in AP Options Maintenance (MENU APFIL2); otherwise the field name is
Payee.This field indicates to whom the check will be issued.

Co/Voucher

The company number and voucher number selected on the previous screen.

(Currency)

This field only displays when International Currency is installed.

The Currency Description field appears only if the vendor’s trading currency
is different from the company’s local currency.

The description of the vendor’s trading currency appears in this field.

Addr 1 - Addr 4

These fields are the assignee or payee’s four address lines that represent the
street address, post office box number or other address information except
for the city, state/province, country, and zip/postal code.
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Voucher Header Credit Memo Confirmation Screen Fields and Function Keys

Field/Function Key

City

Description

The assignee or payee’s City.

St/Prov

The assignee or payee’s state or province.

Cntry

The assignee or payee’s country code.

Zip/Pstl

The assignee or payee’s zip or postal code.

Phone/Extn

The assignee or payee’s telephone number, which includes a 3-character
country access code followed by the area code and telephone number. For
example: 011 (781) 555-1212. The Extn field for the telephone extension of
the contact person specified in the AP Contact field is shown on the line
below.

Contact

The name of the default contact person or the contact person that was keyed
for this voucher.

Inv No

This voucher is created for the invoice number keyed in this field. If this
voucher is for a drop ship receipt validation voucher, it is the number keyed
in the Invoice No. field on the Drop Ship Receipt Validation Screen (p. 4-
129). If this voucher is for a drop ship receipt validation charge back voucher,
it is the number keyed in the Charge Back No. field on the End Drop Ship
Receipt Validation Screen (p. 4-135).

Inv Desc

A description of the invoice being recorded with this voucher.

If this voucher is a drop ship receipt validation voucher, the description
keyed from the Invoice Desc field on the Drop Ship Receipt Validation
Screen (p. 4-129). If this voucher is a drop ship receipt validation charge back
voucher, this field will display the phrase C/B FOR; followed by the number
keyed in the Invoice No. field on the Drop Ship Receipt Validation Screen (p.
4-129) to signify that this is a charge back voucher associated with the
vendor’s invoice for the drop shipment.

Inv Date

The date of the invoice recorded with this voucher shown in the default date
format of the user.

Inv Amt

The amount of the invoice which is being recorded with this voucher. When
International Currency is installed, the invoice amount is displayed in the
vendor’s currency with the company’s local currency amount displayed
beneath. For type C invoices (credit), the invoice amount is a negative value.

User Area

Additional information added for this voucher.

Due Date

The due date for payment of this voucher calculated as the number of
payment days plus either the voucher entry date or the invoice date
depending on your selection in A/P Options Maintenance (MENU APFIL2
shown in the default date format of the user.
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Voucher Header Credit Memo Confirmation Screen Fields and Function Keys

Field/Function Key
PO No

Description

The number of the purchase order issued when placing the original order
being recorded with this voucher.

Cash Dsc %

The cash discount percent offered by this vendor or taken for this voucher.

Terms

The standard payment terms of this vendor. The terms keyed in this field are
printed on appropriate documents.

Pmt Pty

The payment priority used to indicate the priority level for making payments
to this vendor. Payment priority can be used in Payment Selection (MENU
APCHCK ) to select groups of vouchers to be paid. Payment priority 1 is
high, payment priority 2 is medium, payment priority 3 is low.

Dsc Date

The last date on which the cash discount for this voucher is effective shown
in the default date format of the user.

Dsc Days

The number of days for which the cash discount associated with this vendor
is effective.

Sep Chk

A N indicates the when this voucher is paid it should be paid on the same
check as any other vouchers for this vendor. AY indicates a separate check is
required for this voucher.

Project

The project associated with this voucher.

Urg Pty

The urgency priority is similar to payment priority in that it is used to
indicate the priority level for making payment to a vendor. It differs in that its
value (1, 2 or 3) replaces the payment priority on the day of the urgency date.
When using the urgency priority and urgency date, the payment priority must
be lower than the urgency priority. Urgency priority 1 is high, urgency
priority 2 is medium, urgency priority 3 is low.

Urg Date

When a payment and urgency priority are specified for a vendor, it is on this
date that the value of the urgency priority replaces the payment priority. The
urgency date is calculated based on the number of urgency days for this
vendor and is shown in the default date format of the user.

Force Dsc

AY will to force cash discounts to be taken regardless if the discount date has
passed. A N will not take cash discounts if the discount date has passed.

Bus Unit

This field appears only if you selected to use business units when selecting
AJP Liability and Expense accounts or Purchase Tax Accounts for the G/L
Interface through G/L Transfer Definition (MENU GLXFER sub-option T)
and represents the business unit that is assigned to the vendor that was used
to select the default A/P Liability, A/P Expense, and Purchase Tax Accounts
for this voucher.
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Voucher Header Credit Memo Confirmation Screen Fields and Function Keys

Field/Function Key Description

1099 Req AY indicated a 1099 is required for this voucher; a N indicates a 1099 is not
required for this voucher.

Tax Id The display of the Tax ID field is based on your authorization to Allow
Access to Federal Tax ID in Application Action Authority (MENU
XASCTY). If you are not authorized, the field will display asterisks. If you
are authorized, the un-encrypted federal tax identification code will display.
This field is the Tax ID or social security number for the vendor.

ID Tp The type of taxpayer identification number the value in the Tax Id field is.
This type is determined by the IRS. Note that this field is a required field in
the 1099 export file.

A 1 will print EIN (the IRS code for Employee Identification Number),
which is a business, organization, some sole proprietors or other entity
account type. A 2 will print SSN (the IRS code for Social Security Number),
which is anindividual, including some sole proprietors account type. A blank
indicates the Federal Tax ID Type cannot be determined.

1099 Cde This code represents IRS 1099 amount type applicable to this voucher.

This field will be consulted when 1099-MISC and/or 1099-NEC forms are
generated to determine where this voucher’s value will be included on those
forms. The code representing Nonemployee Compensation indicates this
voucher’s value will be included on a 1099-NEC form; a code representing any
other amount type indicates this voucher’s value will be included on the 1099-
MISC form. If this field is blank, the code representing Nonemployee
Compensation will be assumed.

Dft Exp With the company for this voucher, for invoices, the default will be the
account number identified as the default expense account through the GL
Transfer Definition (MENU GLXFER), Function A. For pre-receipt invoices,
the default will be the account number identified as the Pre-Receipt
Inventory Account through the GL Transfer Definition (MENU GLXFER),
Function A.

AP Acct With the company for this voucher, the accounts payable account that is
credited upon posting this voucher.

CD Acct With the company for this voucher, the cash discount that is credited when
posting this voucher if a discount is taken.

F5=Create Credit Press F5=CreaTe CrReDIT Memo tO create an automatic credit memo for the

Memo displayed header information. This information is retrieved from an open
payable invoice selected on the Automatic Credit Memo Header Screen (p. 4-
18) or the Open Payables VVoucher Search Screen (p. 4-21) and displayed for
viewing on this screen.

F12=Cancel Press F12=CanceL to cancel the credit memo invoice for this voucher. entries
made for this voucher. The Automatic Credit Memo Header Screen (p. 4-18)
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will appear.
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AP-PO Receipt Validation Screen

AP-PO RECETPT YALIDATIOM

Co: 1 A&C Office Supply
Vendor: ICSQGA SﬁSHHTEHEMHH PRODUCTS
Currency: CAD Canadian Dollars

Busineszs Unit?

Tax ID: Irvoice Date:  QOQEOE

Irwoice Amt: CA% Laa UsE
PO Mumber: ... ... (blank for List)
Receiver: .. ...... (blank for List)

F3=Landing Costs F18=End F1Z=Return

This screen appears after pressing F6=ReceirT VaLipation from the Voucher Entry Selection Screen (p. 4-
8) in this option, or, for pre-receipt invoice validation, after you press F10 on the Pre-Receipt VVoucher
Detail Screen (p. 14-14) in Pre-Receipt Inv Validation (MENU APMAIN).

For ordinary invoices (type 1), use receipt validation to create vouchers from the original purchase
order. This allows you to match the purchase order, invoice, and receiving document to ensure that
goods have been received (or services rendered) before creating a voucher. If the Calculate GST for
Purchases (Inputs) field is set to Y through AP Options Maintenance (MENU APFIL2), goods and
services tax (GST) can also be calculated during receipt validation, depending on the tax body
assigned to the vendor.

For P type vouchers, use receipt validation to generate pre-receipt invoices. This allows additional
information to be retained so that you may later match pre-paid items to the receipt and landing cost
history transactions created when goods are received.

When International Currency is installed:

» The receipt validation process performs validation of processing changes in the currency of the
vendor being processed.

« When a voucher is created, it will be given an average exchange rate calculated by the line items
selected for validation. Only pending receipts with common currency exchange options™ are
allowed to be selected onto a single voucher. *Currency exchange options include the same
currency, exchange code, lock date, currency contract, or same exchange rate (if overridden). The
exchange rate is derived from this information.

 Edits have been included to ensure that only similar entities will be included: same currency, same
exchange code and lock date, same currency contract, and same exchange rate (for overridden
rates.)
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Use this screen to provide invoice information and a purchase order or receiver number.

AP-PO Receipt Validation Screen Fields and Function Keys

Field/Function Key

Currency

Description

This field only displays when International Currency is installed and only if
you are validating foreign currency receipts (that is, you selected a foreign
currency vendor.)

This field displays the currency code and description for the vendor’s
currency, if the currency differs from the company’s local currency.

Display

Business Unit

This field appears only if the Calculate GST for Purchases (Inputs) field is
set to Y through AP Options Maintenance (MENU APFIL2).

Key the business unit you want associated with this voucher. The business
unit you specify is used when the GST amount is posted to General Ledger, if
you keyed Y for Use Business Unit in the Selecting Purchase Tax Accounts
field on the General Ledger/Inventory Transfer Options Screen in G/L
Transfer Definition (MENU GLXFER sub-option T).

Default Value: The business unit assigned to the vendor through Vendors
Maintenance (MENU APFILE or MENU POFILE)

Valid Values: A business unit defined through Business Units Maintenance
(MENU GLXFER or MENU APFILE).

(A 2) Optional

Federal Tax ID

The display of this field is based on your authorization to Allow Access to
Federal Tax ID in Application Action Authority (MENU XASCTY). If you
are not authorized, the field will display asterisks. If you are authorized, the
un-encrypted federal tax identification code will display.

This field appears only if the Calculate GST for Purchases (Inputs) field is
set to Y through AP Options Maintenance (MENU APFIL2) and the selected
vendor has a tax body assigned with the Goods/Services Tax field setto Y.

Key the vendor’s federal tax ID.

Default Value: The tax ID assigned to the vendor through Vendors
Maintenance (MENU APFILE or MENU POFILE).

(A 15) Required

Invoice Date

This field appears only if the Calculate GST for Purchases (Inputs) field is
set to Y through AP Options Maintenance (MENU APFIL?2).

Key the date of the invoice.

Valid Values: A date keyed in the Default Date Format for the user, specified
through Register User IDs (MENU XACFIG) or, if that field is blank, in the
system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE).

(N 6,0) Required
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AP-PO Receipt Validation Screen Fields and Function Keys

Field/Function Key

Invoice Amt

Description

This field displays the invoice amount for this receipt. For ordinary invoices,
this is a required field and may be changed. For pre-receipt invoices, this is a
display-only field. The voucher amount and the difference between the
invoice and the voucher is displayed after you press EnTer.

When International Currency is installed, the invoice amount is entered for
the receipt in the vendor’s currency. The amount entered will be converted to
the local equivalent amount, which will display below, and the currency
symbols for the trading and local currency will display to the right of the
amounts.

Key the appropriate invoice amount in the vendor’s currency.
(N 15,2) Required/Display

Voucher Amt

Note: This field displays only after you press F12=Return from the
Pending Receipts Search Screen (p. 4-33).

This field displays the voucher amount (the total amount of the receipt and
miscellaneous charges).

When International Currency is installed, the voucher amount is displayed in
the vendor’s trading currency. The local equivalent displays if you are
validating foreign currency receipts.

Display

Difference

Note: This field displays only after you press F12=Return from the
Pending Receipts Search Screen (p. 4-33)

This field displays the difference between the invoice and the voucher
amount.

When International Currency is installed, this field displays the amount of
the difference between the invoice and the voucher in the vendor’s trading

currency if you are validating foreign currency receipts. The local currency
equivalent of the value in the Difference field is shown.

Display
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AP-PO Receipt Validation Screen Fields and Function Keys

Field/Function Key
PO Number

Description

The purchase order number of the posted receipts for which a voucher is
created/modified. If you key a PO Number, the Receipt Validation Screen (p.
4-39) will appear after you press EnTer.

If you do not know the purchase order number, leave this field blank. All un-
vouchered receipts will be displayed for selection on the Pending Receipts
Search Screen (p. 4-33).

NoTe: When performing pre-receipt validation through Pre-Receipt
Inv Validation (MENU APMAIN), a PO previously identified
through this option must have receipts posted against it in order
to be able to use it. Otherwise, you can use other open POs that
have receipts posted. Also, the PO keyed on the Voucher
Transaction Entry Screen (p. 4-101) is for reference purposes
only.

(A 6) Optional

Receiver

The receiver number of the posted receipts for which a voucher is to be
created/modified. If you key a Receiver number, the Pending Receipts
Search Screen (p. 4-33) will appear after you press EnTer.

If you do not know the receiver number, leave this field blank. All un-
vouchered receipts ready for receipt validation will be displayed for selection
on the Pending Receipts Search Screen (p. 4-33).

(A 8) Optional

F5=Landing Costs

Press F5=LanpinG Costs to perform landing costs validation for the receipts.
The AP-PO Landing Validation Screen (p. 4-60) will appear.

F10=End Press F10=Enp to end receipt validation. The End Validation Screen (p. 4-52)
will appear.
F12=Return Press F12=ReTurn to return to the VVoucher Entry Selection Screen (p. 4-8).

NoTE: If you accessed this screen via the F10=New PO function key
from the End Validation Screen, after at least one PO has been
included in the group, this function key will not display on this
screen.
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AP-PO Receipt Validation Screen Fields and Function Keys

Field/Function Key Description

Enter Press Enter to confirm your selections.

If you keyed a PO Number, the Receipt Validation Screen (p. 4-39) will
appear. However, if the vendor is a landing cost vendor, the AP-PO Landing
Validation Screen (p. 4-60) will appear.

If you left the PO Number and Receiver number fields blank, the Pending
Receipts Search Screen (p. 4-33) will appear presenting all unvouchered
receipts.

If you keyed a Receiver number, the Pending Receipts Search Screen (p. 4-
33) will appear presenting only those unvouchered receipts associated with
that receiver.
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Pending Receipts Search Screen

PEMDING RECEIPTS Receipt -]
Vendor: 100 SHARP IWTERMWAT IOMAL

Opt Co PO No WH Rec Date Lines PO Value FReceiver el FOB
- li1pEpsl 1 B1rsZ8-08 3 192,017, 40
_ 1 1pmps 3 Azs04.08 4 94,803, a0
1 11V 1 e2sods08 3 94, G023, a0
_ 11z 1 ezs04s08 5 10,036, 53
_ 1 10EE: 1 AZsEEs0S 3 934,403, 0o
_ 11037 1 ARsEEs08 3 36,652, 00
_ 1 104 1 A2sEEs08 1 43,104, o
_ 1 1pE3E 3 BRsEREs0E 1 29, TEE. @6
_ 1 10Mm43 3 AEsEEsOE z 95, dEE. e
_ o 1sM 1  B2s/29-08 i 25,60, 0o
_ 1 5Mz 1  B2s/29-08 k 25, BEE. @6

_ 1 5pEp9e 10 A2s15/08 1 SEE. e 3
_ 1 10E143 1 A2rEEs04 1 B15. 7o
Trne: 100000 Uss
po: L Receiwver: . .. .... Yiche L
Diff: 1,000, 00
Opt: Y¥=3elect
FE=Al1 Tupes F1Z=Return F15=5elect ALL Fzd4=Delete Sel

This screen appears pending receipts meeting criteria keyed on the AP-PO Receipt Validation
Screen (p. 4-28). Pending receipts are those that have been posted in Purchasing or, if applicable,
Warehouse Management, but not yet vouchered in Accounts Payable.

Pending Receipts Search Screen Fields and Function Keys

Field/Function Key
(Status)

Description

This field indicates the status of the line item receipts that currently display.

It may display All Types, Receipts, or Returns. Use F2=ArL Types /
F2=ReTurNs / F2=REecEelpTs t0 change the status.

Display

(Currency)

This field only displays when International Currency is installed and only for
those vendors whose trading currencies are different from the company’s
local currency.

This field displays the currency code and description for the vendor’s
currency, if the currency is not the same as the company’s local currency.
Display

Opt

Key Y to select receipts for processing. Pressing Enter wWill cause the Receipt
Validation Screen (p. 4-39) to display for the selected receipts.

Any receipt that is not selected with a Y will not be included in further
processing.

Valid Values: Y
(A1) Required
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Pending Receipts Search Screen Fields and Function Keys

Field/Function Key
Co

Description

The company number associated with the purchase order.
Display

PO No

The original purchase order number.
Display

WH

The warehouse associated with the purchase order (i.e., the warehouse for
which goods were ordered).

Display

Rec Date

The date on which the goods/services for the purchase order were received.
Display

Lines

The number of line items received for the purchase order.
Display

PO Value

The total value of the line items received for the order.
« Apositive invoice amount indicates a PO.
« Anegative invoice amount indicates a PO Return.

To vary the display between PO receipts, PO returns, or both, see the F2=ALL
Tyres/ F2=ReTurns / F2=Receipts function key description.

When International Currency is installed, the PO Value may be toggled with
the F11=LocaL Curr/ F11=TrADING CURR Key to display the PO value in the
vendor’s trading currency or in the company’s local currency.

Display

Receiver

The receiver containing the pending receipt, if applicable.
Display

Sel

The selection code: Y displays if the receipt was selected for this voucher.
Display

FOB

The FOB code on the purchase order.
Display

PO

Key a valid purchase order number to limit the display of receipts on this
screen to only those that are affiliated with that purchase order. Leave this
field blank to include receipts associated with all purchase orders.

(A 6) Optional

Receiver

Key a valid receiver number to limit the display of receipts on this screen to
only those that are affiliated with that receiver. Leave this field blank to
include receipts associated with all receivers.

(A 8) Optional

4-34



Entering Vouchers

Pending Receipts Search Screen Fields and Function Keys

Field/Function Key

Inv

Description

This field displays the invoice amount for this receipt keyed on the previous
screen.

When International Currency is installed, the Inv field may be toggled with
the F11=LocaL Curr/ F11=TrapING CURR key to display the invoice amount in
the vendor’s trading currency (with the currency symbol for the vendor’s
currency displayed to the right) or in the company’s local currency (with the
local currency symbol displayed to the right).

Display

Vch

This field displays the voucher amount, which is, the total amount of the
receipt and miscellaneous charges. This amount includes the goods and
services tax (GST) for taxable line items if the Calculate GST for Purchases
(Inputs) field is set to Y through AP Options Maintenance (MENU APFIL2)
and GST is being calculated for the vendor.

When International Currency is installed, the Vch field may be toggled with
the F11=LocAL Curr / F11=TrADING CURR Key to display the voucher amount in
the vendor’s trading currency or in the local currency equivalent of the
voucher amount.

Display

Diff

This field displays the difference between the invoice and the voucher
amount.

When International Currency is installed, the Diff field may be toggled with
the F11=LocaL Curr / F11=TrADING CURR key to display the difference between
the invoice amount and voucher amount in the vendor’s trading currency and
in the company’s local currency.

Display
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Pending Receipts Search Screen Fields and Function Keys

Field/Function Key

F2=All Types/Returns/
Receipts

Description

This function key performs as a 3-way toggle. By pressing this key you can
change the display of this screen to view receipts only, returns only, or both.
The current display mode appears in the upper right corner of the screen (see
the Status field). As you press this function key, the display mode, or status,
changes accordingly.

If this key displays as:

* F2=ALL Types, receipts only display on this screen and the status in the
upper right corner reads “Receipts.”

» F2=ReTurns, both receipts and returns display on this screen and the status
in the upper right corner reads “All.”

» F2=RecelpTs, returns only display on this screen and the status in the upper
right corner reads “Returns.”

NoTe: The default display mode for this screen is driven by the
invoice amount entered on the AP-PO Receipt Validation
Screen (p. 4-28). The screen defaults to a “returns” only display
mode if a negative invoice amount was entered on the AP-PO
Receipt Validation Screen (p. 4-28). Whereas, if a positive
invoice amount was entered, the screen defaults to a “receipts”
only display mode.

F11=Local Curr/
Trading Curr

Press F11=LocaL Curr / F11=TrADING CURR t0 display the PO values and
invoice, voucher, and difference amounts in the vendor’s trading currency.
The symbol for the vendor’s currency will appear to the right of the Inv field.

Press F11=LocaL Curr to display the PO values and invoice, voucher, and
difference amounts in the company’s local currency. The symbol for the
company’s local currency will appear to the right of the Inv field.

Press F11=TrabinG Curr to display the PO values and invoice, voucher, and
difference amounts in the vendor’s trading currency. The symbol for the
vendor’s currency will appear to the right of the Inv field

F12=Return Press F12=ReTurn t0 return to the AP-PO Receipt Validation Screen (p. 4-28)
without selecting a receipt.
F15=Select All Press F15=SeLect ALL to select all receipts for voucher processing. The

Receipt Validation Screen (p. 4-39) will appear presenting all the selected
receipts.

F24=Delete Sel

Press F24=DeLeTe SeL after keying Y in the Opt field next to one or more
displayed receipts to delete them from this voucher.

Enter

Press Enter to confirm your selection. The Receipt Validation Screen (p. 4-
39) will appear for the selected receipts.
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Pending Receipts Error Screen

PENDING RECEIPTS ERROR

The PO 100175 received 5728710 cannot be
yalidated for this wvoucher due to a mismatch
in currency exchange options,

Due to PO(s) previously selected this
voucher requires PO(z) to contain the currency
exchange options lizted az follows:

Floating Rate: Exhcange Code: W]

F10=Cantinue

Note: This window will only display when International Currency is installed.

This window will display after pressing Enter on the Pending Receipts Search Screen (p. 4-33) when a
pending receipts line that you selected for validation contains currency exchange options* that differ
from the currency exchange options of previously selected lines. This window will display for each
pending receipts line that does not match the first one you selected.

NoTE: *The currency exchange options include the same currency, the same exchange
code and lock date, same currency contract, or same exchange rate (if
overridden). The exchange rate is derived from this information.

Pending Receipts Error Screen Fields and Function Keys

Field/Function Key Description

(PO Number) This is the PO number of the rejected pending receipt line.
Display
(Receipt Date) This is the receipt date of the rejected pending receipt line.
Display
(Exchange Rate This is the currency exchange rate data of the pending receipts line
Information) previously selected.

NoTe: Only pending receipts lines with identical currency exchange
information may be included for validation. Currency exchange
options include the same currency, same exchange code and
lock date, same currency contract, or same exchange rate (if
overridden). The exchange rate is derived from this
information.

Display
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Pending Receipts Error Screen Fields and Function Keys

Field/Function Key Description

F10=Continue Press F10=ConTinue to acknowledge each error and return to the Pending
Receipts Search Screen (p. 4-33).
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Receipt Validation Screen

ALL
Currency: USD US Dollars
Op Our Item Mo/Desc Quantity Yaluye C
A100 All-in-0One Printer HModel ¥S515W Pr+ 4.000 EA 1,599.96
_ A110 Sharp Copier Model Z-57 4.008 EA Z,199.96
_ A120 Color Copy / Photo Paper 28#% Hamm+ 50.0088 CAS 4,950.00
_ AL30 Photo Paper Premium 18.5 ml Kodak+ SP.EEE  CAS T,900.00
_ AZ200 Sharp Copier Toner SF-T200 200,080 CAS 11,976.00
_ A210 Sharp Copier Toner SF-5100 200,080 CAS 21,552.00
Last
Invi 10.08 US§
ur Item Locate (F6) PO: .. ...., ¥ch: 50,177.92
DS -1+ -5 LV T oS 15 & o o 50,167.92-
Opt:
C=Change D=Delete F2=Desc Left Fd4=Cst U/M FE=Locate F18=End
H=History M=Comments R=Restore FS=Mfg Item Fa=Active Fii=Local Curr

This screen appears after you press Enter from the AP-PO Receipt Validation Screen (p. 4-28) or
Pending Receipts Search Screen (p. 4-33). Use this screen to modify the items that make up the selected

receipts.

Receipt Validation Screen Fields and Function Keys

Field/Function Key

Description

(Status) This fieo|d indicates the status of the line item receipts t}1at currently display.
It may display All, Active, or Deleted. Use F9=AcTive / FO=ALL / F9=DELETED
to change the status and the matching data.

Currency This field only displays when International Currency is installed and only for

those vendors whose trading currencies are different from the company’s
local currency.

The currency code and description for the vendor’s currency, if the currency
is not the same as the company’s local currency.

Display
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Receipt Validation Screen Fields and Function Keys

Field/Function Key

Op

Description

Use this field to change (C), delete (D), restore (R), view comments (M), or
review history (H) for one of the displayed line items.

Key C to change the invoice value of a line item on this receipt. The Receipt
Validation Line Item Receipt Change Screen (p. 4-46) will appear.

Key D to remove a line item from this voucher validation process. If, after
removing an item, you wish to reconsider and include the item again, use the
R option.

NoTE: Lines marked with a D will be available to be vouchered later.
The total PO value seen in the voucher is reduced by the
amount of the lines previously vouchered.

IT the status of the display on this screen is ALL, the deleted Tine item will
still display, although the quantity and value of that line item will no longer

be included on the screen. If the Status is ACTIVE, the deleted line item will
be removed from the screen.

Key H to review the history of a line item. The Transaction History Detail
Screen [Item Inquiry (MENU IAMAIN)] will appear to present general
ledger and I/A transaction comment information.

Key R to restore a previously removed line item and include its quantities
and values in the display.

1S R AR GelBted Te i Wil PSHiT GiepIay o This Scteen. o festors this

line item, simply key an R in this field and press ENTER. The quantity and
value of that line item will again be included on the screen.

If the Status is ACTIVE, a deleted line item will not display on the screen.
Therefore, to restore such a line item, use must use the F9=AcTtive / F9=ALL /
F9=DeLeTeD toggle key to change the status to DELETED or ALL, so that the
line item will display. Once displayed, you may key an R in the Op field and
press EnTer to restore the line item.

Key M to view any order/item comments for the line item you select, if
comments were entered for that particular line during Purchase Order Entry.
When you press Enter after selecting this option, the Purchase Order Item/
Order Comments Screen (p. 4-50) will appear.

(A 1) Optional

Our Item No/Desc

The item number (our item number or that of the manufacturer) and/or item
description of the line item on the receipt. How much information displays
can be toggled using F2=Desc Lert / F2=Desc RigHT / F2=ITEm & Desc, and
what type of information displays can be toggled using F5=Mrc ITem NumBER /
F5=0UuR ITEM NUMBER.

Display
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Receipt Validation Screen Fields and Function Keys

Field/Function Key

Quantity

Description

This field displays provides the quantity received (invoiced) and Unit of
measure for the displayed line item. This is the quantity to validate and
voucher.

Display

Value

The total dollar value for the line item received (invoiced). This value is the
guantity of items (Qty) multiplied by the cost for the line item. This is the
value to validate and voucher.

When International Currency is installed, the values in this column default to
the vendor’s currency. If the vendor’s trading currency is different from the
company’s local currency, these values will display in the vendor’s currency;
however, if you chose to display local currency equivalents on the Pending
Receipts Search Screen (p. 4-33) and accessed this screen while local
equivalents were displayed there, these values will default to the local
currency. You may toggle between displays of values in trading and local
currencies by pressing the F11=LocaL Curr / F11=TRADING CURR Key.

Display

Indicates if any I/A transaction comments exist for the displayed line item
received. I/A transaction comments may be reviewed by using the H option
to display the Transaction History Detail Screen [Item Inquiry (MENU
IAMAIN)].

Display

Our Item Locate / Mfg
Item Locate

NoTE: Depending on the use of the F5=Mrc ITem NumBer / F5=0OUR ITEM
Numser toggle function key, this field displays as either our
Item Locate Or Mfg Item Locate.

Use this field to locate a specific item received. After you key an item
number in this field, press F6=Locate. That item number will display at the
top of the screen.

(A 27) Optional

Co

Key a valid company number to limit the display of receipts on this screen to
only those that are affiliated with that company.

Leave this field blank to display receipts regardless of company affiliation.
(N 2,0) Optional

PO

Key a valid purchase order number to limit the display of receipts on this
screen to only those that are affiliated with that purchase order.

Leave this field blank to display receipts regardless of purchase order
affiliation.

(A 6) Optional
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Receipt Validation Screen Fields and Function Keys

Field/Function Key

Receiver

Description

Key a valid receiver number to limit the display of receipts on this screen to
only those that are affiliated with that receiver.

Leave this field blank to display receipts regardless of receiver affiliation.
(A 8) Optional

Inv

The invoice amount keyed when creating this receipt validation.

When International Currency is installed, this field may be toggled with the
Fll=LocAL CurRr / F11=TrADING CURR Kkey to display the invoice amount in the
vendor’s trading currency (with the currency symbol for the vendor’s
currency displayed to the right) or in the company’s local currency (with the
local currency symbol displayed to the right.)

Display

Vch

The voucher amount as indicated by the received goods for this purchase
order/receiver. This amount includes the goods and services tax (GST) for
taxable line items if the Calculate GST for Purchases (Inputs) field is setto Y
through AP Options Maintenance (MENU APFIL2) and GST is being
calculated for the vendor.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TraDING CURR Key to display the voucher amount in the
vendor’s trading currency or in the company’s local currency.

Display

Diff

The difference between the invoice and voucher amounts.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TrADING CURR Key to display the difference between the
invoice amount and voucher amount in the vendor’s trading currency and
local currency.

Display
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Receipt Validation Screen Fields and Function Keys

Field/Function Key

F2=Desc Left/Desc
Right/Item & Desc

Description

The F2=Desc Lert / F2=Desc RicHT / F2=ITem & Desc function key displays
only if you selected not to display both description lines [as selected in
System Options Maintenance (MENU XAFILE) or as selected with the
F24=DousLE LINE / F24=SincLE LiNe hon-displayed function key].

If the key displays as follows:

» F2=Desc LErT, press to show the “left window” of the item description
starting with the left-most word in the description.

e F2=Desc RigHT, press to show the “right window” of the description so the
last word in the description appears at the end of the description field. The
left and right windows will be the same if the entire description can fit on
the screen.

» F2=ITem & Desc, press to show the complete item number and as much of
the description as will fit (two blanks separate the fields.) The item
number displays in high intensity.

F4=Cst U/M/Buy UM

This key performs as a 2-way toggle to display either the quantity of the item
in the costing unit of measure or buying unit of measure. This allows you to
see a direct correlation between the U/M and quantity values in which an
item was purchased from a vendor, and the costing values of that item.
Quantity values for each item that make up the selected receipt are displayed
on this screen in the appropriate U/M.

If the key displays as follows:

* F4=CsT U/M, press to display the quantity of the item in its costing unit of
measure.

» F4=Buv U/M, press to display the quantity of the item in its buying unit of
measure.

F5=Mfg/Our ltem
Number

The F5=Mrc ITem Numeer / F5=0ur ITem Numser function key performs as a 2-
way toggle to display either the manufacturer’s item number or your item
number (“our” item number).

If the key displays as follows:

» F5=Mrc ITem, press to display the item number used by the manufacturer
for this item (if the item number is displayed). (Refer to the F2 function
key description.)

» F5=0uRr ITem, press to display the item number used by your organization
for each item receipt (if the item number is displayed).

F6=Locate

Press F6=Locarte after keying an item number in the Mfg Item Locate or Our
Item Locate fields to locate the selected item number at the top of the screen.
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Receipt Validation Screen Fields and Function Keys

Field/Function Key
F9=Active/All/Deleted

Description

The Fo=AcTive / F9=ALL / F9=DeLeTep function key performs as a 3-way
toggle. Press this key to display active, all, or removed line item receipts. The
status (active/deleted/all) of the line item receipts shown displays in the
(Status) field.

If this key displays as follows:

» F9=AcTve, all line item receipts display and “All” appears in the upper
right corner.

o F9=ALL, deleted line item receipts only display and “Deleted” appears in
the upper right corner.

» F9=DEeLETED, active line item receipts only display and “Active” appears in
the upper right corner.

F10=End

Press F10=Enp to end receipt validation. The End Validation Screen (p. 4-52)
will appear.

F11=Local Curr/
Trading Curr

This key only displays when International Currency is installed and only if
the trading currency of the vendor you have selected is different from the
company’s local currency.

Press F11=LocaL Curr/ F11=TraDING CURR t0 toggle between displaying the
total values for the invoiced line items, invoice and voucher amounts, and the
amount of the difference between the invoice and voucher amounts in the
company’s local currency or in the vendor’s trading currency.

Press F11=LocaL Curr to display the PO values and invoice, voucher, and
difference amounts in the company’s local currency. The symbol for the
company’s local currency will appear to the right of the Inv field.

Press F11=TrapinG CUrR t0 display the total values for the invoiced line items
and invoice, voucher, and difference amounts in the vendor’s trading
currency. The symbol for the vendor’s currency will appear to the right of the
Inv field.

F24=Double Line/
F24=Single Line

F24=DousLE LINE / F24=SINGLE LINE iS non-display.

Press F24=DousLE Line / F24=SincLE LiNE tO toggle between double line mode
and single line mode. The default mode of this screen is based on the
selection to Show 2nd Desc Line as determined in System Options
Maintenance (MENU XAFILE).

In single line mode, the initial display shows the item number field based on
the Longest Item Length field specified in System Options (MENU
XAFILE) followed by the beginning of the item description.

In double line mode, the two lines of item description are displayed below
the full display of the item number field.
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Receipt Validation Screen Fields and Function Keys

Field/Function Key Description

Enter Press Enter after keying an option in the Op field.
If you selected a line item to:

o Delete (D) or Restore (R), pressing Enter updates the current screen
accordingly.

» Change (C), pressing Enter displays the Receipt Validation Line Item
Receipt Change Screen (p. 4-46).

» Review its history (H), pressing Enter displays the Transaction History
Detail Screen of the Item Inquiry (MENU IAMAIN). Refer to the
Inventory Accounting User Guide for more information.

» View any order/item comments (M) for the line item you select, if
comments were entered for that particular line during Purchase Order
Entry, pressing Enter displays the Purchase Order Item/Order Comments
Screen (p. 4-50).
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Receipt Validation Line Item Receipt Change Screen

RECEIPT %ALIDATION

Op Our ITtem Nos/Desc Quant ity
_ A1Z0 Zharp Super Senzitive Fax Paper B+ dEA.BEE CAS
C Al30 Sharp Extra Sensitive Fax Paper 4+ 100800 CAS

LAl

Yalue
39, k00, A6
15,800, A6

I

Last

Chg: Z Item: AL30 5Sharp Extra Sensitive Fax Paper 4+

Mo Chg: ., 0¥, 1 Inw Qby I Wal RBec Qty
Cmplt: . R I 1 | 5% 100, oo

F&=Receipts Cmnts

Bec ¥al
15500, 00

F1Z=Return

This screen appears after you select a line item to change from the Receipt Validation Screen (p. 4-39).

Use this screen to change information for a receipt line item.

Receipt Validation Line Item Receipt Change Screen Fields and Function Keys

Field/Function Key Description

Chg The line number, from the Receipt Validation Screen (p. 4-39), of the line item
receipt being changed.
Display

Item The item number and description for the line item receipt being changed.
Display

No Chg Use to indicate if this is a no charge item. A no charge item is simply an item

that is received but not billed.

Key Y if this item is a no charge item. This marks the pending receipt as “no

charge” to ensure that it will not be considered for receipt validation.

Leave this field blank if this item is not a “no charge” item.

Default Value: Blank

Valid Values: Blank, Y
(A 1) Optional
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Receipt Validation Line Item Receipt Change Screen Fields and Function Keys

Field/Function Key

Inv Qty

Description

Use this field to change the received (invoiced) quantity displayed on the
Receipt Validation Screen (p. 4-39). Note that the value in the receipt quantity
(Rec Qty) field on this screen will not be updated. Also note that the value
keyed in this invoice quantity field cannot be greater than that keyed in the
Rec Qty field.

Key an invoice quantity in this field if different than the default (the receipt
guantity).

If the validation is indicated as complete (refer to the Complete field
description), and there is a difference between the invoice quantity (Inv Qty)
and the receipt quantity (Rec Qty), the difference will be included in the
Quantity Variance Report (p. 4-58). This report will print at the end of the
validation process, after completing activities on the End Validation

Screen (p. 4-52) and pressing F13=CreaTe VoucHeR to create a voucher.

(N 11,2) Required

Inv Val

Use this field to key the invoice amount for this line item if it is different than
the receipt value. The received (invoiced) value displayed on the Receipt
Validation Screen (p. 4-39) updates to reflect the value keyed in this field.

A cost variance warning is issued when a line item’s cost is changed, and the
variance between the invoice amount and the receipt amount exceeds either
the Cost Variance Warning Percent or the Cost Variance Warning Value set
in Purchasing Options Maintenance (MENU XAFILE). Additionally, if there
is a PO-AP Hold Code specified in Purchasing Options Maintenance, the
voucher you create will automatically be put on hold with that hold code. To
release the voucher from hold, you must be authorized as defined for the
Allow the Release of Vouchers on Variance Hold action authority through
Application Action Authority Maintenance (MENU XASCTY).

NoTEe: If aline item has a negative value, indicating a return, you can
only enter a negative invoice amount in this field. Similarly, if
the line item has a positive receipt value (PO), you can only
enter a positive invoice amount in this field.

Use this field to key the invoice amount for this line item if it is different
from the receipt value.

When International Currency is installed, key the invoice amount for this line
item in the vendor’s currency. The local equivalent field displays only if the
trading currency is different from the company’s local currency.

Key the invoice amount for this line item.

(N 13,2) Optional

Rec Qty

This field displays the number of items received.
Display
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Receipt Validation Line Item Receipt Change Screen Fields and Function Keys

Field/Function Key

Rec Val

Description

This field displays the total value of the items received (cost per item
multiplied by the number of items received).
When International Currency is installed, the total value of the items

received displays, in the vendor’s currency. The local equivalent displays
only if the trading currency is different from the company’s local currency.

Display

Cmplt

Use this field to indicate if the validation for the line item is complete, even if
only a partial invoice quantity is entered.

If the validation is indicated as complete, but there is a difference between
the invoice quantity (Inv Qty) and the receipt quantity (Rec Qty), the
Quantity Variance Report (p. 4-58) will print. This report will print at the end
of the validation process, after completing activities on the End Validation
Screen (p. 4-52) and pressing F13=CreaTe VoucHeR t0 create a voucher.

Key Y to indicate that this line item is received complete.
Leave this field blank to indicate that this line item is not received complete.

Important

If there is a difference between the invoice and receipt quanti-
ties, but this field is left blank to indicate that the line item is
not validated as complete, the remaining balance of items will
be included in a new record so that future validation of the
remaining items may be performed.

Default Value: Y

Valid Values: Y, blank
(A 1) Optional

Taxable

This field appears only if the Calculate GST for Purchases (Inputs) field is
set to Y through AP Options Maintenance (MENU APFIL2).

Use this field to specify whether this item is subject to goods and services tax
(GST).

Key Y if this item is subject to GST. GST will be calculated for the item
based on the GST rate of the tax body assigned to the vendor.

Leave this field blank if this item is not subject to GST. GST will not be
calculated.

Default Value: The value specified for the item in the Tax field when the
requisition was entered through Requisition Entry (MENU POMAIN).

Valid Values: Y, blank
(A 1) Optional
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Receipt Validation Line Item Receipt Change Screen Fields and Function Keys

Field/Function Key
Crd Alwd

Description

This field appears only if the Calculate GST for Purchases (Inputs) field is
set to Y through AP Options Maintenance (MENU APFIL2).

Use this field to specify whether tax credit is allowed for GST assessed on
this item. The tax amount will post to different General Ledger accounts
based on your response.

Key Y if GST tax credit is allowed for this item.
Leave this field blank if GST tax credit is not allowed for this item.
Default Value: Y

Valid Values: Y, blank
(A 1) Optional

F2=Receipts Cmnts

The F2=ReceirTs Cunts function key allows for the editing of receipt
comments associated with the selected line item on the selected PO.

Press F2=ReceipTs Cmnts to display the I/A Receipt Comment Maintenance
Screen. Refer to Enter or Change Receivers or PO Receipts (MENU
POMAIN) in the Purchasing manual for more information regarding this
screen and any subsequent screens that may follow from it.

F12=Return Press F12=Return to return to the previous screen without making any
changes to the selected line item receipt. The Receipt Validation Screen (p. 4-
39) will appear.

Enter Press Enter to update the selected line item receipt with the entries keyed on

this screen. The Receipt Validation Screen (p. 4-39) will appear.
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Purchase Order Item/Order Comments Screen

ORDER COMMENTS PO MNo: 160112 SHARP INTERMATIONAL VEMDOR
. .. .
_A11@ Sharp Copler 100,000
) Model Z-57
Print ) )
P Please inform us A.S.A.P. 1f you must backorder.
Last

This screen appears after you select a line item to view order/item comments, if any, from the Receipt
Validation Screen (p. 4-39). Use this screen to view any order/item comments for the line item you
selected, if comments were entered for that particular line during Purchase Order Entry. This screen
initially displays the specific item comments that were associated with that Purchase Order line. To
display order comments that exist for the entire Purchase Order, press F5=OrRpER COMMENTS.

All fields on this screen are display only.

Purchase Order Item/Order Comments Screen Fields and Function Keys

Field/Function Key Description

Item No The item number in this purchase order.

Description The description of the item number.

Quantity The received quantity of the item.

Print / The print code regarding the specific documents where the order/item

(Comment) comments were output to, followed by the order/item comments.
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Purchase Order Item/Order Comments Screen Fields and Function Keys

Field/Function Key Description

F5=Order Comments/  Press the F5=Orber CommenTs / F5=ITem CommenTs toggle key to display
F5=Item Comments  specific item comments that were associated with the particular Purchase
Order line or to display order comments that exist for the entire Purchase
Order.
The top left of the screen displays ITEM COMMENTS or ORDER

COMMENTS in reverse image to notify you what comments you are
viewing.

F12=Return Press F12=ReTurn t0 return to the Receipt Validation Screen (p. 4-39).
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End Validation Screen

EMD YALIDATION

Co: 1 A& C Office Supply
Yendor: 100 SHORP IMTERMAT IOMAL

Invoice Amt: 1,000,080 Ust

Receipts: 29,460, AE

Landing Cst: L Ba

Mizc Chgs: L8 <--Adjusts L ez
Yaucher Ant: oo, 40, aa

Difference: od 400, [E-

al. Involce Amount

Fi=Receipts F1la=Mew PO F3=Lnd Cst F13=Create Youcher Fzd4=Cancel

This screen appears after you press F10=Enp from the Receipt Validation Screen (p. 4-39). Use this
screen to change the miscellaneous charges amount, if needed, and to confirm receipt validations.

NoTE: This screen also may be accessed from Pre-Receipt Inv Validation (MENU
APMAIN), with minor differences. Those differences are described here.

End Validation Screen Fields and Function Keys

Field/Function Key Description

Currency This field only displays when International Currency is installed and only for
those vendors whose trading currencies are different from the company’s
local currency.

The currency code and description for the vendor’s currency, if the currency
is not the same as the company’s local currency.

Display

Invoice Amt The amount of the invoice for this receipt validation. This amount was keyed
on the AP-PO Landing Validation Screen (p. 4-60).

When International Currency is installed, this field may be toggled with the
Fll=LocAL Curr/ F11=TrADING CURR Key to display the invoice amount for the
receipt in the vendor’s trading currency (with the currency symbol for the
trading currency displayed to the right) or in the company’s local currency
(with the local currency symbol displayed to the right.).

Display
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End Validation Screen Fields and Function Keys

Field/Function Key
GST Amount

Description

This field appears only if the Calculate GST for Purchases (Inputs) field is
set to Y through AP Options Maintenance (MENU APFIL2) and the Goods/
Services Tax field is set to Y through Tax Body Maintenance (MENU
OEFILE or MENU ARFILE) for the tax body assigned to the vendor through
Vendors Maintenance (MENU POFILE) or the vendor/warehouse through
Vendor/Warehouse Assignments Maintenance (MENU POFILE).

This field displays the total amount of GST calculated for taxable line items
during receipt validation.

Display

Receipts

The total amount of receipts selected for this voucher. This amount is
determined by the line item receipts for the PO or receiver.

NoTEe: If the receipt value is negative, the Purchases Returns Clearing
Account will be retrieved. Otherwise, the Purchases Clearing
Account will be retrieved. Accounts are specified in the G/L
Interface. Refer to the General Ledger Interface manual for
details.

When International Currency is installed, this field may be toggled with the
Fll=LocAL Curr/ F11=TraDING CuRrR key to display the total amount of
receipts for this voucher in the vendor’s trading currency or in the company’s
local currency.

Display

Landing Cst

The total amount of landing costs identified for this voucher. This is a
combination of all landing costs for each line item included in the voucher.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TraDING CuRrR key to display the total amount of
landing costs identified for this voucher in the vendor’s trading currency or
in the company’s local currency.

Display

Misc Chgs

This field does not display when this screen is accessed from Pre-Receipt Inv
Validation (MENU APMAIN).

The total amount of miscellaneous charges (i.e., non-item charges) for this
voucher. You may change this amount using the Adjust field.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TraDING CuRrR key to display the total amount of
miscellaneous charges for this voucher in the vendor’s trading currency or in
the company’s local currency.

Display
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End Validation Screen Fields and Function Keys

Field/Function Key Description
Adjust This field does not display when this screen is accessed from Pre-Receipt Inv
Validation (MENU APMAIN).

To change the amount in the Misc Chgs field, key the new amount in this
field and press EnTer.

NoTe: If you wish to use the F13=Create VoucHer key to create a
voucher from this screen, the total amount of the invoice
(Invoice Amt) plus any additional charges (for example, GST)
must match the voucher (Voucher Amt). When the two are
equal, the difference will reflect zero. To make the totals equal
and therefore the Difference field reflect 0, key an adjustment
amount in this field, negative or positive, as applicable.

When International Currency is installed, this field will not display if the
vendor you selected uses a trading currency different from the company’s
local currency and you selected to display local equivalent values by pressing
the F11=LocaL Curr / F11=TraDING CURR Key. Using the vendor’s currency, key
the new amount in this field and press Enter.

(N 15,2) Optional

Voucher Amt The total amount of the voucher to be created (i.e., the value of the receipts
plus miscellaneous charges and GST.)

One voucher transaction is created for each Purchases Clearing Account
updated. Purchases Clearing Accounts are specified in the G/L Interface.
Refer to the General Ledger Interface manual for details.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TrabiNG Curr key to display the total amount of the
voucher to be created in the vendor’s trading currency or in the company’s
local currency.

Display
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End Validation Screen Fields and Function Keys

Field/Function Key

Difference

Description

The difference between the invoice amount plus any additional charges (for
example, GST) and the voucher amount for this voucher.

You can resolve the difference by changing the invoice amount or for one or
more line items on the Receipt Validation Screen (p. 4-39). You cannot
change the calculated GST; however, you can change whether tax should be
calculated for the item.

If the amount in this field exceeds the Cost Variance Warning Percent or
Cost Variance Warning Value set up through Purchasing Options
Maintenance (MENU XAFILE), you will see a warning. Additionally, if
there is a PO-AP Hold Code specified through Purchasing Options
Maintenance, the voucher you create will automatically be put on hold with
that hold code. Only the authorized users specified in Purchasing Options
Maintenance are allowed to release the voucher from hold.

NoTe: If you wish to use the F13=Create VoucHer key to create a
voucher from this screen, the total amount of the invoice
(Invoice Amt) plus any additional charges (for example, GST)
must match the voucher (Voucher Amt). When the two are
equal, the difference will reflect zero. To make the totals equal
and therefore the Difference field reflect 0, key an adjustment
amount in the Adjust field, negative or positive, as applicable.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TrADING CURR Key to display the difference between the
invoice amount and voucher amount in the vendor’s trading currency and in
the company’s local currency.

Display

F2=Receipts

This function key displays only if a PO number was entered on the AP-PO
Landing Validation Screen (p. 4-60) or selected from the Pending Receipts
Search Screen (p. 4-33).

Press F2=RecelpTs t0 return to the Receipt Validation Screen (p. 4-39).

F5=Lnd Cst

NoTE: Landing costs can be utilized only if Purchasing is installed.

Press F5=Lnp Cst to display the AP-PO Landing Validation Screen (p. 4-60) to
review and validate landing costs.

F10=New PO

Press F10=New PO to perform receipt validation for a new purchase order.
The AP-PO Landing Validation Screen (p. 4-60) will appear.

4-55



Infor Distribution A+ Accounts Payable User Guide

End Validation Screen Fields and Function Keys

Field/Function Key

F11=Local Curr/
Trading Curr

Description

The F11=LocaL Curr / F11=TrapiNG Curr function key only displays when
International Currency is installed and only if the trading currency of the
vendor whose receipts you are validating is different from the company’s
local currency.

Press F11=LocAL Curr / F11=TrADING CURR t0 toggle between displaying the
invoice, receipts, landing costs, miscellaneous charges, voucher and
difference amounts in the company’s local currency and displaying these
amounts in the vendor’s trading currency.

Press F11=LocaL CurR to display amounts in the company’s local currency.
The symbol for the company’s local currency will appear to the right of the
Invoice Amt field.

Press F11=TrapiNG CurRr to display amounts in the vendor’s trading currency.
The symbol for the vendor’s currency will appear to the right of the Invoice
Amt field.

F13=Create VVoucher/
Next VVoucher

If you accessed this screen through this menu option, this function key
displays as F13=CreaTe VoucHeR. Press F13=CRreaTe VoucHer t0 create a
voucher after you have modified and verified the selected receipts. If any
differences between the receipt quantity and the inventory quantity exist, and
the line items were validated as complete, the Quantity Variance Report (p. 4-
58) will print. The Voucher Header Screen (p. 4-80) will appear.

The voucher is created in the current voucher group. The receipts from which
the voucher is created are marked as being “vouchered” (i.e., a voucher has
been created for those receipts) in Purchasing.

The Purchase Clearing Account and Purchase Price Variance Account for
each item are updated accordingly in General Ledger (G/L). For each
account updated, a separate voucher transaction is created; these transactions
are posted in G/L when this voucher group is posted (if you are interfaced to
G/L). Also, if the receipt value is negative, the Purchases Returns Clearing
Account will be retrieved. Refer to the General Ledger Interface manual for
details.

If you accessed this screen through Pre-Receipt Inv Validation (MENU
APMAIN), this function key displays as F13=Next VoucHer. Press F13=Next
VoucHer to select another pre-receipt invoice for validation. The Pre-Receipt
Invoices List Screen (p. 14-9) will appear.

F24=Cancel

Press F24=CanceL to cancel this receipt validation process. Press F24=CanceL
a second time to verify the cancellation.

If you accessed this screen through this option, the Voucher Entry Selection
Screen (p. 4-8)will appear.

If you accessed this screen through Pre-Receipt Inv Validation (MENU
APMAIN), the AP-PO Receipt Validation Screen (p. 4-28) will appear.
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End Validation Screen Fields and Function Keys

Field/Function Key Description

Enter If you keyed an amount in the Adjust field, press Enter to update the Misc
Chgs and the Difference fields.

4-57



Infor Distribution A+ Accounts Payable User Guide

Quantity Variance Report

AP114 322193 12.01.37 QUANTITY VARIANCE REPORT AX/APDEHD PAGE 1
|----RECEIPT- ---|-----OVERRIDE- ----] |--- -VARTANCE----|
CO VOUCHER VENDOR PO NO. ITEM/DESCRIPTION ary  VALUE GTY  VALLE Y VALLE
01 455 100 100043 AM20 2.000 198.00 4.000  50.00 1.0000  14B.00
Eharp Super Sensitive Fax Paper
6/Box

This report prints for all differences between quantities received and quantities invoiced, if the
applicable line items have been validated as “complete” on the Receipt Validation Line Item Receipt
Change Screen (p. 4-46). All Quantity Variance Reports should be kept as a record of partial receipts
flagged as completely validated.

For a description of the fields on this screen, review the Receipt Validation Line Item Receipt Change
Screen (p. 4-46).

Quantity Variance Report

Report/Listing Fields Description

Co The company associated with this voucher.

Voucher The voucher number assigned for this receipt’s invoice.

Vendor The vendor from whom the item was purchased.

PO No The purchase order number who’s receipt is being validated.

Item / Description The item number and description in this purchase order.

Receipt Qty The received quantity being vouchered.

Receipt Value The extended cost of the received quantity.

Override Qty The override quantity being vouchered as keyed in the invoice quantity

(Inv Qty) field on the Receipt Validation Line Item Receipt Change
Screen (p. 4-46).

Override Value The extended cost of the override quantity as keyed in the invoice value
(znv val) field on the Receipt Validation Line Item Receipt Change
Screen (p. 4-46).

Variance Qty The difference between the receipt quantity and the override quantity.
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Quantity Variance Report

Report/Listing Fields Description

Variance Value The difference between the receipt value and the override value.
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AP-PO Landing Validation Screen

AP-PO LAMDIMNG YALIDATION

Co: 1 A& C Office Supply
Vendor: IC30QE  SAUERKRAUT PRODUCTS

Currency: GOM German Deutzchemark
Inwoice Amt: 100,860, A8 DH#
Youcher Amt: TES. 05
Difference: 99,234, 9%
WHY l . Hartford, CT
Lid Cet Mo: |, 1-Freight

Z-Handling Fees
3-Broker Fees
d-Duty

Lnd Ref Ho:

Fl1=Local Curr F18=End F1Z=Return

This screen appears after you press F5=Lnp Cst on the End Validation Screen (p. 4-52). Use this screen
to validate accrued landing costs incorporated in this voucher against the voucher amounts.

Using this screen determines which landing costs (which landing type and for which warehouse) will
be validated by this voucher. Selecting a specific type of landing cost will display all unvouchered
landing costs of that type for this voucher.

NoTe: When International Currency is installed, the landing validation process will
perform all validation processing changes in the currency of the vendor being
processed.

AP-PO Landing Validation Screen Fields and Function Keys

Field/Function Keys Description

Co The company number and name associated with this voucher.
Vendor The vendor number and name for the invoice being validated.
Currency This field only displays when International Currency is installed and only for

those vendors whose trading currencies are different from the company’s
local currency.

The currency code and description for the trading currency, if the vendor’s
currency differs from the company’s local currency.

Display
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AP-PO Landing Validation Screen Fields and Function Keys

Field/Function Keys

Invoice Amt

Description

The invoice amount for this receipt, as identified on the End Validation
Screen (p. 4-52).

When International Currency is installed, this field may be toggled with the
Fll=LocAL CurRr / F11=TrADING CURR Key to display the invoice amount for the

receipt in the vendor’s trading currency or in the company’s local currency
with the local currency symbol displayed to the right.

Display

Voucher Amt

The voucher amount (the total amount of the receipt and miscellaneous
charges) as identified on the End Validation Screen (p. 4-52). One voucher
transaction is created for each purchase account updated. Purchase accounts
are specified in the G/L Interface. Refer to the General Ledger Interface
manual for details.

When International Currency is installed, this field may be toggled with the
Fll=LocAL Curr / F11=TrADING CURR Key to display the total amount of the
voucher in the vendor’s trading currency or in the company’s local currency.

Display

Difference

The difference between the invoice and the voucher amount are also
displayed as identified on the End Validation Screen (p. 4-52).

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TrADING CURR Key to display the difference between the
invoice amount and voucher amount in the vendor’s trading currency or in
the company’s local currency.

Display

WH

Key the Warehouse ID to indicate the warehouse for which landing costs are
to be validated.

(N 2,0) Required

Lnd Cst No

Use this field to indicate the landing costs which will be validated (landing
cost 1 through landing cost 6, as applicable).

Key the number associated with the desired landing cost and press Enter to
display a list of currently unvouchered landing costs of that type. The
Unvouchered Unvouchered Landing Costs Screen (p. 4-63) will appear.

(N 1,0) Required
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AP-PO Landing Validation Screen Fields and Function Keys

Field/Function Keys

Lnd Ref No

Description

Use this field to specify a landing cost reference to limit the display on the
Quantity Variance Report (p. 4-58) to those costs associated with that
reference.

For example, if, for Receiver 100100, you keyed a reference of UPS (to
indicate United Parcel Service) next to a freight landing cost while
performing Enter or Change Receivers or PO Receipts (MENU POMAIN),
you could key UPS in this field. This would limit the display on the
Unvouchered Landing Costs Screen to only those associated with UPS, such
as Receiver 100100. The use of references assists when matching landing
cost amounts to the correct landing cost invoices by helping to associate the
two.

(A 10) Optional

F10=End

Press F10=Enp to display the End Landing Validation Screen (p. 4-77).

F11=Local Curr/
Trading Curr

The F11=LocaL Curr / F11=TrapING CurR function key only displays when
International Currency is installed and only if the trading currency of the
vendor whose landing costs you are validating is different from the
company’s local currency.

Press F11=LocAL Curr / F11=TrADING CURR t0 toggle between displaying the
invoice, voucher and difference amounts in the company’s local currency and
displaying these amounts in the vendor’s trading currency.

Press F11=LocaL Curr to display amounts in the company’s local currency.
The symbol for the company’s local currency will appear to the right of the
Invoice Amt field.

Press F11=TrapinG CurRr to display amounts in the vendor’s trading currency.
The symbol for the vendor’s currency will appear to the right of the Invoice
Amt field.

F12=Return Press F12=ReTurn t0 return to the previous screen without making any
selections on this screen.
Enter Keying a landing cost number in the Lnd Cst No field and pressing Enter will

display the Unvouchered Landing Costs Screen (p. 4-63).
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Unvouchered Landing Costs Screen

WH: 1 UMYOUCHERED LAMDIMG COSTS Freight
Vendor: 100 SHARP TWTERMATIOMAL
Opt Co PO Mo Rec Date Tot LC Amt Receiver FReference Sel FOB
- 1 10ERZe 1219707 av. oo
_ 1 500091 1229707 11.00 Rl
_ 1 10ERET 1229707 45.09 Rl
_ 1 10e47 1-21/08 BIZ. 00
_ 1 10E31 1-Z8s00 3,840,325
_ 1 100117 204008 1,896,006
_ 1 10013 204,08 177.94
_ 1 10E1Es 2022008 1,5896.06
_ 1 10E137 2r22708 d431. 04
_ 1 1odi4e 2022/08 ez, 0g
_ 1 100149 2r22008 12,36
9,.5891.00 Trne: 100000 Uss
pa: L Receiver: . . ...... Yiche 55,400, 00
Reference: . ... ...... Diff: 54,400, 0E-
Opt: 5=5elect
R=Remowe F1o=End Flz=Return F15=5el ALl

This screen appears after you make a landing cost selection and press Enter on the AP-PO Landing
Validation Screen (p. 4-60). Each transaction that displays is a summary of all line items in that
transaction. Use this screen to select receipt transactions for which landing costs are to be validated.
Or, use this screen to remove a receipt transaction from the voucher being entered.

When International Currency is installed, the purchase orders will only display when the currency of
the vendor matches the landing cost currency code.

Unvouchered Landing Cost Screen Fields and Function Keys

Field/Function Key

(Landing Cost)

Description

This field indicates the landing cost selected in the Lnd Cst No field on the
previous screen. Landing costs being used are determined through
Warehouse Numbers Maintenance (MENU IAFILE) in Inventory
Accounting. Related account information for landing costs is defined
through G/L Transfer Definition (MENU GLXFER ) in General Ledger. The
formulas for calculating landing costs are defined for a vendor (and
optionally a warehouse) through Landing Factors Maintenance (MENU
POFILE). Finally, landing costs are assigned to an item through Vendor/Item
Information Maintenance (MENU POFILE) in Purchasing.

Display
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Unvouchered Landing Cost Screen Fields and Function Keys

Field/Function Key

Description

Currency This field only displays when International Currency is installed and only for
those vendors whose trading currencies differ from the company’s local
currency.

The currency code and description for the trading currency, if the vendor’s
currency differs from the company’s local currency.
Display

Opt Use this field to select (or remove) one of the displayed receipt transactions
to validate its landing costs. If a receipt transaction is selected, all line items
belonging to that receipt transaction will be selected as complete, and added
to the total landing cost to be validated.

Key S next to one or more receipt transactions to validate the landing costs
for all the line items within those transactions. The Landing Validation
Screen (p. 4-67) will appear.
Key R to remove a transaction from this landing cost validation process.
NoTe: Lines marked with R will be removed from the current
processing activities, but may again be selected for voucher
processing at another time. The Tot LC Amt displayed is
reduced by the amount removed.
Valid Values: Sor R
(A 1) Optional
Co The company number associated with the purchase order.
Display
PO No The original purchase order number.
Display

Rec Date The date on which the goods/services for the purchase order were received.
Display

Tot LC Amt The total value of the line items in the transaction.

Display
Receiver The receiver incorporating the receipt, if applicable.
Display

Reference The reference number associated with the keyed landing costs.
Display

Sel The selection code. This displays Y if the receipt was selected for landing
cost validation.

Display
FOB The FOB Code from the purchases order header.
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Unvouchered Landing Cost Screen Fields and Function Keys

Field/Function Key
PO

Description

Key a valid purchase order number to limit the display of receipt transactions
on this screen to only those that are affiliated with that purchase order. Leave
this field blank to include receipt transactions associated with all purchase
orders.

(A 6) Optional

Receiver/Reference

Key a valid Receiver number and/or a Reference to limit the display of
receipts on this screen to only those that are affiliated with that receiver or
that reference. Leave this field blank to include receipt transactions
associated with all receivers and references.

(A 8/A 10) Optional

Inv

The invoice amount for this receipt, previously keyed.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TrADING CURR Key to display the invoice amount for the
receipt in the vendor’s trading currency or in the company’s local currency
with the local currency symbol displayed to the right.

Display

Vch

The voucher amount (the total amount of the receipt and miscellaneous
charges).

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TraDING CURr Key to display the total amount of the
voucher in the vendor’s trading currency or in the company’s local currency.
Display

Diff

The difference between the invoice and the voucher amount.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TraDING CURR Key to display the difference between the
invoice amount and voucher amount in the vendor’s trading currency or in
the company’s local currency.

Display

F10=End

Press F10=Enp to end the landing cost validation process and display the End
Validation Screen (p. 4-52).
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Unvouchered Landing Cost Screen Fields and Function Keys

Field/Function Key

F11=Local Curr/
Trading Curr

Description

The F11=LocaL Curr / F11=TrapiNG Curr function key only displays when
International Currency is installed and only if the trading currency of the
vendor whose landing costs you are validating is different from the
company’s local currency.

Press F11=LocaL Curr / F11=TrADING CURR t0 toggle between displaying the
invoice, voucher and difference amounts in the company’s local currency or
in the vendor’s trading currency.

Press F11=LocaL CurR to display amounts in the company’s local currency.
The symbol for the company’s local currency will appear to the right of the
Inv field.

Press F11=TrabiNG Cur to display amounts in the vendor’s trading currency.

F12=Return Press F12=ReTurn to return to AP-PO Landing Validation Screen (p. 4-60).

F15=Sel All Press F15=SeLect ALL to select all receipt transactions for landing cost
validation.

Enter Press Enter to confirm your selection. The Landing Validation Screen (p. 4-

67) will appear for the selected receipt transactions.

4-66



Entering Vouchers

Landing Validation Screen

WH: 1

Opt  Dur Ttem
— Aloo
.. A1\

LAMDIMG YALIDATION  Iree:

Freight Yich:
Diff:
iy LC Amt
d 000 EA 32,00
2.000 EA 25.00

1,800, 0o
55, dE7. 0o
54,487, 00-
Inw Amk
3200
923.00

FZ2=01 4 Sum

Opt: D=Delete
R=Restore ¥=%el for Dist

Fo=Mfa Itm F3=Hew PO F1G=End

g7. 60

F15=5eL ALl

a7.e0
F16=Del ALL

This screen appears after you select receipt transactions from the AP-PO Landing Validation Screen (p.
4-60). Use this screen to validate landing costs for the selected transaction line items. From this screen,

you can

 delete a line from the screen to omit it from further processing (and, if you make a mistake, you can

restore it to this screen)

« display inventory transaction history for a specific transaction

» change the status and landing cost amount for a specific transaction

» provide an override landing cost amount to distribute to several transaction lines

Landing Validation Screen Fields and Function Keys

Field/Function Key

Currency

Description

This field only displays when International Currency is installed and only for
those vendors whose trading currency differ from the company’s local

The currency code and description for the trading currency, if the vendor’s
currency differs from the company’s local currency.

4-67



Infor Distribution A+ Accounts Payable User Guide

Landing Validation Screen Fields and Function Keys

Field/Function Key

Invoice Amt

Description

The invoice amount for this receipt, previously keyed.

When International Currency is installed, this field may be toggled with the
Fll=LocAL CurRr / F11=TrADING CURR Key to display the invoice amount for the
receipt in the vendor’s trading currency or in the company’s local currency
with the local currency symbol displayed to the right.

Display

Voucher Amt

The voucher amount (the total amount of the receipt and miscellaneous
charges).

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr / F11=TraDING CURR Key to display the total amount of the
voucher in the vendor’s trading currency or in the company’s local currency.
Display

Difference

The difference between the invoice and the voucher amount.

When International Currency is installed, this field may be toggled with the
Fll=LocAL Curr/ F11=TrADING CURR Key to display the difference between the
invoice amount and voucher amount in the vendor’s trading currency or in
the company’s local currency.

Display

Opt

Use this field to select one or more line items to delete (and optionally restore
again), review history for, or select for landing cost distribution activities.

Key D to remove a line item from this receipt. The total value seen in the
bottom right of the screen is reduced by the amount of the line removed.

Key H to review the history of a line item in this receipt. The Transaction
History Detail Screen of the Item Inquiry (MENU IAMAIN) will appear to
present general ledger and I/A transaction comment information. Refer to the
Inventory Accounting User Guide for more information.

Key R to restore a previously removed line item from this receipt. The total
value seen in the bottom right of the screen is increased by the amount of the
line removed.

Key X to select several line items to which an overriding landing cost amount
will be distributed. After selecting several items with an X and pressing
ENTER, the Invoice Amount Distribution Screen (p. 4-71) will appear. From
there, you will decide upon the distribution method to be used.

Valid Values: D, H, R, or X
(A 1) Optional

Our Item No/Mfg Item
No

Our item number (or that of the manufacturer), for the line item on the
receipt. Toggle between these two numbers using the F5 function key. Refer
to the field description for that function key for details.

Display
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Landing Validation Screen Fields and Function Keys

Field/Function Key

Qty

Description

The quantity received of the line item displayed.

Display

LC Amt The total landing cost dollar value for the line displayed.
Display

Inv Amt The total invoice dollar value for the line displayed.

Display

F2=Dtl/F2=Sum

This key is used to toggle the display of the item information. Press F2=Sum
to display summary one line or press F2=Dr to display three lines of detail to
provide more data about the displayed line items.

F5=Mfg/F5=0ur Itm

The F5=Mrc ITm / F5=0ur ITm key is used as a toggle to display either the
manufacturer’s item number or your item number (“our” item number). Press
F5=Mrc Itm to display the item number used by the manufacturer for this
item. Press F5=0ur ITm to display the item number used by your organization
for each item receipt.

F9=New PO Press F9=New PO to return to the AP-PO Receipt Validation Screen (p. 4-28)
to allow selection of additional receipt transactions.
F10=End Press F10=Enp to end landing cost validation. The End Landing Validation

Screen (p. 4-77) will appear.

F11=Local Curr/
F11=Trading Curr

This function key only displays when International Currency is installed and
if the trading currency of the vendor whose landing costs you are validating
is different from the company’s local currency.

Press F11=LocaL Curr / F11=TrADING CURR t0 toggle between displaying the
invoice total, voucher total, difference, landing cost amount, invoice amount,
and hash total amounts in the company’s local currency or in the vendor’s
trading currency.

Press F11=LocaL Curr to display amounts in the company’s local currency.
The symbol for the company’s local currency will appear to the right of the
Inv field.

Press F11=TrabiNG CurRr to display amounts in the vendor’s trading currency.

F15=Sel All Press F15=SeL ALL to mark all items on the screen for selection. You can then
optionally decide to remove one or more of the selection marks to omit
desired items from further processing.

F16=Del All Press F16=DeL AL to mark all items on the screen for deletion. You can then

optionally decide to remove one or more of the deletion marks to include
desired items in further processing.
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Landing Validation Screen Fields and Function Keys

Field/Function Key

Enter

Description

Press Enter after keying an option in the opt field.

If you selected a line item to D to delete or R to restore, the screen will be
updated to reflect the changes.

If you selected a line item with H to review its history, the The Transaction
History Detail Screen of the Item Inquiry (MENU IAMAIN) will appear.
Refer to the Inventory Accounting User Guide for more information.

If you selected to distribute a landing cost amount to one or more line items
with X, the Invoice Amount Distribution Screen (p. 4-71) will appear.
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Invoice Amount Distribution Screen

WH: 1 IMYOICE AMOUWT DISTRIBUTION Inee: 1000, 00 D4
Hardling Fees Yich: .43
Currency: GOM German Deutzchemark Diff: TAS.57
Our Ttem Dty LC Amt I Amt
FaGEEH 160,800 EA 2.0 22000
Tot Selected: ZEM.L B0
Tot Inwoice: _ ..., ... Z2H.00  Complete: ¥ (¥,M)
124,46 Fl1=Local Curr
FE=Dt1 s Sum Fe=Dist Prop FI=Di=st Ewen Fla=Update

This screen appears after you select to distribute a landing cost amount to one or more line items (Opt
was marked with X) from the Landing Validation Screen (p. 4-67). This screen allows you to key an

override value to be assigned to those items on the screen display.

If only one line was selected for inclusion in this screen, only the F2=DrL/ F2=Sum toggle and the
F10=Uppate function keys will appear. These are the only functions needed to update one item.

If more than one line was selected for inclusion in this screen, the F2=DtL / F2=Sum and the

F10=Conminue function keys will appear instead.

Additionally, two function keys used to determine distribution method will appear: the F6=Dist Prop
and the Fo=Dist Even function keys. Refer to the applicable function key field descriptions for details.

NoTe: When International Currency is installed, distribution processing is performed

using the trading currency amounts.

Invoice Amount Distribution Screen Fields and Function Keys

Field/Function Key Description

Currency

This field only displays when International Currency is installed and only for
those vendors whose trading currency differ from the company’s local
currency.

This field displays the currency code and description for the trading currency,
if the vendor’s currency differs from the company’s local currency.

Display
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Invoice Amount Distribution Screen Fields and Function Keys

Field/Function Key

Invoice Amt

Description

The invoice amount for this receipt, previously keyed.

When International Currency is installed, this field may be toggled with the
Fll=LocAL CurRr / F11=TrADING CURR Key to display the invoice amount for the
receipt in the vendor’s trading currency or in the company’s local currency
with the local currency symbol displayed to the right.

Display

Voucher Amt

The voucher amount (the total amount of the receipt and miscellaneous
charges).

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr / F11=TraDING CURR Key to display the total amount of the
voucher in the vendor’s trading currency or in the company’s local currency.
Display

Difference

The difference between the invoice and the voucher amount.

When International Currency is installed, this field may be toggled with the
Fll=LocAL Curr/ F11=TrADING CURR Key to display the difference between the
invoice amount and voucher amount in the vendor’s trading currency or in
the company’s local currency.

Display

Our Item No

The item number of the line item displayed.
Display

Qty

The quantity received of the line item displayed.
Display

LC Amt

The total dollar value, including landing costs, for the line displayed.
Display

Inv Amt

The total invoice dollar value for the line displayed.
Display

Tot Selected

The total dollar invoice amount for those items included on this screen.
Display
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Invoice Amount Distribution Screen Fields and Function Keys

Field/Function Key

Tot Invoice

Description

The total dollar amount of the invoice to be assigned to those items included
on this screen. Use this field to review or change the amount in the Inv Amt
field. The value you key in this field updates the invoice amount in the line or
items on this screen.

If only one line item is on this screen, then any difference between this value
and the Tot Selected amount value will be assigned to the invoice amount for
that line item.

If more than one line item is included, then any difference between this value
and the Tot Selected amount value will be distributed to the invoice amounts
for all those line items displayed, according to the distribution method
selected on this screen.

NoTE: Refer to the F6=Dist Prop and F9=Dist Even function key field
descriptions for details about the available distribution
methods. If the Tot Invoice amount is different from the Tot
Selected amount, you must press F6=Dist Pror OI F9=DIsT EVEN
to distribute the difference. If you press F10=UppaTe Of
F10=ConTinug, N0 Values will be changed.

When International Currency is installed, this field may not be accessed if
F11=TrADING CURR i$ Shown and local equivalent amounts are displayed.
Amounts must be displayed in the trading currency and the F11=LocaL Curr
must be shown in order to access this field.

When changing the invoice amount, BE SURE to enter the new amount in
the trading currency.

Key the new amount or accept the default.

Default Value: The total invoice amount of the items included on this screen
(N 15,2) Display/Required
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Invoice Amount Distribution Screen Fields and Function Keys

Field/Function Key

Complete

Description

This field is used to update the status of the line(s) displayed on the screen.

Key Y to mark all line(s) as validated complete. If there is a difference
between the landing cost amount and the invoice amount for that line, a
Landing Variance transaction will be created. This transaction will utilize the
general ledger account number provided for the applicable landing cost
[done via G/L Transfer Definition (MENU GLXFER)]. Refer to the General
Ledger Interface manual for details.

Key N to mark the line(s) as partially validated. The remaining amount will
be retained for validation at a later time.

NoTEe: If the landing cost amount is greater than or equal to the
invoice amount for that line, then the landing cost history for
this line item will reflect 0. This entry will also remain
available for later validation at which time the invoice amount
must be provided.

Default Value: If all of the lines in the display are Y, then the default is Y; if
any one of the lines is N, then the default is N.

(A 1) Required

F2=Dtl/F2=Sum

The F2=Dr./ F2=Sum function key is used to toggle the display of the item
information from one line (summary) to three lines (detail) to provide more
data about the displayed line items.
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Invoice Amount Distribution Screen Fields and Function Keys

Field/Function Key

F6=Dist Prop

Description

The F6=DisT Prop function key displays only if more than one line item is
displayed on this screen.

Press F6=Dist Pror after keying a value in the Tot Invoice field to distribute
the value proportionately to all line items on the screen. The amount for each
line item is calculated as described in the following example:

Example:

Assumption:

Line item 1 = A120 5.000 CAS @ 40.00
Line item 2 = A130 5.000 CAS @ 60.00
Total 100.00

Process:

Change the Tot Invoice to 110.00. Press F6=Dist Pror. The calcula-
tions to modify the line item totals to attain this new total are as
follows:

(40.00 * 110.00) / 100.00 = 44.00

(60.00 * 110.00) / 100.00 = 66.00

Results:

Line item 1 = A120 5.000 CAS @ 44.00
Line item 2 = A130 5.000 CAS @ 66.00
Total 110.00

NoTE: The data will not actually be updated until you confirm your
selections with the F10=Uprpate function key which appear
specifically for that purpose.
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Invoice Amount Distribution Screen Fields and Function Keys

Field/Function Key Description

F9=Dist Even The Fo9=Dist Even function key displays only if more than one line item is
displayed on this screen.

Press Fo=Dist Even after keying a value in the Tot Invoice field to distribute
the value evenly to all line items on the screen. The amount for each line item
is calculated using the new invoice total and the number of lines displayed,
as described in the following example:

Example:

Assumption:
Line item 1 =A120 5.000 CAS @ 40.00
Line item 2 = A130 5.000 CAS @ 60.00
Total 100.00

Process:

Change the Tot Invoice to 110.00. Press Fo=Dist Even. The calcula-
tions to modify the line item totals to attain this new total are as
follows:

110.00 / 2(line items) = 55.00(for each line item)

Results:

Line item 1 =A120 5.000 CAS @ 55.00
Line item 2 = A130 5.000 CAS @ 55.00
Total 110.00

NoTe: The data will not actually be updated until you confirm your
selections with the F10=Uprpate function key which appears
specifically for that purpose.

F10=Continue/ If more than one line item has been included in this group, this function key

F10=Update is labeled F10=UrpaTE. If ONnly one line item has been included in this group,
this function key is labeled F10=Continue. Press F10=Uppate to display
distribution values to be entered into the system, ends landing cost
distribution activities, and displays the Landing Validation Screen (p. 4-67).
Press F10=ConrinuEe to ends landing cost distribution activities and displays
the Landing Validation Screen (p. 4-67).
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End Landing Validation Screen

END LAMDING YALIDATION
Co: 1 A& C Office Supply
Vendor: IC30QE  SAUERKRAUT PRODUCTS
Currency: GOM German Deutzchemark
Irwoice Amt: 1,000.00 DH
Receipt=: Td.43
Landing Cet: FEOL o0
Difference: THS. 3T
Accrued Youcher
Freight
Handling Feez ZEO.OQ FERLER
Broker Feesz
Dty
2. ER F20. 00
Fl1=Local Curr Fa=Mew Lnd C=t Fla=Mew PO

This screen appears after you press F10=Enp from either the AP-PO Landing Validation Screen (p. 4-60)
or the Landing Validation Screen (p. 4-67). Use this screen to review total information about the
accrued and voucher amounts for landing costs validated within this voucher. For the voucher, this

screen displays the

« total amount of the invoice.

« total amount of all receipts entered for the voucher.
« amount of all landing costs entered for the voucher.

« dollar amount difference between the Invoice Amt and the combined Receipts and Landing Cst

amounts.

End Landing Validation Screen Fields and Function Keys

Field/Function Key Description

Currency This field only displays when International Currency is installed and only for
those vendors whose trading currencies differ from the company’s local

currency.

This field displays the currency code and description for the trading currency,
if the vendor’s currency differs from the company’s local currency.

Display
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End Landing Validation Screen Fields and Function Keys

Field/Function Key

Invoice Amt

Description

The invoice amount for this receipt, previously keyed.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TraDING CURR Key to display the invoice amount for the
receipt in the vendor’s trading currency or in the company’s local currency
with the local currency symbol displayed to the right.

Display

Receipts

The total amount of the receipt transactions selected.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr / F11=TrADING CURR Key to display the total amount of the
receipts in the vendor’s trading currency or in the company’s local currency.

Display

Landing Cst

The total landing cost amount of the receipt transactions selected.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TraDING CURr Key to display the total amount of the
landing cost in the vendor’s trading currency or in the company’s local
currency.

Display

Difference

The difference between the invoice and the receipts plus landing cost
amounts.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TrADING CURR Key to display the difference field in the
vendor’s trading currency or in the company’s local currency.

Display

(Landing Costs)

The total landing cost amount (Landing Cst) displayed in the summary
information is broken down by specific landing costs for review by accrued
and voucher amounts.

Display

F5=New Lnd Cst

Press F5=New Lnp Cst to display the AP-PO Landing Validation Screen (p. 4-
60) to select a different landing cost.

F10=New PO

Press F10=New PO to display the AP-PO Receipt Validation Screen (p. 4-28)
to select a different PO for the same landing cost.
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End Landing Validation Screen Fields and Function Keys

Field/Function Key

F11=Local Curr/
F11=Trading Curr

Description

The F11=LocaL Curr / F11=TrapiNG Curr function key only displays when
International Currency is installed and only if the trading currency of the
vendor whose landing costs you are validating is different from the
company’s local currency.

Press F11=LocAL Curr / F11=TrADING CURR t0 toggle between displaying the
invoice, receipts, landing costs and difference amounts in the company’s
local currency or in the vendor’s trading currency.

Press F11=LocaL CurR to display amounts in the company’s local currency.
The symbol for the company’s local currency will appear to the right of the
Invoice Amt field.

Press F11=TrabinG Curr to display amounts in the vendor’s trading currency.
The symbol for the trading currency will appear to the right of the Invoice
Amt field

4-79



Infor Distribution A+ Accounts Payable User Guide

Voucher Header Screen

Vendor: IC100® LITTLE ITALY RESTAURAMT SUPPLY INYOICE ADD
Assign: . . | LITTLE ITALY RESTAURAMT SUFFLY CosMoucher: 1 /7 2891
Addr 1: Leaning Tower O0ffice Park lest
Addr 2: 345 Michaelangelo Way . . Italian Lira
Addr 3: District of the Watican == Phone: 111 B846-857-96B3
Addr 4 Extn: 102
City: Rome, Italy StAProw®
cntry? ITA ZipsPFstl: 12345-37849
Contact: Maria Cornicelli Inv Ma:
Inv Desc: . Inv Amt: ITH
Inv Date: 00/700/00 Uss
User Area: . . ... . .. FO Ma:
Terms: Urg Pty: 1
Project: . . . .. Split Terms Code? 54
Sep Chk: MoY,N Pmt Pty: 2
Force Dsc:  Y,M,blank FOB: Delivered to Dock
Bus Unit?® 1099 Reqg: M ¥,M Tax Id: 123456789012345
Lo Div.Account.Sub Description 1099 Cde? 14 ID Tp:
Dft Exp: 01 0O1,00035060, 000 Miscell. expense account
AP Acct: 01 001.00020060. 000 Accounts Fayable
CO Acct: @1 DO1.0004B06,000 AsF Cash Discounts Taken
F159=IC Info F10=End VYoucher FlZ=Cancel

This screen appears after you press Enter on the Accounts Payable Group Selection Screen (p. 4-6),
F13=CreaTE VoucHer 0N the End Validation Screen (p. 4-52), Or F13=CREATE CHARGE BACK
VoucHer/EnTer from the End Drop Ship Receipt Validation Screen (p. 4-135).

Use this screen to key voucher header information.

NoTE: If no voucher transactions are required for expense accounts other than the
default expense account keyed in the Dft Exp field, press F10=Enp Voucrer from
this screen and A/P will automatically add the voucher transaction line for the
account and invoice amount.

When creating debit or credit voucher transactions against another invoice, be mindful of any
overrides that were created in the original voucher and should be applied to the debit/credit voucher
transaction.

Voucher Header Screen Fields and Function Keys

Field/Function Key Description

Vendor This field displays the number and name of the vendor associated with the
voucher.

Display
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Field/Function Key

Assign

Description

The assignee vendor number field appears only if the selected company is set
to Use Assignees in AP Options Maintenance (MENU APFIL2). Otherwise,
the field heading displays as Payee.

Key the assignee for this vendor. Use this field if checks are written to the
vendor’s assignee, rather than the vendor. The Payee name field will change
to the assignee vendor’s payee name and address fields when the EnTer key
is pressed.

Default Value: The assignee specified for this vendor through Vendors
Maintenance (MENU APFILE or MENU POFILE).

Valid Values: A vendor number specified through Vendors Maintenance
(MENU APFILE of MENU POFILE).

(A 6) Optional

Payee

The Payee field heading (instead of the Assign field) only appears when the
selected company Use Assignees field is set to N in AP Options Maintenance
(MENU APFIL2).

The Payee field cannot be changed if Payee Name/Address overrides is N in
AP Options Maintenance (MENU APFIL2).

Key the name of the payee to be printed on the check.

During check processing, when multiple vendors with no Assignee exist with
vouchers, and these vendors have exactly the same payee name and address
information, only one check will generate since the same address exists for
both the vendor and payee name. To generate separate checks for this
example, you can either enter the vendor as assignee to vouchers (if
multiple), or use the Sep Chk field (if only one voucher), or simply change
the name or address slightly so that these vendors can be differentiated and
will be sorted to separate checks per vendor.

Default Value: The name of the assignee specified for this vendor through
Vendors Maintenance (MENU APFILE or MENU POFILE). If an assignee
is not specified for this vendor, the vendor’s name appears.

(A 30) Required/Display

Co/Voucher

The company number and voucher number selected on the previous screen.
If this voucher is being added and the voucher number is automatically
assigned, the automatically assigned voucher number is displayed.

Display

(Currency)

This field only displays when International Currency is installed.

The Currency Description field appears only if the vendor’s trading currency
is different from the company’s local currency.

The description of the vendor’s trading currency appears in this field.
Display
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Field/Function Key
Addr 1 - Addr 4

Description

These fields cannot be changed if Payee Name/Address overrides is N in AP
Options Maintenance (MENU APFIL2).

You can use the Addr 4 field only if Form Type is 2 in System Options
Maintenance (MENU XAFILE).

Key the payee’s street address, post office box number or other address
information except for the city, state/province, country, and zip/postal code
which are specified in fields below.

Default Value: The address of the assignee specified for this vendor through
Vendors Maintenance (MENU APFILE or MENU POFILE). If an assignee
is not specified for this vendor, the vendor’s address appears.

(4 @ A 30) Optional\Display

Phone/Extn

These fields cannot be changed if Payee Name/Address overrides is N in AP
Options Maintenance (MENU APFIL2).

In the Phone field, key the payee’s telephone number, which includes a 3-
character country access code followed by the area code and telephone
number. For example: 011 (781) 555-1212

In the Extn field, key the telephone extension of the contact person specified
in the AP Contact field.

Default Value: The phone and extension number of the assignee specified for
this vendor through Vendors Maintenance (MENU APFILE or MENU
POFILE). If an assignee is not specified for this vendor, the vendor’s phone
and extension number appears.

Valid Values: Numerals and the following symbols: - ().
Blank spaces are allowed between numerals only if Allow Blank Phone
Delimiters is Y in Systems Options Maintenance (MENU XAFILE).

(N 3,0/N 20,0/N 4,0) Optional/Display

City

This field cannot be changed if Payee Name/Address overrides is N in AP
Options Maintenance (MENU APFIL2).
Key the payee’s city.

Default Value: The city of the assignee specified for this vendor through
Vendors Maintenance (MENU APFILE or MENU POFILE). If an assignee
is not specified for this vendor, the vendor’s city appears.

(A 20) Optional/Display
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Field/Function Key

Description

St/Prov This field cannot be changed if Payee Name/Address overrides is N in AP
Options Maintenance (MENU APFIL2).
Key the payee’s state or province.
Default Value: The state or province of the assignee specified for this vendor
through Vendors Maintenance (MENU APFILE or MENU POFILE). If an
assignee is not specified for this vendor, the vendor’s state or province
appears.
Valid Values: A state or province code defined through State/Province Codes
Maintenance (MENU OEFIL3) if validate State/Province is Y in Systems
Options Maintenance (MENU XAFILE).
(A 30) Optional\Display

Cntry This field cannot be changed if Payee Name/Address overrides is N in AP
Options Maintenance (MENU APFIL2).
Key the payee’s country.
Default Value: The country of the assignee specified for this vendor through
Vendors Maintenance (MENU APFILE or MENU POFILE). If an assignee
is not specified for this vendor, the vendor’s country appears.
Valid Values: A country code defined through Country Name Maintenance
(MENU ARFIL2).
(A 3) Optional\Display

Zip/Pstl This field cannot be changed if Payee Name/Address overrides is N in AP
Options Maintenance (MENU APFIL2).
Key the payee’s zip or postal code.
Default Value: The zip code or postal code of the assignee specified for this
vendor through Vendors Maintenance (MENU APFILE or MENU POFILE).
If an assignee is not specified for this vendor, the vendor’s zip or postal code
appears.
(A 10) Optional\Display

Contact The name of the default contact person is displayed. Accept the default or

key a different contact person.

Default Value: The AP contact person for this vendor or assignee assigned in
Vendors Maintenance (MENU APFILE).

(A 30) Optional
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Field/Function Key

Inv No

Description

This voucher is created for the invoice number keyed in this field.

Default Value: If viewing a drop ship receipt validation voucher, the number
keyed in the Invoice No. field on the Drop Ship Receipt Validation Screen (p.
4-129). If viewing a drop ship receipt validation charge back voucher, the
number keyed in the Charge Back No. field on the End Drop Ship Receipt
Validation Screen (p. 4-135).

(A 15) Required

Inv Desc

A description of the invoice being recorded with this voucher.

Default Value: If viewing a drop ship receipt validation voucher, the
description keyed from the Invoice Desc field on the Drop Ship Receipt
Validation Screen (p. 4-129). If viewing a drop ship receipt validation charge
back voucher, this field will display the phrase C/B FOR; followed by the
number keyed in the Invoice No. field on the Drop Ship Receipt Validation
Screen (p. 4-129) to signify that this is a charge back voucher associated with
the vendor’s invoice for the drop shipment.

(A 25) Optional

Inv Amt

The amount of the invoice which is being recorded with this voucher.

Key the invoice input dollar amount. If you do not key a decimal point, the
system assumes whole dollars. Therefore, you must key a decimal point to
distinguish between dollars and cents. The system will transpose the amount
keyed For example, to enter an amount of

« $5000.00, key: 5000
« $100.00, key: 100
« $50.00, key: 50

o $50.25, key: 50.25

For type C invoices (credit), the invoice amount must be a negative value.
For type P invoices (pre-receipt), the invoice amount must be a positive
value.

When International Currency is installed, key the invoice amount in the
vendor’s currency. After you press ENTER, the company’s local currency
amount will appear beneath this invoice amount and the Currency Symbol for
the local currency will appear to the right of the local currency amount.

Default Value: If viewing a drop ship receipt validation voucher, the amount
keyed in the Invoice Amt field on the Drop Ship Receipt Validation

Screen (p. 4-129). If viewing a drop ship receipt validation charge back
voucher, the amount displayed in the Charge Back field on the End Drop
Ship Receipt Validation Screen (p. 4-135).

(N 15,2) Required
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Field/Function Key

Inv Date

Description

This field is display-only if the Calculate GST for Purchases (Inputs) field is
set to Y through AP Options Maintenance (MENU APFIL2) and the Goods/
Services Tax field is set to Y through Tax Body Maintenance (MENU
OEFILE or MENU ARFILE) for the tax body assigned to the vendor through
Vendors Maintenance (MENU POFILE) or the vendor/warehouse through
Vendor/Warehouse Assignments Maintenance (MENU POFILE).

Key the date of the invoice being recorded with this voucher.

Default Value: If viewing a drop ship receipt validation voucher or a drop
ship receipt validation charge back voucher, the date keyed in the Invoice
Date field on the Drop Ship Receipt Validation Screen (p. 4-129). If the
Calculate GST for Purchases (Inputs) field is set to Y through AP Options
Maintenance (MENU APFIL2) and this voucher is being created following
receipt validation, the date keyed in the Invoice Date field on the AP-PO
Receipt Validation Screen (p. 4-28).

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Required/Display

User Area

Key additional information about this voucher.
(A 10) Optional

PO No

This field is required if a purchase order number is required when creating a
voucher for this vendor. This is determined in Vendors Maintenance (MENU
APFILE). Otherwise, this field is optional.

Key the number of the purchase order issued when placing the original order
being recorded with this voucher.

Default Value: If you are creating the voucher following receipt validation,
the purchase order number keyed on the AP-PO Receipt Validation
Screen (p. 4-28) or selected on the Pending Receipts Search Screen (p. 4-33)
appears in this field.

(A 25) Required/Optional
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Field/Function Key

Due Date

Description

This field does not display if a split terms code is entered in the Split Terms
Code field on this screen. Additionally, this field will redisplay if the Split
Terms Code field on this screen is left blank.

Key the due date for payment of this voucher calculated as the number of
payment days plus either the voucher entry date or the invoice date
depending on your selection in A/P Options Maintenance (MENU APFIL2).
Accept the default, or key a different due date.

Default Value: The due date as calculated based on the Pay Days field in
Vendors Maintenance (MENU APFILE).

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE)

(N 6,0) Required

Dsc Date

This field does not display if a split terms code is entered in the Split Terms
Code field on this screen. Additionally, this field will redisplay if the Split
Terms Code field on this screen is left blank.

Key the last date on which the cash discount for this voucher is effective. If
you leave this field blank and key the number of discount days (Dsc Days),
the discount date is calculated and displayed in this field.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG ), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Optional

Dsc Days

This field does not display if a split terms code is entered in the Split Terms
Code field on this screen. Additionally, this field will redisplay if the Split
Terms Code field on this screen is left blank.

Key the number of days remaining for which the cash discount associated
with this vendor is effective. If this field is blank and you key the discount
date (Dsc Date), the discount days is calculated and displayed in this field.

Default Value: The number of discount days for this vendor as keyed in
Vendors Maintenance (MENU APFILE)

(N 3,0) Optional
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Field/Function Key

Terms

Description

This field does not display if a split terms code is entered in the Split Terms
Code field on this screen. Additionally, this field will redisplay if the Split
Terms Code field on this screen is left blank.

The standard payment terms of this vendor. The terms keyed in this field are
printed on appropriate documents. Discount calculations are not made from
this field.

Default Value: The terms on the Purchase Order, if you are performing
receipt validation and there is only 1 PO for the voucher, or there are multiple
POs but they all have the same terms. If there are multiple POs with different
terms, or if you are entering miscellaneous vouchers, then this field defaults
to the terms for this vendor or assignee as keyed in Vendors Maintenance
(MENU APFILE).

(A 20) Optional

Urg Pty

The urgency priority is similar to payment priority in that it is used to
indicate the priority level for making payment to a vendor. It differs in that its
value (1,2 or 3) replaces the payment priority on the day of the urgency date.

For example, assume you have decided to enter a voucher with a payment
priority of 2 (medium). Payment is due on March 31st, so you decide to
assign the urgency date to April 1st to indicate the voucher is past due. A
voucher that is past due should be a higher priority than one that is not.
Therefore, an urgency priority of 1 (high) should be chosen to indicate this as
a higher priority.

You may accept the default urgency priority or key a new urgency priority.
Key 1 if the urgency priority for this vendor is high.

Key 2 if the urgency priority for this vendor is medium.

Key 3 if the urgency priority for this vendor is low.

Default Value: The urgency priority keyed for this vendor through Vendors
Maintenance (MENU APFILE).

Valid Values: 1, 2 or 3
(N 1,0) Optional

4-87



Infor Distribution A+ Accounts Payable User Guide

Voucher Header Screen Fields and Function Keys

Field/Function Key

Urg Date

Description

This field does not display if a split terms code is entered in the Split Terms
Code field on this screen. Additionally, this field will redisplay if the Split
Terms Code field on this screen is left blank.

When a payment and urgency priority are specified for a vendor, it is on this
date that the value of the urgency priority replaces the payment priority. The
urgency date is calculated based on the number of urgency days for this
vendor. You may accept the default urgency date or key a new urgency date
for this voucher.

Default Value: The urgency date calculated from the Urgency Days keyed in
Vendors Maintenance (MENU APFILE)

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE)/

(N 6,0) Required

Cash Dsc %

The cash discount percent offered by this vendor. Three decimal places are
assumed. This value is used to calculate the discount amount when
applicable.

Default Value: The cash discount percentage keyed in Vendors Maintenance
(MENU AFPFILE) for this vendor.

NoTe: This field does not display if a split terms code is entered in the
Split Terms Code field on this screen. Additionally, this field
will redisplay if the Split Terms Code field on this screen is left
blank.

(N 5,3) Optional

Project

The project associated with this voucher. This may be used for job
accounting.

(A 10) Optional
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Field/Function Key

Split Terms Code

Description

If you are using split terms, this field represents the split terms that will be
used for splitting this voucher as defined through Split Terms Code (MENU
APFIL2). Split terms allow you to split invoice amounts and assign pay days
and split payments over a set period of time. Additionally, this field may be
changed to another split terms code, if desired. You may also leave this field
blank to remove split terms from the voucher being processed.

Assume the default split terms code.
Key a new split terms code.

Leave this field blank to remove split terms from the voucher being
processed. The screen will redisplay as normal and split terms will be
removed from this voucher.

Default Value: The default split terms code entered in Vendors Maintenance
(MENU APFILE).

Valid Values: A valid split terms code entered in Split Terms Code
Maintenance (MENU APFIL2).

NoTe: This field displays only if this vendor allows split terms as
determined through Vendor Maintenance (MENU APFILE).
Additionally, if the Allow Split Terms field is left blank in
Vendors Maintenance (MENU APFILE), will assume that the
vendor does not allow split terms and this field will not display
on this screen.

(A 2) Optional

Sep Chk

Used to specify if this voucher, when paid, should be paid on the same check
as any other vouchers for this vendor or on its own check. Accept the default,
or key a different value.

Key Y if a separate check is required for this voucher.
Key N if a separate check is not required for this voucher.

Default Value: The separate check code keyed in Vendors Maintenance
(MENU APFILE). However, if the vendor is defined as the one time vendor
(MENU APFILE), then this field will default to Y and you will not be able to
change it.

(A 1) Required
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Field/Function Key

Pmt Pty

Description

The payment priority used to indicate the priority level for making payments
to this vendor. Payment priority can be used in Payment Selection (MENU
APCHCK) to select groups of vouchers to be paid.

If you are using urgency priority (Urg Pty) and urgency date (Urg Date), you
must select a lower payment priority than the urgency priority.

For example, if you select an urgency priority of 1 (high), you must select a
payment priority of 2 (medium) or 3 (low).

You may accept the default payment priority or key a different payment
priority:

Key 1 if the payment priority for this vendor is high.

Key 2 if the payment priority for this vendor is medium.

Key 3 if the payment priority for this vendor is low.

Default Value: The payment priority for this vendor keyed in Vendors
Maintenance (MENU APFILE).

Valid Values: 1, 2 or 3
(N 1,0) Required

Prepaid/Check No/
Check Dt

These fields display only if prepaid invoices are allowed for the identified
voucher indicated on the Voucher Group Information Screen (p. 4-13).

These fields identify whether a check has already been issued for the
payment of the displayed invoice.

If a check has already been issued for this invoice, key Y in the Prepaid field
and key the applicable check number and date. This date must fall in the
same fiscal period as the cash disbursement date entered for this voucher
group. This will process the payable and the cash disbursement at the same
time (i.e. the voucher will be paid when the group is posted).

If a check has not already been issued for this invoice, key N in the Prepaid
field. This voucher is posted as an open payable.

Valid Values: Key the check date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(A 1/A 9/N 6,0) Optional
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Field/Function Key

Force Dsc

Description

This field displays only when the type of voucher is an INVOICE.

Use this field to force a cash discount. This means that cash discounts will be
assumed even if the cash discount date has passed when payment is made.
This is the default for this voucher and may be overridden during Payment
Selection Maintenance (MENU APCHCK).

Key Y to force cash discounts. Cash discounts are taken regardless if the
discount date has passed.

Key N if you do not want to force a cash discount for vouchers in this
voucher group. Cash discounts are not taken if the discount date has passed.

Leave blank if you do not want to force a discount for this voucher.
Discounts may be forced during Payment Selection (MENU APCHCK).

(A 1) Optional

FOB Desc

This field displays the description of the FOB code on the Purchase Order, if
you are performing receipt validation and there is only 1 PO for the voucher,
or there are multiple POs but they all have the same FOB code

If there are multiple POs with different FOB codes, or if you are entering
miscellaneous vouchers (that is, you are not using receipt validation), then
this field displays the description of the FOB code assigned to the vendor
through Vendors Maintenance (MENU APFILE).

Display

Bus Unit

This field appears only if you selected to use business units when selecting
AJ/P Liability and Expense accounts or Purchase Tax Accounts for the G/L
Interface through G/L Transfer Definition (MENU GLXFER sub-option T).

This field is display-only if the Calculate GST for Purchases (Inputs) field is
set to Y through AP Options Maintenance (MENU APFIL2 ) and the Goods/
Services Tax field is set to Y through Tax Body Maintenance (MENU
OEFILE or MENU ARFILE) for the tax body assigned to the vendor for
whom the voucher is being created.

Key the business unit to be used when posting to the A/P Liability, A/P
Expense, and Purchase Tax Accounts for this voucher.

Default Value: If the Calculate GST for Purchases (Inputs) field is setto Y
through AP Options Maintenance (MENU APFIL2) and this voucher is
being created following receipt validation, the business unit keyed in the
Business Unit field on the AP-PO Receipt Validation Screen (p. 4-39) appears
in this field.

Valid Values: A business unit defined through Business Units Maintenance
(MENU APFILE or MENU GLXFER).

(A 2) Optional/Display
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Field/Function Key
1099 Req

Description

Use this field to determine if a 1099 is required for this voucher.
Key Y if a 1099 is required for this voucher.
Key N if a 1099 is not required for this voucher.

Default Value: The value defined in Vendors Maintenance (MENU
APFILE).

(A 1) Optional

Tax Id

The display of this field is based on your authorization to Allow Access to
Federal Tax ID in Application Action Authority (MENU XASCTY). If you
are not authorized, the field will display asterisks. If you are authorized, the
un-encrypted federal tax identification code will display.

This field is display-only if the Calculate GST for Purchases (Inputs) field is
set to Y through AP Options Maintenance (MENU APFIL2) and the Goods/
Services Tax field is set to Y through Tax Body Maintenance (MENU
OEFILE or MENU ARFILE) for the tax body assigned to the vendor or
vendor/warehouse for whom the voucher is being created.

Key the Tax ID or social security number for the vendor.
Use this field to determine if a 1099 is required for this voucher.

Note: If you originally leave this field blank in the Vendor Master
File, the Tax ID # will need to be keyed for every voucher
transaction. At this point in the process, it will not fill in from
the Vendor Master File.

Default Value: The FED Tax ID specified for this vendor through Vendors
Maintenance (MENU APFILE or MENU POFILE). If the Calculate GST for
Purchases (Inputs) field is set to Y through AP Options Maintenance
(MENU APFIL2) and this voucher is being created following receipt
validation, the ID keyed in the Federal Tax ID field on the AP-PO Receipt
Validation Screen (p. 4-28).

(A 15) Optional/Display
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Field/Function Key

ID Tp

Description

Use this field to identify the Federal Tax ID Type.

This field defines the type of taxpayer identification number the value in the
Tax Id field is. This type is determined by the IRS. Note that this field is a
required field in the 1099 export file.

Key 1 to print EIN (the IRS code for Employee Identification Number),
which is a business, organization, some sole proprietors or other entity
account type.

Key 2 to print SSN (the IRS code for Social Security Number), which is an
individual, including some sole proprietors account type.

Leave blank if the Federal Tax ID Type cannot be determined.

When adding a new voucher, if there is an assignee defined on the vendor for
this voucher, then the ID Type value from the assignee’s vendor record will
be defaulted in this field. If there is not an assignee defined on the vendor for
this voucher, then the ID Type value from the vendor record will be defaulted
in this field.

When maintaining a voucher, the ID Type value in the AP VVoucher Entry
Header File (Federal Tax ID Type) will be defaulted in this field.

Default Value: See above if adding or maintaining a voucher.

Valid Values: blank, 1 or 2
(A 1) Optional

4-93



Infor Distribution A+ Accounts Payable User Guide

Voucher Header Screen Fields and Function Keys

Field/Function Key
1099 Cde

Description

This code represents the IRS 1099 amount type applicable to this voucher. A question
mark list provides the available codes and their associated IRS 1099 amount types.

This field will be consulted when 1099-MISC and/or 1099-NEC forms are
generated to determine where this voucher’s value will be included on those
forms. If the code representing Nonemployee Compensation is selected, this
voucher’s value will be included on the 1099-NEC form; if the code representing
any other amount type is selected, this voucher’s value will be included on the
1099-MISC form. If this field is blank, the code representing Nonemployee
Compensation will be assumed.

Key the 1099 code representing the applicable IRS 1099 amount type for this
voucher.

Default Value: The value defined as the Dft 1099 Cde for the vendor (or
assignee) in the AP Vendor Master File (APVEN), if any; if none, the
Default 1099 Amount Cde value defined in Accounts Payable Company
Options for the voucher’s company (ORCTL), if any. If neither the vendor
(or assignee) nor the AP Company Options record has a default code
specified, this field will default to blank (if this field is blank, the code
representing nonemployee compensation will be assumed).

Valid Values: Blank, or one of the values in the Order Control File ( )
representing the valid IRS 1099 amount types (these values are presented
when you key a ? in this field).

(N 2,0) Optional
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Field/Function Key
Dft Exp

Description

For ordering invoices, the default will be the account number identified as
the default expense account through the GL Transfer Definition (MENU
GLXFER), Function A. For pre-receipt invoices, the default will be the
account number identified as the Pre-Receipt Inventory Account through the
GL Transfer Definition (MENU GLXFER), Function A.

If you specify a default expense account, you do not need to key an account
number for each voucher transaction on the VVoucher Transaction Entry
Screen (p. 4-101).

NoTE: The description for the account will not display if you are set
up to be arestricted voucher entry user in Authority Profile
Maintenance (MENU XASCTY).

Default Value: The account defined in the G/L Transfer Definition (MENU
GLXFER).

Valid Values: Any valid G/L Account Number (expense)
(A 25) Optional

AP Acct

The accounts payable account that is credited upon posting this voucher.

NoTE: The description for the account will not display if you are set
up to be arestricted voucher entry user in Authority Profile
Maintenance (MENU XASCTY).

Default Value: Account defined in the G/L Transfer Definition (MENU
GLXFER).

Valid Values: Any valid G/L Account Number (liability) that is not a
distribution account.

(A 25) Required

CD Acct

The cash discount that is credited when posting this voucher if a discount is
taken.

NoTE: The description for the account will not display if you are set
up to be arestricted voucher entry user in Authority Profile
Maintenance (MENU XASCTY).

Default Value: The account defined in the G/L Transfer Definition (MENU
GLXFER).

Valid Values: Any valid G/L Account Number (income) that is not a
distribution account

(A 25) Required, if Csh Dsc %
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Field/Function Key Description

F10=End Voucher  The F10=Enp VoucHer function key displays only when in Add or Change
voucher modes.

Press F10=Enp VoucHer instead of Enter to create a voucher for the invoice
amount and the default expense account keyed on this screen. The Voucher
Transaction Entry Screen (p. 4-101) will not be shown.

If Check for duplicate invoices = I, D, or B in AP Options Maintenance
(MENU APFIL2), pressing F10=Enp VoucHer Will activate the interactive
check for duplicate invoices. This process checks the VVoucher Header File,
the Open Payables File, and the History Payables File for duplicate invoices
based on the criteria specified in the company options. When International
Currency is installed, if the vendor is a foreign currency vendor, this process
will check the IC Voucher Entry Header Extension File, the IC Open
Payables Header Extension File, and the 1C Payables History Extension File
for duplicates based on the criteria specified in the company options. This
process will run every time you add a voucher. When you change a voucher,
it will only run if you change the invoice number, invoice amount, or invoice
date.

If the voucher is a split terms voucher, the check for duplicate invoices
process will run only if the invoice number or invoice date field have been
changed. In this situation, this process will also check the split terms code.

If a duplicate invoice is found, a warning message will appear on this screen
with information about the location of the duplicate. You can proceed with
entering or changing the voucher by pressing EnTer Or F10=Enp VoucHer. The
Voucher Transaction Entry Screen (p. 4-101) or the End Voucher Entry
Screen (p. 4-117) will appear. If you do not want to continue creating the
voucher, press F12=Return to cancel it.

If there are no duplicate invoices or if Check for duplicate invoices is N in AP
Options Maintenance (MENU APFIL2), the End VVoucher Entry Screen (p. 4-
117) will appear.

If the vendor has a GST tax body assigned, the GST Tax Information
Screen (p. 4-98) displays.
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Voucher Header Screen Fields and Function Keys

Field/Function Key
F12=Cancel

Description

When adding a voucher, press F12=Cancer to cancel entries made for this
voucher. The Voucher Entry Selection Screen (p. 4-8) or the 1099 Code
Maintenance Screen (p. 58-2) will appear, depending upon how you arrived at
this screen.

If you are performing drop ship receipt validation processing and the
vouchers have just been created, when you press F12=CanceL the drop ship
voucher and the charge back voucher, if there is one, will be cancelled and
the receipt information that you entered will be saved.

The saved receipt group name will be created by using your two-character
workstation ID and appending a three-digit sequence number starting with
501. The sequence number will be incremented until a unique receipt group
name is found. This saved receipt group will no longer be linked with a
voucher and may therefore be processed as a normal receipt group. If desired
however, the receipts may again be associated with a voucher by selecting
the drop ship receipt validation process again and re-keying the same
purchase order numbers.

F15=IC Info

F15=IC InrFo only displays when International Currency is installed and if the
vendor’s trading currency is different from the local currency.

Press F15=IC InFo to access data pertaining to the vendor’s currency, where
you may enter or change the vendor’s default exchange code, override the
vendor’s default exchange rate, enter a lock date for the exchange rate, or
specify a currency contract to be used for the transaction. The 1/C Currency
Information Window will appear. This is a shared screen and is described in
the International Currency User Guide.

F24=Delete

The F24=Decete function key displays only when in voucher delete mode.

Press F24=DeLeTe to delete this voucher. The Voucher Entry Selection
Screen (p. 4-8) will appear.
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Voucher Header Screen Fields and Function Keys

Field/Function Key

Enter

Description

Press Enter to confirm your selections.

If you keyed an Assignee vendor number, the Payee name, address, and
telephone fields are updated to reflect the values from that vendor number.

If Check for duplicate invoices is set to |, D, or B in AP Options Maintenance
(MENU APFIL2), pressing Enter Will activate the interactive check for
duplicate invoices. This process checks the Voucher Header File, the Open
Payables File, and the History Payables File for duplicate invoices based on
the criteria specified in the company options. If the vendor is a foreign
currency vendor, this process will check the IC Voucher Entry Header
Extension File, the IC Open Payables Header Extension File, and the IC
Payables History Extension File for duplicates based on the criteria specified
in the company options. This process will run every time you add a voucher.
When you change a voucher, it will only run if you change the invoice
number, invoice amount, or invoice date.

If the voucher is a split terms voucher, the check for duplicate invoices
process will run only if the invoice number or invoice date field have been
changed. In this situation, this process will also check the split terms code.

If a duplicate invoice is found, a warning message will appear on this screen
with information about the location of the duplicate. You can proceed with
entering or changing the voucher by pressing Enter or F10=ConTinue. The
Voucher Transaction Entry Screen (p. 4-101) or the End End Voucher Entry
Screen (p. 4-117) will appear. If you do not want to continue creating the
voucher, press F12=Return to cancel it.

If there are no duplicate invoices or if Check for duplicate invoices is setto N
in AP Options Maintenance (MENU APFIL2), the Voucher Transaction
Entry Screen (p. 4-101) or the 1099 Code Maintenance Screen (p. 58-2) will
appear, depending upon how you arrived at this screen.

If you have left the Split Terms Code field blank, this screen will redisplay as
normal (without split terms) and split terms will not be allowed on the
voucher being processed.
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GST Tax Information Screen

Tak TMFORMATION

Inwoice Amount: 1208600 CA%
Credited Taxable Amount: o 1706008 . CA%
Mon-Credited Taxable Amount: .. .............. CA%

Tax Rate: S.000 %
Credited Tax Amount: 57.14  CR%
Mon-Credited Tax Amount: CA%

Flo=0werride Flz=Return

This screen appears after you press F10=Enp VoucHer on the Voucher Header Screen (p. 4-80) if

» you are entering a new miscellaneous voucher for a vendor with a tax body that is defined to
calculate GST

» system options (MENU XAFILE) are set to use GST
 accounts payable options (MENU APFIL2) are set to calculate GST for purchases.

This screen displays the invoice amount, taxable amounts, tax rate, and the calculated tax amounts.
The tax amount is calculated as: Taxable Amount x Tax Factor.

The tax factor is calculated as: 1000 x (Tax Rate/100) / (1000 + (1000 x Tax Rate/100)))

For example, if you have a taxable amount of $100 an invoice and a GST tax rate of 5.000, the tax
factor will be: 1000 * (5.000/100) / (1000 + (1000 * (5.000/100))) or .047619, and the GST tax amount will be
$100 x .047619 or $4.76. The system uses the credited taxable amount to calculate the credited tax
amount and the non-credited taxable amount to calculate the non-credit tax amount.

You can accept the taxable amounts and the calculated tax amounts, enter new taxable amounts, or
override the calculation and enter the tax amounts.

This screen displays one time from the VVoucher Header Screen (p. 4-80) and will not display if expense
lines were manually added to the voucher.

Note: If you are using International Currency, the values on this screen are in the
vendor’s currency.
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GST Tax Information Screen Fields and Function Keys

Field/Function Key

Invoice Amount:

Description

The invoice amount specified on the Voucher Header Screen (p. 4-80)
displays in this field.
Display

Credited Taxable
Amount

The amount used to calculate the tax amount for which you can claim credit.
To change the credited taxable amount, enter the new value in this field.

Default Value: The invoice amount specified on the Voucher Header
Screen (p. 4-80).

(N 15,2) Required/Display

Non-Credited Taxable
Amount

The amount used to calculate the tax amount for which you cannot claim
credit. To change the non-credited tax amount, enter the new value in this
field.

(N 15,2) Required/Display

GST Tax Rate

The current base rate specified for the tax body defined through Tax Body
Maintenance (MENU OEFILE) assigned to the vendor through Vendors
Maintenance (MENU POFILE).

Display

Credited Tax Amount

The GST amount for which you can claim credit. This amount posts to the
Credited Purchase Tax Account in General Ledger.

Press F10=Overripe to override the amount in this field and then key a new
credited tax amount. Key 0 if the voucher is not eligible for a credited tax
amount.

To remove the override amount and have the system calculate the amount,
press FS=REFRESH.

Default Value: The amount calculated by the system using the credited
taxable amount and tax factor.

Valid Values: For a positive invoice amount, a positive value where the sum
of this field and the Non-Credited Tax Amount field is less than the invoice
amount. For a negative invoice amount, a negative value where the sum of
this field and the Non-Credited Tax Amount field is greater than the invoice
amount.

(N 15,2) Required/Display
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GST Tax Information Screen Fields and Function Keys

Field/Function Key

Non-Credited Tax
Amount

Description

The GST amount for which you cannot claim credit. This amount posts to the
Non-Credited Purchase Tax Account in General Ledger.

Press F10=Overripe to override the amount in this field and then key the
override non-credited tax amount. Key 0 if the voucher is not eligible for a
non-credited tax amount.

To remove the override amount and have the system calculate the amount,
press F5=REFRESH.

Default Value: The amount calculated by the system using the non-credited
taxable amount and tax factor.

Valid Values: For a positive invoice amount, a positive value where the sum
of the this field and the Credited Tax Amount field is less than the invoice
amount. For a negative invoice amount, a negative value where the sum of
the this field and the Credited Tax Amount field is greater than the invoice
amount.

(N 15,2) Required/Display

F5=Refresh

The F5=RerresH function key appears after you press the F10=Overripe
function key to override the tax amounts.

Press F5=RerresH if you want to revert to the calculated tax amounts. The
system will recalculate the tax, the Credited Tax Amount and Non-Credited
Tax Amount fields will display the calculated values, and the Credited
Taxable Amount and Non-Credited Taxable Amount fields become
available.

F10=Override

Press F10=0OverripE to override the values in the Credited Tax Amount and
Non-Credited Tax Amount fields. When you press F10=0Overrioe, those fields
become available and this function key no longer appears.

F12=Return

Press F12=ReTurn t0 return to the previous screen.

Enter

Press Enter to confirm the GST tax amounts. If either tax amount is a value
other than zero, the system creates a transaction for the Credited and/or Non-
Credited Purchase Tax Accounts for the tax amounts. However, if the
Purchase Tax Accounts are not defined, not active, or you are not authorized
to them, no transaction will be created. The End VVoucher Entry Screen (p. 4-
117) appears.
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Voucher Transaction Entry Screen

Vendor: IC100Q

CoMoucher: 1 4

439 L0800 Csh Dac 131,7e3,173.00 CEl
LITTLE ITALY RESTAURAMT SUPFLY A0 T
Italian Lira

FZ=Acct/Desc

Div.Account. SubsTrne Desc Amount C PO Mo Line
Lazt
/e Co? Div.Account.Sub Amoint Dezc  Top: ...
B IT{ zupplies . ... ...
Czh D=c: ., LM Cgh D=c %0 LBEOQ Project: . . ... . ...,
PO Mo Uzer Area: |, ........
Faimds o
andsor Div. Account. Sub
Masks Type:

""F13-70 to Chg
FE=In=ert F1a=End Fll1=Local Curr F&3=5peed Entry

This screen appears after you press Enter from the Voucher Header Screen (p. 4-80). Use this screen to
add, change, or delete voucher transactions for the current voucher in the selected voucher group.

This screen is a split display. The top half displays the individual voucher transactions that have been
entered. The bottom half is used to enter or update voucher transactions. You also may display the
Insert Transaction Screen (p. 4-110) and Voucher Transaction Review Screen (p. 4-113).

Voucher Transaction Entry Screen Fields and Function Keys

Field/Function Key

Description

Co/Voucher The company number and voucher number for this voucher.
Display

Csh Dsc The cash discount amount associated with this vendor. This discount percent
is displayed if one has been specified on the Voucher Header Screen (p. 4-80).
Display

Ctl The control value specified on the VVoucher Header Screen (p. 4-80) as the

invoice amount. The total of all voucher transactions must equal this amount
to ensure that the voucher is not in error.

Display

Vendor Number/Name The number and name of the vendor/assignee for whom this voucher

transaction is being entered.
Display
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Voucher Transaction Entry Screen Fields and Function Keys

Field/Function Key

Description

Inv The invoice amount calculated for this voucher. This value is calculated from
the voucher transactions keyed on this screen.
Display

(Currency) This field only displays when International Currency is installed.

This field displays the description of the vendor’s trading currency when the
toggle key displays as F11=LocaL CURR.

Display

Reference Number

The reference number of the detail transaction. Use this to determine which
function key should be pressed to change or delete a transaction.

Display

Account/Trns Desc

The expense account number and transaction description for the account
updated with this voucher transaction. Up to 38 characters of the combined
account number and transaction description, and up to 8 transactions for the
current voucher are displayed in the top half of the screen.

NoTE: The description for the account will not display if you are set
up to be arestricted voucher entry user in Authority Profile
Maintenance (MENU XASCTY).

Press F2 to display the following:
» F2=AccT/Desc - the Account number/account description
» F2=Desc OnLY - the Account description only
» F2=Tr Desc OnLY - the Transaction description only
e F2=AccT/Tr Desc - the Account number/transaction description

Display

Amount The amount debited/credited to the specified expense account in the voucher
transaction.
Display

DIC Indicates if the expense account is debited or credited. D displays if the
amount specified is debited to the selected expense account. C displays if the
amount specified is credited to the selected expense account.
Display

PO No The number of the purchase order issued when placing the order for this
voucher. If a purchase order number was entered on the VVoucher Header
Screen (p. 4-80), this field displays that value.
Display

Line The line number of the voucher transaction. The line number indicates the

sequence of this voucher transaction.
Display
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Voucher Transaction Entry Screen Fields and Function Keys

Field/Function Key
DIC

Description

Used to indicate if the expense account is debited or credited. If this code is
left blank, the system will use the normal balance of the account.

Default Value: If left blank, the normal balance of the account is assumed as
the default

Valid Values: D, C, or blank
(A 1) Optional

Co

The company to which this voucher transaction is applied.
Display

Account Number

An account number may be entered in one of two ways:

1. Enter the entire account number using the Data Entry Separator (usually a
period) to separate segments. Leading zeros for any segment do not need
to be keyed.

For example, to enter account number 001.0002.0003.0000004, key
1.2.3.4. After you press ENnTeR, the screen will display the following:
001.0002.0003.0000004

NoTEe: If you are unsure of the number of segments and size of each
segment in your G/L account number, use the heading above
the account number for reference as it is sized to the field
length.

2. Enter the short name for the account.

For example, if the short name for the Division 1 Phone Expense Account
is PHONL, then key the following: PHON1

Default Value: If left blank, the default expense account (Dft Exp) specified
on the Voucher Header Screen (p. 4-80).

Valid Values: Any valid account number or short name. You cannot leave this
field blank (the default will be used). The number of digits in the segment
cannot exceed the segment length. The value of a segment cannot be 0 (zero)
and cannot contain embedded blanks.

When G/L Options - Company Options Maintenance (MENU GLFIL2) are
set to use either Account Security by Level or Account Security by User
Group, this account will be edited based on your General Ledger Options:
Security Levels (1-9) setup in Authority Profile Maintenance (MENU
XASCTY).

(N 25,0) Required
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Voucher Transaction Entry Screen Fields and Function Keys

Field/Function Key

Description

Amount This is the amount of the debit or credit to the specified expense account.
Key the invoice input dollar amount. If you do not key a decimal point, the
system assumes whole dollars. Therefore, you must key a decimal point to
distinguish between dollars and cents. The system will transpose the amount
keyed, for example:

« To enter an amount of $5000.00, key: 5000
« To enter an amount of $100.00, key: 100
» To enter an amount of $50.00, key: 50
« To enter an amount of $50.25, key: 50.25
Even if no decimal was keyed, the amount value will still display in decimal
format on the VVoucher Transaction Review Screen (p. 4-113).
When International Currency is installed, this field is entered in the vendor’s
trading currency. The symbol for the vendor’s currency will display to the
right of the amount, and the local currency amount will display below this
amount with the local currency symbol displayed to the right after you press
ENTER.
NoTE: The amount in the upper portion of this screen may be
displayed in both the trading and local currency with the use of
the F11=LocaL Curr/ F11=TrApING CURR function key.
(N 15,2) Required
Desc A description of the voucher transaction.
(A 15) Optional

Csh Dsc Used when a cash discount is applicable for specific voucher transactions. If
you do not key a value in this field, Y is assumed if a cash discount exists for
this voucher.

Key Y if a cash discount is used in this voucher transaction.
Key N if a cash discount is not used in this voucher transaction.
Valid Values: Y, N or blank
(A 1) Optional
Csh Dsc % The cash discount percent for this voucher transaction. A cash discount

percent is applicable only if a Y is keyed in the Csh Dsc field. Otherwise, this
field must be zero.

If you do not key a value in this field, the value keyed on the Voucher Header
Screen (p. 4-80) is assumed.

Valid Values: Zero or any number up to 99.999 if Csh Dscis Y
(N 5,3) Optional




Entering Vouchers

Voucher Transaction Entry Screen Fields and Function Keys

Field/Function Key

Project

Description

The project associated with this voucher transaction. May be used for job
accounting.

If you do not key a value in this field, the value keyed on the Voucher Header
Screen (p. 4-80), if any, is assumed.

(A 10) Optional

PO No.

The number of the purchase order which was issued when placing the
original order for which the expense is being recorded with this voucher
transaction. For pre-receipt invoices, you indicate in the PO/Rcvr field
whether the number you are entering is a purchase order number or receiver
number.

If you do not key a value in this field, the value keyed on the Voucher Header
Screen (p. 4-80) is assumed.

(A 25) Optional

PO/Rcvr

NoTe: This field displays only for pre-receipt invoices (where the
Type field is P).

Use this field when entering transactions in a pre-receipt invoice to indicate
whether the number entered in the PO No. field is a purchase order or
receiver number. If the validate field has a value of Y, the PO or receiver
number will be used to match the receipt transaction to this pre-receipt
invoice.

Leave this field blank if you do not want to retain pre-receipt invoice
information for future validation. The Validate field requires a value of N.

Key P if the number entered in the PO No. field is a PO number and you want
to retain pre-receipt invoice information for future validation. The validate
field requires a value of Y.

Key R if the number entered in the PO No. field is a receiver number and you
want to retain pre-receipt invoice information for future validation. The
Validate field requires a value of Y.

NoTEe: If this field is P or R, and the validate field is Y, a PO number
or receiver number is required in the PO No. field on this
screen.

Valid Values: Blank, Por R
(A 1) Blank/Required
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Voucher Transaction Entry Screen Fields and Function Keys

Field/Function Key

Validate

Description

NoTe: This field displays only for pre-receipt invoices (Type is P).

This field determines whether or not pre-receipt invoice information will be
retained for future validation. If you select to retain information, a general
ledger group will be generated to credit the Pre-Receipt Inventory Account
and debit the Purchases Clearing Account.

Accept the default of Y to retain invoice information.
Key N if you do not want to retain invoice information for future validation.

Note: If this field is Y and the PO/Rcvr field is P or R, a PO number
or receiver is required in the PO No. field on this screen.

Default Value: Y
(A 1) Required

User Area

Used to key additional information regarding this voucher transaction.

If you do not key a value in this field, the value keyed on the Voucher Header
Screen (p. 4-80) is assumed.

(A 10) Optional

Find

NoTe: This field will not display if you are set up to be an Accounts
Payable Options: Restrict Voucher Entry user in Authority
Profile Maintenance (MENU XASCTY).

Search words help you to find accounts without knowing the account
number.

Key in a partial or complete account description and press Enter. If search
words are keyed when segment defaults are active, the search routine will
automatically construct a mask to further limit the number of accounts
displayed by the search.

A list of G/L Accounts whose descriptions contain the keyed text is
displayed. When G/L Options - Company Options Maintenance (MENU
GLFIL2) are set to use either Account Security by Level or Account Security
by User Group, this list will be edited based on your General Ledger Options:
Security Levels (1-9) setup in Authority Profile Maintenance (MENU
XASCTY).

(A 40) Optional
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Voucher Transaction Entry Screen Fields and Function Keys

Field/Function Key

Account Mask

Description

NoTe: This field will not display if you are set up to be an Accounts
Payable Options: Restrict Voucher Entry user in Authority
Profile Maintenance (MENU XASCTY).

This field is used to initiate a G/L Account search or to further limit a search
initiated with search words. When G/L Options - Company Options
Maintenance (MENU GLFIL2) are set to use either Account Security by
Level or Account Security by User Group, this list will be edited based on
your General Ledger Options: Security Levels (1-9) setup in Authority
Profile Maintenance (MENU XASCTY)

An account mask is a pattern of digits to match the G/L account numbers. To
see all possible values of a portion of an account number segment, key an X
in that position. If a segment in the mask contains a digit, the segment is
padded to the left with zeroes. If a segment in the mask contains one or more
Xs, the segment is padded to the left with Xs.

For example, if you have three segments with lengths 2-3-4, keying X.1.5X
will translate to XX.001.005X.

This mask would display the following accounts:
« 01.001.0050
« 01.001.0057
« 02.001.0056
« 02.001.0059

Valid Values: (0-9), X, data-entry separator
(A 29) Optional

Type

NoTe: This field will not display if you are set up to be an Accounts
Payable Options: Restrict Voucher Entry user in Authority
Profile Maintenance (MENU XASCTY).

This field identifies the type of account to be displayed by the G/L Account
search in addition to the Find or Account Mask. Key one of the following:

» Afor asset accounts

« L for liability accounts

« E for expense accounts

« | for income accounts

» Q for equity accounts

« Blank will not limit the accounts displayed based on the account type

Valid Values: A, L, E, I, Q, blank
(A 1) Optional
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Voucher Transaction Entry Screen Fields and Function Keys

Field/Function Key Description

FZfACCUDeSC / NoTE: This toggle function key will not display if you are set up to be
FZ:DeSC Only / an Accounts Payable Options: Restrict Voucher Entry USer in
F2=Tr Desc Only/ Authority Profile Maintenance (MENU XASCTY).

F2=Acct Tr Desc - ] ] .
This key is used as a toggle to display a combination of the Account Number,

Transaction Description, or Account Description for the voucher
transactions. Use F2 to change the attribute currently displayed as follows:

e F2=Acct/Desc - Press to display the Account Number and the Account
Description for each voucher transaction.

e F2=Desc OnLy - Press to display only the Account Description for each
detail transaction.

o F2=TrDesc OnLY - Press to display only the Transaction Description
for each voucher transaction.

e F2=AccT/TRr Desc - Press to display the Account Number and the
Transaction Description for each voucher transaction.

F6=Insert Press F6=InserT t0 insert a voucher transaction before an existing transaction.
All required information must be entered before pressing this key. The Insert
Transaction Screen (p. 4-110) will appear.

F10=End Press F10=Enp to display the End VVoucher Entry Screen (p. 4-117).
F11=Local Curr/ Press F11=LocaL Curr / F11=TrADING CURR t0 toggle between displaying the
F11=Trading Curr control, invoice, cash discount and transaction amounts in the company’s

local currency or in the vendor’s trading currency.

Press F11=LocaL Curr to display the local equivalents of the control, invoice,
cash discount and transaction amounts.

Press F11=TrapiNG Curr to display the control, invoice, cash discount, and
transaction amounts in the vendor’s trading currency. A description of the
vendor’s currency will display below the Vendor field.
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Voucher Transaction Entry Screen Fields and Function Keys

Field/Function Key

F13-F20=To Change
Voucher Transaction
Line

Description

Press the key that corresponds to the reference number (Reference Number
field) of a voucher transaction that you wish to select to display on the
Voucher Transaction Entry Screen (p. 4-101). This screen allows you to
change detailed voucher information. Use the function keys as follows to
select an item to change:

o F13=REFERENCE NUMBER 1
o F14=REFERENCE NUMBER 2
o F15=REFERENCE NUMBER 3
o F16=REFERENCE NUMBER 4
» F17=REFERENCE NUMBER 5
» F18=REFERENCE NUMBER 6
o F19=REFERENCE NUMBER 7
» F20=REFERENCE NUMBER 8

If the function keys on your keyboard are arranged in a single row, then press
the shift key and the corresponding reference number.

EXAMPLE: To change line 8, press SwirT and Fs.

-OR-

If the function keys on your keyboard are arranged in a two rows, press the
key which is directly above the reference number key in the bottom row.

EXAMPLE: To change line 8, find function key 8 in the bottom row. Press
F20 in the top row because it is directly above F8.

The Voucher Transaction Review Screen (p. 4-113) will display for the
selected voucher.

F23=Speed Entry/
F23=Regular Entry

The F23=Speep ENTRY / F23=REeGuLAR ENnTRY toggles the user in and out of
speed entry mode. Press F23=Speep EnTRY t0 enter Speed Entry mode. This
allows you to enter voucher transactions without displaying the VVoucher
Transaction Review Screen (p. 4-113) after each voucher transaction entry.

When using Speed Entry, press F23=RecuLARr ENTRY t0 enter Regular Entry
mode. The Voucher Transaction Review Screen (p. 4-113) will appear after
each transaction entry.

Enter

Press Enter to confirm this voucher transaction.

When in speed entry mode (see F23=Speep EnTRY), this screen re-displays.
When not in speed entry mode, the Voucher Transaction Review Screen (p. 4-
113) appears.

If you leave the Account Number, Csh Dsc %, Project, PO No, Or User Area
fields blank, the values keyed on the Voucher Header Screen (p. 4-80) are
assumed and displayed on the VVoucher Transaction Review Screen (p. 4-113).
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Insert Transaction Screen

CoMoucher: 1 4 439 00 Czh Dac Z,836.87 Ctl
Vendor: 100 SHARP IWTERMATIOMAL L Trw
D
Div.Account. SubsTrne Desc Amount C PO Mo Line
Lazt

INSERT TRAMSACTION

The next transaction will be ingerted BEFORE the Line number
provided below. The line number refers to the walue dizplayed
in the right-most column of the upper part of this screen.

Line Mumber: _

F1Z=Return

This screen appears after you press F6=Insert from the Voucher Transaction Entry Screen (p. 4-101).

Use this screen

to insert a voucher transaction.

Insert Transaction Screen Fields and Function Keys

Field/Function Key Description

Co/Voucher The company number and voucher number for this voucher.
Display

Csh Dsc The cash discount amount associated with this vendor. This discount percent
is displayed if one has been specified on the Voucher Header Screen (p. 4-80).
Display

Ctl The control value specified on the Voucher Header Screen (p. 4-80) as the

invoice amount. The total of all voucher transactions must equal this amount
to ensure that the voucher is not in error.

Display

Vendor Number/Name The number and name of the vendor/assignee for whom this voucher

transaction is being entered.
Display

Inv

The invoice amount calculated for this voucher. This value is calculated from
the voucher transactions keyed on this screen.

Display
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Insert Transaction Screen Fields and Function Keys

Field/Function Key

(Currency)

Description

This field only displays when International Currency is installed.

This field displays the description of the vendor’s trading currency when the
Fll=LocaL Curr/ F11=TraDING CUrr ON the Voucher Transaction Entry
Screen (p. 4-101) was set to display the vendor’s currency.

Display

Reference Number

The reference number of the detail transaction. Use this to determine which
function key should be pressed to change or delete a transaction.

Display

Account/Trns Desc

The expense account number and transaction description for the account
updated with this voucher transaction. Up to 38 characters of the combined
account number and transaction description, and up to 8 transactions for the
current voucher are displayed in the top half of the screen.

NoTE: The description for the account will not display if you are set
up to be arestricted voucher entry user in Authority Profile
Maintenance (MENU XASCTY).

Display

Amount The amount debited/credited to the specified expense account in the voucher
transaction.
Display

DIC Indicates if the expense account is debited or credited. D displays if the
amount specified is debited to the selected expense account. C displays if the
amount specified is credited to the selected expense account.
Display

PO No The number of the purchase order issued when placing the order for this
voucher. If a purchase order number was entered on the VVoucher Header
Screen (p. 4-80), this field displays that value.
Display

Line The line number of the voucher transaction. The line number indicates the

sequence of this voucher transaction.
Display

Insert Transaction
Message

This message indicates that the transaction will be inserted before the line
number you select in the Line Number field.

Display
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Insert Transaction Screen Fields and Function Keys

Field/Function Key

Description

Line Number The number of the transaction before which this voucher transaction is
inserted. The line number is displayed to the right of each transaction line (do
not use the Reference Number of the transaction displayed to the left of the
transaction).

Valid Values: Any displayed voucher transaction line number.
(N 4,0) Required

F12=Return Press F12=ReTurn to return to voucher transaction entry without inserting a
voucher transaction.

Enter Press Enter to confirm your selections. The Voucher Transaction Entry

Screen (p. 4-101) will appear.
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Voucher Transaction Review Screen

CosVoucher: 1 7 439 L0800 Czh Dac 131,7e3,173.00 CEl
Vendor: IC1000  LITTLE ITALY RESTAURAMT SUPPLY L0 T
Italian Lira
Div.Account. SubsTrne Desc Amount C PO Mo Line
Lazt
T Cof? Diw.Account.Sub Amount Desc
D@, Pol.poessoo.pag L, _ A9E1LZ3. 00 | ITY supplies .. ... ..
Mizcell. expenze account S12.24  US%
Czh Dac: M Y,H Czsh D=sc %@ .HG0 Project: . . ... .....
PO Mor Uzer Area: ., ........
Flz=Return

This screen appears after you key values on the Voucher Transaction Entry Screen (p. 4-101). Use this
screen to review the values entered and to accept or change the values. If you did not key a value for
Csh Dsc, Csh Dsc% (if applicable), Project, PO No, or User Area, the values for the fields keyed on the
Voucher Header Screen (p. 4-80) display here.

NoTE: If you access this screen through another menu option (i.e., A/P Inquiry), the

fields on this screen are display only and cannot be changed.

Voucher Transaction Review Screen Function Keys

Field/Function Key Description

Co/Voucher The company number and voucher number for this voucher.
Display

Csh Dsc The cash discount amount associated with this vendor. This discount percent
is displayed if one has been specified on the Voucher Header Screen (p. 4-80).
Display

Ctl The control value specified on the Voucher Header Screen (p. 4-80) as the

invoice amount. The total of all voucher transactions must equal this amount
to ensure that the voucher is not in error.

Display

Vendor Number/Name The number and name of the vendor/assignee for whom this voucher

transaction is being entered.
Display

4-113



Infor Distribution A+ Accounts Payable User Guide

Voucher Transaction Review Screen Function Keys

Field/Function Key

Description

Inv The invoice amount calculated for this voucher. This value is calculated from
the voucher transactions keyed on this screen.
Display

(Currency) This field only displays when International Currency is installed.

This field displays the description of the vendor’s trading currency when the
toggle key displays as F11=LocaL CURR.

Display

Reference Number

The reference number of the detail transaction. Use this to determine which
function key should be pressed to change or delete a transaction.

Display

Account/Trns Desc

The expense account number and transaction description for the account
updated with this voucher transaction. Up to 38 characters of the combined
account number and transaction description, and up to 8 transactions for the
current voucher are displayed in the top half of the screen.

NoTE: The description for the account will not display if you are set
up to be arestricted voucher entry user in Authority Profile
Maintenance (MENU XASCTY).

Display

Amount The amount debited/credited to the specified expense account in the voucher
transaction.
Display

D/IC Indicates if the expense account is debited or credited. D displays if the
amount specified is debited to the selected expense account. C displays if the
amount specified is credited to the selected expense account.
Display

PO No The number of the purchase order issued when placing the order for this
voucher. If a purchase order number was entered on the VVoucher Header
Screen (p. 4-80), this field displays that value.
Display

Line The line number of the voucher transaction. The line number indicates the

sequence of this voucher transaction.
Display
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Voucher Transaction Review Screen Function Keys

Field/Function Key
DIC

Description

Used to indicate if the expense account is debited or credited. If this code is
left blank, the system will use the normal balance of the account.

Default Value: If left blank, the normal balance of the account is assumed as
the default

Valid Values: D, C, or blank
(A 1) Optional

Co

The company to which this voucher transaction is applied.
Display

Account Number

An account number may be entered in one of two ways:

1. Enter the entire account number using the Data Entry Separator (usually a
period) to separate segments. Leading zeros for any segment do not need
to be keyed.

For example, to enter account number 001.0002.0003.0000004, key
1.2.3.4. After you press ENnTeR, the screen will display the following:
001.0002.0003.0000004

NoTEe: If you are unsure of the number of segments and size of each
segment in your G/L account number, use the heading above
the account number for reference as it is sized to the field
length.

2. Enter the short name for the account.

For example, if the short name for the Division 1 Phone Expense Account
is PHONL, then key the following: PHON1

Default Value: If left blank, the default expense account (Dft Exp) specified
on the Voucher Header Screen (p. 4-80).

Valid Values: Any valid account number or short name. You cannot leave this
field blank (the default will be used). The number of digits in the segment
cannot exceed the segment length. The value of a segment cannot be 0 (zero)
and cannot contain embedded blanks.

When G/L Options - Company Options Maintenance (MENU GLFIL2) are
set to use either Account Security by Level or Account Security by User
Group, this account will be edited based on your General Ledger Options:
Security Levels (1-9) setup in Authority Profile Maintenance (MENU
XASCTY).

(N 25,0) Required
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Voucher Transaction Review Screen Function Keys

Field/Function Key

Amount

Description

Use this field to enter, in the vendor’s trading currency, the amount debited/
credited to the specified expense account in the voucher transaction. The
local currency amount will display below this amount and the symbol for the
vendor’s currency will display to the right of the amount.

The local equivalent of the foreign currency value entered is displayed below
the Amount field with the respective currency symbol.

Key the transaction amount in the trading currency.
(N15,2) Required

F12=Return

Press F12=ReTurn t0 return to the Voucher Transaction Entry Screen (p. 4-101)
without accepting the voucher transaction.

F24=Delete

You may only use this key when accessing this screen to change a transaction
(F13 - F20). Press F24=DeLeTe twice to delete the transaction.

Enter

Press Enter to confirm your selections. The Voucher Transaction Entry
Screen (p. 4-101) will appear.




Entering Vouchers

End Voucher Entry Screen
Vendaor: ICIOQE LITTLE ITALY RESTAURAMT SUPPLY INYOICE ADD
Italian Lira Cofvoucher: 1 # 23
Ir No: 22479 Desc:  supplies
Iree DE: 157054711 Term=: MET 30
Date Priority
Inwoice Amt: 1,274,395.00 ITY Due: 1409411 z
TI3. 3 US% Urgent: 29,0911 1
Cash Dsc: ITS Ceh Dec:  OOCAQO0A00
5%
Quwr Csh Disc: ... . .. ... ... ITH
5%
Hold Code? | ACH Pauyment: ¥ Y,H
F&=Line Item= FE=Index FlZ=Header Fid4=Cancel

NOTE: This screen appears if the Split Terms Code field is left blank on the Voucher
Header Screen (p. 4-80). Refer to the End VVoucher/Split Terms Entry Screen (p. 4-
122) for vouchers with split terms.

This screen displays total information about the voucher, and allows you to put a payment hold on a
voucher or to specify an override cash discount amount.

A warning message displays if the voucher G/L disbursement transactions do not equal the invoice
amount keyed on the VVoucher Header Screen (p. 4-80). If the invoice amount is changed on the Voucher
Header Screen, the G/L disbursements on the VVoucher Transaction Entry Screen (p. 4-101) must also be
changed to match or deleted and recreated by pressing F10=Enb VoucHer on the VVoucher Header
Screen.

End Voucher Entry Screen Fields and Function Keys

Field/Function Key Description

Vendor The number and name of the vendor for whom this voucher has been created.
Display

Co/Voucher The company number and voucher number selected on the VVoucher Entry
Selection Screen (p. 4-8).
Display

Inv No The number of the invoice recorded with this voucher. The invoice number
was keyed on the Voucher Header Screen (p. 4-80).
Display
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End Voucher Entry Screen Fields and Function Keys

Field/Function Key

Desc

Description

The description of the invoice for this voucher. The description was keyed on
the Voucher Header Screen (p. 4-80).

Display

Inv Dt

The date of the invoice for which expenses are recorded with this voucher.
This date was keyed on the AP-PO Receipt Validation Screen (p. 4-28) or the
Voucher Header Screen (p. 4-80).

Display

Terms

The vendor’s payment terms as keyed on the VVoucher Header Screen (p. 4-
80).

Display

Invoice Amt

The amount of payment as calculated from voucher transactions made for
this voucher. This invoice amount must equal the invoice amount keyed on
the Voucher Header Screen (p. 4-80) so this voucher will post successfully.

When International Currency is installed, this field displays the invoice
amount in the vendor’s trading currency with the local currency equivalent
displayed below. Currency symbols display to the right of both the foreign
and local currency amounts.

Display

Due (Date/Priority)

The due date and payment priority specified for this invoice on the Voucher
Header Screen (p. 4-80).

Display

Urgent (Date/Priority)

The urgency date and urgency priority specified for this invoice on the
Voucher Header Screen (p. 4-80).

Display

Csh Dsc (Date)

The date by which payment must be made for this voucher in order to take
advantage of the cash discount offered by the vendor.

Display

Cash Dsc

The cash discount amount applicable for this voucher as specified on the
Voucher Header Screen (p. 4-80).

When International Currency is installed, this field displays the cash discount
amount in the vendor’s trading currency with the local currency equivalent
displayed below. Currency symbols display to the right of both the foreign
and local currency amounts.

Display




Entering Vouchers

End Voucher Entry Screen Fields and Function Keys

Field/Function Key
Ovr Csh Dsc

Description

Use this field to key an override value for the calculated cash discount
amount.

NOTE: To zero out the cash discount, you must go to the detail
transactions, key N to Cash Disc and zero out the discount
percent.

When International Currency is installed, this value is keyed in the vendor’s
currency. The local currency equivalent value will display below this field
after you press Enter, and currency symbols will display to the right of both
the trading and local currency amounts.

Key a value to replace the cash discount amount displayed on this screen.
The new cash discount will display.

Leave this field blank to use the calculated cash discount amount for this
voucher.

(N 13,2) Optional

Check Amount

This field displays only if International Currency is installed and you are pre-
paying a trading currency voucher with a check drawn upon a local currency
bank account.

Use this field to enter the amount of the check that was written in the
company’s local currency. The local currency symbol will display to the right
of the amount. This value will be used to calculate the trading currency’s
exchange rate, which will be accessed to calculate the local payment amount
and the cash discount amount.

Key the check amount in the company’s local currency.

(N 15,2) Optional

Hold Code

Use this field to select a hold code, which indicates that this voucher cannot
be paid until the hold code is removed.

This field will be filled in automatically if both of the following are true:

« There is a variance between the invoice amount and the voucher amount
that exceeds the Cost Variance Warning Percent or the Cost Variance
Warning Value set up in Purchasing Options Maintenance (MENU
XAFILE).

« Thereis an entry in the PO-AP Hold Code field in Purchasing Options
Maintenance.

To release a voucher from this hold, you must be authorized as defined for
the Allow the Release of Vouchers on Variance Hold action authority through
Application Action Authority Maintenance (MENU XASCTY).

Valid Values: Any valid hold code defined in Hold Codes Maintenance
(MENU APFILE)

(A 2) Optional
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End Voucher Entry Screen Fields and Function Keys

Field/Function Key
ACH Payment

Description

Use this field to indicate the value of the selected vendor’s payment
preference for this voucher.

Key Y to select ACH payments as this voucher’s payment method. If this
field is Y, ACH information must exist for this vendor in the ACH Vendor
Info File ( ). See Vendor Master Maintenance (MENU APFILE) for
details about entering vendor ACH information.

Key N to select paper checks or credit card as this voucher’s payment
method.

Default Value: The value entered in the ACH field on the AP Vendor Master
Maintenance Screen in Vendor Master Maintenance (MENU APFILE)

(A1) Required

F2=Line Items

Press F2=Line ITems to display the Voucher Transaction Entry Screen (p. 4-101)
for the current voucher.

F6=Index

F6=Inoex Will only display if MaxRecall is installed and activated.

Press F6=Inpex to initiate the process to automatically index this voucher in
MaxRecall. The invoice number, PO number, total invoice amount, vendor
number, vendor name, company number, and voucher number will be
submitted as the index values.

This process also requires that:
» the MaxRecall Document Acquisition In Box be open

« there must be a document open in the in Box in an AP Vendor Invoice
Batch.

Once the voucher is indexed, MaxRecall will automatically move to the next
document.

F12=Header

Press F12=Heaper to display the Voucher Header Screen (p. 4-80) for the
current voucher.

F24=Cancel

Press F24=CanceL to delete this voucher. The Voucher Group Information
Screen (p. 4-13) will appear.

If you are performing drop ship receipt validation processing, when you
press F24=CanceL the drop ship voucher and the charge back voucher, if there
is one, will be canceled and the receipt information that you entered will be
saved. The saved receipt group name will be created by using your two-
character workstation 1D and appending a three-digit sequence number
starting with 501. The sequence number will be incremented until a unique
receipt group name is found. This saved receipt group will no longer be
linked with a voucher and may therefore be processed as a normal receipt
group. If desired however, the receipts may again be associated with a
voucher by selecting the drop ship receipt validation process again and re-
keying the same purchase order numbers.




Entering Vouchers

End Voucher Entry Screen Fields and Function Keys

Field/Function Key Description

Enter Press Enter to confirm your selections. The Voucher Entry Selection
Screen (p. 4-8) will appear.
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End Voucher/Split Terms Entry Screen

Yendor: 1400 THE PAFER SUPPLY HOUSE IMYOICE ADD
Company: 1
Iree Mo: aglz3 Orig Youcher: o044
Ires Dt BLAEE11 Desc:  supplies
Irvoice Amt: 1,273.63 Termz: Quarterly Paument Terms
Priority Due: 2 Urgent: 1
Hold Codet _ ACH Payment: ¥ ¥, M
Invoice # Invoice Amb Dizcount Amt Due Date Dzc Date Urg Date
glz3 215,46 LOE ELsU9s11 00sRR0E 03510011
gls3 315. 46 0P @101 Q0CAREE BEAD9411
glz3 315,46 LaE @711 A0CAREE 39509411
dle3 315.45 JaE 181111 aecanseE 1210411
Totals: 1,273,463 LA Inw Yar: L
Fi&=Line Item FE=Index Flo=0Override Fl2=Header FZ4=Chcl

NoOTE: This screen appears if a split terms code is entered in the Split Terms Code field
on the Voucher Header Screen (p. 4-80).

This screen appears if split terms have been specified for the voucher being processed, as determined
through the split terms code entered on the Voucher Header Screen (p. 4-80). Use this screen to review
and/or edit split terms information for the voucher splits that are to take place. Additionally, this screen
allows you to put a payment hold on a voucher.

A warning message displays if the voucher transactions do not equal the invoice amount keyed on the
Voucher Header Screen (p. 4-80). If the invoice amount is changed on the Voucher Header Screen, the
G/L disbursements on the Voucher Transaction Entry Screen (p. 4-101) must also be changed to match
or deleted and recreated by pressing F10=Enp VoucHer on the VVoucher Header Screen.

End Voucher/Split Terms Entry Screen Fields and Function Keys

Field/Function Key Description

Vendor The number and name of the vendor for whom this voucher has been created.
Display

Company The company number selected on the VVoucher Entry Selection Screen (p. 4-
8).
Display

Orig Voucher The voucher number selected on the VVoucher Entry Selection Screen (p. 4-8).
Display
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End Voucher/Split Terms Entry Screen Fields and Function Keys

Field/Function Key

Description

Inv No The number of the invoice recorded with this voucher. The invoice number
was keyed on the Voucher Header Screen (p. 4-80).
Display

Desc The description of the invoice for this voucher. The description was keyed on
the Voucher Header Screen (p. 4-80).
Display

Inv Dt The date of the invoice for which expenses are recorded with this voucher.
This date was keyed on the AP-PO Receipt Validation Screen (p. 4-28) or the
Voucher Header Screen (p. 4-80).
Display

Terms The vendor’s payment terms as keyed on the VVoucher Header Screen (p. 4-
80).
Display

Invoice Amt The amount of payment as calculated from voucher transactions made for

this voucher. This invoice amount must equal the invoice amount keyed on
the Voucher Header Screen (p. 4-80) so this voucher will post successfully.

When International Currency is installed, this field displays the invoice
amount in the vendor’s trading currency with the local currency equivalent
displayed below. Currency symbols display to the right of both the foreign
and local currency amounts.

Display

Due (Priority)

The due payment priority specified for this invoice on the Voucher Header
Screen (p. 4-80).

Display
Urgent (Priority) The urgency priority specified for this invoice on the Voucher Header
Screen (p. 4-80).
Display
Check Amount This field displays only if International Currency is installed and you are pre-

paying a trading currency voucher with a check drawn upon a local currency
bank account.

Use this field to enter the amount of the check that was written in the
company’s local currency. The local currency symbol will display to the right
of the amount. This value will be used to calculate the trading currency’s
exchange rate, which will be accessed to calculate the local payment amount
and the cash discount amount.

Key the check amount in the company’s local currency.

(N 15,2) Optional
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End Voucher/Split Terms Entry Screen Fields and Function Keys

Field/Function Key
Hold Code

Description

Use this field to select a hold code, which indicates that this voucher cannot
be paid until the hold code is removed.

This field will be filled in automatically if both of the following are true:

» There is a variance between the invoice amount and the voucher amount
that exceeds the Cost Variance Warning Percent or the Cost Variance
Warning Value set up in Purchasing Options Maintenance (MENU
XAFILE).

» There is an entry in the PO-AP Hold Code field in Purchasing Options
Maintenance.

To release a voucher from this hold, you must be authorized as defined for
the Allow the Release of Vouchers on Variance Hold action authority through
Application Action Authority Maintenance (MENU XASCTY).

Valid Values: Any valid hold code defined in Hold Codes Maintenance
(MENU APFILE)

(A 2) Optional

ACH Payment

Use this field to indicate the value of the selected vendor’s payment
preference for this voucher.

Key Y to select ACH payments as this voucher’s payment method. If this
field is Y, ACH information must exist for this vendor in the ACH Vendor
Info File (ACHVEN). See Vendor Master Maintenance (MENU APFILE) for
details about entering vendor ACH information.

Key N to select paper checks or credit card as this voucher’s payment
method.

Default Value: The value entered in the ACH field on the AP Vendor Master
Maintenance Screen in Vendor Master Maintenance (MENU APFILE), if
adding a new voucher. If changing an existing voucher, the default is the
value entered in the AP Voucher Entry Header File (APVHD).

(A1) Required

Invoice #/Voucher #

This field displays either the voucher splits” invoice number or voucher
number depending upon your selection using the F4=VoucHer / F4=InvoicE
toggle key.

NoTE: If the Vendor Number Assignment is set to S in AP Options
Maintenance (MENU APFIL?2), this field defaults to the
invoice number of the voucher splits being processed and
F4=VoucHer / F4=Invoice Will not display. If this column
displays the Voucher # heading, you must enter voucher
numbers for each split displayed on this screen if you select to
override any split term information.

(A 15) Display/Override
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End Voucher/Split Terms Entry Screen Fields and Function Keys

Field/Function Key

Invoice Amt

Description

This column displays the invoice amounts calculated for the voucher splits of
the voucher being processed.

Press F10=Overripe if you wish to override this value. The voucher split
columns will become unprotected and you will be able to override each value
in this column.

NOTE: When International Currency is installed, if the vendor’s
currency does not match the local currency, only the trading
amount may be overridden.

(N 15,2) Display/Override

Discount Amt

This column displays the discount amounts calculated for the voucher splits
of the voucher being processed.

Press F10=0Overripe if you wish to override this value. The voucher split
columns will become unprotected and you will be able to override each value
in this column.

NoOTE: When International Currency is installed, if the vendor’s
currency does not match the local currency, only the trading
amount may be overridden.

(N 13,2) Display/Override

Due Date

This column displays the due dates for the voucher splits of the voucher
being processed. The due date is calculated by adding the invoice or entry
date of the voucher and the pay days on the split.

Press F10=0OverripE if you wish to override this value. The voucher split
columns will become unprotected and you will be able to override each value
in this column.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Display/Override
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End Voucher/Split Terms Entry Screen Fields and Function Keys

Field/Function Key

Dsc Date

Description

This column displays the discount dates for the voucher splits of the voucher
being processed. The discount date is calculated by adding the invoice or
entry date of the voucher, the pay days on the previous split, and the discount
days on the terms code.

The discount date cannot be greater than the due date. If the discount date is
greater than the due date, the value in this field will be highlighted and either
the due date or the discount date value must be overridden before you can
end the voucher.

Press F10=0Overripe if you wish to override this value. The voucher split
columns will become unprotected and you will be able to override each value
in this column.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Display/Override

Urg Date

This column displays the urgency dates for the voucher splits of the voucher
being processed.

Press F10=Overripe if you wish to override this value. The voucher split
columns will become unprotected and you will be able to override each value
in this column.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Display/Override

Totals

This field displays the total invoice and discount amounts for each split on
this voucher.

NoTE: The total invoice amount on this screen must equal the total
invoice amount entered on the Voucher Header Screen (p. 4-
80)in order for you to end this voucher.

Display
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End Voucher/Split Terms Entry Screen Fields and Function Keys

Field/Function Key

Inv Var

Description

This field displays any existing invoice variance for the split percentages
designated for this voucher.

For example, if you entered an invoice with three splits of 33% each, the
variance would be equal to 1%. If you entered an invoice with three splits of
30% each, the variance would be equal to 10%.

If an invoice variance displays in this field, you must use the F10=Overripe
override and assign the total variance amount to the invoice splits displayed
on this screen. The total invoice amount on this screen must be equal to the
total invoice amount entered on the VVoucher Header Screen (p. 4-80).

Display

F2=Line ltems

Press F2=Line ITems to display the VVoucher Transaction Entry Screen (p. 4-101)
for the current voucher.

NoTe: F2=Line ITems Will not be available when override mode is
engaged.

F4=Voucher #/Invoice
#

NOTE: F4=Voucrer/ F4=Invoice appears only if Vendor Number
Assignment (MENU APFIL2) is set to U.

Use F4=VoucHer / F4=Invoice to toggle the Voucher #/Invoice # column
between the voucher number and the invoice number of the voucher splits
displayed on this screen.

F5=Refresh NOTE: F5=Rerrest appears only when override mode is engaged.
Press F5=RerresH to re-calculate the column values that apply to split terms.
Any values you have overridden will be re-calculated.

F6=Index Fe=Inoex Will only display if MaxRecall is installed and activated.

Press Fe=Inpex to initiate the process to automatically index this voucher in
MaxRecall. The invoice number, PO number, total invoice amount, vendor
number, vendor name, company number, and voucher number will be
submitted as the index values.

This process also requires that:
» the MaxRecall Document Acquisition In Box be open

« there must be a document open in the in Box in an AP Vendor Invoice
Batch.

Once the voucher is indexed, MaxRecall will automatically move to the next
document.
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End Voucher/Split Terms Entry Screen Fields and Function Keys

Field/Function Key

F9=Recalc Disc

Description

Press F9=RecaLc Disc to re-calculate the discount amount value if you have
overridden the original invoice amount. The discount amount will be re-
calculated and the new value will display.

NOTE: F9=RecaLc Disc appears only when override mode is engaged.

F10=Override

Press F10=OverripE if you wish to override any of the voucher split values
displayed on this screen. The voucher split information will become
unprotected and you will be able to override each value in the appropriate
column.

F11=Local/Trade
Currency

Flil=LocaL/ F11=Trape Only displays when International Currency is
installed.

Press F11=LocaL / F11=TrapE t0 toggle between local and trading currency.

NOTE: Fii=LocaL/ F11=Trape appears only if the vendor currency
does not match the local currency. Additionally, the Invoice
Amt and Discount Amt fields will be protected if local currency
is selected.

F12=Header

Press F12=Heaper to display the Voucher Header Screen (p. 4-80) for the
current voucher.

F24=Cancel

Press F24=Cancel to delete this voucher. The Voucher Entry Selection
Screen (p. 4-8) will appear.

NoTE: F24=CanceL Will not be available when override mode is
engaged.

Enter

Press Enter to confirm your selections. The Voucher Entry Selection
Screen (p. 4-8) will appear.
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Entering Vouchers

Drop Ship Receipt Validation Screen

DROP SHIP RECEIPT WALIDATION

Comparn: 1 A% C Office Supply

Yendor: IC2AEE SAUERKRALT PRODICTS

Currency: GOM German Deutzchemark

PO Mumber: —_

Irvodice Amb: (I 5
5§

Irwodice Mol o0 L,

Irwoice Date: ...,

Irvoice Descl .
Fa=Dr5 PO List F12=Return

This screen appears after you press F9=Drop SHir RcpT in the Voucher Entry Selection Screen (p. 4-8).
Use this screen to enter invoice data regarding a drop shipment purchase order that was placed with the

vendor.

Drop Ship Receipt Validation Screen Fields and Function Keys

Field/Function Key

Description

Company The company number selected on the VVoucher Entry Selection Screen (p. 4-
8).
Display

Vendor The number and name of the vendor for whom this voucher has been created.
Display

Currency This field only displays when International Currency is installed and only for

those vendors whose trading currencies differ from the company’s local
currency.

This field displays the currency code and description for the trading currency,
if the vendor’s currency differs from the company's local currency.

Display
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Drop Ship Receipt Validation Screen Fields and Function Keys

Field/Function Key
PO Number

Description

Key the number of the drop ship purchase order for which the invoice has
been received. To search for a purchase order, use the F4=D/S PO List
function key.

Valid Values: Any valid purchase order that was created with the Drop Ship
field set to Y on the Requisition Header Screen (MENU POMAIN).

(A 6) Required

Invoice Amt

Key the amount of the invoice from this vendor for the drop shipment. This
amount signifies the amount for the specified purchase order only.

The amount entered in this field will be carried forward and displayed in the
Inv Amt field on the Voucher Header Screen (p. 4-80) when creating the
voucher to pay the vendor for the drop shipment.

When International Currency is installed, enter the invoice amount for the
drop ship receipt in the vendor’s currency. The currency symbol for the
trading currency will display to the right of the amount. The local currency
equivalent displays only after entering an amount in the Invoice Amt field
and pressing Enter. The company’s local currency symbol will display to the
right of the equivalent value.

Key the appropriate invoice amount.
(N 15,5) Required

Invoice No

Key the invoice number of the invoice from this vendor for the drop
shipment.

The number entered in this field will be carried forward and displayed in the
Inv No field on the Voucher Header Screen (p. 4-80) when creating the
voucher to pay the vendor for the drop shipment. The number entered in this
field will also be carried forward and displayed as part of the description in
the Inv Desc field on the Voucher Header Screen (p. 4-80) when creating the
charge back voucher to the vendor for the drop shipment, (i.e., the
description will read C/B FOR; followed by the invoice number).

(A 15) Required

Invoice Date

Key the date of the invoice from this vendor for the drop shipment.

The date entered in this field will be carried forward and displayed in the Inv
Date field on the Voucher Header Screen (p. 4-80) when creating the voucher
to pay the vendor for the drop shipment. This date will also be carried
forward and displayed in the Inv Date field on the VVoucher Header Screen (p.
4-80) when creating the charge back voucher to the vendor for the drop
shipment.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Required
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Drop Ship Receipt Validation Screen Fields and Function Keys

Field/Function Key

Invoice Desc

Description

Key a description of the invoice from this vendor for the drop shipment. If
entered, the description entered in this field will be carried forward and
displayed in the Inv Desc field on the Voucher Header Screen (p. 4-80) when
creating the voucher to pay the vendor for the drop shipment.

(A 25) Optional

F4=DI/S PO List

If you do not know the purchase order number, press the F4=D/S PO List
function key to display a list of drop shipment purchase orders for the
company and vendor. The Drop Ship PO List Screen (p. 4-132) appears.

F12=Return Press the F12=Return key to return to the Voucher Entry Selection Screen (p.
4-8).
Enter Press the Enter key to confirm your selections. The PO Header Screen

(MENU POMAIN) will appear to allow entry of purchase order drop ship
receipt information.

If the PO that you keyed in the PO Number field is already in a PO receipt
group, and that group is not in use, then that PO information will be removed
from that group and placed in a new Accounts Payable drop ship receipt
validation group. If this causes the original PO receipt group to now be
empty, it will be deleted. The group ID assigned to the new Accounts
Payable drop ship receipt validation group will be created by using your two-
character workstation ID and appending a three-digit sequence number
starting with 001. The sequence number will be incremented until a unique
receipt group name is found.

If this is not the first drop ship purchase order that you have identified for this
Accounts Payable receipt group, then the new purchase order will be brought
into the already created/opened group, unless it has a different warehouse
(i.e., a voucher group may be affiliated with as many Accounts Payable drop
ship receipt validation groups as you have warehouses identified on the
purchase order selected).
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Drop Ship PO List Screen

DROP SHIP PO LIST
Co: 01 VYendor: 1600 SHARF IWTERMATIONAL
PO Mum WH PO Due DE Order Customer MName Ttemz PO Value US%
1186175 1 &.11409 z 15586, Ad
La=t
Selection: _
F&=Feq Mo F4=P0 Ord Dt  FESCustomer Mo F11=Trd Currency  F1Z=Return

This screen appears after you press F4=D/S PO List on the Drop Ship Receipt Validation Screen (p. 4-
129). Use this screen to select the purchase order you want to associate with the invoice being
processed.

For each purchase order, this screen displays the

» number of the purchase order or the requisition, depending on your selection with the F2=Req No /
F2=PO Num function key.

« warehouse.

» purchase order due date or order date, depending on your selection with the F4=PO Due D1/ F4=PO
oro Dt function key.

» number of the sales order associated with the purchase order.

» name or number of the customer, depending on your selection with the F6=Customer Name /
F6=CusTtomer No function key.

» number of items on the purchase order.

« total value of the purchase order. If you are using International Currency, you can display this value
in either the company’s local currency or the vendor’s trading currency, depending on your
selection with the F11=Trp Currency / F11=Lct Currency function key.

Note: All dates will display in the Default Date Format for this user, specified through
Register A+ User IDs (MENU XACFIG), or if that field is blank, the date using
the system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE).
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Entering Vouchers

Drop Ship PO List Screen Fields and Function Keys

Field/Function Key

Description

Co The company number associated with the purchase order.
Display
Vendor The vendor number and name where the items were ordered.

Display

(Reference Number) The reference number of the detail transaction. Use this to determine which

function key should be pressed to select a purchase order for processing.
Display

PO Num / Reg No

Use the F2=Req No / F2=PO Num function key to toggle this field between the

PO number assigned when the purchase order was printed and the requisition
number assigned when the requisition was created.

Display

WH

The warehouse from which the items were ordered.
Display

PO Due Dt/ PO Ord Dt Use the F4=P0O Due Dt/ F4=PO Orp Dt function key to toggle this field

between the date the items are due to be delivered to the ordering customer
location or the date the purchase order was created.

Display

Order

The sales order number for the customer’s order.
Display

Customer Name /
Customer No

Use the F6=Customer Namve / F6=CusTomer No function key to toggle this field
between the name of the customer placing the sales order and the customer
number.

Display
Items The number of drop ship items on the purchase order.
Display
PO Value The value of the drop ship items on the purchase order.
Display
Selection Key the reference number for a purchase order in this field to select the
associated purchase order for drop ship receipt validation processing.
(N 2,0) Optional
F2=Req No/ Press the F2=Req No / F2=PO Nuwm function key to toggle between displaying
F2=PO Num either the purchase order number or the requisition number.

F4=PO Due Dt/
F4=PO Ord Dt

Press the F4=PO Due Dt/ F4=PO Orp Dt function key to toggle between
displaying either the purchase order due date or order date.
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Drop Ship PO List Screen Fields and Function Keys

Field/Function Key Description

F6=Customer Name/  Press the F6=CusTtomer Namve / F6=Customer No function key to toggle
F6=Customer No between displaying either the name of the customer or the number of the
customer.

F11=Trd Currency / The F11=Trp Currency / F11=LcL Currency function key appears only if
F11=Lcl Currency International Currency is installed and activated.

Press the F11=Tro Currency / F11=LcL Currency function key to display the
purchase order value in either the company’s local currency or the trading
currency. The local currency symbol displays at the column heading.

F12=Return Press the F12=ReTurn function key to return to the previous screen without
making a selection.

Enter After you enter a reference number in the Selection field, press the Enter key
to confirm your entry and return to the Drop Ship Receipt Validation
Screen (p. 4-129).
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End Drop Ship Receipt Validation Screen

EMD DROP SHIP RECEIPT YALIDATION

Comparn: 1 A% C Office Supply

Yendor: IC2AEE SAUERKRALT PRODICTS

Currency: GOM German Deutzchemark

Inwvoice Amt: 1,000, 00  DH#

Receipts=: 43.79

Mizc Chgs: Loe o <-- Adjustr L
Youcher Amt: 45. 79

Charge Back: 931,71

Charge Back No.

Fl1=Local Curr F1Z=Return F13=Create Charge Back Youcher

This screen appears after you press F13=Crt Vcr on the End Receipts Screen of Enter or Change
Receivers or PO Receipts (MENU POMAIN) if there is a difference between the invoice amount and
the receipt amount. Use this screen to rectify this difference and to create the voucher to pay this
vendor for the drop shipment.

The difference may be rectified in one of the following ways:

« Correct any mistakes by returning to the purchase order receipt screens as described through Enter
or Change Receivers or PO Receipts (MENU POMAIN) or the Drop Ship Receipt Validation
Screen (p. 4-129).

» Key adjusting values to affect the miscellaneous charges.
« Create a charge back voucher to the vendor which will appear as a negative open payable.

End Drop Ship Receipt Validation Screen Fields and Function Keys

Field/Function Key Description

Co The company number associated with the purchase order.
Display

Vendor The vendor number and name where the items were ordered.
Display
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End Drop Ship Receipt Validation Screen Fields and Function Keys

Field/Function Key

Currency

Description

This field only displays wen International Currency is installed and only for
those vendors whose trading currencies differ from the company’s local
currency.

This field displays the currency code and description for the trading currency,
if the vendor’s currency differs from the company’s local currency.

Display

Invoice Amt

This field displays the amount of the invoice from this vendor that you keyed
on the Drop Ship Receipt Validation Screen (p. 4-129).

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr / F11=TraDING CuRRr Key to display the invoice amount for the
drop ship receipt in the vendor’s trading currency (with the trading currency
symbol displayed to the right) or in the company’s local currency (with the

local currency symbol displayed to the right).

Display

Receipts

This field displays the total value of the received purchase order from this
vendor.

Display

Misc Chgs

This field displays the total amount of miscellaneous charges (i.e., hon-item
charges such as sales tax) for this voucher. You may change this amount by
using the Adjust field.

Display

Adjust

Use this field to change the amount in the Misc Chgs field. The amount keyed
here will be added to (for positive adjustments) or subtracted from (for
negative adjustments) the Misc Chgs field.

Key the amount to adjust the miscellaneous charges.

NoTE: In order to create your drop ship receipt validation voucher,
there must be no difference between the Invoice Amt and the
Receipts amount that has not been identified as a miscellaneous
charge, or as the charge back amount.

When International Currency is installed, this field will not display if the
vendor you selected uses a trading currency different from the company’s
local currency and you selected to display local equivalent values by pressing
the F11=LocaL Curr/ F11=TrADING CURR function key.

(N 15,2) Optional
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End Drop Ship Receipt Validation Screen Fields and Function Keys

Field/Function Key

Voucher Amt

Description

This field displays a working sum of the Receipts and Misc Chgs fields. The
amount displayed in this field will be the net amount of the voucher that you
are creating for this vendor.

If you make the Voucher Amt equal to the Invoice Amt, the Charge Back No.
field and the F13=CreaTe CHarcE Back VoucHer function key will be cleared
from this screen.

Display

Charge Back

This field displays the difference between the Invoice Amt and the Voucher
Amt fields. This amount will be charged back to the vendor unless the Adjust
field is used to change the Misc Chgs field such that the difference no longer
exists.

If the variance between the invoice amount and the voucher amount exceeds
the Cost Variance Warning Percent Or Cost Variance Warning Value set up
through Purchasing Options Maintenance (MENU XAFILE) and there is a
PO-AP Hold Code set up in Purchasing Options Maintenance, the voucher
will be put on hold automatically unless the amount is charged back to the
vendor. If there is a variance, and you use the Adjust field to account for the
difference, the voucher will go on hold.

Display

Charge Back No

Note: This field will not appear if the Voucher Amt equals the
Invoice Amt.

The value keyed in this field will be used as the invoice number of the charge
back voucher.

(A15) Required

F11=Local Curr/
Trading Curr

This key only displays when International Currency is installed and only if
the trading currency of the vendor whose receipts you are validating is
different from the company’s local currency.

Press F11=LocaL Curr / F11=TrADING CURR t0 toggle between displaying the
invoice, receipts, miscellaneous charges, voucher and charge back amounts
in the company’s local currency and displaying these amounts in the
vendor’s trading currency.

Press F11=LocaL Curr to display amounts in the company’s local currency.
The symbol for the company’s local currency will appear to the right of the
Invoice Amt field. The Adjust field will also be cleared from the display.

Press F11=Trabin CUrR to display amounts in the vendor’s trading currency.
The symbol for the vendor’s currency will appear to the right of the Invoice
Amt field. The Adjust field will also redisplay.

F12=Return

Press the F12=ReTurn function key to return to the PO Header Screen
(MENU POMAIN) without creating the voucher.
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End Drop Ship Receipt Validation Screen Fields and Function Keys

Field/Function Key

F13=Create Charge
Back Voucher

Description

If the F13=CreaTE CHARGE Back VoucHer Key is displayed, then the Voucher
Amt does not match the Invoice Amt. Two vouchers will be created when you
press the F13=Create CHARGE Back VoucHer key. One voucher will be created
for the Invoice Amt and a second voucher will be created for the Charge
Back amount. The charge back voucher will use the number keyed in the
Charge Back No. field as its invoice number.

If the Check for duplicate invoices field is setto I, D, or B in AP Options
Maintenance (MENU APFIL2), pressing the F13=CRreATeE CHARGE BAck
VoucHer function key to create a charge back voucher will activate the
interactive check for duplicate invoices. This process checks the VVoucher
Header File, the Open Payables File, and the History Payables File for
duplicate invoices based on the criteria specified in the company options.

If a duplicate invoice is found, a warning message will appear on this screen
with information about the location of the duplicate. You can proceed with
entering or changing the charge back voucher by pressing Enter or
F13=CREATE CHARGE Back VoucHer. The VVoucher Header Screen (p. 4-80) will
appear. If you do not want to continue creating the voucher, press
F12=ReTurN to cancel it.

If there are no duplicate invoices or if Check for duplicate invoices is setto N

in AP Options Maintenance (MENU APFIL2), the VVoucher Header

Screen (p. 4-80) will appear for the original voucher. The charge back voucher
will already have been automatically created and may be viewed/maintained
by selecting it from the Voucher Search (List) Screen (p. 4-16).

Enter

If the F13=CreaTE CHARGE Back VoucHer function key is displayed, press the
EnTer Key to add or subtract the Adjust amount to the Misc Chgs amount and
clear the Adjust field.

If the F13=CreaTE CHARGE Back VoucHer function key is not displayed, then
the Voucher Amt matches the Invoice Amt. Press the Enter key to create one
voucher for this vendor. The Voucher Header Screen (p. 4-80) will appear.
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CHAPTER 5 Creating Vouchers From
Templates

A voucher group template is a voucher group which has been defined specifically for the purpose of
copying when processing a new voucher group. Voucher group templates are defined in VVoucher
Entry (MENU APMAIN) by keying T (for template) in the Group Type field on the VVoucher Group
Information Screen (p. 4-13). The voucher group template will then be available to be copied to a new
voucher group when needed.

Use this option to copy a voucher group template to a new voucher group.

The new voucher group to which the template group has been copied to may be modified, edited, and
posted (template groups cannot be posted). After editing through Voucher Edit List (MENU
APMAIN), proceed with posting the voucher group in the typical manner through Post Vouchers
(MENU APMAIN).

Template groups are useful for those voucher entries which are standard or recurring. Standard entries
are routine transactions for which the dollar amounts are unknown; recurring entries are those routine
entries for which the dollar amounts are known (such as rent or utility payments). In either case, the

use of a voucher template spares you from having to key new vouchers in a voucher group each time.

Create Vouchers From Templates

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose
Copy Vouchers from Template Group Use to add or change a template group of vouchers.
Screen

Create VVouchers From Template Screen Use to define the new voucher group.
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When To Run This Option

Run this option when processing a voucher group for which a template has been defined. The template
may be similar or identical to the group of vouchers to be processed. You may add, delete, or change
as many voucher transactions and/or vouchers in the new voucher group as needed.

If a voucher group template does not exist, create the voucher group template through VVoucher Entry
(MENU APMAIN).
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Creating Vouchers From Templates

Copy Vouchers from Template Group Screen

copyY WOUCHERS FROM TEMPLATE

Company? 01

Group ID:

F3=Exit F4=Group Search

TECHNICAL NOTE: This is a shared screen that displays in multiple places. The actual
screen format name is AP100FM_STARTG.

This screen appears after selecting option 2 - Create Vouchers From Templates from the Accounts
Payable Main Menu (MENU APMAIN):

This screen also appears after selecting any of the following options from the Accounts Payable Main
Menu (MENU APMAIN):
» Voucher Entry

« Voucher Edit List
¢ Voucher Post

Use this screen to specify a voucher group. Select a group by specifying the group identification code
(Group ID).

Copy Vouchers From Template Group Screen Fields and Function Keys

Field/Function Keys Description

Function Key A to add a new voucher group.

Key C to change an existing voucher group.
(A1) Required
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Copy Vouchers From Template Group Screen Fields and Function Keys

Field/Function Keys Description

Company Key the number of the company associated with the voucher group.

Default Value: Default company set up for Distribution A+
(N 2,0) Required

Group ID Key the identifier of the voucher group

NoTE: Do not use special characters (i.e. &, %, etc.); use letters and
numbers only.

If you do not know the voucher group template name, press F4=Group
SearcH to display the Accounts Payable Group Selection Screen (p. 4-6).

(A 5) Required

F3=Exit Press F3=ExiT to exit the option and return to the menu.

FA=Group Search Press F4=Group SearcH to display the Accounts Payable Group Selection
Screen (p. 4-6), from which you may select a group to change.

Enter Press Enter to confirm your selections. The Create Vouchers From Template
Screen (p. 5-5) displays.
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Creating Vouchers From Templates

Create Vouchers From Template Screen

CEEATE YOUCHERS FROM TEMPLATE

Compatg: 1 A& C Office Supply
Group I0: ELECT Electic Bill

Copy To Group ID:

Entry Date: 906410
Posting Date: IR Qe B,
Involce Mo:
Irvoice Date: IR Qe B,

Fa=Exit

This screen appears after pressing Enter on the Copy Vouchers from Template Group Screen (p. 5-3).
Use this screen to define the new voucher group and to specify the posting date, invoice date, and
optionally the invoice number for the new voucher group. The group is copied before the Voucher
Entry Group Selection Screen (p. 4-4) is displayed, and you will be working in the new entry.

Press Enter from this screen to display the Voucher Entry Group Selection Screen (p. 4-4). At this
point, you may utilize any of the screens or functions used in VVoucher Entry, described in CHAPTER 4:
Entering Vouchers.

NoTe: When International Currency is installed, for trading currency vendors, the
trading currency values and information will be copied into the newly created
voucher.

Create Vouchers From Template Screen Fields and Function Keys

Field/Function Key Description

Company The company number that this voucher template is being copied to for the
creation of a new voucher group.
Display

Group ID The five-character identifier for this voucher group template.
Display
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Create Vouchers From Template Screen Fields and Function Keys

Field/Function Key

Copy To Group ID

Description

Key the name of the new voucher group to which this voucher group
template (displayed in the Group ID field) will be copied.

Valid Values: Any hame except an existing voucher group name.
(A 5) Required

Entry Date

The date this voucher group template was created. The date displayed may
be accepted or overridden.

This date will be copied to new detail lines.
Default Value: Today’s date

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Display/Optional

Posting Date

The posting date for the voucher group being created.

You may post a voucher group to any open or temporarily closed period. A

warning message is displayed when posting to a temporarily closed period.

You cannot post to a permanently closed period. Therefore, a date within that
period is invalid.

Valid Values: A date within an open or temporarily closed period. Key the
date using the Default Date Format for this user, specified through Register
User IDs (MENU XACFIG), or if that field is blank, key the date using the
system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE).

(N 6,0) Required

Invoice No

The invoice number associated with this voucher.
(A 15) Optional

Invoice Date

The date of the invoice which is recorded using this voucher.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified
through System Options Maintenance (MENU XAFILE).

(N 6,0) Required

F3=Exit

Press F3=ExiT to exit the option and return to the menu.
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Creating Vouchers From Templates

Create Vouchers From Template Screen Fields and Function Keys

Field/Function Key

Enter

Description

Press Enter to confirm your selections.

If Check for duplicate invoices is set to I, D, or B in AP Options Maintenance
(MENU APFIL?2), pressing Enter Will activate the interactive check for
duplicate invoices. This process checks the Voucher Header File (APVHD),
the Open Payables File (APOHD), and the History Payables File (APHHD)
for duplicate invoices based on the criteria specified in the company options.

If a duplicate invoice is found, a warning message will appear on this screen
with information about the location of the duplicate. You can proceed with
creating the voucher by pressing Enter. The Voucher Entry Group Selection
Screen (p. 4-4) will appear. If you do not want to continue creating the
voucher, press F3=Exit to cancel it.

If there are no duplicate invoices or if Check for duplicate invoices is set to N
in AP Options Maintenance (MENU APFIL2), the Voucher Entry Group
Selection Screen (p. 4-4) will appear.

5-7



Infor Distribution A+ Accounts Payable User Guide




charter 6 Eiting Voucher Groups

Use the Edit Voucher List option on the Accounts Payable Main Menu (MENU APMAIN) to edit a
voucher group, if desired.

The A/P Voucher Edit List (p. 6-9) will print. You may optionally print the A/P Voucher Edit List (p. 6-
9) and/or A/P Duplicate Invoice Report (p. 6-11). If distribution accounts are used in the voucher group,
the G/L Account Distribution Edit is printed.

If you choose not to edit a voucher group through this option, the Post Vouchers (MENU APMAIN)
automatically prints the A/P Voucher Error List (p. 6-7) prior to posting the voucher group. If errors are
detected in the voucher group, the voucher group will not be posted.

Voucher Edit List

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

AJP Voucher Edit Group Selection Screen  Use to specify the voucher group to edit.

AJ/P Voucher Edit Screen Use to specify the printing/reporting options.

AJP Voucher Error List Prints errors in the voucher group.

AJP Voucher Edit List Prints voucher information for each voucher in the
group.

AJP Duplicate Invoice Report Prints duplicate invoices in the group.
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When to Run This Option

Run this option to edit vouchers in A/P after vouchers have been entered through VVoucher Entry
(MENU APMAIN) and before vouchers have been posted through Post Vouchers (MENU APMAIN).
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Editing Voucher Groups

A/P Voucher Edit Group Selection Screen

ACCOUNTS PAYRBLE YOUCHER EDIT

Compary’? B

Group ID:

F3=Exit Fd=Group Search

TECHNICAL NOTE: This is a shared screen that displays in multiple places. The actual
screen format name is AP100FM_STARTG.

This screen appears after selecting option 3 - Voucher Edit List from the Accounts Payable Main Menu

(MENU APMAIN).

Use this screen to specify a voucher group. Select a group by specifying the group identification code

(Group ID).

A/P Voucher Edit Group Selection Screen Fields and Function Keys

Field/Function Keys

Company

Description

Key the number of the company associated with the voucher group.

Default Value: Default company set up for Distribution A+
(N 2,0) Required

Group ID

Key the identifier of the voucher group

NoTE: Do not use special characters (i.e. &, %, etc.); use letters and
numbers only.

If you do not know the voucher group template name, press F4 to display the
Accounts Payable Group Selection Screen (p. 4-6). Refer to the F4 field
description for details.

(A 5) Required

F3=Exit

Press the F3=ExiT function key to exit the option and return to the menu.
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A/P Voucher Edit Group Selection Screen Fields and Function Keys

Field/Function Keys Description

FA=Group Search Press the F4=Grour SearcH function key to display the Accounts Payable
Group Selection Screen (p. 4-6), from which you may select a group to
change.

Enter Press the Enter key to confirm your selections. The A/P Voucher Edit

Screen (p. 6-5) will display.
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A/P Voucher Edit Screen

ACCOUNTS PAYRBLE YOUCHER EDIT

Compary: 1 Group ID:  ELECT Electic Bill

Print Edit List: - TN
Detail SSummary: b D5
Duplicate Invoice Report: , M,ID,B

Fa=Exit

This screen appears after you press Enter on the A/P VVoucher Edit Group Selection Screen (p. 6-3). Use
this screen to select the reports and options to print during the voucher group edit.

A/P Voucher Edit Screen Fields and Function Keys

Field/Function Keys Description

Company/Group ID  These fields display the company, the five-character group identifier, and the
name associated with this voucher group.

Display

Print Edit List Use this field to determine if the A/P Voucher Edit List (p. 6-9) should be
printed. This report prints all voucher transactions for each voucher in the
selected voucher group.

Key Y to print the edit list.

Key N if you do not want to print the edit list.
(A1) Required
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A/P Voucher Edit Screen Fields and Function Keys

Field/Function Keys

Detail/Summary

Description

Used to determine if the A/P Voucher Edit List (p. 6-9) will be printed in
detail or summary.

Key D to print the list in detail. Detail voucher transactions for each voucher
are printed.

Key S to print the list in summary. A summary of each voucher keyed in the
voucher group is printed.

Default Value: Value selected in A/P Options Maintenance (MENU
APFIL2) for this company.

(A1) Required

Duplicate Invoice
Report

Used to select your option for the A/P Duplicate Invoice Report (p. 6-11).
Key N if you do not want to print the Duplicate Invoice Report.

Key Ito print duplicates for matching vendors and invoice numbers.

Key D to print duplicates for matching vendors, invoice dates, and amounts.
Key B to print duplicates for both | and D types of duplicates.

If you have selected to check for duplicate invoices through AP Options
Maintenance (MENU APFIL?2), it is recommended that you still run this
report when you edit vouchers.

(A1) Required

F3=Exit

Press the F3=ExiT function key to cancel and return to the menu.

Enter

Press the Enter key to confirm your selections. The Report Options Screen
will appear (refer the Cross Applications User Guide for details about this
screen).
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A/P Voucher Error List

A 09211 N 5548 AIP VOUCHER ERROR LIST AH/APDEMO  PAGE 1

01-A & C Office Supply

Group-TUESD Tuesday
GrouE Type - Vougher Posting Date - 09/13/11
Vougher  Line Vandor Div-Account-Sub Voucher Ref Check # Error
Entered Inv Amt Calc Inv Ant

TR 1t o000 wADDE INVALLD TRANGACTION ACDOUNT NUFBER

This report prints errors associated with vouchers in the selected voucher group. This report is always
printed through this option, and Post Vouchers (MENU APMAIN). The G/L Account description field
will not display if you are set up to be an Accounts Payable Options: Restrict Voucher Entry User in
Authority Profile Maintenance (MENU XASCTY).

A/P Voucher Error List

Report/Listing Fields

Group Type

Description

The type of voucher group. The group type is Voucher or Template.

Posting Date

The posting date for this voucher group.

Voucher The number of the voucher which is in error.

Line The line number of the voucher transaction which is in error. A number
is printed in this column only if the error applies to an individual voucher
transaction. If an error applies to an entire voucher, this column is blank.

Vendor The vendor number associated with this voucher. If an assignee is used,

this is the number of the assignee.

G/L Account Number

This is the number of the G/L account in a voucher transaction which is
in error. An account number is printed only if the voucher transaction is
in error. If an error applies to the entire voucher, the account number is
not printed.

Calc Inv Amt

The calculated invoice amount for this voucher. This value is calculated
based on the debit and credit voucher transactions made for this voucher.
A value is printed in this column if an error applies to a voucher, not a
voucher transaction.

Entered Inv Amt

The amount entered as the invoice amount for this voucher on the
Voucher Transaction Entry Screen (p. 4-101). A value is printed in this
column if an error applies to a voucher, not a voucher transaction.
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A/P Voucher Error List

Report/Listing Fields

Description

Voucher Ref The voucher for which a debit or credit memo has been issued. This
column is blank unless the indicated voucher is a debit memo or a credit
memo.

Check # The number of the check used. A check number is printed only if the
voucher transaction was a prepaid invoice transaction.

Error The error associated with the voucher or the voucher transaction. The

errors which apply to voucher transactions are:

INVALID #

SUSPENDED #

VOUCHER NUMBER IN USE

INVALID VENDOR NUMBER

AP ACCOUNT CANNOT BE DISTRIBUTION ACCOUNT
CASH DSC ACCOUNT CANNOT BE DIST ACCOUNT

ERRORS FOUND IN DISTRIBUTION ACCOUNT - SEE EDIT
LIST

CALCULATED INV AMT NOT = ENTERED INVOICE AMT
WARNING: THIS CHECK EXISTS

THIS CHECK NUMBER HAS BEEN VOIDED

THIS CHECK NUMBER HAS BEEN RECONCILED
INVALID A/P TO G/L ACCOUNT NUMBERS
INVALID CASH DISCOUNT ACCOUNT NUMBER
INVALID TRANSACTION ACCOUNT NUMBER
ACCOUNT NUMBER HAS BEEN SUSPENDED
VOUCHER REFERENCE NOT ON FILE

A/P CLEARING ACCOUNT IS INVALID

A/P VOUCHER SPLITTING ERRORS

The errors which apply for the voucher group are:

INVALID CASH ACCOUNT FOR CHECKING ACCOUNT
CASH ACCT FOR CHECKING ACCT SUSPENDED
BANK ACCOUNT G/L ACCOUNT CANNOT BE ADIST ACCT
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A/P Voucher Edit List

AP132 01f30/33 8.20.42 AfPF VOUCHER EDIT

LIST

01-A & C Office Supply/USD

Group—X a
Group Type - Voucher Posting Date - 0L/05/33
Voocher Type Vendor Invodice Bumber Inv Date Invoice Description
Hams Prepaid Chk Ko Chk Date 03 FO

2174 INV RICHM DHMLIMITED

2174

Accounts Fayable

00 A/P Cash DHiscounts Taken
001-0002€20-000 Handling Fee= Purchases

2196 INV LETCD CORPOBATION

Detail Report

1p.0

2156 01/20/23 4,196 0 4392 153
001-0003000-000 Accounts Payable
001-0004€00-000 AP Cash Discounts Taken
001-0005500-000 Mi=cell. sxpense account d,1%96.0
Toocher Count: F Totals T3%: a,206.00 44 .82 2,161.08

This optional report prints voucher information for each voucher in the selected voucher group. A
summary or detail listing prints, depending on the selection you made on the A/P Voucher Edit
Screen (p. 6-5) if you run this listing through this menu option. Otherwise, it depends on setup values
defined in AP Options (MENU APFIL2) for this company.

The G/L Account description field will not display if you are set up to be an Accounts Payable
Options: Restrict Voucher Entry user in Authority Profile Maintenance (MENU XASCTY).

A/P Voucher Edit List

Report Fields

Group Type

Description

The type of voucher group. The group type is Voucher or Template.

Posting Date

The posting date for this voucher group.

Voucher

The number of the voucher which was assigned during the entry process.

Type

The type of voucher:

INV is printed if this voucher is for an invoice.

PIV is printed if the voucher is for a pre-receipt invoice.

DRM is printed if this voucher is for a debit memo.

CRM is printed if this voucher is for a credit memo.

Vendor Name

The vendor name associated with this voucher. If an assignee is used,
this is the name of the assignee.

NoTEe: Ifavoucher isto be split, a message “**VOUCHER WILL BE
SPLIT**” will print on this report below this field.

Invoice Number

The number of the invoice which is recorded using this voucher.

Invoice Date

The date of the invoice which is recorded using this voucher.

6-9



Infor Distribution A+ Accounts Payable User Guide

A/P Voucher Edit List

Report Fields

Invoice Description

Description

The description of the invoice which is recorded using this voucher.

Gross

The gross amount payable for the voucher. This value is calculated based
on the voucher transactions keyed for the voucher. The dollar amount
printed is the total amount payable for this voucher before consideration
of any applicable vendor discounts.

Discount

The discount amount applicable for the voucher. This value is calculated
based on the voucher transactions keyed for the voucher. The dollar
amount printed is the total of all applicable vendor discounts.

Net

The net amount payable for the voucher. This value is calculated based
on the voucher transactions keyed for the voucher. The dollar amount
printed is the total amount payable for this voucher with consideration of
any applicable vendor discounts.

Prepaid Check No

If the voucher identified is for a prepaid invoice, the number of the check
entered during Voucher Entry (MENU APMAIN) is printed in this field.

Check Date

If the voucher identified is for a prepaid invoice, the date of the check
entered during Voucher Entry (MENU APMAIN) is printed in this field.
This is the date of the check used to pay the invoice.

Held

If the voucher is on hold, the hold code for the voucher is printed in this
field shown below the Vendor Name.

(General Ledger Accounts) When the A/P VVoucher Edit List is printed in Detail format, the accounts

that were selected for posting to General Ledger will also be printed.

» Accounts Payable: the full gross amount of the invoice will charged
to this payables liability account when the voucher is posted to
Accounts Payable and General Ledger.

» A/P Cash Discount Taken: the account that will be used when the
invoice is paid and a cash discount is taken during check processing.

» A/P Expense Account(s): the amount of the invoice that will charged
to the payables expense account(s) when the voucher is posted to
Accounts Payable and General Ledger. Debit and credit transactions
are distinguished by a D (for debit transactions) or a C (for credit
transactions) which prints next to the transaction amount.

Voucher Count

The total number of vouchers included in this voucher group.

Totals

The totals for the Gross, Discount, and Net columns. These values reflect
the totals for this voucher group.

When International Currency is installed, the company’s currency
symbol displays as part of the field heading.
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A/P Duplicate Invoice Report

APM25 09/221M1 214

Group Type - Voucher

Vendor  Name

1400  THE PAPER SUPPLY HOUSE
1400  THE PAPER SUPPLY HOUSE

A/P DUPLICATE INVOICE REPORT AHIAFDEM0  PAGE 1
01-A & C Offica Supply
Group-TUESD Tuesday
Posting Date - 09/13/11 Frint A11 Duplicate Invoices
Dup Group/
Invoica Number Voucher Inv Dte Invoice Amount Status  Check #  Chk Dte
VK] 504 01/08/14 1,273.83 15§
823 508 09/05/14 165.87  ENTRY TUESD
bk 508 09/05/11 165.87 US§
VK] 504 01/08/14 1,273.83  ENTRY TUESD

This report prints duplicate invoices for the conditions specified on the A/P Voucher Edit Screen (p. 6-
5). This report is optionally printed through the voucher group edit for all duplicate invoices, vendor/
invoice matches, or date/amount matches.

You may also set your company options to check for duplicate invoices interactively. Refer to AP
Options Maintenance (MENU APFIL2) for more information about this option.

A/P Duplicate Invoice Report

Report/Listing Fields

Group Type

Description

The type of voucher group. The group type is Voucher or Template.

Posting Date

The posting date for this voucher group.

Duplicates Printed

The type of duplicates printed on this report. This field will indicate if all
duplicate invoices are printed, if vendor/invoice matches are printed, or
if vendor/invoice date/amount matches are printed.

Vendor The vendor number associated with this voucher. If an assignee is used,
this is the number of the assignee.
Name The name of the vendor associated with this voucher. If an assignee is

used, the name of the assignee is printed.

Invoice Number

The number of the invoice which is duplicated.

\Voucher

The number of the voucher which contains the duplicate invoice.

Inv Dte

The date of the duplicate invoice.

Invoice Amount

The amount of the invoice which is duplicated.
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A/P Duplicate Invoice Report

Report/Listing Fields
Dup Status

Description

Indicates where the duplicate invoice presently exists:
» Open is printed if the invoice is duplicated in open payables (i.e., ina
voucher group that has been posted but not paid)

» Paid is printed if the invoice is duplicated in A/P History (i.e., a
voucher has been paid).

» Entry is printed if the invoice is duplicated in any other voucher
groups (i.e., a voucher which has not yet been posted).

Group/Check #

The voucher group and/or check number associated with the duplicate
invoice.

Chk Dte

The date of the check used to pay the invoice.
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crarter 7 POStINg Voucher Groups

Use the Voucher Post option on the Accounts Payable Main Menu to post a voucher group. A voucher
group must be posted to update the open payables files, distribute voucher transactions to G/L accounts
(if you have selected the option to do so), print the Purchase Journal, and to print the Cash
Disbursements Report (if prepaid invoices have been processed).

When this option is run, vendor/item activity is tracked when PO vendor/item/price file records are
updated, if Days to Keep Vendor/Item Audit Activity is greater than 0 in Purchasing System Options
Maintenance (MENU XAFILE).

When International Currency is installed:

» For foreign trading currency vouchers, open payable extension records will be generated.

» Debit memo and credit memo vouchers processed against a foreign trading currency vouchers, will
generate a revaluation of the voucher as part of the posting process.

« A generated open payable will be revalued during the VVoucher Post process if the currency
information of a validated voucher has been changed using the 1/C Currency Information Window
during voucher entry. The I/C Currency Information Window is a shared screen found in the
International Currency user Guide. This, however, only occurs for vouchers generated by receipt
validation.

NoTE: When you perform the pre-receipt post, PO receipt post, and then the pre-receipt
validation process, any differences detected are posted to the pre-receipt gain/loss
account and the Currency Revaluation Detail Report will be generated.

« If the exchange rate has changed and revaluation occurs, a second G/L Transaction Post Journal
will be generated when gains/losses are accrued. In order to link the gain/loss transactions
generated as IC journal transactions to the Purchases Journal, the Purchases Journal number is
placed into the transaction source of IC transactions. A Currency Revaluation Detail Report also
will print a detailed breakdown of the G/L gain/loss transactions.

Refer to Revalue Open Payables (MENU ICRVAL) in the International Currency User Guide for
details about the Currency Revaluation Detail Report.
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Post Vouchers

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title

Accounts Payable VVoucher Post Screen

Purpose

Use to select a job template, if desired, and specify the
voucher group to post.

G/L Transaction Post Report

Use to specify the printing/reporting options.

G/L Transaction Post Report (AP685Z)

Prints total debits and credits for the posting.

A/P Purchase Journal

Audit report for the posted voucher group.

Cash Disbursements Report

Prints when cash disbursements are made in Accounts
Payable.

When to Run This Option

Run this option to post vouchers in A/P. Post vouchers after a voucher group has been keyed through
Post VVouchers (MENU APMAIN) and after optionally editing a voucher group with the Voucher Edit

List (MENU APMAIN).
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Accounts Payable Voucher Post Screen

ACCOUNTS PAYRBLE YOUCHER POST

Job Template: . ,....... Hodify Selections: N

Compary’? B

Group ID:

F3=Exit Fd=Croup Search F3=Job Template List

TECHNICAL NOTE: This is a shared screen that displays in multiple places. The actual
screen format name is AP100FM_STARTG.

This screen appears after selecting option 4 - Post Vouchers from the Accounts Payable Main Menu
(MENU APMAIN):

This screen view also appears after selecting any of the following options from the Accounts Payable
Main Menu (MENU APMAIN):

» Voucher Entry

» Create Vouchers from Templates
» Voucher Edit List

Use this screen to specify a voucher group. Select a group by specifying the group identification code
(Group ID).
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Accounts Payable Voucher Post Screen Fields and Function Keys

Field/Function Keys

Job Template

Description

This field appears only for the Voucher Post option.

Job templates are defined through Job Template Maintenance (MENU
XAFILE) to allow parameter selections to be pre-defined for a particular
process (such as, GL Year End) ahead of time. Once defined, this template
can be used repeatedly, eliminating the need to manually provide these
parameters for every submission of this job process.

For the current job submission, you can enter a pre-defined job template in
this field to use the established parameters (with or without any
modifications), or you can leave this field blank and the system will prompt
you to provide your own parameters.

If you enter a pre-defined job template in this field, and do not want to make
any changes to the established parameter selections for this current job
submission, key N in the Modify Selections field. You will then bypass all the
output parameter screens.

If you enter a pre-defined job template in this field, but want to review and/or
make modifications to the established parameter selections for this current
job submission, key Y in the Modify Selections field. You will be presented
with the established parameters for that job template and can review/make
changes as needed for this job.

If you leave this field blank, you will be presented with a series of prompts
for you to provide the desired parameters for this current job submission.

NoTE: To review a list of existing job templates that have been
created, press F9=Joe TEMPLATE LIST.

Valid Values: A job template defined for a Voucher Post job (that is,
AP130PP) through Job Template Maintenance (MENU XAFILE).

(A 10) Optional
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Accounts Payable Voucher Post Screen Fields and Function Keys

Field/Function Keys

Modify Selections

Description

This field appears only for the Voucher Post option.

If using a job template (you keyed a job template name in the Job Template
field on this screen or selected one with F9=Jos TempLaTE LisT), this field
determines if you will be presented with that template’s parameters for
review and/or modification for this current job submission.

Key Y if you want to be able to review and/or modify the selections of the
indicated job template. Any changes you make to the template through this
AP Voucher Post will not impact the actual predefined template. The
changes apply for this run of the job only. If you key Y, a series of selection
screens will display allowing you to review and/or make changes. For details
about the screens that display, refer to Job Template Maintenance (MENU
XAFILE) in the Cross Applications User Guide.

Key N if you want to use the template as-is and you do not want to make any
modifications. If you key N, a series of selections screens will not be
displayed.

Valid Values: Y or N; cannot be Y if the Job Template field is blank.

(A1) Optional

Function

This field appears only when you select the Voucher Entry option.
Key Ato add a new voucher group.

Key C to change an existing voucher group.
(A 1) Required

Company

Key the number of the company associated with the voucher group.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

Group ID

Key the identifier of the voucher group

NoTe: Do not use special characters (i.e. &, %, etc.); use letters and
numbers only.

If you do not know the voucher group template name, press F4=Group
SearcH to display the Accounts Payable Group Selection Screen (p. 4-6).

(A 5) Required
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Accounts Payable Voucher Post Screen Fields and Function Keys

Field/Function Keys

Post Held VVouchers

Description

This field will display if you are posting vouchers and any vouchers are held.
The field displays after you press Enter once. It will not display for groups
that include drop shipments. The value is assumed to be N.

Use this field to indicate whether or not held vouchers will be included in the
post. Once processing has begun for the selected voucher group, the
appropriate reports will print.

(A1) Required

F3=Exit

Press F3=ExiT to exit the option and return to the menu.

FA=Group Search

Press F4=Group SearcH to display the Accounts Payable Group Selection
Screen (p. 4-6), from which you may select a group to change.

F9=Job Template List

The F9=Joe TempLaTE LisT function key appears for the VVoucher Post option.

Press F9=Jos TempLATE LisT to display the Job Template List Screen, where
you can review a list of existing job templates that have been created for an
AP Voucher Post job.

Refer to Job Template Maintenance (MENU XAFILE) in the Cross
Applications User Guide for further details.

Enter

Press Enter to confirm your selections.

Depending on your selections in the Job Template and Modify Selections
fields on this screen, various job template screens may or may not display
once you press Enter. For details about job template screens, refer to Job
Template Maintenance (MENU XAFILE) in the Cross Applications User
Guide.

NoTE: Vouchers assigned split terms will not be included in the
posting if that voucher does not pass the posting edit.
The Drop Ship Receipt Validation process will not allow held
vouchers to be posted.
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G/L Transaction Post Report

GL130D 10/03/12 20.35.48 G/L TRANGACTION POST REPORT SS/APOEMO  PAGE

01-A & C Office Supply AUDIT NO. Pl

Posting Date - 10/03/12
Jrnl#-Refé  Div-Account-Sub Trans Desc  TypelDate Debit  Credit Source  Project
PJ056-00001 001-0002000-000 Accounts Payable J 1000312 §2,504.00 A/P INV +
PJ056-00002 001-0005500-000 Hiscell. expanse ace  supplies J 10103112 §2,504.03 Lt 44
Reqular Entry Totals: 2 Transactions 82,584.03
§2,504.03

This journal is for Accounts Payable postings, and prints if you selected to update G/L accounts
through the G/L Transfer Menu (MENU GLXFER). Refer to the G/L Interface User Guide for more
information.

This report always prints when a transaction group is posted in G/L.

NoTE: The Jrnl#-Ref# field on this report for voucher posts starts with the prefix PJ for
all voucher groups. This indicates that the transaction group posted in G/L is from
a voucher group and is posted as the Purchase Journal.

G/L Transaction Post Journal Fields

Report/Listing Fields Description

AUDIT NO. The Audit Number for this G/L Transaction Post Journal. The Audit
Number is assigned to this journal to indicate the sequence in which
transactions were posted. Since this journal serves as the formal
document of journal entries made into G/L, retain these journals in
sequence by Audit Number.
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G/L Transaction Post Journal Fields

Report/Listing Fields
Jrnl#-Ref#

Description

Journal Reference numbers are automatically assigned at posting time.
They consist of two 5 character segments, as such: GJ001-00001. The
first segment is called the journal number; the second segment is called
the sequence number.

The journal number is a combination of the journal type and a sequential
number from 001 to 999. A separate G/L Transaction Post Journal is
generated for each journal type and the sequential number is incremented
for each transaction group posted. (A separate sequential number is
assigned to reversing entries generated from a transaction group.)

The sequence number is incremented by 1 for each transaction in the
group (i.e., for the same journal number). If there are 20 transactions,
each will be assigned a sequence number of 1 through 20. This number is
always 00001 for the first detail transaction in a transaction group.

Each type of transaction affecting G/L results in a specific journal type
entry. The accounts payable entries areDistribution A+:

o CD - Cash Disbursements Report

» GJ- General Journal

» |IC - International Currency Journal
» PJ-Purchase Journal

Jrnl#-Ref#: CD

If the A/P to G/L interface is turned on through Company Name

Maintenance (MENU XAFILE), A/P Cash Disbursement (CD)
transactions are posted to G/L. Cash disbursement transactions are
posted in A/P for voucher groups containing prepaid invoices through
Post Vouchers (MENU APMAIN). Cash disbursement transactions are
also posted in A/P when checks are posted (recorded) through Record
Check Numbers (MENU APCHCK); when manual checks are posted
through Post Manual Checks (MENU APCHCK); and when check
reversals are posted through Post Check Reversals (MENU APCHCK).
The resulting G/L Transaction Post Journal for cash disbursement
transactions will contain Journal Reference numbers reflecting the cash
disbursement report type of CD.

Jrnl#-Ref#: GJ

This field is applicable for Voucher Redistribution only.

General Journal (GJ) transactions are posted to G/L through Post
Transactions (MENU GLMAIN). The resulting G/L Transaction Post
Journal for general journal transactions will contain Journal Reference
numbers reflecting the general journal type of GJ.
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G/L Transaction Post Journal Fields

Report/Listing Fields
Jrnl#-Ref#: IC

Description

When foreign currency transactions are posted and a difference exists
between the exchange rate in effect when the transaction was created and
the rate in effect when the transactions are posted, a revaluation will
automatically occur with the resulting gains/losses posted to the G/L
Gain/Loss Account. A second G/L Transaction Post Journal listing the
resulting gain/loss transactions will print in addition to the usual G/L
Transaction Post Journal. The Currency Revaluation Detail Reports also
will print a detailed breakdown of the G/L gain/loss transactions
generated as a result of the revaluation. Refer to the International
Currency User Guide for samples of these reports.

Jrnl#-Ref#: PJ

If the A/P to G/L interface is turned on through Company Name
Maintenance (MENU XAFILE), Purchase Journal (PJ) transactions are
posted to G/L. Purchase journal transactions are created for vouchers.
Vouchers are posted through Post Vouchers (MENU APMAIN). The
resulting G/L Transaction Post Journal for purchase journal transactions
will contain Journal Reference numbers reflecting the purchase journal

type of PJ.

G/L Account

The G/L account number entered for this detail transaction. It is
displayed in the format specified in G/L Options Maintenance (MENU
GLFIL2). The account description is printed following the G/L account
number.

Trans Desc

The description of this detail transaction. If an extended transaction
description has been entered during Transaction Entry (MENU
GLMAIN), the extended transaction description is printed below this
detail line in the G/L Account and Trans Desc columns.

Type/Date

e e R e

A reversi
ran adjus ing en%ryg or A year-en ustlng entry.

Debit

The debit dollar amount entered for this detail transaction. The total debit
amount for this transaction group is printed after the last detail
transaction.

Credit

The credit dollar amount entered for this detail transaction. The total
credit amount for this transaction group is printed after the last detail
transaction.

Source: CD

The source keyed for this detail transaction. The values displayed in this
field change depending on the specific journal type.

CD - Cash Disbursements Report
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G/L Transaction Post Journal Fields

Report/Listing Fields

Description

Source: GJ This field is applicable for Voucher Redistribution only. The source
keyed for this detail transaction will display and will change depending
on the specific journal type.

GJ - General Journal

For this source, the line number of the expense account in the voucher
transaction, and the voucher number are displayed.

For additional information, refer to this report in the Post Transactions
option (MENU GLMAIN) of the General Ledger User Guide.

Source: IC The source keyed for this detail transaction. The values displayed in this
field change depending on the specific journal type.

IC - International Currency Journal

Source: PJ The source keyed for this detail transaction. The values displayed in this
field change depending on the specific journal type.
PJ - Purchase Journal

Project The project ID keyed for this detail transaction. This field is defined by
the user and can be used to attach additional information to the
transaction.

Entry Totals The heading Regular Entry Totals indicates that the values that follow
apply to all regular detail transaction entries that were entered in the
transaction group.

The heading Reversing Entry Totals indicates that the values that follow
apply to all reversing detail transaction entries that were entered in the
transaction group.

Count This is the number of transaction entered in this transaction group for all

regular entries or for all reversing entries.
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G/L Transaction Post Report (AP6852)

APGBSZ 10/03/11 10.53.52 G/L TRANSACTION POST REPORT 11/ APDEMD PAGE 1
t4t QEPORT ONLY #4t 1-A & C Office Supply
Group Type - General Journal Pasting Date - 09/20/11

Jral’ Ref# Div-Account-Sub Trans Desc Type/Date Debit Credit Source  Project
PJ 00001 004-0002000-000 J 09720014 93.19 AIP INV +

PJ 00002 D04-0002600-000 J 09720114 87.50 L 1084

PJ 00003 004-0005500-000 J 0972011 5.69 L 108
Company Totals: 53.19 5319

Final Totals: 93.18 9.19

This report is printed when you press Enter on the Report Options Screen if the A/P to G/L field is set
to R through Company Name Maintenance (MENU XAMAST). Refer to the Cross Applications User
Guide for information about the Report Options Screen.

The total debits and credits at the end of the report on the line marked Company Totals. For a
description of the fields on this report, refer to the G/L Transaction Post Report (p. 7-7).

If the A/P to G/L field is set to Y and debits and credits are not equal for the transactions, the following
message is printed on the report:

DEBITS AND CREDITS ARE NOT EQUAL
Out of Balance has been retained as GL Transaction group XXxxx

XXxxx is the group ID that you can use to correct the transaction group through Transaction Entry
(MENU GLMAIN). A journal number is also assigned to the group at this time, however, only the
journal type will print on this report. This journal number will be used when the corrected group is
posted.

If the A/P to G/L field is set to R through Company Name Maintenance (MENU XAMAST), the
message will print for out-of-balance transactions, however, the data for the out-of-balance
transactions will not be retained for correction.
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A/P Purchase Journal

AP130H 0B/25/09 16.47.38 A/P PURCHASE JOURMAL AL/APDEMD  PAGE 1
01-A & C Office Supply AUDITE 65
Posting Date - 08/25/09 Group-X stock
Yendor Nane
Number  Inwvoice Mo HC Project |
Ref Voucher Mo  Description Co/Div-Account- Sub Debit Credit
GUADALJARA OFFICE SUPPLIES
IC4000 236509 FJOST -000M 454-00000 017004 -0002000- 000 256.37
PJOST - 00002 454-000 stock 01/001-0005500- 000 256.37
GUADALJARA OFFICE SUPPLIES
IC4000 24246  PJOST -000M 455-00000 011004 -0002000- 000 63451
PJOST - 00003 455-00001 stock 017001 -0005500- 000 B34 .0
* GROUP TOTALS * 830.83
83083

This report prints the voucher and transaction information for the posted voucher group. Retain
Purchase Journals in sequential order by audit number; this allows you to maintain sequential records
of your A/P voucher transactions.

A/P Purchase Journal

Report/Listing Field
AUDIT #

Description

The audit number of this A/P Purchase Journal. The Audit Number is
assigned to this report to indicate the sequence in which this voucher
group was posted. Retain these reports in sequence by audit number for
auditing purposes.

Vendor Number/Name

The name and number of the vendor for whom a voucher has been
posted. This report is primarily sequenced by the vendor number.

Invoice No The invoice number for which payment is recorded with the posted
voucher. If more than one voucher for the same vendor has been posted,
invoice numbers are printed sequentially.

HC The hold code, if one has been used, for the posted vouchers. Vouchers

with hold codes cannot be paid until the codes are removed. Hold codes
are maintained through Hold Codes Maintenance (MENU APFILE).

If this field is blank, a hold code is not assigned to the voucher.
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A/P Purchase Journal

Report/Listing Field
Ref

Description

Use this field to reference transactions. The Journal Reference Number
which is assigned during the G/L Transaction Post. The Journal
Reference Number consists of two segments: the Journal Number, and
the Segment Number.

The Journal Number is the same for all transactions within a transaction
group. The first two characters are “PJ,” which represent the Purchase
Journal; the last three characters are a sequentially assigned number for
the voucher group.

The Segment Number is incremented by 1 for each transaction within the
Journal Reference Number. If there are 20 voucher transactions,
transactions are assigned Segment Numbers of 1 through 20.

The G/L Transaction Post Report (p. 7-7) prints sequentially by Journal
Number.

Voucher No

The voucher number associated with the transaction. A five digit
sequence number printed to the right of the voucher number indicates the
sequence in which this voucher transaction was keyed. The first
sequence number is 00000.

Project Description

The project ID that was entered through VVoucher Entry (MENU
APMAIN).

G/L Account Number

The number of the G/L Account that has been specified for this voucher
transaction.

Debit

The debit amount of the voucher transaction.

Credit

The credit amount of the voucher transaction.
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Cash Disbursements Report

AP130I 08/17/08 10.18.06 CASH DISBURSEMENTS AH/APDERD PAGE 3
01-A & C Office Supply AUDITE 28
Vendor Invoice Mumber  Voucher Ref Amount GIL Account No. Check Mo
1000  SNET
105212 387 CDODA - 0000 285 66 DR 000000041000000
105212 347 CDDOA - 00003 205 66 CR  000000041000000 4
109502 404  CDOOA - 000 580.00 DR 000000041000000
109502 404 CDDOA - DOD03 S80_00 CR 000000 041000000 34
CHECK TOTAL 1,266 66
1300 SOUTHERM PACKAGING SUPPLY
135241 372 CDOOA - 0000 J7_87 DR 000000041000000
139241 372 CDDOA - 00003 347_87 CR 000000 041000000 342
139212 390  CDOOA - 00004 360_66 DR 000000041000000
139212 390 CDDOA - 00003 360_66 CR 000000 041000000 342
CHECK TOTAL- T48._53
1500 ZEUS HMEDICAL WHOLESALERS
025631 434  CDOOA - 0000 5,122.95 DR 000D00041000000
025631 434  CDDOA - 00003 5,122 95 CR  000000041000000 343
025631 435 CD0O01 - 00004 5,122.95 DR (00000 011000000
025631 435 CDDO0A - 00003 5,122 95 CR  000000041000000 343
025631 436  CDOO01 - 00004 5,122.95 DR (00000 011000000
025631 436 CDDOA - 00003 5,122 95 CR  0000D00041000000 343
025631 437  CDOOA - 0000 5,147_55 DR 0000D00011000000
025631 437  CDDOA - 00003 5,147_55 CR  0000D00041000000 343
CHECK TOTAL 20, 516.40
* TOTAL DR * 160,048 _85
* TOTAL CR * 160,048_85
* TOTAL 5% * 157 44077

This report prints when cash disbursements are made in A/P. This includes the following:

» When a voucher group that contains prepaid invoices has been successfully posted through Post
Vouchers (MENU APMAIN).

» Checks are printed through Print Checks / Process ACH or CC Payments (MENU APCHCK).
» Manual checks are posted through Post Manual Checks (MENU APCHCK).
» Check reversals are posted through Post Check Reversals (MENU APCHCK).

Cash Disbursements Report

Report/Listing Field Description

AUDIT # The audit number of this Cash Disbursements Report. The audit number
is assigned to indicate the sequence in which the report is printed. Retain
these reports in sequence by audit number for auditing purposes.

Vendor The number of the vendor to whom payment was made. If a vendor has
an assignee, this field displays the vendor number of the assignee.

Invoice Number The number of the original invoice for which payment has been made
and recorded with the respective voucher.

Voucher The number of the voucher for which payment has been made.
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Cash Disbursements Report

Report/Listing Field
Ref

Description

The Journal Reference Number which is assigned during the G/L
Transaction Post. The Journal Reference Number consists of two
segments: the Journal Number, and the Segment Number.

The Journal Number is the same for all transactions within a transaction
group. The first two characters are “CD,” which represent the Cash
Disbursements Report; the last three characters are a sequentially
assigned number for the voucher group.

The Segment Number is incremented by 1 for each transaction within the
journal reference number. If there are 20 voucher transactions,
transactions are assigned segment numbers of 1 through 20.

Amount

The amount of the cash payment.

G/L Account Number

The A/P Expense account that is updated when payment is made for this
voucher transaction.

Check No

The number of the check used to pay the invoice. This report is
sequenced by check number.
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crarter 8 Maintaining Open Payables

Use this option to maintain vouchers that have been posted (open payables). You cannot change the
default expense account, A/P Account, or accounts specified in voucher transactions. You may,
however, change the cash discount account and cash discount information.

Open Payables Maintenance

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Open Payables Maintenance Selection Use to select the open payable to maintain.
Screen

Open Payables Voucher Transaction Use to select the voucher transaction to change

Selection Screen
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Open Payables Maintenance Selection Screen

OPEM PAYABLES MAIMTEMAMCE

Company? [l A & C Office Supply
Youcher: _ ... ...

-ar-

Yendor: Find:

F3=Exit

This screen appears after selecting option 5 - Open Payables Maintenance (MENU APMAIN). Use this
screen to select an open payable voucher to maintain.

Open Payables Maintenance Selection Screen Fields and Function Keys

Field/Function Key Description

Company

This field appears only if the Multi Company field is set to Y through System
Options Maintenance (MENU XAFILE).

Key the number of the company for the open payable voucher to maintain.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

Voucher

Key the voucher number of the open payable to maintain.

If you do not know the voucher number, use the search function by keying
values in the Vendor, Find, or City fields.

Valid Values: A voucher that has been posted to open payables through Post
Vouchers (MENU APMAIN).

(A7) Optional
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Open Payables Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Vendor

Description

To display a list of vouchers for a particular vendor, key the vendor number
here. All vouchers posted for this vendor will display on the Open Payables
VVoucher Search Screen (p. 8-4).

If you do not know a vendor number, use the vendor search by keying search
words (or beginning characters) in the Find and City fields.

Valid Values: Any existing vendor specified in Vendors Maintenance
(MENU APFILE)

(A 6) Optional

Find

Use this field to activate the Vendor Search feature when you do not know
the vendor's number.

Key the vendor's name or the first few characters of one or more words in the
vendor's name and press Enter to display the Vendor Search Screen.

To limit the vendor search by city (i.e., search for the specified vendor name
within a particular city), key a city in the City field as well.

For more information on using searches and for a description of search
screens, refer to the Cross Applications User Guide.

(A 40) Optional

City

When using the Find field to search for a vendor, you can limit the search to
a particular city by keying a partial or complete city name in this field.

If you enter characters in this field, the Vendor Search Screen displays only
vendors that meet the criteria specified here and in the Find field.

For more information on using searches and for a description of search
screens, refer to the Cross Applications User Guide.

(A 8) Optional

F3=Exit

Press F3=ExiT to exit and return to the menu.

Enter

Press Enter to confirm your selections.

If a valid voucher number was keyed on this screen, the Open Payables
Voucher Header Screen (p. 8-7) will appear.

If you did not know a voucher number and instead keyed a valid vendor
number in the Vendor field, the Open Payables VVoucher Search Screen (p. 8-
4) will appear. From this screen, which displays all vouchers for the
identified vendor, you may select one for processing.

If you keyed search criteria in the Find (and optionally the City field), the
Vendor Search Screen will appear. Refer to the Purchasing User Guide for an
explanation of this screen.
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Open Payables Voucher Search Screen

YOLICHER SEARCH

Youcher Invoice Humber Inw Date Open Amt 5% Bef Mo, Status
1 445 133RZ [A3/15410 179.99
F 457 C 16331 [5/13410 Bd7.55- 451
3 451  1BR53 [A5/134108 TET,917.37
4 449  1BRRZ (L e W I THS, BE

Lazt
Selection: _ | Position to Inwoice Mumber: ... ... ......
F11=Trading Curtc F1Z=Return

This screen appears after you key a vendor humber and press Enter on the from the Open Payables
Maintenance Selection Screen (p. 8-2). Use this screen to search for and select open payable vouchers
for maintenance.

Open Payables Voucher Search Screen Fields and Function Keys

Field/Function Key Description

(Reference Number)  The reference number of the voucher group. Key this number in the
Selection field to select a voucher for maintenance.

Display

Voucher The voucher number assigned to the open payable. For credit memo
vouchers, the letter C will display to the right of the voucher number. For
debit memo vouchers, the letter D will display to the right of the voucher
number

Display

Invoice Number The invoice number keyed during voucher entry.
Display
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Open Payables Voucher Search Screen Fields and Function Keys

Field/Function Key

Invoice Date /
Currency Contract

Description

The date of the invoice from the vendor keyed during voucher entry shown in
the Default Date Format for this user, specified through Register A+ User
IDs (MENU XACFIG).

When International Currency is installed, the Invoice Date column will

toggle with the Currency Contract field when the F11=LocaL Curr /
F11=TrADING CURR IS pressed.

The Currency Contract field only displays when International Currency is
installed and represents the currency contract assigned to this voucher during
voucher entry, if applicable.

Display

Open Amt

The remaining open payable amount for this voucher.

When International Currency is installed, this value will toggle between the
company’s local currency and the vendor’s trading currency with the
Fll=LocaL Curr/ F11=TraDING CURR Key. The currency symbol toggles as part
of the field headings.

Display

Ref No

For credit memo and debit memo vouchers, this field is the reference to the
original voucher number the correction/adjustment is being applied to. AC
or D will be presented next to the voucher number column to indicate if this
voucher was created as a credit or debit memo against that referenced
voucher.

Display

Status

The status of the vouchers for the selected vendor:

» IN USE-ws: The group is currently being used at another workstation.
The other workstation is identified with Workstation ID ws. See the
restart instructions at the beginning of this section if the group shows in-

use status but is not in use by that workstation.

» Pay Gr-*MAN*: The voucher has been assigned to a manual check run
[Enter Manual Checks (MENU APCHCK)].

o Pay Gr-*CRM*: The voucher has been assign to a voucher group as a
credit memo. Go to voucher entry on menu APMAIN and run an edit for
each open group.

» Pay Gr-ggggg: The voucher has been assigned to the payment selection
group shown (ggggg is the Group ID) [Payment Selection Maintenance

(MENU APCHCK)].
Display

Selection

Key the Reference Number of the voucher to be maintained.

Valid Values: Number must reference a displayed voucher
(N 2,0) Required
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Open Payables Voucher Search Screen Fields and Function Keys

Field/Function Key

Position To Invoice
Number

Description

This optional field may be used to position a certain voucher transaction
stored in the Open Payables Header File (APOHD) to the top portion of this
screen.

Key the invoice number of the voucher that you want to display on the first
line and press ENTER.

(A 15) Optional

F11=Local Curr/
Trading Curr

The F11=LocaL Curr / F11=TrapiNG Curr function key only displays when
International Currency is installed.

Press F11=LocaL Curr / F11=TrADING CURR t0 toggle between displaying the
Open Amt field in the company’s local currency or in the vendor’s trading
currency.

Additionally, the Invoice Date column will toggle with the Currency
Contract field when the F11=LocaL Curr / F11=TrADING CURR IS pressed.

F12=Return Press F12=ReTurn to return to the Open Payables Maintenance Selection
Screen (p. 8-2) without selecting any voucher.
Enter Press Enter to confirm your selection. The Open Payables Voucher Header

Screen (p. 8-7) will appear.

8-6



Maintaining Open Payables

Open Payables Voucher Header Screen
Vendor: IC10G0 LITTLE ITALY RESTAURAMT SUPPLY  CosVoucher: 1 7 i £ N
Azsign: ...... LITTLE, ITALY. RESTAURAMT. SIPPLY,
Leaning Tower Office Park Mest Contact: Maria Corndeelldi ... ... ..
45 Michaelangelo Waw ... ... .. Country? ITA ZipsPstl: 12345-3739
Dizstrict of the ¥atican ... ... Phone: 111 Ade-557-9663 . ...,
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, Ext.: | 10Z
Fome,, Italu ...... ... SEAPrOT
Iy Mo: 1098B0s05 Inw Desc: Split from VMoh & ., 2799,
Inw Date: 1871%771% Irw Amt: 9,470,000 %
Currency: L1 5%
Uzer Area: . ......... PO Mos
Due Date: 190314 Terms: Quarterlu Paument, Te
Czh Dec %1, 2000 Dzc Date: 190107 Dec Days: | 21
Pmt Ptuy: Z Urg Pty: 1 Urg Date: 190513
Sep Chk: MW Y,HM Project: . ..........
Force Dsc: |, Y,M,blank
Bus Unit: 1093 Req: N Y,M Tax Id: 1734567H9017345
Co Div.Account. Sub Description 1093 Cdet Q7 ID Tp: |,
Dft Exp: 1 ©O1.Q0005500. OO Miscell. expense account
AP Acct: 1 001.0002000. 060 Accounts Payable
CO Accty 01 PAL.AQEEEER. Q0G0 . ... . . ... AP Cazh Dizcounts Taken
F15=IC Info F1o=Erd Youcher F1Z=Cancel

This screen displays when you key a voucher number and press Enter on the Open Payables
Maintenance Selection Screen (p. 8-2), or you select a voucher and press Enter on the Open Payables
Voucher Search Screen (p. 8-4).

NoTe: Changes are only allowed for data fields that have not yet affected general ledger.

Any data relevant to a general ledger entry is protected and cannot be changed.

Open Payables Voucher Header Screen Fields and Function Keys

Field/Function Key Description

Vendor This field displays the number and name of the vendor associated with the
voucher.
Display

Assign The assignee vendor number field appears only if the selected company is set

to use assignees in AP Options Maintenance (MENU APFIL2). Otherwise,
the field heading displays as Payee.

Key the assignee vendor to be used for this voucher. Use this field if checks
are written to the vendor’s assignee, rather than the vendor. The Payee name
field will change to the assignee vendor’s payee name and address fields
when the Enter key is pressed.

Valid Values: A vendor number specified through Vendors Maintenance
(MENU APFILE of MENU POFILE).

(A 6) Optional
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Open Payables Voucher Header Screen Fields and Function Keys

Field/Function Key

Payee

Description

The Payee field heading (instead of the Assign field) appears when the
selected company is not using assignees as defined through AP Options
Maintenance (MENU APFIL2).

This field cannot be changed if Payee Name/Address overrides is N in AP
Options Maintenance (MENU APFIL2).

During check processing, when multiple vendors with no Assignee exist with
vouchers, and these vendors have exactly the same payee name and address
information, only one check will generate since the same address exists for
both the vendor and payee name. To generate separate checks for this
example, you can either enter the vendor as assignee to vouchers (if
multiple), or use the Sep Chk field (if only one voucher), or simply change
the name or address slightly so that these vendors can be differentiated and
will be sorted to separate checks per vendor.

Key the name of the payee to be printed on the check.
(A 30) Required/Display

Co/Voucher

The company number and voucher number selected on the previous screen.
Display

(Address 1 - 4)

These fields cannot be changed if Payee Name/Address overrides is N in AP
Options Maintenance (MENU APFIL2).

You can use the fourth line of the address only if Form Type is 2 in System
Options Maintenance (MENU XAFILE).

Key the payee’s street address, post office box number or other address
information except for the city, state/province, country, and zip/postal code
which are specified in fields below.

(4 @ A 30) Optional\Display

Contact The name of the A/P contact person specified for this voucher.
Key a different contact person, if necessary.
(A 30) Optional
Country This field cannot be changed if Payee Name/Address overrides is N in AP
Options Maintenance (MENU APFIL2).
Key the payee’s country.
Valid Values: A country code defined through Country Name Maintenance
(MENU ARFIL2).
(A 3) Optional\Display
Zip/Pstl This field cannot be changed if Payee Name/Address overrides is N in AP

Options Maintenance (MENU APFIL2).

Key the payee’s zip or postal code.
(A 10) Optional\Display
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Open Payables Voucher Header Screen Fields and Function Keys

Field/Function Key
Phone/Ext

Description

These fields cannot be changed if Payee Name/Address overrides iS N in AP
Options Maintenance (MENU APFIL2).

In the Phone field, key the payee’s telephone number, which includes a 3-
character country access code followed by the area code and telephone
number. For example: 011 (781) 555-1212

In the Ext Field, key the telephone extension of the contact person specified
in the AP Contact field.

Valid Values: Numerals and the following symbols: - ().

Blank spaces are allowed between numerals only if Allow Blank Phone
Delimiters is Y in Systems Options Maintenance (MENU XAFILE).

(N 3,0/N 20,0/N 4,0) Optional/Display

City

This field cannot be changed if Payee Name/Address overrides is N in AP
Options Maintenance (MENU APFIL2).

Key the payee’s city.
(A 20) Optional/Display

St/Prov

This field cannot be changed if Payee Name/Address overrides is N in AP
Options Maintenance (MENU APFIL2).

Key the payee’s state or province.

Valid Values: A state or province code defined through State/Province Codes
Maintenance (MENU OEFIL3) if Validate State/Province is Y in Systems
Options Maintenance (MENU XAFILE).

(A 30) Optional\Display

Inv No

This voucher is created for the invoice number keyed in this field.

Key a corrected or different invoice number as necessary.
(A 15) Required

Inv Desc

A description of the invoice being recorded with this voucher.

Key a corrected or different invoice description as necessary.
(A 25) Optional
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Open Payables Voucher Header Screen Fields and Function Keys

Field/Function Key

Inv Date

Description

This field is display-only if the Calculate GST for Purchases (Inputs) field is
set to Y through AP Options Maintenance (MENU APFIL2) and the Goods/
Services Tax field is set to Y through Tax Body Maintenance (MENU
OEFILE or MENU ARFILE) for the tax body assigned to the vendor through
Vendors Maintenance (MENU POFILE) or the vendor/warehouse through
Vendor/Warehouse Assignments Maintenance (MENU POFILE) and the
receipt records for the items that were validated have GST tax charged to
them.

Key the date of the invoice being recorded with this voucher.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified
through System Options Maintenance (MENU XAFILE).

(N 6,0) Required/Display

Inv Amt

The amount of the invoice which is being recorded with this voucher.

For type C invoices (credit), the invoice amount must be a negative value.
For type D invoices (debit), the invoice amount must be a positive value. For
type P invoices (pre-receipt), the invoice amount must be a positive value.
For type I invoices, the invoice amount may be negative or positive value.

When International Currency is installed, the vendor’s trading currency and

currency symbol is displayed with the company’s local currency equivalent
and local currency symbol shown below.

You cannot change the amount of the invoice. To correct this value, process
a credit or debit invoice against the original voucher number through
Voucher Entry (MENU APMAIN).

Display

(Currency)

This field only displays when International Currency is installed.

The currency description field appears only if the vendor’s trading currency
is different from the company’s local currency.

Display

User Area

Key additional information about this voucher.
(A 10) Optional

PO No

This field is required if a purchase order number is required when creating a
voucher for this vendor. This is determined in Vendors Maintenance (MENU
APFILE). Otherwise, this field is optional.

Key the number of the purchase order issued when placing the original order
being recorded with this voucher.

(A 25) Required/Optional

8-10



Maintaining Open Payables

Open Payables Voucher Header Screen Fields and Function Keys

Field/Function Key

Due Date

Description

This field displays the due date for payment of this voucher calculated as the
number of payment days plus either the voucher entry date or the invoice
date depending on your selection in A/P Options Maintenance (MENU
APFIL2).

Accept the default, or key a different due date.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified
through System Options Maintenance (MENU XAFILE)

(N 6,0) Required

Terms

The standard payment terms of this vendor. The terms description keyed in
this field are printed on appropriate documents. Discount calculations are not
made from this field.

(A 20) Optional

Cash Dsc %

The cash discount percent offered by this vendor. Three decimal places are
assumed. This value is used to calculate the discount amount when
applicable.

Key the cash discount percentage offered for this invoice from the vendor.
(N 5,3) Optional

Dsc Date

Key the last date on which the cash discount for this voucher is effective. If
you leave this field blank and key the number of discount days (Dsc Days),
the discount date is calculated and displayed in this field.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG ), or if that field is
blank, key the date using the system’s Default Date Format specified
through System Options Maintenance (MENU XAFILE).

(N 6,0) Optional

Dsc Days

Key the number of days remaining for which the cash discount associated
with this vendor is effective. If this field is blank and you key the discount
date (Dsc Date), the discount days is calculated and displayed in this field.

(N 3,0) Optional
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Open Payables Voucher Header Screen Fields and Function Keys

Field/Function Key

Description

Pmt Pty The payment priority used to indicate the priority level for making payments
to this vendor. Payment priority can be used in Payment Selection (MENU
APCHCK) to select groups of vouchers to be paid.
If you are using urgency priority (Urg Pty) and urgency date (Urg Date), you
must select a lower payment priority than the urgency priority.
For example, if you select an urgency priority of 1 (high), you must select a
payment priority of 2 (medium) or 3 (low).
You may accept the default payment priority or key a different payment
priority:
Key 1 if the payment priority for this vendor is high.
Key 2 if the payment priority for this vendor is medium.
Key 3 if the payment priority for this vendor is low.
Valid Values: 1, 2 or 3
(N 1,0) Required

Urg Pty The urgency priority is similar to payment priority in that it is used to
indicate the priority level for making payment to a vendor. It differs in that its
value (1,2 or 3) replaces the payment priority on the day of the urgency date.
For example, assume you have decided to enter a voucher with a payment
priority of 2 (medium). Payment is due on March 31st, so you decide to
assign the urgency date to April 1st to indicate the voucher is past due. A
voucher that is past due should be a higher priority than one that is not.
Therefore, an urgency priority of 1 (high) should be chosen to indicate this as
a higher priority.
You may accept the default urgency priority or key a new urgency priority.
Key 1 if the urgency priority for this vendor is high.
Key 2 if the urgency priority for this vendor is medium.
Key 3 if the urgency priority for this vendor is low.
Valid Values: 1, 2 or 3
(N 1,0) Optional

Urg Date When a payment and urgency priority are specified for a vendor, it is on this

date that the value of the urgency priority replaces the payment priority. The
urgency date is calculated based on the number of urgency days for this
vendor. You may accept the default urgency date or key a new urgency date
for this voucher.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified
through System Options Maintenance (MENU XAFILE)

(N 6,0) Required
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Open Payables Voucher Header Screen Fields and Function Keys

Field/Function Key
Sep Chk

Description

Used to specify if this voucher, when paid, should be paid on the same check
as any other vouchers for this vendor or on its own check. Accept the default,
or key a different value. However, if the vendor is defined as the one time
vendor (MENU APFILE), then this field will default to Y and you will not be
able to change it

Key Y if a separate check is required for this voucher.

Key N if a separate check is not required for this voucher.
(A1) Required

Project

The project associated with this voucher. This may be used for job
accounting.

(A 10) Optional

Force Dsc

This field displays only when the type of voucher is an INVOICE.

Use this field to force a cash discount. This means that cash discounts will be
assumed even if the cash discount date has passed when payment is made.
This is the default for this voucher and may be overridden during Payment
Selection Maintenance (MENU APCHCK).

Key Y to force cash discounts. Cash discounts are taken regardless if the
discount date has passed.

Key N if you do not want to force a cash discount for vouchers in this
voucher group. Cash discounts are not taken if the discount date has passed.

Leave blank if you do not want to force a discount for this voucher.
Discounts may be forced during Payment Selection (MENU APCHCK).

(A 1) Optional

Bus Unit

This field appears only if you selected to use business units when selecting
AJP Liability and Expense accounts or Purchase Tax Accounts for the G/L
Interface through G/L Transfer Definition (MENU GLXFER sub-option T).

This field is display-only if the Calculate GST for Purchases (Inputs) field is
set to Y through AP Options Maintenance (MENU APFIL2 ) and the Goods/
Services Tax field is set to Y through Tax Body Maintenance (MENU
OEFILE or MENU ARFILE) for the tax body assigned to the vendor for
whom the voucher is being created.

Key the business unit to be used when posting to the A/P Liability , A/P
Expense, and Purchase Tax Accounts for this voucher.

Valid Values: A business unit defined through Business Units Maintenance
(MENU APFILE or MENU GLXFER).

(A 2) Optional/Display
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Open Payables Voucher Header Screen Fields and Function Keys

Field/Function Key
1099 Req

Description

Use this field to determine if a 1099 is required for this voucher.
Key Y if a 1099 is required for this voucher.

Key N if a 1099 is not required for this voucher.
(A 1) Optional

Tax Id

The display of this field is based on your authorization to Allow Access to
Federal Tax ID in Application Action Authority (MENU XASCTY). If you
are not authorized, the field will display asterisks. If you are authorized, the
un-encrypted federal tax identification code will display.

This field is display-only if the Calculate GST for Purchases (Inputs) field is
set to Y through AP Options Maintenance (MENU APFIL2) and the Goods/
Services Tax field is set to Y through Tax Body Maintenance (MENU
OEFILE or MENU ARFILE) for the tax body assigned to the vendor or
vendor/warehouse for whom the voucher is being created and the receipt
records for the items that were validated have GST tax charged to them.

Key the Tax Id or social security number for the vendor.

Use this field to determine if a 1099 is required for this voucher.
(A 15) Optional/Display

ID Tp

Use this field to identify the Federal Tax ID Type.

This field defines the type of taxpayer identification number the value in the
Tax Id field is. This type is determined by the IRS. Note that this field is a
required field in the 1099 export file.

Key 1 to print EIN (the IRS code for Employee Identification Number),
which is a business, organization, some sole proprietors or other entity
account type.

Key 2 to print SSN (the IRS code for Social Security Number), which is an
individual, including some sole proprietors account type.

Leave blank if the Federal Tax ID Type cannot be determined.

When adding a new voucher, if there is an assignee defined on the vendor for
this voucher, then the ID Type value from the assignee’s vendor record will
be defaulted in this field. If there is not an assignee defined on the vendor for
this voucher, then the ID Type value from the vendor record will be defaulted
in this field.

When maintaining a voucher, the ID Type value in the AP VVoucher Entry
Header File (Federal Tax ID Type) will be defaulted in this field.

Default Value: See above if adding or maintaining a voucher.

Valid Values: blank, 1 or 2
(A 1) Optional
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Open Payables Voucher Header Screen Fields and Function Keys

Field/Function Key
1099 Cde

Description

This code represents the IRS 1099 amount type applicable to this voucher. A question
mark list provides the available codes and their associated IRS 1099 amount types.

This field will be consulted when 1099-MISC and/or 1099-NEC forms are generated to
determine where this voucher’s value will be included on those forms. Ifthe code
representing Nonemployee Compensation is selected, this voucher’s value will be
included on the 1099-NEC form; if the code representing any other amount type is
selected, this voucher’s value will be included on the 1099-MISC form. If this field is
blank, the code representing Nonemployee Compensation will be assumed.

Key the 1099 code representing the applicable IRS 1099 amount type for this voucher.

Default Value: The value defined as the Dft 1099 Cde for the vendor (or assignee) in the
AP Vendor Master File (APVEN), if any; if none, the Default 1099 Amount Cde value
defined in Accounts Payable Company Options for the voucher’s company (ORCTL), if
any. If neither the vendor (or assignee) nor the AP Company Options record has a default
code specified, this field will default to blank (if this field is blank, the code representing
nonemployee compensation will be assumed

Valid Values: Blank, or one of the values in the Order Control File ( )
representing the valid IRS 1099 amount type (these values are presented
when you key a ? in this field)

(N 2,0) Optional

Dft Exp

The default expense account number that may have been posted to when the
voucher was posted to Open Payables.

NoTE: The description for the account will not display if you are set
up to be arestricted voucher entry user in Authority Profile
Maintenance (MENU XASCTY).

Display

8-15



Infor Distribution A+ Accounts Payable User Guide

Open Payables Voucher Header Screen Fields and Function Keys

Field/Function Key
AP Acct

Description

The accounts payable account that was credited upon posting this voucher to
Open Payables.

NoTE: The description for the account will not display if you are set
up to be a restricted voucher entry user in Authority Profile
Maintenance (MENU XASCTY).

Display

CD Acct

The cash discount account that will be credited when processing payments
for this voucher if a discount is taken. This field is required if the Csh Dsc %
field is greater than zero.

NoTE: The description for the account will not display if you are set
up to be arestricted voucher entry user in Authority Profile
Maintenance (MENU XASCTY).

Valid Values: Any valid G/L Account Number (income) that is not a
distribution account

(A 25) Required/Optional

F10=End Voucher

Press F10=Enp VoucHeRr t0 accept any changes keyed and display the Open
Payables End VVoucher Screen (p. 8-24).

F12=Cancel

Press F12=CanceL to cancel changes made for this voucher. Open Payables
Maintenance Selection Screen (p. 8-2)

F15=IC Info

F15=IC InFo Only displays when International Currency is installed and if the
vendor’s trading currency is different from the local currency.

Press F15=IC InFo to access data pertaining to the vendor’s currency, where
you may enter or change the vendor’s default exchange code, override the
vendor’s default exchange rate, enter a lock date for the exchange rate, or
specify a currency contract to be used for the transaction. The 1/C Currency
Information Window will appear. This is a shared screen found in the
International Currency User Guide.

Enter

Press Enter to confirm your selections.

The Open Payables VVoucher Transaction Selection Screen (p. 8-17) will
appear.

8-16



Maintaining Open Payables

Open Payables Voucher Transaction Selection Screen

CoMoucher: 1 7 a4 B,?95.46 IT{ Csh D=c
Yendor: IC100E LITTLE ITALY RESTAURANT SUPPLY .60 s
1]
Div. Account. SubsTrns Desc Amount ITE C PO Mo Line
1 BEL, BERSSEN, BER zuppl ies ME, P30 D 1
La=t
Selection: _ Top: ...,
FE=fAcct/Desc F1E=End Fl1=Local Curr

This screen displays the voucher expense transactions for the selected voucher. Use this screen to
select the voucher expense transaction to change.

Open Payables Voucher Transaction Selection Screen Fields and Function Keys

Field/Function Keys

Co/Voucher

Description

The company number and voucher number selected on the previous screen.
Display

Csh Dsc

The amount of the cash discount available for this voucher.

When International Currency is installed, this field displays the cash discount
amount in the vendor’s trading currency. The symbol for the trading currency
displays to the right of the amount.

The company’s local currency equivalent of the cash discount displays on the
line below with the applicable currency symbol.

Display

Vendor

The number and name of the vendor for this voucher.
Display

(Reference Number)

Used to reference a voucher expense transaction. Key this number in the
Selection field to select the voucher transaction to maintain.

Display

8-17



Infor Distribution A+ Accounts Payable User Guide

Open Payables Voucher Transaction Selection Screen Fields and Function Keys

Field/Function Keys

Description

G/L Account Number/ The G/L account number and description of the expense account for this
Trns Desc portion of the transaction.

Display
Amount The amount to be charges to a specific G/L account.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TrapING CURR key to display the amount of the
transaction in the vendor’s trading currency with the currency symbol or to
display the company’s local currency equivalent with the currency symbol.

Display

DIC The action of the transaction, debit or credit (this is typically a debit).
Display

PO No The number of the purchase order corresponding to the transaction.
Display

Line The number of the transaction on the voucher. Unlike the Reference Number
field, this number is a continuous increment of each voucher transaction
entered.
Display

Selection Key the Reference Number of the voucher transaction to maintain.
(N 2,0) Optional

Top This is the number displayed in the Line field (column displayed furthest to

the right) that you want to display at the top of this screen.

Key the desired line number. That line will display first on this screen.
(N 4,0) Optional

F2=Account Number/
Transaction
Description/Account

This key, when available, is used as a toggle to display a combination of the
Account Number, Transaction Description, or Account Description for the
voucher transactions.

Description Press F2=Acct/Desc to display the Account Number and the Account
Description for each voucher transaction.
Press F2=Desc OnLy to display only the Account Description for each detail
transaction.
Press F2=Tr Desc OnLy to display only the Transaction Description for each
voucher transaction.
Press F2=AccT/Tr Desc to display the Account Number and the Transaction
Description for each voucher transaction.

F10=End Press F10=Enp to end Voucher Maintenance. The Open Payables End

Voucher Screen (p. 8-24) displays.

8-18



Maintaining Open Payables

Open Payables Voucher Transaction Selection Screen Fields and Function Keys

Field/Function Keys

F11=Local Curr/
Trading Curr

Description

This function key only displays when International Currency is installed and
only if the trading currency of the vendor is different from the company’s
local currency.

Press F11=LocaL Curr / F11=TrADING CURR t0 toggle between displaying the
transaction amounts in the company’s local currency or in the vendor’s
trading currency. The currency symbol that appears to the right of the word
Amount will toggle to match the value displayed.

Enter

Press Enter to confirm your selection after keying a reference number of a
voucher transaction you want to maintain in the Selection field. The Open
Payables VVoucher Transaction Review Screen (p. 8-20) will appear.
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Open Payables Voucher Transaction Review Screen

CoMoucher: 1 ¢ a4 6,7595.46 IT{ Czh D=c
Yendor: IC100E LITTLE ITALY RESTAURANT SUPPLY 3,60 S
1]
Div.Account. SubsTrns Desc Amount ITE C PO Mo Line
1 DEL, DERSSEE, DEE supplies MZ,Fr3.ea D
La=t
Changing 1
0T Co Div. Account. Sub Amount Dezc
b 1 Boel. BRHSSAEC, G 3z, 7300 ITY supplies ...,
Hizcell. expenze account 173.99 5%
Czh D=c: ¥ Y,M Czh Dec % Z.000 Project: ..........
PO Mor U=zer Area: ., ,........
F12=Return

This overlay screen appears after you key a selection on the Open Payables Voucher Transaction
Selection Screen (p. 8-17). Use this screen to review the values entered and to accept or change the

values.

NoTE: Changes are only allowed for data fields that have not yet affected general ledger.
Any data relevant to a general ledger entry is protected and cannot be changed.

Open Payables Voucher Transaction Review Screen Function Keys

Field/Function Keys

Co/Voucher

Description

The company number and voucher number selected on the previous screen.
Display

Csh Dsc

The amount of the cash discount available for this voucher.

When International Currency is installed, this field displays the cash discount
amount in the vendor’s trading currency. The symbol for the trading currency
displays to the right of the amount.

The company’s local currency equivalent of the cash discount displays on the
line below with the applicable currency symbol.

Display

D/C

This field displays the action of the transaction: either debit (D) or credit (C).
Display
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Open Payables Voucher Transaction Review Screen Function Keys

Field/Function Keys

(Reference Number)

Description

Used to reference a voucher expense transaction. Key this number in the
Selection field to select the voucher transaction to maintain.

Display

G/L Account Number/ The G/L account number and description of the expense account for this
Trns Desc) portion of the transaction.

Display
Amount The amount that was charged to a specific G/L account.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TrapING Curr key to display the amount of the
transaction in the vendor’s trading currency with the currency symbol or to
display the company’s local currency equivalent with the currency symbol.

Display
DIC The action of the transaction, debit or credit (this is typically a debit).
Display
PO No The number of the purchase order corresponding to the transaction.
Display
Line The number of the transaction on the voucher. Unlike the Reference Number
field, this number is a continuous increment of each voucher transaction
entered.
Display
DIC The action of the selected transaction, debit or credit (this is typically a debit)
as it affected general ledger when the voucher was posted.
Display
Co This field appears only if the Multi Company field is set to Y through System
Options Maintenance (MENU XAFILE).
The company whose G/L accounts were affected when the voucher was
posted for the selected transaction.
Display
G/L Account Number/ The G/L account number and description affected for this portion of the
Trns Desc selected transaction when the voucher was posted.

Display
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Open Payables Voucher Transaction Review Screen Function Keys

Field/Function Keys

Amount

Description

This field displays the amount debited/credited to the specified expense
account.

When International Currency is installed, the amount is shown in the
vendor’s trading currency. The symbol for the trading currency displays to
the right of the amount, and the company’s local currency amount will
display below the trading currency amount and currency symbol.

Display

Desc

A description of the invoice being recorded with this voucher.

Key a corrected or new description.
(A 25) Optional

Csh Dsc

This Y or N field determines if the cash discount will be forced during the
payment processing for this voucher.

Key Y to force cash discounts to be taken regardless if the discount date has
passed. Key N not to take cash discounts if the discount date has passed.

(A1) Required

Cash Dsc %

The cash discount percent offered by this vendor. Three decimal places are
assumed. This value is used to calculate the discount amount when
applicable.

Key the cash discount percentage offered for this invoice that will apply to
this portion of the invoice value.

(N 5,3) Optional

Project The project associated with this voucher. This may be used for job
accounting.
(A 10) Optional

PO No This field is required if a purchase order number is required when creating a
voucher for this vendor. This is determined in Vendors Maintenance (MENU
APFILE). Otherwise, this field is optional.
Key the number of the purchase order issued when placing the original order
being recorded with this voucher.
(A 25) Required/Optional

User Area Key additional information about this voucher.
(A 10) Optional

F12=Return Press F12=ReTurn to return to the Open Payables VVoucher Transaction
Selection Screen (p. 8-17) without accepting the voucher transaction.

Enter Press Enter to confirm your selections. TheOpen Payables VVoucher

Transaction Selection Screen (p. 8-17) will appear.
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Open Payables End Voucher Screen

Yendor: 1400 THE PAPER SUPPLY HOUSE Corvoucher: 1« dal
Inw Mo: 12431 Desc: Split from Yoh # 457
Ire Dt 14007411 Termz: Quarterly Paument Te
Inwolce Amt: 1,930,500 USE
Cash Dsc: e Date Priority
Due: 1570412 2

Total Debits: L Urgent: 1406412 1
Total Credits: Ll Csh Dsc:
Total Pauments: L
Dizcounts Taken: Ll
Open Amount: 1,930.50

Owr Czh D=c US$E: _ ... ...... L0E
Hold CodetY |, ACH Paument: ¥ Y, M

FlO=Header Fz=Line Items

This screen displays total information about the voucher, and allows you to put a payment hold on a
voucher or to specify an override cash discount amount. A warning message displays if the voucher
transactions do not equal the invoice amount keyed on the Open Payables VVoucher Header Screen (p. 8-
7).

When International Currency is installed, if the vendor’s trading currency is different from the
company’s local currency, all amounts on this screen will display in the trading currency. You may
review local currency equivalent amounts through the F11=LocaL Curr / F11=TrapING CURR toggle key.

End Voucher Entry Screen Fields and Function Keys

Field/Function Keys Description

Vendor The number and name of the vendor for whom this voucher has been created.
Display

Co/Voucher The company number and voucher number selected on the Open Payables
Voucher Header Screen (p. 8-7).
Display

Currency This field only displays when International Currency is installed and only if

the vendor’s currency is different from the company’s local currency.

This field displays the description for the vendor’s trading currency.
Display

Inv No The number of the invoice recorded with this voucher.
Display
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End Voucher Entry Screen Fields and Function Keys

Field/Function Keys

Description

Desc The description of the invoice for this voucher.
Display

Inv Dt The date of the invoice for which expenses are recorded with this voucher.
Display

Terms The payment terms for this voucher.
Display

Invoice Amt The amount of payment as calculated from voucher transactions made for
this voucher.
When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TraDING Curr function key to display the invoice
amount for the open payable in the vendor’s trading currency with the
currency symbol for the trading currency displayed to the right, or in the
company’s local currency with the local currency symbol.
Display

Cash Dsc The cash discount amount applicable for this voucher.
When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TrapING Curr key to display the Cash Dsc amount in
the vendor’s trading currency or the company’s local currency. Currency
symbols display to the right of both the trading and local currency amounts.
Display

Total Debits The total dollar value of the voucher that are debits.

When International Currency is installed, this field may be toggled with the
Fl1=LocaL Curr / F11=TraDING CURR Key to display the Total Debits amount in
the vendor’s trading currency or the company’s local currency. Currency

symbols display to the right of both the trading and local currency amounts.

Display

Total Credits

The total dollar value of the voucher that are credits.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr / F11=TrADING CURR key to display the Total Credits amount
in the vendor’s trading currency or the company’s local currency. Currency
symbols display to the right of both the trading and local currency amounts.

Display
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End Voucher Entry Screen Fields and Function Keys

Field/Function Keys

Total Payments

Description

The total dollar value of payments made for the voucher.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TrapING CURr key to display the Total Payments
amount in the vendor’s trading currency or the company’s local currency.
Currency symbols display to the right of both the trading and local currency
amounts.

Display

Discounts Taken

The dollar value of discounts taken, if any.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TraDING CURR key to display the Discounts Taken
amount in the vendor’s trading currency or the company’s local currency.
Currency symbols display to the right of both the trading and local currency
amounts.

Display

Due (Date/Priority)

The due date and payment priority specified for this invoice on the Open
Payables VVoucher Header Screen (p. 8-7).

Display

Urgent (Date/Priority)

The urgency date and urgency priority specified for this invoice on the Open
Payables VVoucher Header Screen (p. 8-7).

Display

Csh Dsc (Date)

The date by which payment must be made for this voucher in order to take
advantage of the cash discount offered by the vendor.

Display

Open Amount

The calculated dollar amount that remains open for the voucher:
Invoice Amount + total debits + total credits - total payments.

When International Currency is installed, this field may be toggled with the
Fll=LocAL CuRR / F11=TrADING CURR key to display the Open Amount amount
in the vendor’s trading currency or the company’s local currency. Currency
symbols display to the right of both the trading and local currency amounts.

Display

8-26



Maintaining Open Payables

End Voucher Entry Screen Fields and Function Keys

Field/Function Keys

Ovr Csh Dsc

Description

Use this field to override the calculated value for the cash discount amount.

When International Currency is installed, if the vendor’s currency is different
from the company’s local currency, this amount must be keyed in the
vendor’s trading currency. The company’s local currency and currency
symbol display on the line below.

Key a value to replace the cash discount amount displayed on this screen.
The new cash discount amount will display.

Leave this field blank to use the calculated cash discount amount for this
voucher.

(N 13,2) Optional

Hold Code

Use this field to select a hold code, which indicates that this voucher cannot
be paid until the hold code is removed.

This field will be filled in automatically if both of the following are true:

» There is a variance between the invoice amount and the voucher amount
that exceeds the Cost Variance Warning Percent or the Cost Variance
Warning Value set up in Purchasing Options Maintenance (MENU
XAFILE).

» There is an entry in the PO-AP Hold Code field in Purchasing Options
Maintenance.

To release a voucher from this hold, you must be authorized as defined for
the Allow the Release of Vouchers on Variance Hold action authority through
Application Action Authority Maintenance (MENU XASCTY).

Valid Values: Any valid hold code defined in Hold Codes Maintenance
(MENU APFILE)

(A 2) Optional

ACH Payment

Use this field to indicate the voucher payment method.

Key Y to select ACH payments as the voucher payment method. If this field
is Y, ACH information must exist for this vendor in the Account VVendor Info
File ( . See Vendor Master Maintenance (MENU APFILE) for
details about entering vendor ACH information.

Key N to select paper checks or credit card as the voucher payment method.
Default Value: The value entered in the ACH field in the A/P Open Payables
Header File ( ); if blank, defaultto N

(A 1) Required

F2=Line Items

Press F2=Line ITems to display the Open Payables VVoucher Transaction
Selection Screen (p. 8-17) for the current voucher.

F10=Header

Press F10=Heapker to display the Open Payables VVoucher Header Screen (p. 8-
7) for the current voucher.
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End Voucher Entry Screen Fields and Function Keys

Field/Function Keys Description

F11=Local Curr/ Fl1l=LocAL Curr/ F11=TrapING CURR ONly displays when International

Trading Curr Currency is installed and only if the trading currency of the vendor whose
open payables you are maintaining is different from the company’s local
currency.

Press F11=LocAL Curr / F11=TrADING CURR t0 toggle between displaying all
amounts in the company’s local currency and displaying amounts in the
vendor’s trading currency. The appropriate currency symbol will appear to
the right of the Invoice Amt field.

Enter Press Enter to confirm your selections. The Open Payables VVoucher Search
Screen (p. 8-4) will appear.
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chaptero  Maintaining Bank Account
Transactions

Use the Bank Acct Trn Entry option to enter or maintain miscellaneous bank account transactions. You
may enter or maintain transactions for deposits, withdrawals, and transfers. After a transaction type has
been entered, it is stored and processed in a group; you will be able to select the group you want the
transaction processed in. A group search is available to assist you.

The transactions entered through this option will be used to:

» generate the necessary general ledger transactions into a cash journal (CJ);
« increase or decrease the bank account’s balance;
» generate the bank transaction history records.

After executing this option, you may run the Bank Acct Trn Edit List (MENU APMAIN/MENU
ARMAIN) to print a report showing all bank transactions within a selected group, or Post Bank Acct
Trn (MENU APMAIN/MENU ARMAIN) to post bank account transactions and update various
Distribution A+ files.

Bank Account Transaction Entry

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Bank Account Transaction Group Control ~ Use to add or maintain a transaction.
Entry Screen

Bank Account Transaction Groups Screen  Use to select an existing transaction group from the list
of existing groups by company.

Bank Transactions Selection Screen Use to add or maintain transaction group information.

Bank Accounts List Screen Use to select a specific bank account for the transaction.
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Title Purpose

Bank Transactions Detail Screen Use to add or maintain transaction information.

Bank Transactions Group Totals Screen Use to review the transactions in the group.

9-2



Maintaining Bank Account Transactions

Bank Account Transaction Group Control Entry Screen

BANE ACCOUNT TRAMSACTION GROUP COWTROL

Fa=Exit

Function: - (R0

Comparny? [,

Group Id: L.

Description: .. ... ...
Tranzaction Date: | AZ710

GL Posting Date:

FI=Group Search

This screen appears after selecting option 6 - Bank Account Transaction Entry from the Accounts
Payable Main Menu (MENU APMAIN) or the Accounts Receivable Main Menu (MENU ARMAIN).
Use this screen to add a new transaction group or maintain an existing one.

Bank Account Transaction Group Control Entry Screen Fields and Function Keys

Field/Function Key

Description

Mode Status Entry displays as the status of the process selected displays in this field.
Display
Function Use to select the type of function to perform.

Key A to add a new transaction group.

Key C to change an existing transaction group.

(A1) Required
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Bank Account Transaction Group Control Entry Screen Fields and Function Keys

Field/Function Key

Company

Description

Use this field to select the company for which this transaction group is being
created or maintained. This field is applicable only if you have tailored
Distribution A+ to be multi-company through System Options Maintenance
(MENU XAFILE).

Key the valid company number.

NoTE: You can only enter bank transactions for the bank accounts
defined for the company selected for a given group.

Default Value: The default company defined through Security Maintenance
(MENU XASCTY) if one has been defined; otherwise, this is the default
company defined through System Options Maintenance (MENU XAFILE)

Valid Values: Any valid company number that has been created through
Company Name Maintenance (MENU XAFILE)

(N 2,0) Required

Group Id

This field represents the group ID to be associated with the transaction
group.

If you are in the add mode, key the desired group ID to be associated with the
transaction group you are creating. Once you create a group, this group 1D
will display on the top portion of the Bank Account Transaction Groups
Screen (p. 9-6).

If you are in the change mode, key the desired group ID associated with the
transaction group you want to maintain. The group’s description and the G/L
posting date are automatically filled in for you with the previously defined
information.

If you do not recall the ID of the transaction group you want to maintain,
press FO=GRour SEARCH.

Valid Values: If in add mode, any characters that do not represent an existing
group ID; if in change mode, an existing group ID.

(A 5) Required

Description

Use this field to enter a description of the group ID. This description should
be indicative of the group of entries to be entered within this transaction

group.
Key the desired description to be associated with this group ID.

If you are in the change mode and entered a group ID, this field is
automatically filled in for you. You may change it, if desired.

(A 30) Required
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Bank Account Transaction Group Control Entry Screen Fields and Function Keys

Field/Function Key

Transaction Date

Description

This field reflects the date that transactions will be entered into this
transaction group.

Key the appropriate date or accept the default system date.

NoTe: Changing this date will not affect the transactions that
currently exist within this group.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified
through System Options Maintenance (MENU XAFILE).

Default Value: The current system date

(N 6,0) Required

GL Posting Date

Use this field to enter the date to be used for general ledger transactions
generated by the posting of this group.

Key the appropriate date.

If you are in the change mode and entered a group ID, this field is
automatically filled in for you. You may change it, if desired.

Valid Values: A valid general ledger date that has been set up within the
General Ledger Calendar File (MENU GLFIL2). Key the date using the
Default Date Format for this user, specified through Register User 1Ds
(MENU XACFIG), or if that field is blank, key the date using the system’s
Default Date Format specified through System Options Maintenance
(MENU XAFILE).

Valid Values:
(N 6,0) Required

Period This field appears only if a GL posting date exists.
Once a general ledger posting date has been entered in the GL Posting Date
field, this field displays the posting period.
Display

F3=Exit Press the F3=ExiT function key to exit the option and return to the menu.

F9=Group Search

Press the F9=Group SearcH function key to access the Bank Account
Transaction Groups Screen (p. 9-6) if you want to change an existing
transaction group and do not recall the ID of the transaction group you want
to maintain. A list of all existing transaction group(s) are displayed and are
sequenced by group name within a company.

Enter

Press the Enter key to confirm your selections. The Bank Transactions
Selection Screen (p. 9-9) will appear.

9-5



Infor Distribution A+ Accounts Payable User Guide

Bank Account Transaction Groups Screen

BANE_ACCOUNT TRAMSACTION GROUPS
Co Group Dezcription Trans Dt Post Dt Status
1 1 TUES Tuesday's mizc cash 95870 SAETAE Available
Last
Selection: _ | Company?® A1,
F3=Exit Flz=Return

This screen appears after you press F9=Group Searct 0n the Bank Account Transaction Group Control
Entry Screen (p. 9-3). This screen is also displayed as the first screen from the Bank Acct Trn Edit List
(MENU APMAIN/MENU ARMAIN) or the Post Bank Acct Trn (MENU APMAIN/MENU
ARMAIN).

Use this screen to select an existing bank account transaction group that you want to maintain (see the

Selection field.) The existing transaction groups displayed on this screen are sequenced by group name
within a company. You can limit the transaction groups to a specific company.

Bank Account Transaction Groups Screen Fields and Function Keys

Field/Function Key Description

(Reference Number)  The reference number of the transaction group. Key this number in the
Selection field to select this group for change.

Display

Co The company number associated with the transaction group. You may limit
transaction groups to a specific company through the use of the Company
field.

Display

Group/Description  The transaction group and its description as previously created through this
option. You may maintain this group by keying its reference number in the
Selection field on this screen.

Display
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Bank Account Transaction Groups Screen Fields and Function Keys

Field/Function Key Description

Trans Dt The date this transaction group was created or maintained through this
option. This is either the default system date, or the date keyed in the
Transaction Date field on the Bank Account Transaction Group Control
Entry Screen (p. 9-3).

Display

Post Dt The date this transaction group will be posted through Post Bank Acct Trn
(MENU ARMAIN)
Display

Status The status of this transaction group; this status may be one of the following:

+ Available - May be selected by any user for entry or post.

In-Use XX - In use for entry at the workstation identified by the two
position internal workstation ID, where XX represents the workstation
ID; see Display Internal Device IDs (MENU XAMAST) to determine
the display Internal ID.
Post XX - Currently being posting. The workstation that submitted the
post is identified by the two position internal workstation ID, where
XX represents the Internal ID.

Display

Selection Use this field to select an existing transaction group displayed on the top
portion of this screen that you want to maintain.

Key the Reference Number Of the desired group and press Enter. The Bank
Account Transaction Group Control Entry Screen (p. 9-3) will appear.

NoTE: You can only select a group if its status is Available.

(N 2,0) Optional

Company Use this field to limit the transaction groups displayed on the top portion of
this screen to the company number you key in this field.

Key the desired company.
Leave this field blank to display transaction groups for all companies.

Valid Values: Any company number defined through Company Name
Maintenance (MENU XAFILE) for which a transaction group has been
created through this option.

(N 2,0) Optional

F3=Exit Press the F3=ExiT function key to exit the option and return to the menu.

F12=Return Press the F12=Return function key to return to the Bank Account Transaction
Group Control Entry Screen (p. 9-3) without selecting an existing group to
maintain.
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Bank Account Transaction Groups Screen Fields and Function Keys

Field/Function Key Description

Enter After selecting an existing group to maintain via the Selection field, press
EnTer to confirm your selection. The Bank Account Transaction Group
Control Entry Screen (p. 9-3) will appear.
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Bank Transactions Selection Screen

[aroup: TUES Tuesday's mizc cash Bank Tranzsactions
Compary: 1 - A%&C Office Supply
Trans Date: 5#F7/10 Posting Date: 5727710 Period: 5 May
Bank Acct  Dezcription Trn Amount Line
1 JAP-746900 Japanese International Bank Dep 12,31%,355.00 M 1
Last
Top:
Tranzfer From
Trn Bank Account? Bank Account?
= D=Depo=it
W=llithdrawal
T=Tranzfer
F1E=End F13-20 to Change

This screen appears after you press Enter 0n the Bank Account Transaction Group Control Entry
Screen (p. 9-3). Use this screen to enter or maintain information about the bank transaction group being
added or changed. The top portion of this screen displays group identification information and
transactions previously entered for this group; these transactions are displayed in entry sequence.

When International Currency is installed:

» Transfer transactions must be performed between bank accounts of the same currency.

» Bank account transaction groups may contain transactions in more than one currency. Note that if
you create groups containing transactions in mixed currencies, the amounts displayed in the Total
Amt field on the Bank Transactions Group Totals Screen will not accurately reflect group totals.

Bank Transactions Selection Screen Fields and Function Keys

Field/Function Key Description

Group The group ID and description for transaction being added/maintained.
Display

Company The company number and name associated with the group ID.
Display

Trans Date Transaction date specified on Bank Account Transaction Group Control
Entry Screen (p. 9-3)

Display
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Bank Transactions Selection Screen Fields and Function Keys

Field/Function Key

Posting Date

Description

The default posting date or the posting date selected on the Bank Account
Transaction Group Control Entry Screen (p. 9-3).

Display

Period

Posting period for the general ledger posting date.
Display

(Reference Number)

For each transaction in the group, this screen displays the reference number
of the bank account.

Display

Bank Acct
Description

The bank account number and its description.
Display

Trn

Identifies the type of transaction
+ Dep for deposit
«  With for withdrawal

« Trn for transfer
Display

Amount

This field displays the amount involved in the transactions: deposit,
withdrawal, or transfer amount as selected for the bank account on the Bank
Transactions Detail Screen (p. 9-18).

This amount displays in the applicable trading currency with the trading
currency symbol displayed to the right.

Display

Line

The line number of the bank account.

Key this number in the Top field to display this bank account on the first line.
Display

Trn

Use this field to select the type of transaction you are performing.
Key D to enter a deposit.
Key W to enter a withdrawal.

Key T to enter a transfer.
(A 1) Required
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Bank Transactions Selection Screen Fields and Function Keys

Field/Function Key

Bank Account

Description

Use this field to select the bank account for which you are entering a
transaction.

NoTe: If you are entering a transfer (Transaction T) transaction, this is
the bank account that money will be transferred to (debited).

Key the appropriate bank account.

If you do not recall the bank account, you may utilize the Bank Accounts List
Screen (p. 9-13) by entering a ? in this field.

(A 10) Required

Transfer From Bank
Account

NoTe: This field is required only if performing a transfer (i.e., T is
keyed in the Trn field); otherwise, it must be blank.

If performing a transfer (Transaction T) transaction, use this field to select
the bank account that money will be transferred from.

Key the appropriate bank account; this bank account cannot be the same as
the first bank account.

If you do not recall the bank account, you may utilize the Bank Accounts List
Screen (p. 9-13) by entering a ? in this field.

(A 10) Blank/Required

Top This field may be used to position a certain bank account to the first line on
this screen.
Key the desired line number of the bank account to reposition.
(N 4,0) Optional

F10=End Press the F10=Enp function key to end transaction entry. The Bank

Transactions Group Totals Screen (p. 9-22) will appear.
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Bank Transactions Selection Screen Fields and Function Keys

Field/Function Key
F13-F20 Item Detail

Description

Press the key that corresponds to the reference number (Reference Number
field) of the bank account transaction that you wish to change or delete. Use
the function keys as follows to select an item to change:

+ F13=REFERENCE NUMBER 1
+ F14=REFERENCE NUMBER 2
+ F15=REFERENCE NUMBER 3
+ F16=REFERENCE NUMBER 4
+ F17=REFERENCE NUMBER 5
+ F18=REFERENCE NUMBER 6
+ F19=REFERENCE NUMBER 7
+ F20=REFERENCE NUMBER 8

If the function keys on your keyboard are arranged in a single row, then press
the shift key and the corresponding reference number.

EXAMPLE: To change line 8, press Sxirr and Fs.

-OR-

If the function keys on your keyboard are arranged in a two rows, press the
key which is directly above the reference number key in the bottom row.

EXAMPLE: To change line 8, find function key 8 in the bottom row. Press
F20 in the top row because it is directly above F8.

The Bank Transactions Detail Screen (p. 9-18) will display.

Enter

Press the Enter key to confirm your selections after entering the type of
transaction you are performing (in the Trn field) and associated bank account
(in the Bank Account field). The Bank Transactions Detail Screen (p. 9-18)
will appear.
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Bank Accounts List Screen

BAnk ACCOUNTS

Account Mo Description Bank Mame

CHE-32188 Checking Account - Hartfor UNWAT United Wational Bank
CHK-543T8 Bank #America DOWST Domestic

CHE-SGT46 Checking Account - Dallas DNE  Dallas Wational Bank
CHK-8T4129 Checking Account - Chicago FCS  First Chicago Savings

=S I
|'._.l
e ] =]

FRA-322180 French International Bank INTHL International Bank Account
GER-359680 German International Bank INTHL International Bank Account
ITL-056388 Italian International Bank IWTHNL International Bank Account
JAP-Tdd980 Japanese International Ban INTHL International Bank Account

o0 =1 noon
O e =

MEX-324100 Mexico International Bank INTHNL International Bank Account
SAY-321006 Savings AR Lock Box Hartf UNNAT United Mational Bank
SAY-58T46  Savings Account - Dallas  DNE  Dallas Wational Bank
SAY-8T412 Savings Account - Chicago FCS  First Chicago Savings

i
11
1z

—
[ I I P o} Lo B B ] l._.ll._.ll_l._.lE

N

Hare...

Selection: |, | Co? @1, Bank Idy .., . Type: ., (C,5,L,0,T)

FS=Add FizZ=Return

This screen displays after keying a question mark on the Bank Transactions Selection Screen (p. 9-9),
after selecting option 5 - Bank Account Maintenance (Menu APFIL2), or after pressing F4=Bank
Accounts on several other screens.

This screen lists all bank accounts that have been defined through Bank Account Maintenance (MENU
APFIL2) and allows you to select the bank account you desire. The top line is positioned to the default
bank account for the company. Use the Pace Down / Pace Up keys to position the screen to find he
correct bank account needed. In addition to selecting a bank account, you may:

« Change the company to review other bank accounts for a different company, if a company was not
previously selected when you accessed this screen

» Select the bank 1D of the bank account that you want to display on the top portion of this screen

NoTE: Because you can access this screen from different places within Distribution A+,
the selected default bank account may display in the top portion of this screen and
its reference number is positioned in the Selection field awaiting your response.

» Select the type of bank accounts that you want to display on this screen
« Add a new bank account

» Update the default bank account on the Accounts Receivable Options Screen within Accounts
Receivable Options Maintenance (MENU XAFILE) or the A/P Company Options Maintenance
Screen within AP Options Maintenance (MENU APFIL2)

TIS1S.a .10 een. viore... appearsS a 1€ DOUOM . O a {0 ec O
more data IS available for Viewing. Last appears at the bottom of the
of data. To scroll through information on roll screens press:

* Pace Down OF SHIFT-RoLL Fwb OF F7=Pace Down to display the next screen

* Pace DowN OF SHIFT-RoLL Back OF F8=PacE Up to display the previous screen.

ndicate tha
ast screen
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Furthermore, you may access this screen through the following menu options within Distribution A+
(any differences that exist will be noted):

« Voucher Entry (MENU APMAIN) from within the Accounts Payable module

Does not allow you to add a new bank account or update the default bank account. The default
bank account will be positioned in the Selection field.

» Accounts Payable Inquiry (MENU APMAIN) from within the Accounts Payable module

Does not allow you to add a new bank account or update the default bank account. The default
bank account will be positioned in the Selection field.

« Bank Account Inquiry (MENU APMAIN) from within the Accounts Payable module

Does not allow you to add a new bank account or update the default bank account. The default
bank account will be positioned in the Selection field.

» A/P Options Maintenance (MENU APFIL2) from within the Accounts Payable module
Allows you to add a new bank account and update the default bank account. No default line.
« A/R Options Maintenance (MENU XAFILE) from within the Cross Applications module.
Allows you to add a new bank account. No default line.
o Check History Report (MENU APREPT) from within the Accounts Payable module

Does not allow you to add a new bank account or update the default bank account. The default
bank account will be positioned in the Selection field.

» Print Checks / Process ACH or CC Payments (MENU APCHCK) from within the Accounts
Payable module

Does not allow you to add a new bank account or update the default bank account. The default
bank account will be positioned in the Selection field.
« Enter Manual Checks (MENU APCHCK) from within the Accounts Payable module

Does not allow you to add a new bank account or update the default bank account. The default
bank account will be positioned in the Selection field.

» Enter Check Reversals (MENU APCHCK) from within the Accounts Payable module

Does not allow you to add a new bank account or update the default bank account. The default
bank account will be positioned in the Selection field.

« Void Unprinted Checks (MENU APCHCK) from within the Accounts Payable module

Does not allow you to add a new bank account or update the default bank account. The default
bank account will be positioned in the Selection field.

« Bank Accounts Maintenance (MENU APFIL2) from within the Accounts Receivable module.
Allows you to add a new bank account. No default line.
o Cash & Adjustment Entry/Edit (MENU ARMAIN) from within the Accounts Receivable module

Does not allow you to add a new bank account or update the default bank account. The default
bank account will be positioned in the Selection field.

« Bank Account Inquiry (MENU ARMAIN) from within the Accounts Receivable module

Does not allow you to add a new bank account or update the default bank account. The default
bank account will be positioned in the Selection field.

» Currency Contract Maintenance (MENU ICFILE) from within the International Currency module.
Allows you to add a new bank account and update the default bank account. No default line.
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Bank Accounts List Screen Fields and Function Keys

Field/Function Key

(Reference Number)

Description

The reference number of the bank account. Use this number to select a bank
account in the Selection field on the lower portion of this screen.

Display

Co

The company number associated with the accounts that are displayed.

NoTE: Depending on where this screen was accessed from and also if
a Company Selection Screen displayed previous to this screen,
you may be able to display accounts for a different company
(refer to the Co field on the lower portion of this screen).

Display

Account No

The bank accounts that are available for all companies or for the company
you selected in the Co field on the lower portion of this screen. To select the
account number you want to maintain, key the reference number
corresponding to this account in the Selection field on the lower portion of
this screen.

Display

Description

The description of the bank account, as defined when the bank account was
created or maintained with Bank Names Maintenance(MENU APFIL2/
MENU ARFIL2).

Display

Bank

The Bank ID associated with the bank account as defined through Bank
Names Maintenance (MENU APFIL2).

Display

Name

The name (description) of the Bank ID as defined through Bank Names
Maintenance (MENU APFIL2).

Display

Typ

The type of bank account: C for checking, S for savings, L for line of credit,
O for other, or T for a credit card transfer.

Display

Selection

Use this field to select the bank account you want to maintain or select for
further processing.

Key the reference number of the desired bank account and press Enter.
(N 2,0) Required
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Bank Accounts List Screen Fields and Function Keys

Field/Function Key Description

Co This is a display only field if you previously selected a company on a prior
screen (a Company Selection Screen may or not display prior to this screen,
depending on where this screen is accessed from). The company selected
will be displayed.

If you did not previously select a company (because a Company Selection
Screen did not display, as occurs through the Bank Account Inquiry for
example), you may use this field to display bank accounts for a different
company.

Key the desired company. Only those bank accounts associated with this
company will display on the top portion of this screen.

(N 2,0) Display/Optional

Bank Id Use this field to display only the bank account associated with the bank ID
you key in this field.

Key the desired bank ID. Only the bank account associated with this bank ID
will display on the top portion of this screen.
(A 5) Optional

Type Use this field to designate the types of bank accounts that you want to
display. Only the bank accounts designated as the type keyed in this field will
display on the top portion of this screen.

Key C to display checking accounts only.

Key S to display saving accounts only.

Key L to display line of credit accounts only.

Key T to display credit card transfer accounts only.

Key O to display all other types of accounts, excluding checking, savings,
line of credit accounts, and credit card transfer accounts.

NoTE: For credit card voucher payment groups, this screen will
automatically show only T-type credit card transfer bank
accounts, and this Type field will be protected so that no other
accounts can be displayed or selected.

Additionally, transfer credit card bank accounts do not generate
actual checks for printing, but instead generate a remittance
advice report which outputs the list of invoices.

Leave this field blank to display ALL types of accounts.
(A 1) Optional
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Bank Accounts List Screen Fields and Function Keys

Field/Function Key
F5=Add

Description

NoTE: F5=Aop only displays if this screen is accessed from CHAPTER
9: Maintaining Bank Account Transactions, from VVoucher
Entry (MENU APMAIN) for pre-paid items, or from Accounts
Receivable Options Maintenance (MENU XAFILE).

When F5=Aop is displayed, press to add a new bank account. The Bank
Account Maintenance Screen 1 (p. 52-3) in Bank Accounts Maintenance
(MENU APFIL2) will display. Once the bank account has been added, it will
display on the top portion of this screen.

F6=Updt Dft

NoOTE: F6=UproT DrT does not display if this screen is accessed from
Voucher Entry (MENU APMAIN) for pre-paid items.

When F6=Urpot DrT is displayed, after selecting a bank account (in the
Selection field), press F6=UroT DrT to update the default bank account with
the selected bank account.

The Accounts Receivable Options Screen of Accounts Receivable Options
Maintenance (MENU XAFILE) or the A/P Company Options Maintenance
Screen 1 (p. 49-6) will display depending on which application you are
working in.

F7=Page Down/
F8=Page Up

More... appears at the bottom of a roll screen to indicate that more data is
available for viewing. Last appears at the bottom of the last screen of data. On
some roll screens, F7=Pace Down and F8=Pace Up are available for use but do
not display.

Use the F7=Pace Down to display the next screen of information on a roll
screen. The Pace Down Or SHiFT-RoLL Fwp function keys perform the same
task.

Use the F8=Pace Up to display the previous screen of information on a roll
screen. The Pace Up Or SHiFT-RoLL Back function keys perform the same task.

F12=Return

Press F12=ReTurn t0 return to the previous screen without selecting a bank
account.

Enter

After selecting a bank account (in the Selection field) to maintain or select
for other purposes, press Enter to confirm your selection.

The Bank Transactions Selection Screen (p. 9-9) or the Bank Account
Maintenance Screen 2 (p. 52-4) may display where you may make any
appropriate changes.

In other cases, the specific screen where the bank account was needed will
display.
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Bank Transactions Detail Screen

[aroup: TUES Tuesday's mizc cash Bank Tranzsactions
Compary: 1 A% C Office Supply
Trans Date: 5#F7/10 Posting Date: 5727710 Period: 5 May
Bank Acct  Dezcription Trn Amount Line
1 JAP-746900 Japanese International Bank Dep 12,31%,355.00 M 1
Last

To Bank Account:
From Bank Account:

CHK-54375
Tranzaction Desc

Credit Account:
Trn Date Diw, Account. Sub Tranzfer Amount:

Bank America AP Checking

CHE-3Z2108  Checking Account - Hartford
CHE-54375  Bank America

F12=Return

This screen appears after you press Enter on the Bank Transactions Selection Screen (p. 9-9). Use this
screen to further define the transaction (deposit, withdrawal, or transfer) you are entering/maintaining.

Bank Transactions Detail Screen Fields and Function Keys

Field/Function Key

Description

Group The group ID and description for transaction being added/maintained.
Display

Company The company number and name associated with the group ID.
Display

Trans Date Transaction date specified on Bank Account Transaction Group Control

Entry Screen (p. 9-3)
Display

Posting Date

The default posting date or the posting date selected on the Bank Account
Transaction Group Control Entry Screen (p. 9-3).

Display

Period

Posting period for the general ledger posting date.
Display

(Reference Number)

For each transaction in the group, this screen displays the reference number
of the bank account.

Display
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Bank Transactions Detail Screen Fields and Function Keys

Field/Function Key

Bank Acct
Description

Description

The bank account number and its description.
Display

Trn

Identifies the type of transaction
» Dep for deposit
« Wth for withdrawal

e Trn for transfer
Display

Amount

This field displays the amount involved in previous transactions: deposit,
withdrawal, or transfer amount as selected for the bank account on the Bank
Transactions Detail Screen (p. 9-18).

This amount displays in the applicable trading currency with the trading
currency symbol displayed to the right.

Display

Line

The line number of the bank account.

Key this number in the Top field to display this bank account on the first line.
Display

Deposit/Withdrawal/
To and From Bank
Account

This field displays the bank account and its description for which you are
performing a transaction.

The heading of this field will change depending on the type of transaction
being performed. That is, if you are entering a deposit, Deposit Bank
Account will display; if entering a withdrawal, Withdrawal Bank Account
will display; if entering a transfer, the To Bank Account and From Bank
Account will display.

Display

Trn Date

Use this field to select the date of the transaction being entered. This date
will be used for generating bank transaction history records.

Default Value: The transaction date selected on the Bank Account
Transaction Group Control Entry Screen (p. 9-3).

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified
through System Options Maintenance (MENU XAFILE)

(N 6,0) Required
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Bank Transactions Detail Screen Fields and Function Keys

Field/Function Key

Credit Account/
Debit Account/
Transfer Account

Description

The heading of this field will change depending on the type of transaction
being performed. That is, if you are entering a deposit, Credit Account will
display; if entering a withdrawal, Debit Account will display; if entering a
transfer, Credit Account will display and this field will be automatically filled
in with the account number and be protected.

Use this field to select the general ledger account number to be credited
(deposited) or debited (withdrawn). This account will offset the debit or
credit to the bank account’s general ledger account number.

(A 29) Required

Deposit Amount/
Withdrawal Amount/
Transfer Amount

The heading of this field will change depending on the type of transaction
being performed. That is, if you are entering a deposit, Deposit Amount will
display; if entering a withdrawal, Withdrawal Amount will display; if
entering a transfer, Transfer Amount will display.

Use this field to enter the amount of the transaction.
Key the amount being deposited, withdrawn, or transferred.

When International Currency is installed, key the transaction amount in the
appropriate currency for the bank account. The bank account’s currency
symbol will display to the right.

The Local Currency Equivalent of the withdrawal or deposit amount
displayed in the Deposit Amount/Withdrawal Amount/Transfer Amount
field, is displayed on the line below, minus any applicable exchange fees.
This is the actual amount to be credited or debited.

(N 13,2) Required

Local Tendered

This field only displays when International Currency is installed and the
transaction is a deposit.

Use this field to enter the actual local currency amount (including exchange
fees) that was tendered to purchase the foreign currencies. This value is used
with the trading currency deposit amount and the exchange fee amount to
calculate the exchange rate for the transaction. The company’s local currency
symbol will display to the right of this value.

In the company’s local currency, key the amount that was required to
purchase the foreign currency you are depositing.

(N 13,2) Required
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Bank Transactions Detail Screen Fields and Function Keys

Field/Function Key

Exchange Rate

Description

This field only displays when International Currency is installed and the
transaction is a deposit or a withdrawal.

This field displays the exchange rate for the transaction.

If you are processing deposits, the transaction’s actual exchange rate
(calculated through the relationship defined for the currency, the local
tendered amount, trading currency deposit amount, and, if applicable,
through the subtraction of the exchange fee amount) will display in this field
after you have entered amounts in the Deposit Amount, Local Tendered, and,
if applicable, Exchange Fees fields and pressed Enter.

Default Value: The most current exchange rate for this bank account’s
currency and/or exchange code

Display

Exchange Fees

This field only displays when International Currency is installed and the
transaction is a deposit to foreign currency bank accounts.

When performing a deposit, this field is provided so you can directly expense
a portion of a cost that you incurred for the transaction when exchanging
dollars for a foreign currency. The value entered determines the portion of
the Local Tendered amount to expense directly, so that the amount of the
exchange fee is subtracted and will not affect the actual exchange rate. The
company’s local currency symbol will display to the right of this value.

Key, in the company’s local currency, the amount of the exchange fee
associated with the deposit.

(N 13,2) Optional

Transaction Desc

You may use this field, if desired, to enter a description for the transaction
being entered. This description will be stored in Bank Transaction History
and the first fifteen characters will be placed into the transaction description
of the general ledger detail transaction.

(A 30) Optional

F12=Return

Press the F12=ReTurn function key to return to the Bank Transactions
Selection Screen (p. 9-9) without updating this screen.

F24=Delete

NoTE: The F24=DeLete function key displays only if you selected to
change/delete a bank transaction group with the F13-20 1o
crance function key on the Bank Transactions Selection
Screen (p. 9-9).

Press the F24=DeLete function key to delete the bank transaction. The Bank
Transactions Selection Screen (p. 9-9) will appear.

Enter

Press the Enter key to confirm your selections. The Bank Transactions
Selection Screen (p. 9-9) will appear.
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Bank Transactions Group Totals Screen

BAME. TRANSACTIOWS GROUP TOTALS

Group: TLIES Tuesday's mizc cash

Compatg: - A& C ffice Supply

Trans Date: 5;‘2?!1EI Posting Date: 5727410 5 Hay
Tupe of Entruy Count Total Amt
Depositis): 1 12,312,355.00  YH»
Withdrzawal (=) : LOa UsE
Transfer(z): 1 TR,E53.00 LSt

Fi=Transactionz F3=Exit Fig=NHew Group Fid=Delete Group

This screen appears after you press F10=Enp on the Bank Transactions Selection Screen (p. 9-9). Use

this screen to review the

transactions in the group. The count of the transaction types and a total

amount of each transaction is displayed.

All fields on this screen are for display only and cannot be changed, and may be used for auditing the

entries.

Bank Transactions Group Totals Screen Fields and Function Keys

Field/Function Key

Description

Group The group for which the transaction was entered/maintained.
Company The company number and name associated with the group.
Trans Date The date of the transactions in the group.

Posting Date

The general ledger posting date (if any). Following the Posting Date, the
fiscal period associated with the general ledger posting date.

Type of Entry The three types of transactions that may take place [Deposit (s), Withdrawal
(s), and Transfer (s)].

Count The count (humber of) transaction types that were entered for each Type of
Entry.

Total Amt The total amount of each transaction entered.
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Bank Transactions Group Totals Screen Fields and Function Keys

Field/Function Key Description

F2=Transactions Press the F2=TransacTions function key to return to the Bank Transactions
Selection Screen (p. 9-9).

F3=Exit Press the F3=ExiT function key to exit the option and return to the menu.

F10=New Group Press the F10=New Group function key to return to the Bank Account
Transaction Group Control Entry Screen (p. 9-3).

F24=Delete Group Press the F24=DeLeTe Grour function key to delete ALL of the transactions
within the group. You will be prompted to press the F24=DeLeTeE GRoupP
function key twice to confirm deletion. The Bank Account Transaction
Group Control Entry Screen (p. 9-3) will appear.
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Through the Bank Acct Trn Entry option on the Accounts Payable Main Menu (MENU APMAIN/
MENU ARMAIN) miscellaneous bank account transactions may be entered and maintained. Use the
Bank Acct Trn Edit List option to print the Bank Account Transaction Edit List (p. 10-8) which shows
the bank transactions which have been entered within a selected group. Any errors within the
transactions that may affect the posting of general ledger transactions will also print on this report.

NoTE: If errors exist, you must first correct the errors before posting general ledger
transactions.

Bank Acct Trn Edit List

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Bank Account Transaction Groups Screen  Use to select an existing transaction group from the list
of existing groups by company.

Bank Account Transaction Group Control ~ Use to add or maintain a transaction.
Entry Screen

Bank Account Transaction Edit List Prints bank account transaction in the group and any
errors.
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Bank Account Transaction Groups Screen

BANE ACCOUNT TRAMSACTION GROUPS
Co Group Dezcription Trans Dt Post DE Status
1 1 TUES Tuesday's misc cash 95T 52T Available
Last
Selection: _ ., Company® A1,
F3=Exit Flz=Return

This screen appears after selecting option 7 - Bank Acct Trn Edit List (MENU APMAIN/MENU
ARMAIN). This screen is also displayed from the Bank Account Transaction Entry (MENU
APMAIN/MENU ARMAIN) or the Post Bank Acct Trn (MENU APMAIN/MENU ARMAIN).

Use this screen to select an existing bank account transaction group that you want to maintain (see the
Selection field.) The existing transaction groups displayed on this screen are sequenced by group name
within a company. You can limit the transaction groups to a specific company.

Bank Account Transaction Groups Screen Fields and Function Keys

Field/Function Key

(Reference Number)

Description

The reference number of the transaction group. Key this number in the
Selection field to select this group for change.

Display

Co

The company number associated with the transaction group. You may limit
transaction groups to a specific company through the use of the Company
field.

Display

Group/Description

The transaction group and its description as previously created through this

option. You may maintain this group by keying its reference number in the
Selection field on this screen.

Display
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Bank Account Transaction Groups Screen Fields and Function Keys

Field/Function Key

Trans Dt

Description

The date this transaction group was created or maintained through this
option. This is either the default system date, or the date keyed in the
Transaction Date field on the Bank Account Transaction Group Control
Entry Screen (p. 10-5).

Display

Post Dt

The date this transaction group will be posted through Post Bank Acct Trn
(MENU ARMAIN).

Display

Status

The status of this transaction group; this status may be one of the following:
+ Available - May be selected by any user for entry or post.

+ In-Use XX - In use for entry at the workstation identified by the two
position internal workstation 1D, where XX represents the workstation
ID; see Display Internal Device IDs (MENU XAMAST) to determine
the display Internal ID.

+ Post XX - Currently being posting. The workstation that submitted the
post is identified by the two position internal workstation ID, where
XX represents the Internal ID.

Display

Selection

Use this field to select an existing transaction group displayed on the top
portion of this screen that you want to maintain.

Key the Reference Number of the desired group and press Enter. The Bank
Account Transaction Group Control Entry Screen (p. 10-5) will appear.

NoOTE: You can only select a group if its status is Available.

(N 2,0) Optional

Company

Use this field to limit the transaction groups displayed on the top portion of
this screen to the company number you key in this field.

Key the desired company.
Leave this field blank to display transaction groups for all companies.

Valid Values: Any company number defined through Company Name
Maintenance (MENU XAFILE) for which a transaction group has been
created through this option.

(N 2,0) Optional

F3=Exit

Press the F3=Exit function key to exit the option and return to the menu.

F12=Return

Press the F12=ReTurn function key to return to the Bank Account Transaction
Group Control Entry Screen (p. 10-5), without selecting an existing group to
maintain.
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Bank Account Transaction Groups Screen Fields and Function Keys

Field/Function Key Description

Enter After selecting an existing group to maintain via the Selection field, press
EnTer to confirm your selection. The Bank Account Transaction Group
Control Entry Screen (p. 10-5) will appear.
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Bank Account Transaction Group Control Entry Screen

EAME ACCOUMNT TRAMSACTION GROUP COMTROL
Compary? g3
Group Td: TODAY
Description: today's deposit

Tranzaction Date: 12271k

GL Posting Date: 12271k Period: 13 Period 13

F3=Exit Flz=Return

This screen appears after selecting a group on the Bank Account Transaction Groups Screen (p. 10-2).

Use this screen to add a new transaction group or maintain an existing one.

Bank Account Transaction Group Control Entry Screen Fields and Function Keys

Field/Function Key Description

Mode Status Edit displays as the status of the group selected.
Display
Company Use this field to select the company for which this transaction group is being

created or maintained. This field is applicable only if you have tailored

Distribution A+ to be multi-company through System Options Maintenance

(MENU XAFILE).
Key the valid company number.

NoTEe: You can only enter bank transactions for the bank
accounts defined for the company selected for a given

group.

Default Value: The default company defined through Security Maintenance

(MENU XASCTY) if one has been defined; otherwise, this is the default

company defined through System Options Maintenance (MENU XAFILE)

Valid Values: Any valid company number that has been created through

Company Name Maintenance (MENU XAFILE)
(N 2,0) Required
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Bank Account Transaction Group Control Entry Screen Fields and Function Keys

Field/Function Key

Group Id

Description

This field represents the group ID to be associated with the transaction
group.

If you are in add mode, key the desired group ID to be associated with the
transaction group you are creating. Once you create a group, this group ID
will display on the top portion of the Bank Account Transaction Groups
Screen (p. 10-2).

If you are in change mode, key the desired group 1D associated with the
transaction group you want to maintain. The group’s description and the G/L
posting date are automatically filled in for you with the previously defined
information.

Valid Values: If in add mode, any characters that do not represent an existing
group ID; if in change mode, an existing group ID.

(A 5) Required

Description

Use this field to enter a description of the group ID. This description should
be indicative of the group of entries to be entered within this transaction

group.

Key the desired description to be associated with this group ID.

If you are in change mode and entered a group ID, this field is automatically
filled in for you. You may change it, if desired.

(A 30) Required

Transaction Date

This field reflects the date that transactions will be entered into this
transaction group.

Key the appropriate date or accept the default system date.

NoTe: Changing this date will not affect the transactions that
currently exist within this group.

Default Value: The date selected when the group was created. Key the date
using the Default Date Format for this user, specified through Register User
IDs (MENU XACFIG), or if that field is blank, key the date using the
system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE)

(N 6,0) Required
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Bank Account Transaction Group Control Entry Screen Fields and Function Keys

Field/Function Key

GL Posting Date

Description

Use this field to enter the date to be used for general ledger transactions
generated by the posting of this group.

Key the appropriate date.

If you are in the change mode and entered a group ID, this field is
automatically filled in for you. You may change it, if desired.

Valid Values: A valid general ledger date that has been set up within the
General Ledger Calendar File (MENU GLFIL2).

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE

(N 6,0) Required

Period This field appears only after the GL posting date is entered.
Once a general ledger posting date has been entered in the GL Posting Date
field, this field displays the posting period.
Display
F3=Exit Press the F3=ExiT function key to exit the option and return to the menu.
F12=Return Press the F12=ReTurn function key to return to the Bank Account Transaction
Groups Screen (p. 10-2).
Enter Press this key to confirm your selections. The Bank Transactions Selection

Screen (p. 9-9) will appear.
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Bank Account Transaction Edit List

APGI0C 09/22/11 14.51.34 BANK ACCOUNT TRANSACTION EDIT LIST AH/APDEMO  PAGE 14
01-A & C Office SuEp]y
HISC-Miscellansous Cash Entries

# Edit Only **

From Bank or 0ffset GL Acct and Errors

Bank Account/Name Trn Date Transaction Trn Amount  Div-Account-5ub Line
CHK-87412% Checking Account - Chicago 09/22/11  Transfer 10,000.00 SAV-87412  Savings Account - Chicago 3
FRA-322100 French International Bank 09/22/11  Deposit 184,312.00 FRE 001-0001000-000 Cash 1
5 914748 FR@ Per US$ 31,161.43 15§
09/22/11  Withdrawl 10,000.00 FRE 004-0001000-000 Cash 2
.B94514 FR@ Per USH 1,690.69 US§

This listing prints following your responses on the Report Options Screen. Refer to the Cross
Applications User Guide for details about this screen.

Use this listing to review the bank transactions which have been entered within the selected group. If
an error has been detected, it will print on this listing so that you may correct the error before posting
general ledger transactions. Therefore, be sure to run this report prior to the posting process.

If a suspended General Ledger account is detected during the edit, a message will appear on this report
notifying you that the account has been suspended.

NoTE: You will be notified that an account is suspended only if that account is the To
account used in a transaction. If the account that funds were transferred from is
suspended, a warning message will not appear on this report.

This listing prints alphabetically by bank, and line numbers are as entered on the Bank Transactions
Selection Screen (p. 9-9).
When International Currency is installed:

» Transactions for foreign currency bank accounts will print the foreign currency values associated
with the transaction.

« Any exchange fee amount associated with the transaction will print in the company’s local
currency.
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Bank Account Transaction Edit List

Report/Listing Fields

Headings

Description

Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation 1D, User 1D, and page
number.

Summary of the selection criteria prints in the center of the headings area
followed by the individual field headings.

The company number and name are also printed.

When this report is generated from option 7 - Bank Acct Trn Edit List
(MENU APMAIN/MENU ARMAIN), the heading will show a message
** Edit Only **.

Bank Acct/Name

The bank account number and its description.

Tran Date

Transaction date specified on Bank Account Transaction Group Control
Entry Screen (p. 10-5)

Transaction

Identifies the type of transaction: Deposit, Withdrawal, or Transfer.

Trn Amount

The amount of the deposit, withdrawal, or transfer transaction.

When International Currency is installed, transaction amounts for
foreign currency bank accounts will print in the applicable currency, with
the foreign currency symbol printed to the right of each amount. The
local currency equivalent value will print below each amount, with the
symbol for the company’s local currency printed to the right.

From Bank or Offset GL
Acct and Errors

For transfer transactions, the FROM bank account of the transaction. For
deposits and withdrawals, the G/L account number and description for
the transaction.

Line

The line number of the transaction.

Exchange Fees

When International Currency is installed, the exchange fees associated
with each transaction will be posted as general ledger transactions to the
exchange fees account and will print on this report below the account
number and name.

Exchange Rates

When International Currency is installed, an exchange rate for each bank
account transaction will be calculated and will print on this report below
the transaction date.
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Through the Bank Acct Trn Entry option on the main menu (MENU APMAIN/MENU ARMAIN)
miscellaneous bank account transactions may be entered and maintained. Once entered, the
transactions can be edited through the Bank Acct Trn Edit List (p. 10-1) option (MENU APMAIN/
MENU ARMAIN). This listing will show any errors that were detected. After executing both of those
options, you may use this option to post the bank account transactions to Master Files. This posting
process will update the following files:

» Bank Account Master File (its balance will be adjusted)
o G/L Summary File
» GJ/L detail transactions will be generated (if the interface is activated)

Additionally, Bank Account Transaction History records will be generated to link all generated
transactions to the appropriate bank account.

If the AP to GL field or the AR to GL field is set to Y through Company Name Maintenance (MENU
XAFILE) and debits and credits are not equal for the selected group, an out-of-balance group will
automatically be created and the G/L Transaction Post Report will print.

NoTEe: Posting bank account transactions will be submitted to the Transaction Processor.
Refer to the Overview in the Cross Applications User Guide for details.

When International Currency is installed:

» For deposits involving foreign currency, I/C will post general ledger transactions to the exchange
fees account if exchange fees are incurred through the transaction, and will calculate, if applicable,
a new exchange rate for each bank account affected by deposits or withdrawals.

« If adjustments are necessary to correct discrepancies in the account’s local currency equivalent
balance and foreign currency balance, gain/loss transactions will be generated.

» When the International Currency revaluation process takes place for this option, the G/L
Transaction Post Report (IC680D) may print, when the value specified in the A/P to G/L or A/R to
G/L field is set to R through Company Name Maintenance (MENU XAFILE). Refer to Revalue
Foreign Bank Accounts (MENU ICRVAL) in the International Currency User Guide for
information about this report.

« If gains/losses have been posted, a second G/L Transaction Post Journal will be generated when
gains/losses are accrued. In order to link the gain/loss transactions generated as IC journal
transactions to the Cash Journal, the CJ Journal number is placed into the transaction source of IC
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transactions. A Currency Revaluation Detail Report also will print a detailed breakdown of the G/L
gain/loss transactions.

» Referto the International Currency User Guide and MENU ICRVAL for details about the Currency
Revaluation Detail Report.

Post Bank Acct Trn

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Bank Account Transaction Groups Screen  Use to select an existing transaction group from the list
of existing groups by company.

Bank Account Transaction Group Control ~ Use to select a group for posting.
Entry Screen

Bank Account Transaction Edit List Prints bank account transactions in the group and any
errors.

Bank Account Transactions Journal Audit report for the posted bank account transaction
group.

G/L Transaction Post Report (AP610D) Prints total debits and credits for the posting.

G/L Transaction Post Report Prints each detail transaction that was posted.
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Bank Account Transaction Groups Screen

BANE_ACCOUNT TRAMSACTION GROUPS
Co Group Dezcription Trans Dt Post Dt Status
1 1 TUES Tuesday's mizc cash 95870 SAETAE Available
Last
Selection: _ | Company?® A1,
F3=Exit Flz=Return

This screen appears after selecting option 8 - Post Bank Acct Trn. This screen is also displayed from
the Bank Account Transaction Entry (MENU APMAIN/MENU ARMAIN) or the Bank Acct Trn Edit
List (MENU APMAIN/MENU ARMAIN).

Use this screen to select an existing bank account transaction group that you want to maintain (see the

Selection field.) The existing transaction groups displayed on this screen are sequenced by group name
within a company. You can limit the transaction groups to a specific company.

Bank Account Transaction Groups Screen Fields and Function Keys

Field/Function Key Description

(Reference Number)  The reference number of the transaction group. Key this number in the
Selection field to select this group for change.

Display

Co The company number associated with the transaction group. You may limit
transaction groups to a specific company through the use of the Company
field.

Display

Group/Description  The transaction group and its description as previously created through this
option. You may maintain this group by keying its reference number in the
Selection field on this screen.

Display
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Bank Account Transaction Groups Screen Fields and Function Keys

Field/Function Key

Trans Dt

Description

The date this transaction group was created or maintained through this
option. This is either the default system date, or the date keyed in the
Transaction Date field on the Bank Account Transaction Group Control
Entry Screen (p. 11-6).

Display

Post Dt

The date this transaction group will be posted through Post Bank Acct Trn
(MENU ARMAIN).

Display

Status

The status of this transaction group; this status may be one of the following:
+ Available - May be selected by any user for entry or post.

In-Use XX - In use for entry at the workstation identified by the two
position internal workstation ID, where XX represents the workstation
ID; see Display Internal Device IDs (MENU XAMAST) to determine
the display Internal ID.

Post XX - Currently being posting. The workstation that submitted the
post is identified by the two position internal workstation ID, where
XX represents the Internal ID.

Display

Selection

Use this field to select an existing transaction group displayed on the top
portion of this screen that you want to maintain.

Key the Reference Number Of the desired group and press Enter. The Bank
Account Transaction Group Control Entry Screen (p. 11-6) will appear.

NoTE: You can only select a group if its status is Available.

(N 2,0) Optional

Company

Use this field to limit the transaction groups displayed on the top portion of
this screen to the company number you key in this field.

Key the desired company.
Leave this field blank to display transaction groups for all companies.

Valid Values: Any company number defined through Company Name
Maintenance (MENU XAFILE) for which a transaction group has been
created through this option.

(N 2,0) Optional

F3=Exit

Press the F3=Exit function key to exit the option and return to the menu.

F12=Return

Press the F12=ReTurn function key to return to the Bank Account Transaction
Group Control Entry Screen (p. 11-6), without selecting an existing group to
maintain.
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Bank Account Transaction Groups Screen Fields and Function Keys

Field/Function Key Description

Enter After selecting an existing group to maintain via the Selection field, press
EnTer to confirm your selection. The Bank Account Transaction Group
Control Entry Screen (p. 11-6) will appear.
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Bank Account Transaction Group Control Entry Screen

BANE ACCOUNT TRAMSACTION GROUP COWTROL

Job Template: _ . ...... Modify Selections: N
Company? o1,
Group Id: MISE
Description: Miscellaneous Cash Entries |, ..

Tranzaction Date: | 94711
GL Posting Date: | 92311, Period: 9 3Sep

F3=Exit F4=Job Template List F12=Return

This screen appears after selecting a group on the Bank Account Transaction Groups Screen (p. 11-3).
Use this screen to select a group for posting.

Bank Account Transaction Group Control Entry Screen Fields and Function Keys

Field/Function Key Description

Mode Status Post displays as the status of the process selected.
Display
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Bank Account Transaction Group Control Entry Screen Fields and Function Keys

Field/Function Key

Job Template

Description

This field displays on this screen only when you access this screen through
the Post Bank Acct Trn menu option (MENU APMAIN).

Job templates are defined through Job Template Maintenance (MENU
XAFILE) to allow parameter selections to be pre-defined for a particular
process (such as, GL Year End) ahead of time. Once defined, this template
can be used repeatedly, eliminating the need to manually provide these
parameters for every submission of this job process.

For the current job submission, you can enter a pre-defined job template in
this field to use the established parameters (with or without any
modifications), or you can leave this field blank and the system will prompt
you to provide your own parameters.

If you enter a pre-defined job template in this field, and do not want to make
any changes to the established parameter selections for this current job
submission, key N in the Modify Selections field. You will then bypass all the
output parameter screens.

If you enter a pre-defined job template in this field, but want to review and/or
make modifications to the established parameter selections for this current
job submission, key Y in the Modify Selections field. You will be presented
with the established parameters for that job template and can review/make
changes as needed for this job.

If you leave this field blank, you will be presented with a series of prompts
for you to provide the desired parameters for this current job submission.

NoTE: To review a list of existing job templates that have been
created, press F4=Joe TEMPLATE LIST.

Valid Values: A job template defined for posting bank account transactions
(that is, AP610P) through Job Template Maintenance (MENU XAFILE).

(A 10) Optional
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Bank Account Transaction Group Control Entry Screen Fields and Function Keys

Field/Function Key
Modify Selections

Description

This field displays on this screen only when you access this screen through
the Post Bank Acct Trn menu option (MENU APMAIN).

If using a job template (you keyed a job template name in the Job Template
field on this screen or selected one via F4=Jos TempLATE LisT), this field
determines if you will be presented with that template’s parameters for
review and/or modification for this current job submission.

Key Y if you want to be able to review and/or modify the selections of the
indicated job template. Any changes you make to the template through this
post run will not impact the actual predefined template. The changes apply
for this run of the job only. If you key Y, a series of selection screens will
display allowing you to review and/or make changes. For details about the
screens that display, refer to Job Template Maintenance (MENU XAFILE) in
the Cross Applications User Guide.

Key N if you want to use the template as-is and you do not want to make any
modifications. If you key N, a series of selections screens will not be
displayed.

Valid Values: Y or N; cannot be Y if the Job Template field is blank.

(A1) Optional

Company

Use this field to select the company for which this transaction group is being
created or maintained. This field is applicable only if you have tailored
Distribution A+ to be multi-company through System Options Maintenance
(MENU XAFILE).

Key the valid company number.

NoTE: You can only enter bank transactions for the bank accounts
defined for the company selected for a given group.

Default Value: The default company defined through Security Maintenance
(MENU XASCTY) if one has been defined; otherwise, this is the default
company defined through System Options Maintenance (MENU XAFILE)

Valid Values: Any valid company number that has been created through
Company Name Maintenance (MENU XAFILE)

(N 2,0) Required
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Bank Account Transaction Group Control Entry Screen Fields and Function Keys

Field/Function Key

Group Id

Description

This field represents the group ID to be associated with the transaction
group.

If you are in add mode, key the desired group ID to be associated with the
transaction group you are creating. Once you create a group, this group ID

will display on the top portion of the Bank Account Transaction Groups
Screen (p. 11-3).

If you are in change mode, key the desired group ID associated with the
transaction group you want to maintain. The group’s description and the G/L
posting date are automatically filled in for you with the previously defined
information.

Valid Values: If in add mode, any characters that do not represent an existing
group ID; if in change mode, an existing group ID.
(A 5) Required

Description

Use this field to enter a description of the group ID. This description should
be indicative of the group of entries to be entered within this transaction

group.

Key the desired description to be associated with this group ID.

If you are in change mode and entered a group ID, this field is automatically
filled in for you. You may change it, if desired.

(A 30) Required

Transaction Date

This field reflects the date that transactions will be entered into this
transaction group.

Key the appropriate date or accept the default system date.

NoTe: Changing this date will not affect the transactions that
currently exist within this group.

Default Value: The current system date. Key the date using the Default Date
Format for this user, specified through Register User IDs (MENU XACFIG),
or if that field is blank, key the date using the system’s Default Date Format
specified through System Options Maintenance (MENU XAFILE)

Default Value: (N 6,0) Required
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Bank Account Transaction Group Control Entry Screen Fields and Function Keys

Field/Function Key

GL Posting Date

Description

Use this field to enter the date to be used for general ledger transactions
generated by the posting of this group.

Key the appropriate date.

If you are in the change mode and entered a group ID, this field is
automatically filled in for you. You may change it, if desired.

Valid Values: A valid general ledger date that has been set up within the
General Ledger Calendar File (MENU GLFIL2). Key the date using the
Default Date Format for this user, specified through Register User 1Ds
(MENU XACFIG), or if that field is blank, key the date using the system’s
Default Date Format specified through System Options Maintenance
(MENU XAFILE).

(N 6,0) Required

Period This field appears only after a GL posting date is entered.
Once a general ledger posting date has been entered in the GL Posting Date
field, this field displays the posting period.
Display

F3=Exit Press the F3=Exit function key to exit the option and return to the menu.

F4=Job Template List

The F4=Joe TempLaTE List function key displays on this screen only when you
access this screen through the Post Bank Acct Trn menu option (MENU
APMAIN).

Press the F4=Jos TempLaTE Lis function key to display the Job Template List
Screen, where you can review a list of existing job templates that have been
created for a Bank Account Transaction Post job.

Refer to Job Template Maintenance (MENU XAFILE) in the Cross
Applications User Guide for further details.

F12=Return Press the F12=ReTurn function key to return to the Bank Account Transaction
Groups Screen (p. 11-3).
Enter Press the Enter key to confirm your selections. The Bank Transactions

Selection Screen (p. 9-9) will appear.

Additionally, depending on your selections in the Job Template and Modify
Selections fields on this screen, various job template screens may or may not
display once you press Enter. For details about job template screens, refer to
Job Template Maintenance (MENU XAFILE) in the Cross Applications
User Guide.
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Bank Account Transaction Edit List

APGIOC  03/22711 17.19.34 BANK ACCOUNT TRANSACTION EDIT LIST AM/APDEHD  PAGE 1
01-A & C Office Sul:p]y
HISC-Miscel 1ansous Cash Entries

Posting Date - 09/25/11

From Bank or Offset GL Acct and Errors

Bank Account/Name Trn Date Transaction Trn Amount  Div-Account-Sub Line
CHK-874129 Checking Account - Chicage  09/22/11  Transfer 10,000.00 SAV-87412  Savings Account - Chicago 3
FRA-322400 French International Bank 09/22/111  Deposit 184,312.00 FRE 001-0001000-000 Cash i
5.994743 FRE Per USH 3,169.43 US§
09/22/111 Wi thdraw 10,000.00 FR@ 001-0001000-000 Cash 2
.894514 FRE Per USH 1,690.69 U5

Since option 7 - Bank Acct Trn Edit List (MENU APMAIN/MENU ARMAIN) is not a required
option, when a posting is submitted to the Transaction Processor, the edit process is always run. If
errors are found, the posting is canceled.

Use this listing to review the bank transactions which have been entered within the selected group. If
an error has been detected, it will print on this listing so that you may correct the error before posting
general ledger transactions. Therefore, be sure to run this report prior to the posting process.

If a suspended General Ledger account is detected during the edit, a message will appear on this report
notifying you that the account has been suspended.

NoTe: You will be notified that an account is suspended only if that account is the To
account used in a transaction. If the account that funds were transferred from is
suspended, a warning message will not appear on this report.

This listing prints alphabetically by bank, and line numbers are as entered on the Bank Transactions
Selection Screen (p. 9-9).
When International Currency is installed:

» Transactions for foreign currency bank accounts will print the foreign currency values associated
with the transaction.

« Any exchange fee amount associated with the transaction will print in the company’s local
currency.
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Bank Account Transaction Edit List

Report/Listing Fields

Headings

Description

Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation 1D, User 1D, and page
number.

Summary of the selection criteria prints in the center of the headings area
followed by the individual field headings.
The company number and name are also printed.

When this report is generated from option 8 - Post Bank Acct Trn
(MENU APMAIN/MENU ARMAIN), the heading will show the
G/L Posting Date selected for this group.

Bank Acct/Name

The bank account number and its description.

Tran Date

Transaction date specified on Bank Account Transaction Group Control
Entry Screen (p. 11-6)

Transaction

Identifies the type of transaction: Deposit, Withdrawal, or Transfer.

Trn Amount

The amount of the deposit, withdrawal, or transfer transaction.

When International Currency is installed, transaction amounts for
foreign currency bank accounts will print in the applicable currency, with
the foreign currency symbol printed to the right of each amount. The
local currency equivalent value will print below each amount, with the
symbol for the company’s local currency printed to the right.

From Bank or Offset GL
Acct and Errors

For transfer transactions, the FROM bank account of the transaction. For
deposits and withdrawals, the G/L account number and description for
the transaction.

Line

The line number of the transaction.

Exchange Fees

When International Currency is installed, the exchange fees associated
with each transaction will be posted as general ledger transactions to the
exchange fees account and will print on this report below the account
number and name.

Exchange Rates

When International Currency is installed, an exchange rate for each bank
account transaction will be calculated and will print on this report below
the transaction date.
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Bank Account Transactions Journal

APGI0E 09/22/41 47.19.39

Posting Date - 03/25/11
Bank Account/Name

CHK-874129 Checkin? Account - Chican

FRA-322100 French International Ban

SAV-87412 Savings Account - Chicago

BANK ACCOUNT TRANSACTIONS AN/APDEMO  PAGE ¢
01-A & C Office SuEply AlnIT# 1
HISC-Hiscel Tanagus Cash Entries
Type  Ref  Source  Div-Account-Sub Debit  Credit
Trn CJO0G-00003 TRANS-IN  003-0001000-000 10,000.00
Dep CJO0G-00001 DEPOSIT  001-0001008-000 #,161.43
Dep CJO0G-00002 DEPOSIT  001-0001000-000 16143
Htﬁ (J00G-00005 WITHORAWL 001-0001006-000 1,690 .69
Wth CJ00G-00006 WITHORAWL (001-0001000-000 1,690.69
Trn CJO0G-00004 TRANS-OUT 003-0001000-000 10,000.00

This report prints following your responses on the Report Options Screen. Refer to Cross Applications

User Guide for details about

this screen).

This report provides an audit trail for the posting process, printing transaction information for each
posted transaction group. Retain this report in sequential order by audit number; this allows you to
maintain sequential records of your A/P bank account transactions.

Bank Account Transactions Journal

Report/Listing Fields

Headings

Description

Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation 1D, User 1D, and page
number.

Summary of the selection criteria prints in the center of the headings area
followed by the individual field headings.

The company number and name are also printed.

AUDIT #

The audit number of this journal. This number is assigned to this report
to indicate the sequence in which this group was posted.

Bank Account/Name

The name and number of the bank for which this bank account
transaction group has been posted. This report is primarily sequenced by
the bank account.

Type

The type of bank account transaction that occurred. This may be one of
the following:

» Deposit
o Withdrawal
e Transfer
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Bank Account Transactions Journal

Report/Listing Fields
Ref

Description

Use this field to reference transactions. This is the Journal Reference
Number which is assigned during the G/L Transaction Post. This number
consists of two segments:

« the Journal Number, and
» the Segment Number.

The Journal Number is the same for all transactions within a transaction
group. The first two characters are “CJ,” which represent the Cash
Journal; the last three characters are a sequentially assigned number for
the bank account transaction group.

The Segment Number is incremented by 1 for each transaction within the
Journal Reference Number. If there are 20 transactions, transactions are
assigned Segment Numbers of 1 through 20.

The G/L Transaction Post Journal will print sequentially by Journal
Number.

Source

The transaction source in General Ledger: Deposit, Withdrawal or
Transfer.

G/L Account Number

The number of the G/L Account that has been specified for this bank
account transaction. This is the account that is updated when a
transaction occurs.

(Deposit Amount)

This field prints the amount of funds actually deposited into the foreign
bank account.

Exchange Fees

This field prints the amount of the exchange fee incurred through the
deposit.

(Credit Amount)

This field prints the total amount of the transaction. This amount is
credited to an account you select to offset the deposit.

Debit

The debit amount of the bank account transaction.

Credit

The credit amount of the bank account transaction.
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G/L Transaction Post Report (AP610D)

APG10D 10/03/00 141.06.33 G/L TRANSACTION POST REPORT T{/APDEHO  PAGE 1
*tt REPORT ONLY *#¢ 1-A & C 0ffice Supply
Group Type - General Journal Posting Date - 10/02/00

Jral Ref# Div-Account-Sub Trans Desc Type/Date Debit Credit
CJ 0001 004-0004000-000 J 1000200 1,000.00
G 0002 004-0004000-000 J 10002100 1,000.00
CJ 0003 004-0004007-000 J 1000200 2,000.00
CJ 0004 004-0004000-000 J 10/02/00 2,000.00
Conpany Totals: 3,000.00 3,000.00

Final Totals:

This report is printed when you press Enter on the Report Options Screen if the A/P to G/L field or the
A/R to G/L field is set to R through Company Name Maintenance (MENU XAMAST). Refer to the
Cross Applications User Guide for information about the Report Options Screen. For a description of
the fields on this report, refer to the G/L Transaction Post Journal in Post Transactions (MENU
GLMAIN) of the General Ledger User Guide.

If the A/P to G/L or the A/R to G/L field is set to Y and debits and credits are not equal for the
transactions, the following message is printed on the report:

DEBITS AND CREDITS ARE NOT EQUAL

Out of Balance has been retained as GL Transaction group XXxxx

XXxxx is the group ID that you can use to correct the transaction group through Transaction Entry

(MENU GLMAIN). A journal number is also assigned to the group at this time, however, only the
journal type will print on this report. This journal number will be used when the corrected group is
posted.

If the A/P to G/L field or the A/R to G/L field is set to R through Company Name Maintenance
(MENU XAMAST), the message will print for out-of-balance transactions, however, the data for the
out-of-balance transactions will not be retained for correction.

The total debits and credits print at the end of the report on the line marked Company Totals.
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G/L Transaction Post Report

GL13D 08/22111 17.49.%7 G/L TRANSACTION POST REPORT ANIAFOEHD  PAGE

01-A & C Office Supply AUDIT O. 309

Posting Date - 09/25/11
Jrolé-Refé  Div-Account-Sub Trans Desc  Type/Date Debit  Credit Source  Project
(J006-00001 001-0001008-000 Cash - French Francs  deposits J 0912211 H 16143 DEPOSIT
(J006-00002 D04-0001000-000 Cash SAV-321006 deposits J 0912111 H,161.43 DEPOSIT
(J006-00003 003-0001000-000 Cash SAV-B7412 for 6 month CD J 09/22/11 10,000.00 TRANS-IN
(J006-00004 D03-0001000-000 Cash SAV-B7412 for 6 month CD J 09/22/41 10,000.00 TRANS-0UT
(J006-00005 D01-0001008-000 Cash - French Francs J 0912211 1,690.69 WITHDRAWL
(J006-00006 DQ1-0001000-000 Cash SAV-321006 J 0912111 1,690.69 WITHDRAWL
Reqular Entry Totals: B Transaetians 42,852.12
42 §52.12

This journal prints if you selected to update G/L accounts through the G/L Transfer Menu (MENU
GLXFER); refer to the G/L Interface User Guide for more information.

This report always prints when a transaction group is posted in G/L, and it lists each detail transaction
that was posted. Use this report as your record of the transactions posted to G/L. The report is sorted by
journal reference number; meaning, the order in which the transactions were keyed. For further details
about this report, refer to it as described for Post Transactions (MENU GLMAIN) in the General
Ledger User Guide.

NoTE: The Jrnl#-Ref# field on this report for voucher posts starts with the prefix CJ for
all bank account groups. This indicates that the transaction group posted in G/L is
from a bank account group and is posted as the Cash Journal.
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crarter 12 USING the Accounts Payable Inquiry 12

The A/P Inquiry option on the Accounts Payable Main Menu (MENU APMAIN) allows you to access
information about any invoice and payment that has been processed through A/P. You may key
comments for a vendor or invoice. These comments may be printed on the check remittance advice
(MENU APREPT), or used for the A/P inquiry only. And you may, with proper authority, select a
specific invoice and create, edit and post a G/L transaction redistribution group.

Accounts Payable Inquiry

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title

Accounts Payable Inquiry Screen

Purpose

Use to provide limiting criteria for the invoices you
want to review.

Open/Paid Invoices Screen

Open/Paid Invoices Screen With
International Currency and Expanded Fields

Lists open/paid invoices for a vendor. Use to select an
invoice to review.

Vendor Information Screen

Displays vendor information. Use to add and review
vendor comments.

Vendor Performance Screen

Displays payment history information for a vendor.

Invoice Activity Screen

Displays activity for a specific invoice.

Invoice Comments Entry Screen

Displays invoice comments. Use to add and review
comments.

Voucher Header Information Screen

Displays the voucher header information.
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Title

Voucher Transaction Selection Screen

Purpose

Use to review summary transactions and select to review
for more detail.

Voucher Adjustments Screen

Use to review all voucher adjustment details that
currently exist for this voucher.

Voucher Transaction Review Screen

Displays more detail for G/L accounts charged and other
transaction specific data for this voucher.

Redistribute Accounts Screen

Use to make adjustments to the selected posted voucher
entry.

End Voucher Information Screen

Displays totals, due dates, and discount information.
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Using the Accounts Payable Inquiry

Accounts Payable Inquiry Screen

Company? [11 A & C Office Supply
Yendor:
Ir Mo:
Amount
Youcher:
Checlk Mao:
Our PO Ho:
Show Open: ¥ Paid: ¥ (¥, M)

Businezs Unit?

ACCOUMTS PAYABLE TWQUIRY

F3=Exit

This screen appears after selecting option 10 - Accounts Payable Inquiry from the Accounts Payable
Main Menu (MENU APMAIN). This screen is used to select a vendor and/or invoice and enter other
selection criteria for the invoices you want to inquire about.

Accounts Payable Inquiry Screen Fields and Function Keys

Field/Function Key

Company

Description

This field appears only if the Multi Company field is set to Y through System
Options Maintenance (MENU XAFILE).

Key the company number for which the A/P Inquiry is performed.
Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is

the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE).

(N 2,0) Required

Vendor

This field is optional if you key an invoice number in the Inv No field,;
otherwise, it is required.

The number of the vendor on whose invoices you would like to inquire. You
can use the Find field to search for the vendor number if you do not know it.

(A 6) Required/Optional
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Accounts Payable Inquiry Screen Fields and Function Keys

Field/Function Key

Description

Find This field is used to search for a vendor.
Key a complete or partial vendor’s name and press Enter. A list of all
vendors whose name contains the keyed text will display for selection.
(A 40) Optional

City This field is used to search for a vendor.
Key the name or partial name of the mailing address city of a vendor. You
must also have keyed at least one search word in the Find field. This narrows
the results of the search to vendors of the specified name and city.
(A 8) Optional

Inv No This field is optional if you key a vendor number in the Vendor field,;
otherwise it is required.
Use this field to limit the invoices in the inquiry by a specific invoice
number.
Key a complete or partial invoice number.
(A 15) Required/Optional

Date A range of invoice dates to be used to filter the transactions for the selected
vendor. Use these fields to search for an invoice based on the invoice date.
Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified
through System Options Maintenance (MENU XAFILE).
(2 @ N 6,0) Optional

Amount A range of invoice amounts to be used to filter the transactions for the
selected vendor. Use these fields to search for an invoice based on the total
invoice amount.
(2 @ N 15,2) Optional

Voucher Use this field to limit the invoices in the inquiry by a specific voucher

number.
(A7) Optional
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Accounts Payable Inquiry Screen Fields and Function Keys

Field/Function Key
Check No

Description

The check number that was used to make payment to the selected vendor.

If you key a check number, the Bank Accounts List Screen (p. 9-13) will
appear where you may select the bank account of the specified check that
you want to inquire on. The invoice paid with this check number for the bank
account selected on the Bank Accounts List Screen (p. 9-13) will appear on
the Open/Paid Invoices Screen (p. 12-7).

NoTE: To view multiple vendors for a specific check, you must key
the vendor number and the check number on the Accounts
Payable Inquiry Screen (p. 12-3).

(N 9,0) Optional

Our PO No

The purchase order number for an invoice.

Key the complete or partial purchase order number for the invoice that you
want to display on the Open/Paid Invoices Screen (p. 12-7).

(A 25) Optional

Show Open

Used to determine if the Open/Paid Invoices Screen (p. 12-7) should initially
display paid invoices.

Key Y toinitially display only open or all invoices for this vendor.
Key N to initially display only paid invoices for this vendor.
Default Value: Y

Valid Values: Cannot be N if Show Paid is N
(A1) Required

Paid

Used to determine if the Open/Paid Invoices Screen (p. 12-7) should initially
display open invoices.

Key Y to initially display only paid or all invoices for this vendor.
Key N to initially display only open invoices for this vendor.
Default Value: Y

Valid Values: Cannot be N if Show Open is N
(A1) Required

Business Unit

The business unit code used for selecting A/P liability or expense accounts.
Business unit codes (keyed during voucher entry) may be used to determine
to which account a transaction is posted.

Key the desired code to limit the invoices on the Open/Paid Invoices
Screen (p. 12-7).

Valid Values: Any business unit defined through Business Units
Maintenance (MENU APFILE)

(A 2) Optional

F3=Exit

Press F3=ExiT to exit the option and return to the menu.
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Accounts Payable Inquiry Screen Fields and Function Keys

Field/Function Key

Enter

Description

Press Enter to confirm your selections.

If you keyed search words, the Vendor Search Screen will appear. Refer to
the Cross Applications User Guide for an explanation of this screen.

If you keyed a check number, the Bank Accounts List Screen (p. 9-13) will
appear.

If you did not key a check number, the Open/Paid Invoices Screen (p. 12-7)
will appear.
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Open/Paid Invoices Screen

ELSICAREE LITTLE ITALY RESTAURAMT SUPPLY OPEWNAPAID TWYOQICES
Leaning Tower Office Park Bus Unit:
345 Michaelangelo Way Tot Open: 23662500
District of the ¥atican Last Pay: 9527716 Check Ho: 13
Amount: 287,394, 80
Rome, Italy 12345-3789 ITA
Terms: WET 3@
Iny Date BF HC C Dys  Check Ho
1 234 TAO2S16 23662500 10z
2 233 TAOLAE 287,394,088 F aa 13 9527
3 298347 TAO1S16 100, 008,80 F 32 5 &8SB2
Last
Selection: Fii=Loc Curr
Fz=0nen F3=Exit FS=¥nd Infa Fa=¥nd Perf F1z=Return

Open/Paid Invoices Screen With International Currency and Expanded

Fields
@1sIC1EEE LITTLE ITALY RESTAURANT SUPPLY OPENSPAID IWYOQICES
Leaning Tower Office Park Bus Unit:
345 Michaelangelo Way Tot Open: 236,625, 00
District of the Vatican Last Pay: 9/27/16 Check Hao: 13
Amount: 287,394, 0@
Rome, Italy 12345-3789 ITA
Terms: MET 3@
Checlk DE
Inw Date Due B HC C Dys Check No
1 234 TARZ2/16  &/B1716 236,625,080 102
2 233 TAOLA1E Tr3I1F1E 287,394,000 F aa 95275416
13
3 298347 TAOLAAE  Tr3ILA1E lap, @oE, 00 F 3z g/024516
5
Last
Selection: Fii=Loc Curr
F2=0pen Fa=Exit F5=¥nd Info F9=¥nd Perf Fl1z=Return

This screen appears after you press Enter on the Accounts Payable Inquiry Screen (p. 12-3) or Bank

Accounts List Screen (p. 9-13).

If you keyed a vendor number in the vendor field on the Accounts Payable Inquiry Screen (p. 12-3),
this screen displays the open/paid invoices for the specified vendor.
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If you keyed an invoice number in the Inv No field but did not key a vendor number in the Vendor field
on the Accounts Payable Inquiry Screen (p. 12-3), this screen displays a list of invoices associated with
that invoice number regardless of the associated vendor. Select a transaction from the list to display
specific invoice information for that associated vendor.

If you keyed a vendor number and a check number and the check number keyed is not valid for this
vendor, the last check issued to the vendor will display in the fields at the top of the screen with no
detail displayed at the bottom.

When you are reviewing the assignee vendor by keying the assignee number in the Vendor field on the
Accounts Payable Inquiry Screen (p. 12-3), the vouchers that display are only for the assignee vendor
and are not multi-vendor check transactions.

W
m

en this screen is accessed from AP Payment Detail Screen (p. 13-10), and the selected check is a
e % P et Bior 10

ti-vendor check, the screen heading will ay Multi-Vendor

Open/Paid Invoices Screen Fields and Function Keys

Field/Function Key Description

(Company Number) The company number for the invoice transaction.

If you keyed an invoice number (or partial invoice number) on the Accounts
Payable Inquiry Screen (p. 12-3), that value will be displayed with the
company number.

Display

(Vendor Numberand  The vendor number and name for the invoice transactions.
Name) Display

Open/Paid Invoices/  The screen title is the invoice status (open or paid) being shown. Use the

Open Invoices / F2=0pen / F2=Paip / F2=ALL key to toggle between displaying open invoices,
. . paid invoices, or all invoices.
Paid Invoices _
Display
Asg This field only displays when an assignee has been specified for the vendor;

a 'Y appears in Asg field in the upper left corner of the screen.
When F6=Vnp Appr is shown, the assignee vendor number and name display.

When F6=Asc Abpr is shown, Asg: Y displays.
Display
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Open/Paid Invoices Screen Fields and Function Keys

Field/Function Key

Description

(Vendor Address) Vendor’s payee name, address, and country code as specified through
Vendors Maintenance (MENU APFILE or MENU POFILE) including the
zip/postal code and country code.
When F6=Vnp Apbr is shown, the assignee vendor and address are displayed
below the vendor payee name.
When F6=Asc Appr is shown, the vendor payee name and address are
displayed.
Display

Bus Unit This field displays the business unit code assigned to the voucher.
Display

Tot Open The total amount of open invoices for this vendor.

When International Currency is installed, if the vendor’s trading currency
differs from the company’s local currency, use the F11=Loc Curr / F11=TRrD
CURR to toggle between displaying the total open amount in the vendor’s
trading currency and the company’s local currency.

Display

Last Pay The most recent date on which a payment was made to this vendor, from any
of the available bank accounts or by a credit card payment.
Display

Check No The number of the check with which the last payment to this vendor was
made.
Display

Amount The amount of the last payment made to this vendor, from any of the
available bank accounts or by a credit card payment.
When International Currency is installed, if the vendor’s trading currency
differs from the company’s local currency, use the F11=Loc Curr / F11=TRrD
CURR to toggle between displaying this amount in the vendor’s trading
currency and the company’s local currency. The currency symbol displays
and toggles with the Inv/Open Amt field heading.
Display

Terms Standard payment terms for this vendor.

Display

Invoice Number

The original invoice number keyed during VVoucher Entry.
Display

Inv Date

The date of the original invoice.
Display
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Open/Paid Invoices Screen Fields and Function Keys

Field/Function Key

Due

Description

This field displays the date on which payment is due. This date displays in
MM/DD format.

If you are using expanded fields [as defined with Expanded Field Use
(MENU XAFIL2)], this date displays as xx/xx/xx format using the Default
Date Format for this user, specified through Register User IDs (MENU
XACFIG), or if that field is blank, the date displays using the system’s
Default Date Format specified through System Options Maintenance
(MENU XAFILE).

When International Currency is installed, this field appears only when the
Fll=Loc Curr/ F11=Trp CURR Key appears as F11=Trp Curr. If you are also
using expanded fields, the full date field will display regardless of the
Fll=Loc Curr/ F11=TrD CUrRr toggle.

Display

Inv/Open Amt

This is the invoice amount that is open for payment, or for fully paid invoices
it is the amount that has been paid.

For open invoices (the P field is blank) or partially paid invoices (the P field
displays a P), this field displays the amount remaining to be paid. For fully
paid invoices (the P field displays an F), this field displays the total invoice
amount that has been paid.

When International Currency is installed, if the vendor’s trading currency
differs from the company’s local currency, use the F11=Loc Curr / F11=TRD
Curr 10 toggle between displaying this amount in the trading currency and
the local currency. Notice that the appropriate currency symbol displays as
part of the Inv/Open field heading replacing the Amt value.

If you are making payments with checks drawn upon a local currency bank
account, the local currency equivalent is calculated according to the current
exchange rate of the payable. If you are making payments with checks drawn
upon a foreign currency bank account, the local currency equivalent is
calculated according to the current exchange rate of the bank account.

Display

The type of payment made for this invoice. An F displays in this field when
the invoice is paid in full; a P displays in this field if partial payment has
been made. This field is blank for open invoices.

Display

HC

The hold code, if the invoice is held for payment.
Display

If a comment has been entered for this invoice, a Y displays in this field;
otherwise, this field is blank.

Display
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Open/Paid Invoices Screen Fields and Function Keys

Field/Function Key

Dys

Description

The number of aging days for this invoice.

For open invoices, aging days are calculated based on the option Inquiry
aging option on A/P Company Options Maintenance Screen 2 (p. 49-10).

The number of days for paid invoices is a calculation that also is based on
your selection to Age paid invoices based on invoice date or due date on A/
P Company Options Maintenance Screen 2 (p. 49-10).

NoTE: A - (negative sign) will display after the number of days
if this invoice was paid prior to the due date.

Refer to those screens for details and examples regarding the differences in
the calculation of the number of days.

Display

Check No

The number of the check that was used to make partial or full payment for
this invoice. When multiple payments have been applied, this will be the last
check number posted for the bank account selected for that payment.

Display

Check Dt

The check date, displayed in MM/DD format for the corresponding check
number.

If you are using expanded fields [as defined with Expanded Field Use
(MENU XAFIL2)], this date displays as xx/xx/xx format using the Default
Date Format for this user, specified through Register User IDs (MENU
XACFIQ), or if that field is blank, the date displays using the system’s
Default Date Format specified through System Options Maintenance
(MENU XAFILE).

Display

Selection

Key the reference number that displays to the left of the invoice or vendor for
which you want to display detail and press Enter. The Invoice Activity
Screen (p. 12-21) will appear.

(N 2,0) Optional

F2=0Open/F2=Paid/
F2=All

F2=0pren / F2=Paip / F2=ALL i used as a toggle to display open invoices, paid
invoices, or both paid and open invoices.

Use to change the display as follows:

» F2=0pen - Open and paid invoices are currently displayed. Press to
display open invoices only.

» F2=Paip - Open invoices are currently displayed. Press to display paid
invoices only.

» F2=AuL - Paid invoices are currently displayed. Press to display open and
paid invoices.
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Open/Paid Invoices Screen Fields and Function Keys

Field/Function Key

F3=Exit

Description

Press F3=ExiT to exit the option and return to the menu.

F5=Vnd Info

F5=Vnp InFo appears only if you keyed a vendor number in the vendor field
on the Accounts Payable Inquiry Screen (p. 12-3).

Press F5=Vnp InFo to display detailed vendor information, including
comments. The Vendor Information Screen (p. 12-14) will appear.

F6=Asg Addr/

F6=Asc Appr appears only if you keyed a vendor number in the Vendor field

F6=Vnd Addr on the Accounts Payable Inquiry Screen (p. 12-3).
If this vendor has an assignee, press F6=Asc Appr to alternate the display of
the address between assignee and vendor.

F9=Vnd Perf F9=Vnp Perr appears only if you keyed a vendor number in the Vendor field

on the Accounts Payable Inquiry Screen (p. 12-3).

Press F9=Vnp Perr to display payment history information for the selected
vendor. The Vendor Performance Screen (p. 12-19) will appear.

F11=Loc Curr/
F11=Trd Curr

Fll=Loc Curr/ F11=Trp Curr ONly displays when International Currency is
installed and only when the trading currency is different from the local
currency and you keyed a vendor number in the Vendor field on the
Accounts Payable Inquiry (p. 12-1).

Press F11=Loc Curr to display all amounts in the local currency. The local
currency symbol will appear as part of the Inv/Open field heading and the
Due field will appear.

Press F11=Tro Curr to display all amounts in the trading currency. The
trading currency symbol will appear as part of the Inv/Open field heading
and the Due field will disappear.

F12=Return

Press F12=Return to exit from this option and return to the menu.

F13=Nxt Vnd

The F13=Nx1 Vno Will only display when this screen is accessed from the
Bank Account Inquiry Transaction History Screen (p. 13-6) for payment
transactions that involve multiple vendors. When an assignee payment has
multiple vouchers for multiple vendors, use F13=Nxt Vnp to display the
voucher information that was paid for the next vendor in the check
processing run.

When the last vendor for this check number has been displayed, the F13=Nxrt
vnp will loop back to the first vendor displayed.
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Open/Paid Invoices Screen Fields and Function Keys

Field/Function Key

F14=Vendor Name /
F14=Vendor No/Date /
F14=Invoice Number

Description

F14=VenDOR NaME / F14=VeENnDoR No/DATE / F14=Invoice Numser appears only if
you did not key a vendor number in the vendor field but did key an invoice
number (or partial invoice number) in the Inv No field on the Accounts
Payable Inquiry Screen (p. 12-3).

Totoggle, press

» F14=Venpor Nawme to display the list of vendor’s names

* F14=Venpor No/DaTe to display the vendor’s number and invoice date
» Fl4=Invoice Numser to invoice number and invoice date.

Enter

Press Enter to confirm your selections. The Invoice Activity Screen (p. 12-21)
displays for the selected invoice or vendor.
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Vendor Information Screen

Yendor: 100 SHARP IWTERMWATIOMAL CITY WIDE
Azsign: ¥
100 East Street
BLD 152F SE
Unit 6391
Chicago IL
Sort Wed: SHARP INMTE 1099 Reqd: YES

Fed'l ID: FEDID1GO
State ID:

Force Dsc: WO
Sep Check: MO

Terms: Het 10 test janet

YENDOR IMFORMATION

Bob Smith
Phaote:
Ext: GEEA
Fax:
Ext: GO
BdRA4-3374  USA
Pay Days/Pty: 33 7 £
Urg DayssPty: BB 7 1
Fed ID Tupe:
1099 Coe: 13

Excess golden parachute pauments

AP Clazs: Dzo PotsDays: 11,110 4 4
Hold Cd: lzer Area: ap uzer area
Tupe Comment Rewiew
enter phone number
Lazt
Sel:
Tupe = =3 Rww: .,

Fe=A=g Addr F12=Return

This screen appears after you press F5=Vnb InFo on the Open/Paid Invoices Screen (p. 12-7).This screen
displays detailed information about the selected vendor and allows you to add and review comments
for this vendor.

Vendor Information Screen Fields and Function Keys

Field/Function Key Description

Vendor The Vendor Number followed by the vendor’s payee hame, address, zip/
postal code, and country code as specified through Vendors Maintenance

(MENU APFILE or MENU POFILE).

The Assign field will only display if the payee vendor has an assignee
vendor. Use the F6=Asc Abbr / F6=VND AppR t0 toggle the payee vendor
information with the assignee vendor, the assignee vendor’s name, address,
telephone number, fax number and A/P contact person.

Display

Assign The Assign field will only display if the payee vendor has an assignee

vendor.

Use F6=Asc Apbr / F6=VnD AppR t0 toggle the payee vendor information with
the assignee vendor, the assignee vendor’s name, address, telephone number,
fax number and A/P contact person.

Display
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Using the Accounts Payable Inquiry

Vendor Information Screen Fields and Function Keys

Field/Function Key

(A/P Contact Person)

Description

The name of the A/P Contact and the telephone number with the country
access code and the extension and the fax number with the country access
code and the extension as specified through Vendors Maintenance (MENU
APFILE or MENU POFILE). This field will toggle with the F6=Asc Aoor /
F6=VnD ADDR Key.

Display

Sort Wrd

The characters defined for sorting this vendor.
Display

1099 Reqd

Indicates if a 1099 form is normally required for this vendor.
Display

Pay Days/Pty

The vendor’s standard payment days and default payment priority.
Display

Fed’l ID

The display of this field is based on your authorization to Allow Access to
Federal Tax ID in Application Action Authority (MENU XASCTY). If you
are not authorized, the field will display asterisks. If you are authorized, the
un-encrypted federal tax identification code will display.

The vendor’s federal tax identification number.

Display

Force Dsc

The vendor’s default force discount code.
Display

Urg Days/Pty

The vendor’s urgency payment days and urgency payment priority.

Display

State ID The vendor’s state tax identification number.
Display

Sep Check The default separate check code for this vendor.

Display
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Vendor Information Screen Fields and Function Keys

Field/Function Key
Fed ID Type

Description

This field identifies the Federal Tax ID Type, which defines the type of
taxpayer identification number the value in the Tax Id field is. This type is
determined by the IRS. Note that this field is a required field in the 1099
export file.

EIN (the IRS code for Employee Identification Number), which is a business,
organization, some sole proprietors or other entity account type, displays for
code 1.

SSN (the IRS code for Social Security Number), which is an individual,
including some sole proprietors account type, displays for code 2.

This field is blank if the Federal Tax ID Type cannot be determined.

Default Value: The value from the AP Vendor Master File ( ).
Display

Currency

This field only displays when International Currency is installed.

This field displays the currency code for the vendor’s trading currency as
defined in Vendors Maintenance (MENU APFILE and MENU POFILE).

Display

Default Exchange
Code

This field only displays when International Currency is installed.

This field displays the vendor’s default exchange code as defined in Vendors
Maintenance (MENU APFILE or MENU POFILE).

Display

1099 Cde

This field shows the code entered in the Dft 1099 Cde field in Vendor
Master Maintenance (Menu APFILE) for the selected vendor. This code
represents the IRS 1099 amount type to be used, by default, for this
vendor’s vouchers. The amount type description (from the Order Control
File ORCTL) appears immediately below this field for reference. Note the
description will be truncated if it exceeds 32 characters.

If a default 1099 Cde is assigned to the vendor, that code will default into
vouchers created for this vendor. If no default 1099 Cde is assigned to the
vendor, the default 1099 code set in the AP Company Options (Menu
APFIL2), if any, will be used for the vouchers created for this vendor
instead. If no default is set in either place, and no 1099 code is manually
assigned to a voucher, then the code representing the IRS 1099 amount
type of Nonemployee Compensation will be assumed

The 1099 Cde assigned to a voucher is consulted when 1099-MISC and/or
1099-NEC forms are generated to determine if that voucher’s value will be
included on those forms; the code representing Nonemployee
Compensation indicates the value will be included on a 1099-NEC form; a
code representing any other amount type indicates the value will be
included on a 1099-MISC form.

Display
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Vendor Information Screen Fields and Function Keys

Field/Function Key

Description

Terms The vendor’s payment terms in words to display on reports and forms.
Display

AP Class The AP Class in which this vendor is classified.
Display

Dsc Pct/Days The discount percentage and number of discount payment days offered by
this vendor (used for calculations).
Display

Hold Cd The default hold code used to hold vouchers for this vendor that cannot be
paid until the hold code is removed.
Display

User Area The user area specified for this vendor.

Display
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Vendor Information Screen Fields and Function Keys

Field/Function Key

(Vendor Comments)

Description

Up to four comments keyed for this vendor are displayed. If additional
comments exist, More... is displayed on the screen and you may scroll
forward to review all the comments. For each comment line, the following
are displayed:

» Reference Number: Use this number to select a comment to update or
delete by keying it in the Sel field on this screen.

» Type: The type of comment. This may be “Remit” (for remittance),
“Commit” (for commit), or blank.

« Comment: The 50 character comment text.

« Review: The review date of the comment.
Display

Sel

Use to select a vendor comment to change or delete. Key the Reference
Number corresponding to the applicable comment text.

Valid Values: 1 through 4
(N 1,0) Optional

Type

When keying a comment, you may specify the comment for the remittance
advice as a commitment comment, or as a comment used only for the A/P
Inquiry.

Key R to print the comment on the remittance advice for all checks written to
this vendor.

Key C to specify the comment as a commitment comment. This indicates that
a promise has been made to this vendor. Commitment comments may be
printed on the Comment Action Report (MENU APREPT).

Leave this field blank to retain the comment for use with the A/P Inquiry
only.

Valid Values: R, C or blank

(A 1) Optional

Text

The text of the vendor comment. When adding a vendor comment, you are
required to key only the comment text in this field.

(A 50) Optional

Rvw

The review date used to classify comments by date. You may print
comments (for which a review date is keyed) on the Comment Action Report
(MENU APREPT) for a range of review dates.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Optional
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Vendor Information Screen Fields and Function Keys

Field/Function Key
F6=Asg Addr/

Description

F6=Asc Apor appears only if the vendor being inquired on has an assignee

F6=Vnd Addr vendor keyed in the Assignee field in Vendors Maintenance (MENU
APFILE or MENU POFILE).
Use F6=Asc Apbr to toggle and display the vendor information for the
assignee vendor has an assignee. Press F6=Vnp Abpr to display the vendor
information for the payee vendor.

F12=Return Press F12=ReTurn to return to the Open/Paid Invoices Screen (p. 12-7).

F24=Delete F24=DeLeTe appears only after you select a comment to be edited or deleted
(using the sel field).
Press F24=DeLeTe to delete the selected comment.

Enter The Enter key serves several purposes:

After keying a comment’s Reference Number in the Sel field, press Enter to
select the comment to be changed.

After keying text in the Text field, press Enter to refresh the screen. The text
appears in the comment column above.

When you are done entering comments, press EnTer to save your entries.
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Vendor Performance Screen

1=t Youch:
L=t Vouch:

High Bal:
Avg Payment

fear: ZHHY

Cosendor: 01100

4,/03/08
1510

Lzt Paymt: 122709

G413505
Amount

Jan
Feh
Mar
Apr
May
Jun
Jul
Aug
Sep
Ot
i
Dec

SHARF IMTERMAT IOMAL YEMDOR PERFORMAMCE
Tot Opns 174,390, 29
1,734.596- Check Ho [- 30: 97,565 90
415,61 IS 31- BO: 7, 604,39
153,865, 14 B1- 90: T2, Tha. 44
46,712,759 O 9002 L
Avg Payment Days - Lzt 3 Pmts: 33 To Date: 31
HTD Vouchers Y10 Youchers
16,533, 00 16,533, A6
45,303, 90 Ei,5836.90
a7, 799,87 114,596, 77
I6,739.35 151,336.1%
a9,413.96 736, Ta0. 05
1,496,972 FoE, 247,00
ae, 99, 55 339,237.95
#5,153.76 364,391, 31
af,101.69 457 493, 00
4[, 367 . 6T 497 G860, 6T
7,415 61 567,796, 26
BT, 296, 25

F3=Exit F1Z=Return

This screen displays payment history information for the selected vendor. Access this screen by
pressing F9=VnoPerr 0N the Open/Paid Invoices Screen (p. 12-7).

Vendor Performance Screen Fields and Function Keys

Field/Function Key Description

Co/Vendor The company number and vendor number and name for which the MTD/
YTD voucher performance data is being shown.
Display

1st Vouch The posting date of the first voucher processed for this vendor.
Display

Lst Vouch The posting date and amount of the most recent voucher posted for this
vendor.
Display

Lst Paymt The check date and amount for the most recent payment made to this vendor.
The check number is displayed in the Check No field.
Display

High Bal The date and amount of the highest open payable amount for this vendor.

Display

Avg Payment Amount

The average amount of each payment made to this vendor (the total monetary
amount of payments divided by the total number of payments).

Display
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Vendor Performance Screen Fields and Function Keys

Field/Function Key

Description

Avg Payment Days-  The average number of days required to make payments based on the last
Lst 3 Pmts three payments (the total number of days required to make the last three
payments divided by 3).
Display
Avg Payment Days-  The average number of days required to make payments to date (the total
To Date number of days required to make payments divided by the total number of
payments made to this vendor to date).
Display
Tot Opn The total amount of open payable vouchers with this vendor.

Display

Aged Open Payables
Periods

These fields display the three aging periods that you have assigned to this
company in A/P Company Options Maintenance Screen 2 (p. 49-10), and one
aging period for payables that have been open longer than the longest aging
period. For each period, the remaining open payable total amount is
displayed.

Display

Year

The fiscal year for which month-to-date and year-to-date payment
information is displayed. Key a different fiscal year to display the year-to-
date and month-to-date information in the MTD Vouchers and YTD Vouchers
fields.

Default Value: The current fiscal year

Valid Values: A valid calendar year

(N 4,0) Required

MTD Vouchers

This column indicates the total amount of vouchers processed for this vendor
per calendar month, based on the invoice date on the voucher.

Display

YTD Vouchers

This column indicates the total amount of vouchers processed for this vendor
for the calendar year specified in the Year field, based on the invoice date on
the voucher.

Display

F3=Exit

Press F3=ExiT to exit the option and return to the menu.

F12=Return

Press F12=ReTurn to return to the Open/Paid Invoices Screen (p. 12-7).
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Invoice Activity Screen

(kR ojo] SHARP INTERMWATIONAL
Asg: ZHARF IMWTERMNATIONAL
100 East Street

IMYOICE ACTIWITY

Sue Johnston

Phone: 312-427-1121
Extn: 0OOOQ
Bus Unit:
Chicago IL Ad6Ed
Terms: 2% 10 Daus NET 30 Iny Noi B13598 Ych No: 4E6
PO Hao: Inv Amt: 218,59 Inw DL 15257514
Desc: Toner Cartridges Opn AmLt: 210.59 Due DL 2727514
Uzer: Dsc Awl: 4,21 Dsc DED 2707714
Orig User:
Irn Date Gross Disc Check Mo Het Src
1 Inv 21m, 549 4,21 206, 35
252514
Last
Selection: ||
F3=Exit FS=Comments FE=Last User FlB=%tart Fl12=Return

Invoice Activity Screen with International Currency Expanded Fields

A1/ICEAAE LE FRANCAIS WIMERY
Asg: LE FRAWCAIS WIMERY
8 Rue De Bruxcelles

IMYOICE ACTIWITY

Zuzanne Perot

F3=Exit FS=Comments FB=Last User

Centre Evolic Phone: 33 S56-T43-3660
Extn: 1600
Bus Unit:
Rhone-Alps, Bordeaux 187 GRY FRA
Terms: Net 3@ Inw Mol TT3633 Yoh Mol 4qz
PO No: Inv Amt: 117,27T2,522.88  Iny DL 12701715
Desc:  wines Opn AmL: LOE O Due DEDO12/531715
User: Dsc Avl: 08 Dsc DE:
Curr: FRF French Francs Orig User: APDEMO
Irn Date Gross Disc Check MNo Het Src
1 Invy 117,272,522.00 117,272,522.00
12701715
Pmt 117,272,522.00 117,272,522.00
12705715 BE1 P
Last
Selection: ||

Flo=%tart Fil=Loc Curr F1lZ=Return

This screen appears when you press Enter after selecting an invoice or vendor on the Open/Paid

Invoices Screen (p. 12-7). Use this screen to view activity for the selected invoice.
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Invoice Activity Screen Fields and Function Keys

Field/Function Key

(Company Number)

Description

The company number for the invoice transaction.
Display

(Vendor Number and
Name)

The vendor number and name for the invoice transaction.
Display

Asg

If this invoice transaction has been marked with an assignee vendor number,
the assignee vendor number and vendor name will display. If the assignee
vendor field is blank, the vendor’s payee name is displayed again without an
additional vendor number field.

Display

(Vendor Address)

Vendor’s address, zip/postal code, and country code as specified through
Vendors Maintenance (MENU APFILE or MENU POFILE). If the payee
vendor has been marked with an assignee vendor, the assignee vendor’s
name, address, zip/postal code, country code, and telephone number appear.

Display

A/P Contact Person

The name of the A/P Contact and the telephone number with the country
access code and the extension as specified through Vendors Maintenance
(MENU APFILE or MENU POFILE). If the payee vendor has been marked
with an assignee vendor, the assignee vendor’s A/P Contact and the
telephone number with the country access code and the extension appear.

Display

Bus Unit This field displays the business unit code assigned to the voucher.
Display

Terms The vendor’s payment terms in words to display on reports and forms.
Display

Inv No The original invoice number associated with this voucher.
Display

Vch No This voucher’s manually or system assigned voucher number.
Display

PO No The number of the purchase order associated with this voucher.

Display
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Invoice Activity Screen Fields and Function Keys

Field/Function Key

Inv Amt

Description

The amount of the original invoice.

When International Currency is installed, if the vendor’s trading currency
differs from the company’s local currency, use the F11=Loc Curr / F11=TRrD
Curr to toggle between displaying this amount in the vendor’s trading
currency and the company’s local currency.

Display

Inv Dt

The invoicing date of the original invoice.
Display

Desc

The description of the voucher.
Display

Opn Amt

The open amount of the invoice as of the last payment made to this vendor.

When International Currency is installed, if the vendor’s trading currency
differs from the company’s local currency, use the F11=Loc Curr / F11=TRD
CURR to toggle between displaying this amount in the vendor’s trading
currency and the company’s local currency.

Display

Due Dt

The due date for this voucher.
Display

User

The user area for this voucher.
Display

Dsc Avl

The amount of the purchases discount available to be taken when the voucher
is paid.

When International Currency is installed, if the vendor’s trading currency
differs from the company’s local currency, use the F11=Loc Curr / F11=TRD
CURR to toggle between displaying this amount in the vendor’s trading
currency and the company’s local currency.

Display

Dsc Dt

The discount date for this voucher.
Display
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Invoice Activity Screen Fields and Function Keys

Field/Function Key

Curr

Description

This field only displays when International Currency is installed.

This field displays the currency code and description for the vendor’s trading
currency as defined in Vendors Maintenance (MENU APFILE and MENU
POFILE).

When the F11 key appears as F11=Loc CURR, this field displays the currency
code and description for the vendor’s trading currency as defined in the
Vendor Master File.

When the F11 key displays as F11=TRrD CURR, this field displays the currency
code and description for the local currency.

Display

Orig User / Last User

The user ID of the user who created the voucher or the user 1D of the user
who last maintained the voucher. You can toggle this field using the Fé=Last
User / F6=0ORiG UsERr Key.

Display

(Reference Number)

The reference number of the transaction. The reference number displays to
the left of the Trn column.

Key this number in the Selection field to select this transaction for further
detail.

Display

Tm The type of transaction: Inv displays when a voucher is processed for an
invoice; Crm displays for a credit memo; Drm displays for a debit memo;
Pmt displays for a payment.
Display

Date The date on which the voucher transaction was posted.
If you are using expanded fields, the date will display on the second line of
invoice information.
When International Currency is installed without using expanded fields, this
field is displayed only when viewing local currency data (i.e. the key appears
as F11=TRD CURR).
Display

Gross The gross amount of the transaction (before considering discounts).
Display

Disc The discount amount, if any, of the transaction.

Display
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Invoice Activity Screen Fields and Function Keys

Field/Function Key
Check No

Description

For paid vouchers, the number of the check used to make payment is
displayed.

If you are using expanded fields, the check number will display on the
second line of invoice information.

When International Currency is installed without using expanded fields, this
field is displayed only when viewing local currency data (i.e. the key appears
as F11=TRD CURR).

Display

Net

The net voucher amount (gross amount minus discount amount).
Display

Src

This field indicates the check source to specifically distinguish the actual
source in which the payment was processed.

Valid sources that may be displayed are:
A—-ACH

M — Manual Check

P — Prepaid Check

S - System Check

T — Credit Card Transfer
Display

(Invoice Comments)

The first two lines of comments keyed for this voucher on the Invoice
Comments Entry Screen (p. 12-27). The message F5=More displays if more
comments exist. Use the F5=More key to access the Invoice Comments Entry
Screen (p. 12-27).

Display

Selection Use this field to select a transaction for which you wish to review in more
detail.
Key the Reference Number of the desired transaction. This is the number
displayed before the transaction type (Trn) on the upper portion of this
screen. The Voucher Header Information Screen (p. 12-30) will appear.
(N 2,0) Optional

F3=Exit Press F3=ExiT t0 exit the option and return to the menu.

F5=Comments

Press F5=Comments to key comments for this voucher on the Invoice
Comments Entry Screen (p. 12-27).

F6=Last User/
F6=0rig User

Press F6=Last User / F6=0Oric UsERr t0 toggle between displaying the user ID
of the user who created the voucher or the user ID of the last user who
maintained the voucher.
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Invoice Activity Screen Fields and Function Keys

Field/Function Key
F10=Start

Description

Press F10=StarT to return to the Accounts Payable Inquiry Screen (p. 12-3)
from which you may select to inquire on a different vendor or invoice.

F11=Loc Curr/
F11=Trd Curr

Fll=Loc Curr/ F11=Trp Curr appears only when International Currency is
installed and the trading currency is different from the local currency.

Press F11=Loc Curr / F11=TrD CURR t0 toggle between displaying amounts in
the local currency and the vendor’s trading currency.

Press F11=Loc Curr to display all amounts in the local currency. The
currency code and description for the local currency will appear in the Curr
field, and the Date and Check No fields will appear.

Press F11=Tro Curr to display all amounts in the trading currency. The
currency code and description for the trading currency will appear in the Curr
field, and the Date and Check No fields will disappear.

F12=Return

Press F12=ReTurn to return to the Open/Paid Invoices Screen (p. 12-7).

Enter

After selecting a transaction in the Selection field, press Enter to confirm
your selection. The Voucher Header Information Screen (p. 12-30) appears.

12-26



Using the Accounts Payable Inquiry

Invoice Comments Entry Screen

[1/100 SHARP IMTERMAT IONAL INVOICE ACTINITY
B=q: SHARP TWTERWATIONAL
108 East Street Sue Johnston
Phaone: E-4ZT-1151
Extn: GQGEQ
Bus Unit: 1
Chicago IL BdEQd
Term=s: 2% 10 Daus MET 30 Ires Mo: 19211 Ych Mo: 376
PO Mo: Ire Amt: Td,415.61 Ire Di; 11s21/09
Desc: Opr Amt: T4,000.00 Due DE: 12521009
Uzer: D=c Awl: 1,4585.31 D=c DE: 12701509
IMVOICE COMMENTS
Tupe Commett Review

1 Femit Partly Damaged

FlZ=Return

This screen displays on the bottom half of the Invoice Activity Screen (p. 12-21) after pressing
F5=CommenTs. Use it to review and key comments for the selected invoice.

Up to five comments keyed for this invoice are displayed. If additional comments exist, More...
displays and you can scroll forward to review all the comments.

Invoice Comments Entry Screen Fields and Function Keys

Field/Function Key

Reference Number

Description

Use this number to select a comment to update or delete by keying it in the
Sel field on this screen. The reference number displays to the left of the Type
column.

Display
Type The type of comment. This may be “Remit” (for remittance), “Commit” (for
commit), or blank.
Display
Comment The 50 character comment text.
Display
Review The review date of the comment.

Display
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Invoice Comments Entry Screen Fields and Function Keys

Field/Function Key
Sel

Description
Use this field to select an invoice comment to change or delete. Key the
Reference Number corresponding to the applicable comment text.

Valid Values: 1 through 5
(N 1,0) Optional

Type

When keying a comment, you may specify the comment for the remittance
advice as a commitment comment, or as a comment used only for the A/P
Inquiry.

Key R to print the comment on the remittance advice for the checks written
for this invoice. Remittance advice type comments will only print on the
check remittance advice once. Once printed, they will never print again.

Key C to specify the comment as a commitment comment. This indicates that
a commitment has been made to this vendor. Commitment comments may be
printed on the Comment/Action Report (p. 40-4).

Leave this field blank to retain the comment for use with the A/P Inquiry
only.

Valid Values: R, C, or blank
(A 1) Optional

Text

The text of the invoice comment. When adding an invoice comment, you are
required only to key the comment text in this field.

(A 50) Optional

The review date used to classify comments by date. You may print
comments (for which a review date is keyed) on the Comment/Action
Report (p. 40-4) for a range of review dates.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified
through System Options Maintenance (MENU XAFILE).

(N 6,0) Optional

F12=Return

Press F12=ReTurn t0 return to the Invoice Activity Screen (p. 12-21).

F24=Delete

F24=DeLeTe appears only after you select a comment to be edited or deleted
(using the sel field).

Press F24=DeLeTe to delete the selected comment.
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Invoice Comments Entry Screen Fields and Function Keys

Field/Function Key Description

Enter The Enter key serves several purposes:

After keying a comment’s Reference Number in the Sel field, press Enter
to select the comment to be changed.

After keying text in the Text field, press Enter to refresh the screen. The
text appears in the comment column above.

When you are done entering comments, press EnTer to Save your entries.
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Voucher Header Information Screen

_ Wendor: IC10EQ LITTLE ITALY RESTAURAMT SUPPLY  CosMoucher: 1 7 Za40
Az=ign: LITTLE ITALY RESTAURAMT SUPPLY
Leaning Tower Office Park lest
345 Michaelangelo llay Phone: 111 846-337-9663
Diztrict of the Yatican Extrn: 0102
Rome, Italy 17345-3739 ITA
Contact: Maria Cornicelli
Iy Mo: 2373 Iny Desc: S5MH
Iy Date: 16705515 Iny Amt: 9z,432.00 IT{
Uzer Area: 23,19 U3%
Foreign Currency Yendon PO Mo: 103437
Due Date: 16/06514d Termsz: MET 30
Czh Dsc % D=z Date: D=zc Days:
Pmt Pty: Z Urg Pty: 1 Urg Date: 16/06sE9
Sep Chk: W Y,H Project:
Force Dec: I ] =T
Bus Unit: 1093 Feq: N Y,H Tax Id:
Co  Div.Account. Sub Description 1099 Cde: ID Tp:
Dft Exp: 1 BO1.00E55H0, QE Miscell. expense account
AP Acct: 1 BOL1.0ERZOG0. QEA Accounts Payable
CO Acct: 1 001, 0004600, Q00 AP Cash Discountz Taken
F15=IC Info F10=End Youcher F1Z=Return

This screen appears after

you select a voucher transaction and press Enter 0on the Invoice Activity

Screen (p. 12-21). Use this screen to review the voucher header information.

The fields on this screen are for display only.

Voucher Header Info

rmation Screen Fields and Function Keys

Field/Function Keys

Description

Vendor The number and name of the payee vendor associated with the voucher.

Co/Voucher The company the voucher is assigned to and the voucher number created.

Ref No When the voucher shown is a credit memo or a debit memo against another
voucher, the reference voucher number of the original voucher is displayed
beneath the Co/Voucher field.

Assign This field appears only if an assignee vendor has been specified for the payee
vendor through Vendors Maintenance (MENU APFILE or MENU POFILE).

(Vendor Address) The payee’s address, city, state/province, zip/postal code, and country which
are specified in fields below. If an assignee vendor exists, the address
information displayed is for the assignee vendor.

Phone/Extn The payee’s telephone number including the country access code and

followed by the extension of the contact person specified for the AP Contact
field. If an assignee vendor exists, the address information displayed is for
the assignee vendor.

12-30



Using the Accounts Payable Inquiry

Voucher Header Information Screen Fields and Function Keys

Field/Function Keys

Description

Contact The AP contact person for this vendor is displayed. If an assignee vendor
exists, the AP contact person displayed is for the assignee vendor.

Inv No The invoice number associated with this voucher.

Inv Desc A description of the invoice created for this voucher.

Inv Date The date of the invoice being recorded with this voucher.

Inv Amt The amount of the invoice which is being recorded with this voucher.
When International Currency is installed, the company’s local currency
amount and local currency symbol will display below the vendor’s trading
currency amount and trading currency symbol.

User Area Additional information about this voucher.

Foreign Currency
Vendor

This field will only display when International Currency is installed and the
vendor being displayed has been defined as a foreign currency vendor in
Vendors Maintenance (MENU APFILE or MENU POFILE).

PO No The number of the purchase order issued when placing the original order
being recorded for this voucher.

Due Date The due date for payment of this voucher.

Terms The payment terms for this voucher in words.

Cash Dsc %

The cash discount percent to be applied to the voucher.

Dsc Date The last date on which the cash discount for this voucher is effective.

Dsc Days The number of days for which the cash discount associated with this vendor
is effective.

Pmt Pty The payment priority used to indicate the priority level for making payments
to this vendor.

Urg Pty The urgency priority is similar to payment priority in that it is used to
indicate the priority level for making payment to a vendor.

Urg Date The date that the value of the urgency priority replaces the payment priority.

Sep Chk Used to specify if this voucher, when paid, should be paid on the same check
as any other vouchers for this vendor or on its own check.

Project The project associated with this voucher.
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Voucher Header Information Screen Fields and Function Keys

Field/Function Keys Description

Force Dsc This field displays only when the type of voucher is an invoice. It will not
display for credit memo or debit memo type vouchers.

The Y or N value to force a cash discount for this voucher.

Bus Unit The business unit used when posting to the A/P Liability, A/P Expense, and
Purchase Tax Accounts for this voucher.

1099 Req This field indicates with a Y (yes) or N (no) value if a 1099 is required for this
voucher.

Tax Id The display of this field is based on your authorization to Allow Access to

Federal Tax ID in Application Action Authority (MENU XASCTY). If you
are not authorized, the field will display asterisks. If you are authorized, the
un-encrypted federal tax identification code will display.

The Federal Tax ID or social security number for the vendor.

ID Tp This field identifies the Federal Tax ID Type, which defines the type of
taxpayer identification number the value in the Tax Id field is. This type is
determined by the IRS. Note that this field is a required field in the 1099
export file.

1 displays if the ID Type is an EIN (the IRS code for Employee Identification
Number), which is a business, organization, some sole proprietors or other
entity account type.

2 displays if the ID Type is an SSN (the IRS code for Social Security
Number), which is an individual, including some sole proprietors account
type.

This field is blank if the Federal Tax ID Type cannot be determined.

Default Value: The value from the AP Open Payables Header File ( )
or the AP History Header File ( ).

1099 Cde This code represents IRS 1099 amount type applicable to this voucher.

This field will be consulted when 1099-MISC and/or 1099-NEC forms are
generated to determine where this voucher’s value will be included on those
forms. The code representing Nonemployee Compensation indicates this
voucher’s value will be included on a 1099-NEC form; a code representing any
other amount type indicates this voucher’s value will be included on the 1099-
MISC form. If this field is blank, the code representing Nonemployee
Compensation will be assumed.
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Voucher Header Information Screen Fields and Function Keys

Field/Function Keys

Dft Exp

Description

The initial expense account that was charged for all or a portion of this
invoice. Multiple expense entries are allowed and can be see by pressing
Enter to display the G/L expense distribution on the VVoucher Transaction
Selection Screen (p. 12-34).

AP Acct

The accounts payable G/L account and its description that was credited upon
posting this voucher.

CD Acct

The cash discount G/L account that was established when posting this
voucher to be credited if a discount is taken when the voucher is paid.

F10=End Voucher

Press F10=Enb VoucHer to display the End Voucher Information Screen (p. 12-
47).

F12=Return

Press F12=ReTurn to return to the Invoice Activity Screen (p. 12-21).

F15=IC Info

F15=IC InFo appears only when International Currency is installed and only if
the vendor’s trading currency is different from the company’s local currency.

Press F15=IC InFo to access data pertaining to the vendor’s currency, where
you may enter or change the vendor’s default exchange code, override the
vendor’s default exchange rate, enter a lock date for the exchange rate, or
specify a currency contract to be used for the transaction. The 1/C Currency
Information Window will appear. This is a shared screen found in the
International Currency User Guide.

Enter

Press Enter to continue your selections. The Voucher Transaction Selection
Screen (p. 12-34) appears.
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Voucher Transaction Selection Screen

CosVoucher: 1« 376
Yendor: 160 SHARP IWTERMATIOMAL YEMDOR 1,488.31 Csh D=c
]

Div.fAccount.SubsTrns Desc Amount C PO Mo Line
1 @@l, 0002600, 088 PUR WH-1 E9,359.61 [ SO00OT9 1
2 0010002600, 200 FUR WH-1 B, 056,00 [ S0O0022 2

Last
Selection: _ Tap: ...,
F2=AcctsDesc Fa=Ad justments Fia=End

This screen appears after you press Enter from the Voucher Header Information Screen (p. 12-30).

This screen is a split display. The top half is used to review the individual voucher transactions that
were posted. The bottom half is used to select a particular entry, which displays the Voucher
Transaction Review Screen (p. 12-40).

If voucher adjustment detail records are detected in the GL VVoucher Adjustment Detail File (GLVAD)
for this voucher (once the group is posted and the General Journal number is created), the
Fo=ApsusTmenTs function key will appear on this screen allowing you to review all voucher adjustment
details that currently exist for this voucher. A tie-back to the original voucher number will be included
in this file so that information can be reviewed in this inquiry (keeping the adjustment entries tied to
the original entries) when inquired upon.

Voucher Transaction Selection Screen Fields and Function Keys

Field/Function Keys Description

Co/Voucher The company number and voucher number for this voucher.
Display
Csh Dsc The cash discount amount associated with this voucher.

When International Currency is installed, the vendor’s trading currency
amount displays with the trading currency symbol above the company’s local
currency amount and local currency symbol.

Display
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Voucher Transaction Selection Screen Fields and Function Keys

Field/Function Keys

Vendor

Description

The number and name of the payee vendor for whom this voucher
transaction is being entered.

Display

Reference Number

The reference number of the detail transaction.

Key this number in the Selection field to display additional information for
the transaction.

Display
G/L Account/Trns The expense account number and transaction description for the account
Desc updated with this voucher transaction. Up to 38 characters of the combined
account number and transaction description, and up to 8 transactions for the
current voucher are displayed in the top half of the screen.
Press the F2 toggle function key to display the following:
 Account number/account description
» Account description only
» Transaction description only
» Account number/transaction description
NoTE: The F2 toggle function key will not display if you are set up to
be an Accounts Payable Options: Restrict Voucher Entry user
in Authority Profile Maintenance (MENU XASCTY).
Display
Amount The amount debited/credited to the specified expense account in the voucher
transaction.
When International Currency is installed, this amount will toggle between
the vendor’s trading currency amount with the trading currency symbol and
the company’s local currency amount and local currency symbol with the
Fll=Loc Curr/ F11=TRD CURR Key.
Display
DIC Indicates if the expense account is debited or credited. D displays if the
amount specified was debited to the selected expense account. C displays if
the amount specified was credited to the selected expense account.
Display
PO No The number of the purchase order issued when placing the order for this
voucher.
Display
Line The line number of the expense transaction.

Display
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Voucher Transaction Selection Screen Fields and Function Keys

Field/Function Keys

Selection

Description

Use this field to select a transaction for which you wish to review in more
detail.

Key the Reference Number Of the desired transaction and press Enter. The
Voucher Transaction Review Screen (p. 12-40) appears.

(N 1,0) Optional

Top

Use this field to move a specific line number to the top line of the displayed
transactions for selection.

Key the Line Number and press Enter. The top of the screen will redisplay
starting with the selected line number.

(N 4,0) Optional

F2=Acct/Desc /
F2=Desc Only / F2=Tr
Desc Only / F2=Acct/
Tr Desc

This toggle function key will not display if you are set up to be an Accounts
Payable Options: Restrict Voucher Entry user in Authority Profile
Maintenance (MENU XASCTY).

This key is used as a toggle to display a combination of the Account Number,
Transaction Description, or Account Description for the voucher
transactions. Use F2 to change the attribute currently displayed as follows:

» F2=Acct/Desc - Press to display the Account Number and the Account
Description for each voucher transaction.

» F2=Desc OnLy - Press to display only the Account Description for each
detail transaction.

» F2=TrDesc OnLY - Press to display only the Transaction Description for
each voucher transaction.

» F2=AccT/Tr Desc - Press to display the Account Number and the
Transaction Description for each voucher transaction.

F9=Adjustments

F9=ApsusTmeNTs appears only if voucher adjustment detail records are
detected in the GL VVoucher Adjustment Detail File (GL\VAD) for this voucher
(once the group is posted and the General Journal number is created).

Press F9=ApsustmenTs to review all voucher adjustment details that currently
exist for this voucher. The Voucher Adjustments Screen (p. 12-38) will
appear.

F10=End

Press F10=Enp to display the End VVoucher Information Screen (p. 12-47).

F11=Loc Curr/
F11=Trd Curr

Fll=Loc Curr/ F11=TrD Curr appears only when International Currency is
installed and the trading currency is different from the local currency.

Press F11=Loc Curr/ F11=Trp CurR t0 toggle the G/L amounts on the top of
the screen between displaying amounts in the company’s local currency and
the vendor’s trading currency.

Enter

Press Enter after making a selection to display the Voucher Transaction
Review Screen (p. 12-40).
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Voucher Adjustments Screen

YOUCHER ADJUSTHEMTS
CosMoucher: 1 # ATk
A<P JTrnl #: F1
Yih Post GsL
bsC Div.Account.Sub Amount USS  Line Late Irnl #
C ool 0002600, Q00 E93E59.81 1 4-s08-13  GJORE
Furchase Clearing Account
[ OOl,0002700, G060 B9359.61 1 4-08-13 GJOEE
Sales Tax Payable
Last
FlZ=Returh

This screen appears after you press F9=Apsustments from the Voucher Transaction Selection Screen (p.
12-34).

Use this screen to review all voucher adjustment details that currently exist for this voucher. A tie-back
to the original voucher number will be included so that information can be reviewed in this inquiry
(keeping the adjustment entries tied to the original entries) when inquired upon.

If any Distribution accounts were entered as redistribution adjustments, after the posting process
occurs, the individual accounts that make up the Distribution account will display on this screen. Also,

the transaction amounts for each individual account will reflect the appropriate percentage breakdown
according to the Distribution account.

All fields on this screen are display-only.

NoTE: This screen will only show the transaction amount in the local currency of the
company, since these accounts were posted automatically within a General
Ledger group. General Ledger group entries, such as when manually entered
through Transaction Entry (MENU GLMAIN), are only specified in the
company’s local currency.

NoTE: This is a roll screen. More... appears at the bottom of a roll screen to indicate that
more data is available for viewing. Last appears at the bottom of the last screen of
data. To scroll through information on roll screens press:

* Pace Down OF SHIFT-RoLL Fwb OF F7=Pace Down to display the next screen
* PaGE Up OF SHIFT-RoLL BAack OF F8=PacE Up to display the previous screen.
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Voucher Adjustments Screen Fields and Function Keys

Field/Function Keys Description

Co/Voucher The company number and voucher number for this voucher.

A/P Il # The specific Accounts Payable Journal number associated with the
adjustment(s).

DIC Indicates if the expense account is debited or credited. D displays if the
amount specified was debited to the selected expense account. C displays if
the amount specified was credited to the selected expense account.

G/L Account/Trns The expense account number and transaction description for the account

Desc updated with this voucher transaction. Up to 38 characters of the combined
account number and transaction description, and up to 8 transactions for the
current voucher are displayed.

Amount The amount debited/credited to the specified expense account in the voucher
transaction, in the local currency of the company.

Vch Line The line number of the expense transaction. This is the original voucher line
reference that the adjustments are linked to.

Post Date The date on which the voucher ‘adjustment’ transaction was posted.

G/L Jrnl # The specific General Ledger Journal number associated with the
adjustment(s).

F12=Return Press F12=ReTurn to return to the Voucher Transaction Selection Screen (p.

12-34) once you have finished reviewing the adjustment details.
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Voucher Transaction Review Screen

CosVoucher: 1« 376
Yendor: 100 SHARF IWTERMATIOMAL 1,488.31 Czh Dsc
L

Div.fAccount.SubsTrns Desc Amount C PO Mo Line
1 0ei,0002600, 00 PUR WH-1 £9,359.61 [ S00QTS 1
2 001,0002600. 000 PUR WH-1 E, 056,00 [ SOQE82 2

Last
Dizplaying 1
L
C Co Div.Account.Sub Aot Desc
[ 1 6Ol.0002600. 000 £9,359.61 FUR WH-1
Furchase Clearing Account
Csh Dsci Y Y, M Cskh Dsc %1 2,000 Froject:
PO Mol SEEaTy User Area:
FS=Aadj Acct  FlZ=Return

This screen appears after you select a transaction to review and press Enter from the Voucher
Transaction Selection Screen (p. 12-34).

Use this screen to review further information for the selected transaction, such as project and discount
information. Also, with the use of the F5=AbJ AccT function key, you can make adjustments to the
selected posted voucher entry by redistributing accounts (only if adjustments have not already been
posted for this original voucher line). Note that if you entered adjustments on the Redistribute
Accounts Screen (p. 12-44), and then pressed F10=UprpaTe t0 save your adjustments from that screen,
you will be returned to this screen.

Voucher Transaction Review Screen Fields and Function Keys

Field/Function Keys Description

Co/Voucher The company number and voucher number for this voucher.
Display
Csh Dsc The cash discount amount associated with this voucher.

When International Currency is installed, the vendor’s trading currency
amount displays with the trading currency symbol above the company’s local
currency amount and local currency symbol.

Display

Vendor The number and name of the payee vendor for whom this voucher
transaction is being entered.

Display
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Voucher Transaction Review Screen Fields and Function Keys

Field/Function Keys

Reference Number

Description

The reference number of the detail transaction.

Key this number in the Selection field to display additional information for
the transaction.

Display

G/L Account/Trns
Desc

The expense account number and transaction description for the account
updated with this voucher transaction. Up to 38 characters of the combined
account number and transaction description, and up to 8 transactions for the
current voucher are displayed in the top half of the screen.

Press the F2 toggle function key to display the following:
» Account number/account description

« Account description only

« Transaction description only

« Account number/transaction description

NoTE: The F2 toggle function key will not display if you are set up to
be an Accounts Payable Options: Restrict Voucher Entry user
in Authority Profile Maintenance (MENU XASCTY).

Display

Amount

The amount debited/credited to the specified expense account in the voucher
transaction.

When International Currency is installed, this amount will toggle between
the vendor’s trading currency amount with the trading currency symbol and
the company’s local currency amount and local currency symbol with the
Fll=Loc Curr/ F11=TrD CuRR key.

Display

D/C

Indicates if the expense account is debited or credited. D displays if the
amount specified was debited to the selected expense account. C displays if
the amount specified was credited to the selected expense account.

Display

PO No

The number of the purchase order issued when placing the order for this
voucher.

Display

Line

The line number of the expense transaction.
Display

D/C

Indicates if the expense account is debited or credited.
Display
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Voucher Transaction Review Screen Fields and Function Keys

Field/Function Keys Description

Co The company to which this expense transaction was applied.
Display

G/L Account Number The G/L account number and description to which this portion of this
voucher was charged.

Display

Amount This is the amount of the debit or credit to the specified expense account.

When International Currency is installed, the vendor’s trading currency
amount with the trading currency symbol displays below the company’s
local currency amount and local currency symbol.

Display

Desc A description of the voucher transaction.
Display

Csh Dsc AY or Nis used to identify when a cash discount is applicable for specific
voucher transactions.
Display

Csh Dsc % The cash discount percent to be applied for this voucher transaction. A cash
discount percent is applicable only if a Y is keyed in the Csh Dsc field.
Display

Project The project associated with this voucher transaction.
Display

PO No. The number of the purchase order which was issued when placing the

original order for which the expense is being recorded with this voucher
transaction.

Display

User Area Additional information regarding this voucher transaction.
Display
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Voucher Transaction Review Screen Fields and Function Keys

Field/Function Keys

F2=Acct/Desc /
F2=Desc Only / F2=Tr
Desc Only / F2=Acct/
Tr Desc

Description

This toggle function key will not display if you are set up to be an Accounts
Payable Options: Restrict Voucher Entry user in Authority Profile
Maintenance (MENU XASCTY).

This key is used as a toggle to display a combination of the Account Number,
Transaction Description, or Account Description for the voucher
transactions. Use F2 to change the attribute currently displayed as follows:

* F2=AccT/Desc - Press to display the Account Number and the Account
Description for each voucher transaction.

» F2=Desc OnLy - Press to display only the Account Description for each
detail transaction.

* F2=TrDesc OnLY - Press to display only the Transaction Description for
each voucher transaction.

» F2=AccT/Tr Desc - Press to display the Account Number and the
Transaction Description for each voucher transaction.

F5=Adj Acct

If you are authorized to enter a General Ledger transaction group (i.e., you
are authorized to enter a General Ledger group via MENU GLMAIN), the
F5=ApJ Acct function key displays so that you can make an adjustment to a
posted voucher, if needed.

Press F5=ApJ AccT to make adjustments to the selected posted voucher entry
by redistributing accounts; note that both open and paid vouchers can be
adjusted. The Redistribute Accounts Screen (p. 12-44) will appear.

You will only be able to perform this function if adjustments have not
already been posted for this original voucher line.

F12=Return

Press F12=Return to return to the Voucher Transaction Selection Screen (p.
12-34) when you have completed your review of the information.
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Redistribute Accounts Screen

CosVoucher: 1 ~ 3Tk RECISTRIBUTE ACCOUMTS LaE o D
Line: 1 £9,359.61 Cr
£9,359,61- Dif
bsC Div.Account. Sub Amount
C BEl. 002600, QRO E9359.61

Furchase Clearing Account

Flo=lUpdate FlZ=Returh

This screen appears after you press the F5=Apas Acct function key on the Voucher Transaction Review
Screen (p. 12-40).

This screen allows you to make adjustments to the selected posted voucher entry. As you first access
this screen, the first line will be protected and this first entry will automatically reverse the selected
account (i.e., the account you selected will be reversed from debit to credit or credit to debit,
depending on what it was previously). The debit, credit and difference values will display in the top
right corner of the screen, and in order to create the group and eventually post the adjustments, they
will need to net to zero based on the original amount of the line.

Use this screen to review the reversed account shown, and redistribute the amounts to one or several
accounts by entering the debit/credit code, account humber, and transaction amount.

NoTE: After entering General Ledger adjustment(s) for voucher line(s), if you select to
return to the voucher drill-down screen where the invoice was originally selected
in the AP Inquiry without pressing F5=CreaTe Group, you Will receive a warning
message that adjustments will be removed if the General Ledger group is not
created. If you do not select F5=Create Grour on the End Voucher Information
Screen (p. 12-47), these redistribution accounts for the particular session will be
cleared from the Accounts Payable VVoucher Redistribution work file (APVRD).

You will need to create the General Ledger group for these redistributions once
you have made all adjustments. To do this, be sure to select F5=Create Grour 0N
the End Voucher Information Screen (p. 12-47).
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Redistribute Accounts Screen Fields and Function Keys

Field/Function Keys

Description

Co/Voucher The company number and voucher number for this voucher.
Display

Line The line number of the expense transaction.
Display

Dr/ Cr/ Dif The debit, credit and different values.
You will need to redistribute the reversed value in order to net the difference
to zero.
Display

DIC The first entry will automatically reverse the selected account (i.e., the
account you selected will be reversed from debit to credit or credit to debit,
depending on what it was previously). Therefore, for the first entry only, D or
C displays indicating Debit or Credit for the reversed account.
For the remaining accounts, you need to redistribute the accounts that you
want on an individual line basis, so that each adjusted line will net to zero.
Key D if the expense account is debited (the amount specified was debited to
the selected expense account).
Key C if the expense account is credited (the amount specified was credited
to the selected expense account).
(A 1) Required / Display for first entry line only

G/L Account/Trns Key a valid G/L account number to be used when redistributing the account

Desc on the original voucher line.
After entering an amount to be debited/credited and press Enter, the
description of the General Ledger account number will display below the
account number.
(A 29) Required

Amount The first entry displays the amount of the debit/credit to the specified

expense account.

Key the amount (in the available fields) to be debited/credited to the
specified expense account in the voucher transaction.

NoTe: The transaction amount will be shown only in the local
currency of the company, since these accounts will be used to
automatically create a G/L group and General Ledger group
entries (when manually entered through GLMAIN 1) are only
specified in the company’s local currency.

(N 13,2) Required
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Redistribute Accounts Screen Fields and Function Keys

Field/Function Keys

F10=Update

Description
Press F10=UppaTE to accept and save your adjustments, and return to the
Voucher Transaction Review Screen (p. 12-40).

A warning message will appear if the line does not net to zero. Line
adjustments must net to zero before the General Ledger group can be created.

F12=Return

Press F12=ReTurn to return to the Voucher Transaction Review Screen (p. 12-
40), without saving any adjustments made on this screen.

Enter

Press Enter to confirm your general ledger transaction entry. The debit,
credit, and Dif fields on the top right of the screen will be refreshed for the
accounts you selected to post to. When satisfied, be sure to press F10=UrpaTe
to accept and save your adjustments.
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End Voucher Information Screen

Yendor: 100 SHARF IMTERMATIOMAL CosVoucher: 1 ~ 376
Inv Moi 159241 Leasc:
Inw Dt 11724714 Terms: 2% 10 Days MET 30
Involce Amt: T4,415.61
Cash Dsc: 1,488.31 Late Friority
Lue: 12-24-11 2
Total Debits: el Urgent: 1-85-12 1
Total Credits: Mol Csh Dsci d2701-14
Total Payments: 415.E1
Discounts Taken: .Ba
Open Amount: 74,000,000
Owr Czh Dsc: el
Hold Code: ] Lamaged
FE=Create Group FlZ=Header Fz=Line Itens

This screen displays when you press F10=Enp VoucHer on the Voucher Header Information Screen (p.
12-30).

Use this screen to display total information about the voucher, hold codes, due dates, and discount
overrides. The F2=Line ITems function key is also available to access the Voucher Transaction Selection
Screen (p. 12-34) for the current voucher, and the F5=Create Group function key allows you to create a
General Ledger group for any redistribution adjustments that were made (F5=Create Grour Will not
appear if adjustments were not made).

NoTe: The link from the original voucher to the redistributed general ledger accounts is
not completed until the General Ledger group being created with the F5=Create
Group function key is posted. It is recommended that the group is immediately
posted on the general ledger screens that are presented in the remaining steps of
this process.

The fields on this screen are for display only.

End Voucher Information Screen Fields and Function Keys

Field/Function Keys Description

Vendor The number and name of the vendor for whom this voucher has been created.

Co/Voucher The company number and voucher number selected on the Voucher
Transaction Entry Screen (p. 4-101).

Inv No The number of the invoice recorded with this voucher.
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End Voucher Information Screen Fields and Function Keys

Field/Function Keys

Description

Desc The description of the invoice for this voucher.

Inv Dt The date of the invoice for which expenses are recorded with this voucher.

Terms The vendor’s payment terms as keyed on the Voucher Header Screen (p. 4-
80).

Invoice Amt The amount of payment as calculated from voucher transactions made for
this voucher.
When International Currency is installed, use the F11=LocaL Currency /
F11=TrapING CUrRreNCY t0 display the company’s local currency amount or the
vendor’s trading currency amount. The applicable currency symbol displays
to the right of the amount.

Cash Dsc The cash discount amount applicable for this voucher.

When International Currency is installed, use the F11=LocaL Currency /
F11=TrADING CURReNCY tO display the company’s local currency cash discount
amount or the vendor’s trading currency cash discount amount.

Due (Date/Priority)

The due date and payment priority specified for this invoice.

Urgent (Date/Priority)

The urgency date and urgency priority specified for this invoice.

Csh Dsc (Date)

The date by which payment must be made for this voucher in order to take
advantage of the cash discount offered by the vendor.

Total Debits

The total monetary value of the voucher transactions that are from debit
memo’s applied to the original voucher.

When International Currency is installed, use the F11=LocaL Currency /
F11=TrapING CUrRreNcY t0 display the company’s local currency debit memo
amount or the vendor’s trading currency debit memo amount.

Total Credits

The total monetary value of the voucher transactions that are from credit
memo’s applied to the original voucher.

When International Currency is installed, use the F11=LocaL CurRrency /
F11=TrapING CUrRrReNcY t0 display the company’s local currency credit memo
amount or the vendor’s trading currency credit memo amount.

Total Payments

The total monetary value of payments made for the voucher.

When International Currency is installed, use the F11=LocaL Currency /
F11=TrapING CUrreNcY to display the company’s local currency total payment
amount or the vendor’s trading currency total payment amount.
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End Voucher Information Screen Fields and Function Keys

Field/Function Keys

Discounts Taken

Description

The monetary value of discounts taken, if any.

When International Currency is installed, use the F11=LocaL CUrRRENCY /
F11=TrapiNnG Currency to display the company’s local currency discount
amount taken or the vendor’s trading currency discount amount taken.

Open Amount

The monetary amount that remains open for the voucher.

When International Currency is installed, use the F11=LocaL Currency /
F11=TrapING CURRENCY t0 display the company’s local currency open amount
or the vendor’s trading currency open amount.

Ovr Csh Dsc

The monetary amount of the override value for the cash discount amount.

When International Currency is installed, use the F11=LocaL Currency /
F11=TrapING CURReNCY t0 display the company’s local currency override cash
discount amount or the vendor’s trading currency override cash discount
amount.

Hold Code

The hold code assigned to this voucher, which indicates that this voucher
cannot be paid until the hold code is removed.

F2=Line Items

Press F2=Line ITems to display the Voucher Transaction Selection Screen (p.
12-34) for the current voucher.

F5=Create Group

F5=CRrEATE GrRoup appears only when redistribution adjustments were made
on the Redistribute Accounts Screen (p. 12-44).

Press F5=CreaTe Group t0 create a General Ledger group for any
redistribution adjustments that were made. The General Ledger Transaction
Entry Selection Screen in Transaction Entry (MENU GLMAIN) will appear,
and you will be prompted to assign/add a unique General Ledger group ID.
Refer to General Ledger for details.

NoTe: A General Ledger group cannot be created until all
redistribution adjustments for a particular line(s) net to zero.
Any out of balance has to be resolved before you can use the
F5=CreaTE Group function key to create a General Ledger
group.

F11=Loc Curr/
F11=Trd Curr

Fll=Loc Curr/ F11=TrD Curr appears only when International Currency is
installed and the trading currency is different from the local currency.

Press F11=Loc Curr/ F11=Trp CurR t0 toggle the G/L amounts on the top of
the screen between displaying amounts in the company’s local currency and
the vendor’s trading currency.

F12=Header

Press F12=Heaoer to display the Voucher Header Information Screen (p. 12-
30) for the current voucher.
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End Voucher Information Screen Fields and Function Keys

Field/Function Keys Description

Enter Press Enter to complete the voucher review. The Invoice Activity Screen (p.
12-21) will appear.
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The Bank Account Inquiry option on the Accounts Payable Main Menu (MENU APMAIN) allows
you to access information about any bank account. Through this option you may display such
information as:

The current balance of a bank account

The bank name, description and account type

Whether or not checks are allowed to be used from the bank account
The general ledger account affected

The status of the account

You may also gain access into transaction history, open/paid invoice information, and others.

Bank Account Inquiry

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Bank Accounts List Screen Use to select a specific bank account for the transaction.

Note that this screen is described in CHAPTER 52:
Defining Bank Accounts.

Bank Account Inquiry Screen Use to review bank account information.
Transaction History Screen Displays transaction history for a bank account.
AP Payment Detail Screen Displays payment details for a transaction.

AR Receipt Detail Screen Displays receipt details for a transaction.
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Title Purpose

Open/Paid Invoices Screen Note that this screen is described in CHAPTER 12: Using
the Accounts Payable Inquiry.
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Bank Account Inquiry Screen

BAMk ACCOUNT THOUIRY

Co: 1 A& C Office Supply Bal ance
Acct: ENG-T4R332  Bank of England 133,040.47 B#5
Bank: INTHL International Bank Accounts T9,371.97 5%

Tupe: Checking

Exchange Rate
Currency:  BPS  Britizh Pound Sterling 1.67616d B#5 per USE
Exch Code: W5J  Wall Street Journal

Allow Checks: YES Statusz: ACTIVE
GL Accounts Div. Account . Sub/Description

Cash Account: QL. DEOIANS. AHdCash - Britizh # Sterling
Lainzslosses: AL, OARS41E. AUABritish Cash Gaindloss

Exchange Fees: A1, 005430, B0 Exchange Fee Expenze

F3=Exit F12=Return F14=Trans Hist

This screen appears after you select a bank account from the Bank Accounts List Screen (p. 9-13),
which is the first screen that displays when option 11 - Bank Account Inquiry is selected from MENU
APMAIN.

Use this screen to review various bank account information. All the fields on this screen are display
only and cannot be changed.

Bank Account Inquiry Screen Fields and Function Keys

Field/Function Key Description

Co The company number and name associated with the bank account.

Acct The bank account number and the name of the bank for the selected bank
account.

Bank The bank ID and its description assigned to the bank account.

Type The type of bank account that this is: checking, savings, line of credit, or
other.

Balance The balance of the account as a result of the last transaction posted.

When International Currency is installed, the bank’s trading currency
balance amount and currency symbol will display above the company’s local
currency equivalent balance amount and currency symbol.
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Bank Account Inquiry Screen Fields and Function Keys

Field/Function Key

Currency

Description
This field only displays when International Currency is installed and only for
foreign currency bank accounts.

This field displays the currency code and description for the bank account’s
currency.

Exchange Rate

This field only displays when International Currency is installed and only for
foreign currency bank accounts.

This field displays the exchange rate and currency relationship used for this
bank account’s currency.

Exch Code This field only displays when International Currency is installed and only for
foreign currency bank accounts.
This field displays the exchange code and description associated with the
bank account.

Allow Checks This field indicates (by YES or NO) whether or not checks are allowed to be
printed from this bank account.

Status This field indicates the current status of the account; this may be one of the

following:
« ACTIVE

e CLOSED
« NEW

NoTe: Also refer to the Bank Accounts Listing (MENU APFIL2),
which indicates if the account is active (A prints in the Status
column on the listing), new (the Status column is blank), or
suspended (S prints in the Status column on the listing).
Suspended accounts do not display on this screen; you may
review them only through the listing.

GL Accounts - Cash

The general ledger cash account affected by this bank account transaction
established at the company default level of the General Ledger Transfer
Definition (MENU GLXFER).

GL Accounts - Gains/
Losses

This field only displays when International Currency is installed and only for
foreign currency bank accounts.

This field displays the account number and description of the gains/losses
account used for the selected bank account established at the company
default level of the General Ledger Transfer Definition (MENU GLXFER).
All gains or losses resulting from the account’s transactions will be posted to
this account.
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Bank Account Inquiry Screen Fields and Function Keys

Field/Function Key

GL Accounts-
Exchange Fees

Description

This field only displays when International Currency is installed and only for
foreign currency bank accounts.

This field displays the account number and description of the exchange fees
account used for the selected bank account established at the company
default level of the General Ledger Transfer Definition (MENU GLXFER).
All exchange fees incurred through the account’s transactions will be posted
to this account.

F3=Exit

Press F3=ExiT to exit the option and return to the menu.

F12=Return

Press F12=Return to return to the Bank Accounts List Screen (p. 9-13).

F14=Trans Hist

Press F14=Trans Hist to display transaction history information for this bank
account. The Transaction History Screen (p. 13-6) will appear.

135
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Transaction History Screen

TRAMSACTIOM HISTORY
Co: @1 A& C Office Supply Bal ance
Aoot: ENG-T46332 Bank of England 149,443.69 B#3
89,158,108 5%
Trn Date Tranzaction Bef P=t Date Amount D=c
1 1785418 AP Paumentz  CDA34 1705510 S56.31- B#s Y
2 140248 Deposit CJA0E 10210 150, BRE, DR Y
La=t
Selection: |, Pozition To Date: ., . ,...,
F3=Exit FE=Pozition To Fl1=Local Curr Flz=Return

This screen appears after you press F14=Trans Hist on the Bank Account Inquiry Screen (p. 13-3).

Use this screen to review the bank account transaction history associated with the selected bank
account. You may also select a transaction to display in more detail if that transaction is NOT a
deposit, withdrawal, or transfer. A reference number will precede the transaction if it may be selected
for further detail.

To position a particular transaction to the top of the screen, use the Position To Date field in
conjunction with the F6=PosiTion To key.

NoTE: The Balance amount on the top portion of this screen may be updated through
Bank Account Transaction Entry (MENU APFILE/MENUARFILE) for deposits,
withdrawals, transfers, and the transactions posted from other modules.

Note: All dates will display in the Default Date Format for this user, specified through
Register A+ User IDs (MENU XACFIG), or if that field is blank, key the date
using the system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE).

Transaction History Screen Fields and Function Keys

Field/Function Key Description

Co The company number and name associated with the bank account.
Display
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Transaction History Screen Fields and Function Keys

Field/Function Key

Description

Acct The bank account number and the name of the bank for the selected bank
account.
Display

Balance The balance of the account as a result of the last transaction posted.

When International Currency is installed, the bank’s trading currency
balance amount and currency symbol will display above the company’s local
currency equivalent balance amount and currency symbol.

Display

Reference Number

The reference number associated with the transaction. Key this number in
this Selection field to display additional detail relating to the transaction.

NoTE: This reference number may or may not display, depending on
whether or not further details about the transaction are
available. If a reference number does not display, you cannot
display further detail for that transaction.

Display

Trn Date

The date of the bank account transaction.
Display

Transaction

The type of transaction performed that updated the bank account.

When International Currency is installed, for foreign currency bank
accounts, revaluations will be listed in this field as well as deposits,
withdrawals, transfers, and the transactions posted from other modules.

Display

Ref The journal reference number used during the transaction.
Display
Pst Date The G/L posing date defined when the transaction was posted.
Display
Amount The monetary amount of the transaction posted against the bank account.

When International Currency is installed, for foreign currency bank
accounts, this field displays values in the applicable currency, with the
currency symbol displayed to the right of the first amount listed.

When the toggle key displays as F11=LocaL Curr, press to view the local
currency equivalents of these amounts.

When the toggle key displays as F11=TrabiNG CURR, Press to view the
vendor’s trading currency amounts.

Display
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Transaction History Screen Fields and Function Keys

Field/Function Key
Dsc

Description

Y displays in this field if a bank account transaction description has been
defined; otherwise, this field is blank. You may display the description by
keying the line number in the Selection field and pressing Enter for a
transaction that was created through CHAPTER 9: Maintaining Bank Account
Transactions. Refer also to the Transaction Description field.

Display

Selection

Use this field to select a transaction that you want to display in further detail.
You may only select a transaction if a reference number displays before the
transaction on the top portion of this screen.

Key the desired reference number. The AP Payment Detail Screen (p. 13-10)
or AR Receipt Detail Screen (p. 13-14) may appear. If the transaction is a
deposit, withdrawal, or transfer, the transaction description detail will display
on the bottom of this screen.

(N 2,0) Optional

Position To Date

This optional field may be used in conjunction with the F6=Position To key to
position a certain transaction stored in the Transaction History File to the top
portion of this screen.

Key the date of the transaction that you want to display on the first line and
press F6=PosiTion To.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified
through System Options Maintenance (MENU XAFILE).

(N 6,0) Optional

Transaction
Description

NoTe: This overlay field only displays when a transaction has a Y
placed in the Dsc field on the top portion of this screen and the
type of transaction is a “transfer,” “deposit,” or “withdrawal”
and you select for more detail.

This field displays the transaction description associated with the deposit,
withdrawal or transfer after you make a selection and press Enter. The
reference (line) number of the transaction selected will display before the
heading of this field.

Display

F3=Exit

Press F3=ExiT to exit the option and return to the menu.

F6=Position To

After keying a date in the Position To Date field, press F6=Position TO t0
position the first transaction with that date to the first line on this screen.
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Transaction History Screen Fields and Function Keys

Field/Function Key

F11=Local Curr/
F11=Trading Curr

Description

This function key only displays when International Currency is installed and
only for foreign currency bank accounts.

Press F11=LocaL Curr to display transaction amounts in the company’s local
currency. The currency symbol for the company’s local currency will appear
to the right of the first amount listed in the Amount field.

Press F11=TrabinG Curr to display transaction amounts in the foreign bank
account’s currency. The symbol for the foreign currency symbol will appear
to the right of the first amount listed in the Amount field.

F12=Return Press F12=ReTurn t0 return to the Bank Account Inquiry Screen (p. 13-3)
without selecting a transaction for further detail.
If you were reviewing transaction detail, F12=Return returns to the selection
input mode of this screen.

Enter After selecting a reference number of a transaction that you want to display

in detail, press Enter. The appropriate screen will display or no screen at all,
depending upon the transaction selected.

The AP Payment Detail Screen (p. 13-10) will appear if the transaction
selected is an AP Payment Type or AP Check Reversal.

The AR Receipt Detail Screen (p. 13-14) will appear if the transaction
selected is an AR Receipt.

No screen will appear if the transaction selected is a transfer, deposit, or
withdrawal. The Transaction Description field will appear on the bottom of
this screen instead.
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AP Payment Detail Screen

AP PAYHEMT DETAIL
Co: @1 A& C Office Supply Bal ance
Acct: CHKE-32100  Checking Account - Hartford 1,020,062.53
Date: 1/09/11 PRef: COBEME  Post: 1/09/11 Total: 1,206,325
Desc: AP PAYMEMT GROUP: THURS
Check No Payee Youcher Amount  ACH
1 340 300 AHERICAM CALENDAR SE1 1,206,258 N
La=t
Selection: _ | F3=Exit Flz=Return

This screen appears after you select an AP Payment Type or AP Check Reversal transaction and press
EnTer ON the Transaction History Screen (p. 13-6).

Use this screen to review further details relating to the selected transaction. Additionally, you may use
this screen to select a check for which open/paid invoice information will display.

Note: All dates will display in the Default Date Format for this user, specified through
Register A+ User IDs (MENU XACFIG), or if that field is blank, key the date
using the system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE).

AP Payment Detail Screen Fields and Function Keys

Field/Function Key Description

Co The company number and name associated with the bank account.
Display

Acct The bank account number and the name of the bank for the selected bank
account.
Display
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AP Payment Detail Screen Fields and Function Keys

Field/Function Key Description

Balance The balance of the account as a result of the last transaction posted.

When International Currency is installed, for foreign bank accounts, the
bank’s trading currency balance amount and currency symbol will display
above the company’s local currency equivalent balance amount and currency
symbol.

Display

Date The transaction date specified for these transactions. For cash disbursement
journals, this also the check date.

Display

Ref The G/L journal reference number used for these transactions.
Display

Post The G/L posting date specified for these transactions. For cash disbursement
journals, this also the check date.

Display

Total This field displays the total amount of the selected transaction.

When International Currency is installed, for foreign currency bank
accounts, the bank’s trading currency total amount and currency symbol will
display above the company’s local currency equivalent total amount and
currency symbol.

Display

Desc The type of transaction selected and the description created for that
transaction group and may include the group ID where applicable.

Display

Reference Number  The reference number associated with the check number, indicating that this
line may be selected for further detail. Key this number in this Selection field
to display open/paid invoice information relating to the check.

NoTe: This reference number will only display before a check
number if the transaction has more than one voucher associated

with it.
Display
Check No The check number associated with the accounts payable transaction.
Display
Payee The payee’s number and name associated with the transaction. When checks

are issued to an assignee vendor, this will be the assignee vendor name.
Display
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AP Payment Detail Screen Fields and Function Keys

Field/Function Key

\Voucher

Description

The voucher number associated with the transaction. The actual voucher
number field will only display if just one voucher number exists for this
check number. If more than one voucher number exists, “MULT” will be
displayed in this field.

The multiple vouchers may be for the same vendor or in the case of
assignees, the multiple vouchers may be for different vendors.

Display

Amount

The monetary amount of the transaction posted against the bank account.

When International Currency is installed, for foreign currency bank account
transactions, this field displays values in the applicable currency, with the
currency symbol displayed to the right of the first amount listed.

When the toggle key displays as F11=LocaL Curr, press to view the local
currency equivalents of these amounts.

When the toggle key displays as F11=TrabinG CURR, press to view the
vendor’s trading currency amounts.

Display

ACH

This field indicates if the checks are Automatic Clearing House (ACH)
payment transactions.

Y displays if the checks are ACH payment transactions.

N displays if the checks are not ACH payment transactions and paper checks
or credit card were used.

Selection

Use this field to select a check for which open/paid invoice information will
display. You may only select a check if a reference number displays before
the check number on the top portion of this screen.

Key the desired Reference Number. The Open/Paid Invoices Screen (p. 12-7)
will appear.

(N 2,0) Optional

F3=Exit

Press F3=ExiT to exit the option and return to the menu.

F11=Local Curr/
F11=Trading Curr

The F11=LocaL Curr / F11=TrapING CURR key only displays when International
Currency is installed and only for foreign currency bank accounts.

Press F11=LocaL Curr to display transaction amounts in the company’s local
currency. The symbol for the company’s local currency will appear to the
right of the first amount listed in the Amount field.

Press F11=TrapiNG CurRr to display transaction amounts in the foreign bank
account’s currency. The symbol for the foreign currency will appear to the
right of the first amount listed in the Amount field.

F12=Return

Press F12=ReTurn t0 return to the Transaction History Screen (p. 13-6)
without selecting a transaction for further detail.
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AP Payment Detail Screen Fields and Function Keys

Field/Function Key Description

Enter After selecting a reference number of a check that you want to display in
detail, press Enter. The Open/Paid Invoices Screen (p. 12-7) will appear.
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AR Receipt Detail Screen

AR RECEIPT DETAIL

Co: @1 A& C Office Supply Bal ance
Acct: ITL-056300 Italian International Bank 201,201,605, 50 1T
115, 766.06- UsH
Date: 2711710 Ref: CROBE Paost: 2711410 Tatal: 1,231,231.00 IT
Dezc: AR CASH GROUP: AS TOG3.54 5%

Customer Cuztomer Name Check Mo Amount
Bl Roman Holidau Trawel Service  33F54 1,231,231.08 IT{
Lazt
FZ=ABA MNumber F3=Exit Fl11=Local Cure F12=Return

This screen appears after you select an AR Receipt transaction and press Enter on the Transaction
History Screen (p. 13-6).

Use this screen to review further details relating to the selected transaction. Additionally, you may
toggle between the ABA number and customer name with the use of the F2=ABANumBER / F2=CUSTOMER
NAME Key.

Note: All dates will display in the Default Date Format for this user, specified through
Register A+ User IDs (MENU XACFIG), or if that field is blank, key the date
using the system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE).

The fields on this screen are display only.

AR Receipt Detail Screen Fields and Function Keys

Field/Function Key Description

Co The company number and name associated with the bank account.
Acct The bank account number and the name of the bank for the selected bank
account.
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AR Receipt Detail Screen Fields and Function Keys

Field/Function Key

Description

Balance The balance of the account as a result of the last transaction posted.
When International Currency is installed, for foreign bank accounts, the
bank’s trading currency balance amount and currency symbol will display
above the company’s local currency equivalent balance amount and currency
symbol.

Date The transaction date specified for these transactions.

Ref The G/L journal reference number used for these transactions.

Post The G/L posting date specified for these transactions.

Total This field displays the total amount of the selected transaction.
When International Currency is installed, for foreign currency bank
accounts, the bank’s trading currency total amount and currency symbol will
display above the company’s local currency equivalent total amount and
currency symbol.

Desc The type of transaction selected and the description created for that
transaction group and may include the group ID where applicable.

Customer The unique customer’s number associated with this transaction.

Customer Name / ABA The name of the customer or ABA number for this transaction, as toggled

Number with the F2=ABA Numser / F2=CusTomer NamMe key.

Check No The check number used in the transaction.

Amount The monetary amount of the transaction posted against the bank account.

When International Currency is installed, for foreign currency bank account
transactions, this field displays values in the applicable currency, with the
currency symbol displayed to the right of the first amount listed. When the
toggle key displays as F11=LocaL Curr, press to view the local currency
equivalents of these amounts.

When the toggle key displays as F11=TrabinG CURR, press to view the
vendor’s trading currency amounts.

F2=ABA Number /
F2=Customer Name

Use F2=ABA NumgeR / F2=CusTtomMer Name to toggle between displaying the
customer name and the ABA number associated with the transaction.

F3=Exit

Press F3=ExiT to exit the option and return to the menu.
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AR Receipt Detail Screen Fields and Function Keys

Field/Function Key

F11=Local Curr/
F11=Trading Curr

Description

The F11=LocaL Curr / F11=TrapING CURR key only displays when International
Currency is installed and only for foreign currency bank accounts.

Press F11=LocAL Curr to display transaction amounts in the company’s local
currency. The symbol for the company’s local currency will appear to the
right of the first amount listed in the Amount field.

Press F11=Trapin CurRr to display transaction amounts in the foreign bank
account’s currency. The symbol for the foreign currency will appear to the
right of the first amount listed in the Amount field.

F12=Return

Press F12=ReTurn to return to the Transaction History Screen (p. 13-6).
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CHAPTER 14 Validating Pre-Receipt Invoices 14

Since distributors will at times require that you pay for merchandise prior to receiving it, use this
option to review those items which have been vouchered and paid for prior to being received. Once
you have received the goods, you may then use this option to create a pre-receipt validation group, or
select an existing one, containing vouchers to be validated (i.e., through this option you match or
validate pre-paid items to the actual receipt and landing cost history transactions that were created
when the goods were received.)

Once voucher groups have been validated through the Pre-Receipt Inv Validation option, linking
receipt transactions to the voucher transactions, run the Post Pre-Receipt Inv VVal Group option
(MENU APMAIN) to post pre-receipt transactions for the group. Posting pre-receipt transactions for
the group generates the necessary G/L transactions to reduce (credit) the Pre-Receipt Inventory
Account for the amount of the original voucher, and clear (debit) the Purchasing Clearing Account for
the amount of the receipt.

You also may optionally run the Pre-Receipt Inv Val Edit List option (MENU APMAIN), after this
option and prior to posting, to print a listing of all G/L transactions that will be generated when the
group is posted. Error messages are also printed on this listing, so for account number verification
purposes it might be beneficial for you to run this listing prior to each post.

NoTE: A voucher type (Type is P) exists in Voucher Entry (MENU APMAIN) for
creating invoices in order to provide payment for goods received at a later date.
You also specify if information will be retained to later facilitate the pre-receipt
matching process. Refer to Voucher Entry (MENU APMAIN) for details
regarding this voucher type.

Pre-Receipt Inv Validation

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.
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Title

Pre-Receipt Voucher Validation Groups List
Screen

Purpose

Displays a list of validated groups.

Pre-Receipt Voucher Validation Group
Control Screen

Use to add or maintain a pre-receipt validation group.

Pre-Receipt Invoices List Screen

Displays a list of pre-receipt invoices. Use to select an
invoice.

Pre-Receipt Voucher Detail Screen

Use to review and/or update accounts affected by pre-
receipt invoices.

Pre-Receipt Voucher Change Screen

Use to change the validate amount for a pre-receipt
invoice.

End Validation Confirmation Screen

Use to review the number of vouchers validated in the
group.
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Pre-Receipt Voucher Validation Groups List Screen

PRE-RECEIPT WOUCHER WALIDATIOW GROUPS
Lo Group Description Pozt Dt Status
1 1 [DCF Thursday's Receipts 92409 Available
Last
Selection: _ ., Company® A1,
F3=Exit F5=fdd

This screen appears after you select option 12 - Pre-Receipt Inv Validation from the Accounts Payable
Main Menu (MENU APMAIN), if a pre-receipt voucher group already exists. It will also appear:

« after pressing Enter on the End Validation Confirmation Screen (p. 14-19) if you are adding a group.
The groups previously validated through this option, including the groups just validated, are
displayed.

« after you select option 13 - Pre-Receipt Inv Val Edit List
« after you select option 14 - Post Pre-Receipt Inv Val Group

Use this screen to select an existing validation group for processing (via the Selection field) or to add a
new group.

Note: All dates will print in the Default Date Format for the user that generated the
report, specified through Register A+ User IDs (MENU XACFIG), or if that field
is blank, the dates print using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

Pre-Receipt Voucher Validation Groups List Screen Fields and Function Keys

Field/Function Key Description

(Reference Number)  This field displays the reference number of the group. Use this number to
select a group for processing by keying this number in the Selection field on
this screen.

Display
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Pre-Receipt Voucher Validation Groups List Screen Fields and Function Keys

Field/Function Key
Co

Description

This field displays the company number associated with the validation group
created on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-
6).

Display

Group

This field displays the group ID that was keyed when this group was created
on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-6).

Display

Description

This field displays the group description that was keyed when this group was
created on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-
6).

Display

Post Dt

This field displays the G/L posting date that was keyed when this group was
created on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-
6).

Display

Status

This field displays the status of the group.
A status of Available indicates that the group is available for processing.

A status of In-Use XX, where XX is the Group ID, indicates that the group is
currently being processed and is not available for use.

A status of Post XX, where XX is the Group ID, indicates that the group is
being posted and cannot be selected.

Display

Selection

Use this field to select a group for processing. The group’s status must
indicate Available.

Key the reference number to the left of the desired group and press Enter.
The Pre-Receipt Voucher Validation Group Control Screen (p. 14-6) will
appear.

(N 2,0) Required
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Pre-Receipt Voucher Validation Groups List Screen Fields and Function Keys

Field/Function Key

Company

Description

Use this field to limit the screen to a display of pre-receipt invoices for a
specific company.

Key a company number and press Enter. A list of pre-receipt invoices for the
company you selected will display on this screen.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Optional

F3=Exit

Press the F3=ExiT function key to exit the option and return to the menu.

F5=Add

NoTE: The F5=Aob function key displays only if you access this
screen through this menu option, as opposed to Pre-Receipt Inv
Val Edit List (MENU APMAIN) or Post Pre-Receipt Inv Val
Group(MENU APMAIN).

Press the F5=Aop function key to add a new group. The Pre-Receipt Voucher
Validation Group Control Screen (p. 14-6) will appear.

Enter

Press the Enter key to confirm your selection after selecting a group. The
Pre-Receipt Voucher Validation Group Control Screen (p. 14-6) will appear.
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Pre-Receipt Voucher Validation Group Control Screen

FRE-RECEIPT YOUCHER YALIDATIOW GROUP CONTROL
Compary’? [
Group Id: -
Dezcription:

LGL Posting Date:

Fa=Exit

This screen appears after you select option 12 - Pre-Receipt Inv Validation option from the Accounts
Payable Main Menu (MENU APMAIN), if no pre-receipt voucher groups exist. If you are changing an
existing group, this screen appears after pressing Enter on the Pre-Receipt Voucher Validation Groups

List Screen (p. 14-3). It also displays if you press F5=Aop on the Pre-Receipt Voucher Validation Groups
List Screen (p. 14-3) to add a group.

Use this screen to create a pre-receipt validation group or to change an existing group.

NOTE: You also may access this screen through Pre-Receipt Inv Val Edit List (MENU

APMAIN) or Post Pre-Receipt Inv Val Group (MENU APMAIN), with minor
differences.

Pre-Receipt Voucher Validation Group Control Screen Fields and Function Keys

Field/Function Key Description

(Mode) This field displays the function you are performing, depending on which
menu option this screen is displayed from, as indicated below.

 If you access this screen from this menu option, Entry displays.

I RHRGESS s 385e5n from PrecReceipt Inv Val Edit List (MENU

Ke{&w A?Iﬁeggt%ﬁ i%?egofsr(t)g}sp?%/ SPre Receipt Inv VVal Group (MENU
Display
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Pre-Receipt Voucher Validation Group Control Screen Fields and Function Keys

Field/Function Key

Description

Company Use this field to specify the number of the company for which this pre-
receipt voucher group is being added.
Key the company number.
Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)
Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).
(N 2,0) Required/Display

Group ID Use this field to key the identifier of the voucher group you are adding.
Key the group identifier.
Valid Values: Any characters representative of the group (a message displays
if you try to key a group ID that has already been used)
(A 5) Required/Display

Description Use this field to key a description for the voucher group.

Key a description representative of the group of entries to be entered within
the group.

This description prints on the Pre-Receipt Inv Val Edit List (MENU
APMAIN) and the Post Pre-Receipt Inv VVal Group (MENU APMAIN).

(A 30) Required

GL Posting Date /
Period

Use this field to specify the date you want to use for G/L transactions
generated by the posting of this group.

Key a valid G/L calendar date. After you press Enter, the associated period
displays. For example, if you key 013012, Period: 1 Jan displays to the right
of the posting date.

If you are modifying a validation group, the posting period is displayed on
this screen when it is accessed.

Valid Values: A valid general ledger date that has been set up within the
General Ledger Calendar File through Fiscal Calendar Maintenance (MENU
GLFIL2). Key the date using the Default Date Format for this user, specified
through Register A+ User IDs (MENU XACFIG), or if that field is blank,
key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE)

(N 6,0) Required

F3=Exit

Press the F3=ExiT function key to exit the option and return to the menu.
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Pre-Receipt Voucher Validation Group Control Screen Fields and Function Keys

Field/Function Key Description

Enter Press the Enter key to confirm your selections and display the Pre-Receipt
Invoices List Screen (p. 14-9).
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Pre-Receipt Invoices List Screen

PRE-RECEIVED INVOICES
o 1 A% C Office Supply
Group: THURS Posting Date: 9r74-09
Yendor/Mame Inwoice Amount Yalidated Amnount Bc 5t
1 200K & M CORPORATION 2R00, 0O 5%
& 200K & M CORPORATION ddil. ge 5%
Last
Selection: _, Yendor: ..., VYoucher: .., ...,
Fi=Receipt= F5=Yalid Comp F&=Ych Info F10=End Fl11=Local Curr

This screen appears after you enter the required data and press Enter on the Pre-Receipt VVoucher
Validation Group Control Screen (p. 14-6). Use this screen to review a list of all pre-receipt invoices, or
a list of pre-receipt invoices for a specific vendor and/or associated with a specific voucher. You also
may use this screen to select a pre-receipt invoice for further review (via the Selection field), or

validate receipt of items

listed on the pre-receipt invoice (via the F5=VaLip Comp function key).

NOTE: You cannot select a pre-received invoice from this screen if any amount of that

invoice is

in a different group awaiting posting.

Pre-Receipt Invoices List Screen Fields and Function Keys

Field/Function Key

(Status)

Description

This field indicates the status of the pre-receipt invoices that currently
display on this screen. It displays All for all pre-receipt invoices, or Receipts
for pre-receipt invoices that have receipts recorded against them (as
identified with a Y in the Rc field). Use F2= Receirts / F2=ALL to change the
status of the pre-receipt invoices to display.

Display

(Group Information)

These fields display the group information you entered on the Pre-Receipt
Voucher Validation Group Control Screen (p. 14-6). The company, group ID,
and posting date for the group display.

Display
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Pre-Receipt Invoices List Screen Fields and Function Keys

Field/Function Key

Description

(Reference Number) This field displays the reference number associated with the pre-receipt

invoice. Key this humber in the Selection field to display further details
about a particular pre-receipt invoice.

Display
Vendor This field only displays when F6=VcH InFo displays and toggles with the
F6=Ven INFo function key.
The number of the vendor associated with each pre-receipt invoice.
Display
Name This field only displays when F6=vcH InFo displays. displays and toggles with
the F6=Ven InFo function key.
The name of the vendor associated with each pre-receipt invoice.
Display
Voucher This field only displays when F6=Ven InFo displays and toggles with the

F6=VcH InFo function key.

The number of the voucher assigned by the system when it was created
through Voucher Entry (MENU APMAIN).

Display

Invoice Number

This field only displays when Fe=Ven InFo displays and toggles with the
F6=VcH InFo function key.

The invoice number keyed on the Voucher Header Screen (p. 4-80) when the
voucher was created through Voucher Entry (MENU APMAIN).

Display

Date

This field only displays when Fe=Ven InFo displays and toggles with the
F6=VcH InFo function key.

The date the voucher was entered through Voucher Entry (MENU
APMAIN).

Display

Invoice Amount

This field displays the total dollar amount of the open payable that was
entered into as a pre-receipt invoice. The invoice amount equals the amount
of the original invoice less any validated amount.

When International Currency is installed, this field may be toggled with the
Fll=LocaL Curr/ F11=TrADING CURR key to display invoice amounts in the
applicable trading currency or in the company’s local currency.

Display
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Pre-Receipt Invoices List Screen Fields and Function Keys

Field/Function Key

Validated Amount

Description

This field displays the total dollar amount that has already been validated for
the pre-receipt invoice. An amount displays in this field only if an amount
has been selected for validation in a group (the st field is V), but that group
has not yet been posted.

NoTEe: If partial receipts have been received and posted, you may
perform receipt validation on the partial inventory that has been
received. The validation amount reflects the dollar amount on
which you have validated receipts.

This field may be toggled with the F11=LocaL Curr / F11=TrADING CURR Key t0
display validated amounts in the applicable trading currency with the trading
currency symbol displayed to the right of each amount or in the company’s
local currency with the company’s local currency symbol displayed to the
right of each amount.

Display

Rc

This field indicates if receipts have been posted against the PO included in
the pre-receipt invoice.

A'Y displays in this field if some or all of the items associated with the
voucher have been received. That is, a PO number or receiver number was
assigned to the voucher detail records and a match was found for the number
in the Receipt History File ( ).

If no receipts have been recorded against the pre-receipt invoice, this field is
blank.

NOTE: You may use the F2= Receirts / F2=ALL function key to display
only pre-receipt invoices that have receipts recorded against
them (i.e., a Y displays in this field for the pre-receipt invoice.)
Additionally, you will not be able to select a PO that was
previously selected, if no receipts have yet been posted for that
PO.

Display

St

This field displays the status of each pre-receipt invoice.

AV displays in this field if the voucher has already been validated.

An R displays in this field if the voucher has been selected for receipt
validation in another group, but has not yet been validated. To validate the

voucher, select the appropriate voucher in the Selection field and press
F5=VALID Comp OI ENTER.

Display
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Pre-Receipt Invoices List Screen Fields and Function Keys

Field/Function Key

Selection

Description

Use this field to select a pre-receipt invoice for review.

Key the reference number to the left of the desired invoice and press Enter.
The Pre-Receipt Voucher Detail Screen (p. 14-14) will appear, where you may
review detailed information regarding the invoice.

(N 2,0) Optional

Vendor

Use this field to limit this screen to a display of pre-receipt invoices for a
specific vendor.

Key a vendor number and press Enter. A list of pre-receipt invoices for the
vendor you select will display.

(A 6,0) Optional

\Voucher

Use this field to limit this screen to a display of pre-receipt invoices
associated with a specific voucher.

Key a voucher number and press Enter. A list of pre-receipt invoices for the
voucher you select will display.

(A 7,0) Optional

F2= Receipts/All

Press the F2= Receipts / F2=ALL function key to toggle between a display of
pre-receipt invoices that have receipts recorded against them, or a display of
all pre-receipt invoices. The Status field changes accordingly.
If this key displays as:
» F2=RecelrTS, press to display only pre-receipt invoices that have
receipts recorded against them (a Y displays in the Rc field).

o F2=ALL, press to display all pre-receipt invoices (the Rc field displays a
Y or is blank).

F5=Valid Comp

The F5=vaLp Comp function key allows you to validate receipt of all items
listed on the pre-receipt invoice. After keying a reference number in the
Selection field, press F5=VaLip Comp to display the AP-PO Receipt Validation
Screen (p. 4-28).

F6=Vch Info/Ven Info

Press the F6=VcH INFo / F6=Ven InFo function key to toggle between a display
of vendor information or voucher information associated with each pre-
receipt invoice.

If this key displays as:

e F6=VcH InFo, press to display the Voucher, Invoice Number, and Date
fields.

* F6=VEN INFO, press to display the Vendor number and vendor Name.

F10=End

After you complete the validation process, press F10=Enp to display the End
Validation Confirmation Screen (p. 14-19).
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Pre-Receipt Invoices List Screen Fields and Function Keys

Field/Function Key

F11=Local Curr/
Trading Curr

Description

Press F11=LocAL Curr / F11=TrADING CURR t0 toggle between displaying
invoice and validated amounts in the company’s local currency and
displaying these amounts in the applicable trading currencies.

Press F11=LocaL Curr to display invoice and validated amounts in the
company’s local currency. The symbol for the company’s local currency will
appear to the right of each amount.

Press F11=TrabinG Curr to display invoice and validated amounts in the
applicable trading currency. The applicable trading currency symbol will
appear to the right of each amount.

Enter

After keying a reference number in the Selection field of the pre-receipt
invoice you want to review in detail, press Enter to display the Pre-Receipt
Voucher Detail Screen (p. 14-14).
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Pre-Receipt Voucher Detail Screen

YOUCHER DETAIL
Vendor: 200 Youcher: 470
1]
Act Div.Account.Sub/Description L I Amt USE Val Amt USF  Sel
_  OEl.0EE5120. 008 Pre-Receipt I D ZROA, OE FROD.OE Y
ZREE, G
Actionz:  R=Restaore
0=Delete
C=Change
FlO=Cantinue F11=Local Curre Fzd=Cancel

This screen appears after you select a pre-receipt invoice and press Enter on the Pre-Receipt Invoices
List Screen (p. 14-9). Use this screen to review or update G/L accounts affected by the pre-receipt
invoice and the amounts involved in the transaction.

Pre-Receipt Voucher Detail Screen Fields and Function Keys

Field/Function Key

Vendor

Description

This field displays the number of the vendor whose pre-receipt invoice you
are reviewing.

Display

\Voucher

This field displays the number of the voucher associated with the pre-receipt
invoice you are reviewing.

Display

Act

Use this field to select an action to be taken for this pre-receipt invoice.

Key R if you want to restore a previously deleted G/L transaction generated
by this pre-receipt invoice and press ENTer.

Key D if you want to delete a G/L transaction generated by this pre-receipt
invoice and press ENTER.

Key C if you want to change a G/L transaction generated by this pre-receipt
invoice and press ENTER.

Valid Values: R, D, or C
(A 1) Optional
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Pre-Receipt Voucher Detail Screen Fields and Function Keys

Field/Function Key

(G/L Account Number)
/ Description

Description

This field displays the number of the G/L account affected by the pre-receipt
invoice transaction. The description of the account, as defined through G/L
Accounts Maintenance (MENU GLFILE ), also displays to the right of the
account number.

Display

D/C

This field indicates if the G/L transaction that was generated for the pre-
receipt invoice was a debit or credit value.

A D displays in this field if the account was debited.

A Cdisplays in this field if the account was credited.
Display

Inv Amt

This field displays the total dollar amount involved in the G/L transaction
that was generated for the pre-receipt invoice.

This field may be toggled with the F11=LocaL Curr / F11=TRADING CURR key t0
display the invoice amount in the applicable trading currency or in the
company’s local currency. The symbol for the currency used to express the
amount will appear to the right of the heading Inv Amt.

Display

Val Amt

This field displays the total dollar amount that is being validated for the pre-
receipt invoice. You may change this amount by keying C in the Act field.

This field may be toggled with the F11=LocaL Curr/ F11=TraDING CURR Key t0
display the validated amount in the applicable trading currency or in the
company’s local currency. The symbol for the currency used to express the
amount will appear to the right of the heading val Amt.

Display

Sel

This field displays a Y for each pre-receipt invoice G/L transaction,
indicating that it has been selected. Note that each pre-receipt invoice is
considered selected unless you choose to change it via the Act field.

Display

F10=Continue

Press the F10=Continue function key, without taking any action (restore,
delete or change), to access the AP-PO Receipt Validation Screen (p. 4-28).

F11=Local Curr/
Trading Curr

Press F11=LocAL Curr / F11=TRADING CURR t0 toggle between displaying
invoice and validated amounts in the company’s local currency and
displaying these amounts in the applicable trading currencies.

Press F11=LocaL Curr To display invoice and validated amounts in the
company’s local currency. The symbol for the company’s local currency will
appear to the right of each amount.

Press F11=TrapiNG CurRr to display invoice and validated amounts in the
applicable trading currency. The applicable trading currency symbol will
appear to the right of each amount.
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Pre-Receipt Voucher Detail Screen Fields and Function Keys

Field/Function Key

Description

F24=Cancel Press the F24=CanceL function key to cancel this operation and return to the
Pre-Receipt Invoices List Screen (p. 14-9). This line’s validation will be
canceled and the status will be cleared if the line was previously vouchered.

Enter Press the Enter key to confirm the action you are taking. If you are not

performing an action, press F10=Continue instead of Enter.

If you selected to restore a previously deleted transaction (Act field set to R),
upon pressing Enter the validated amount will reappear, along with a Y in the
Sel field indicating that it has been selected.

If you selected to delete a transaction (Act field set to D), upon pressing
Enter the validated amount will disappear and the Sel field will be blank. To
restore the G/L transaction generated by the pre-receipt invoice, see R above.

If you selected to change a transaction (Act field set to C), upon pressing
EnTer the Pre-Receipt Voucher Change Screen (p. 14-17) will appear.
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Pre-Receipt Voucher Change Screen

YOUCHER DETAIL
Vendor: 200 Voucher: 47
]
Act Div.Account.Subs/Description L I Amt USE Val Amt USF  Sel
L UE1.0005120.000 Pre-Receipt I D ZROE, BE FROD.BE Y
"
Irvolce Amt: ZRUE, 0E
Div. Account. SubsDescription
BEL. BRES1ZN, BEE Pre-Receipt I Yalidate Amt: _ ... ... ZEEE. PR,
Complete: ¥ [(¥/N)
Fla=lpdate F12=Return

This screen appears after you press Enter on the Pre-Receipt Voucher Detail Screen (p. 14-14), if you
selected to change a G/L transaction generated by the pre-receipt invoice. Use this screen to change the
validated amount for the pre-receipt invoice.

NoTE: When International Currency is installed, to review all currency gain/loss
transactions that are generated through Pre-Receipt Inv Validation (MENU
APMAIN) to account for exchange rate fluctuations for foreign currency vendors,
run the Pre-Receipt Inv Val Edit List (MENU APMAIN).

For details about the fields on the top portion of this screen, refer to the Pre-Receipt Voucher Detail

Screen (p. 14-14).

Pre-Receipt Voucher Change Screen Fields and Function Keys

Field/Function Key

(G/L Account Number)
/ Description

Description

This field displays the number of the G/L account affected by the pre-receipt
invoice transaction you have selected to change. The description of the
account, as defined through G/L Accounts Maintenance (MENU GLFILE),
also displays to the right of the account number.

Display
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Pre-Receipt Voucher Change Screen Fields and Function Keys

Field/Function Key

Invoice Amt

Description

This field displays the total dollar amount involved in the G/L transaction.

When International Currency is installed, the invoice amount in the
applicable trading currency with the trading currency symbol displayed to
the right is shown. The company local currency equivalent value displays
below with the local currency symbol to the right.

Display

Validate Amt

The validate amount displayed in this field is the same as the dollar amount
displayed in the Invoice Amt field, unless it has been changed. To change the
validate amount, key the new amount in this field that will be validated for
the pre-receipt invoice and press F10=UppaTe to update the selected G/L
account.

If the value in this field is 0, the Complete field must be v.

If partial receipts have been entered and posted, you may perform receipt
validation on the partial inventory that has been received. The validation
amount reflects the dollar amount on which you will be validating receipts.

When International Currency is installed, the validated amount in the
applicable trading currency with the local currency equivalent value
displayed below is presented.

Default Value: The total invoice amount

(N 15,2) Optional

Complete

This field determines whether or not the invoice has been completely
validated.

Key Y for completely validated pre-receipt invoices.
Key N for pre-receipt invoices that have not been completely validated.

NoTEe: If the validate Amt field is 0, the value in this field must be Y.

Default Value: Y
(A1) Required

F10=Update

Press the F10=Uprpate function key to accept your changes and return to the
Pre-Receipt Voucher Detail Screen (p. 14-14).

F12=Return

Press the F12=ReTurn key to return to the Pre-Receipt Voucher Detail
Screen (p. 14-14) without changing any data.
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End Validation Confirmation Screen

END WAL TDATION

1 Youcher(s] hawe been wal idated.

Press ENTER to exit group or F1Z fo
return to the prewvious screen.

- ar -

Press F24 to cancel the group, all
zelections will be rewversed.

F1Z2=Return Fzd=Cancel

This confirmation screen appears after you press F10=Urpate 0n the Pre-Receipt Invoices List Screen.
Use this screen to review the number of vouchers that have been validated, or to cancel the entire
validated group.

End Validation Confirmation Screen Fields and Function Keys

Field/Function Key Description

(Confirmation One of two messages, indicating the following, display on this screen:

Message) « Ifany vouchers have been selected for validation, the number of vouchers
that have been validated is presented. You will be prompted to press
ENTER t0 exit the group, F12=Return to return to the previous screen, or
F24=CanceL to cancel the entire validated group.

« If no vouchers were selected for validation, the message 0 vouchers have
been validated is displayed. You will be prompted to press Enter to exit
the group, or F12=ReTurn t0 return to the previous screen. You are not
provided with the option to press F24=CanceL to cancel the entire
validated group.

Display

F12=Return Press the F12=ReTurn function key to return to the Pre-Receipt Invoices List
Screen (p. 14-9).

14-19



Infor Distribution A+ Accounts Payable User Guide

End Validation Confirmation Screen Fields and Function Keys

Field/Function Key Description

F24=Cancel NOTE: The F24=CanceL function key displays only if at least one

voucher has been validated.

Press the F24=CanceL function key to cancel the entire pre-receipt voucher
validation group. All selections made previously will be reversed and MENU
APMAIN will appear.

Enter Press the Enter key to exit the group and return to MENU APMAIN. If you
are adding a group, pressing Enter Will display the Pre-Receipt Voucher
Validation Groups List Screen (p. 14-3).
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Validation Edit List

Use the Pre-Receipt Invoice Validation Edit List option to print the Pre-Receipt Invoice Validation Edit
List (p. 15-7). This listing prints all G/L transactions that will be generated when the validation group
you created through Pre-Receipt Inv Validation (MENU APMAIN) is posted through Post Pre-Receipt
Inv Val Group (MENU APMAIN). You will be able to select the validation group for which the listing
will print, as well as the description and the G/L posting date associated with the group.

Additionally, error messages will print on the listing if account errors are detected. Error messages that
might occur and print, allowing you to verify account numbers, may be caused from an invalid
account, a suspended account, an inter-company account, or an account for a different company than
the group’s company.

Pre-Receipt Inv Val Edit List

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Pre-Receipt VVoucher Validation Groups List Displays a list of validated groups.
Screen

Pre-Receipt Voucher Validation Group Use to select a pre-receipt validation group for editing.
Control Screen

Pre-Receipt Invoice Validation Edit List Prints all GL transactions that will be generated when
the validation group is posted.
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Pre-Receipt Voucher Validation Groups List Screen

PRE-RECEIPT WOUCHER WALIDATIOW GROUPS
Lo Group Description Pozt Dt Status
1 1 [DCF Thursday's Receipts 92409 Available
Last
Selection: _ ., Company® A1,
F3=Exit F5=fdd

TECHNICAL NOTE: This is a shared screen that displays in multiple places. The actual
screen format name is AP167FM_GRPLST.

This screen appears after you select option 13 - Pre-Receipt Inv Val Edit List from the Accounts
Payable Main Menu (MENU APMAIN). It will also appear:

« after you select option 12 - Pre-Receipt Inv Val Edit List from the Accounts Payable Main Menu
(MENU APMAIN), if a pre-receipt voucher group already exists

« after pressing Enter on the End Validation Confirmation Screen (p. 14-19) if you are adding a group.
« after you select option 14 - Post Pre-Receipt Inv Val Group

Use this screen to select an existing validation group to be edited (via the Selection field).

NoTe: All dates will print in the Default Date Format for the user that generated the
report, specified through Register A+ User IDs (MENU XACFIG), or if that field
is blank, the dates print using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

Pre-Receipt Voucher Validation Groups List Screen Fields and Function Keys

Field/Function Key Description

(Reference Number)  This field displays the reference number of the group. Use this number to
select a group for processing by keying this number in the Selection field on
this screen.

Display
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Pre-Receipt Voucher Validation Groups List Screen Fields and Function Keys

Field/Function Key
Co

Description

This field displays the company number associated with the validation group
created on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-
6).

Display

Group

This field displays the group ID that was keyed when this group was created
on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-6).

Display

Description

This field displays the group description that was keyed when this group was
created on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-
6).

Display

Post Dt

This field displays the G/L posting date that was keyed when this group was
created on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-
6).

Display

Status

This field displays the status of the group.
A status of Available indicates that the group is available for processing.

A status of In-Use XX, where XX is the Group ID, indicates that the group is
currently being processed and is not available for use.

A status of Post XX, where XX is the Group ID, indicates that the group is
being posted and cannot be selected.

Display

Selection

Use this field to select a group for processing. The group’s status must
indicate Available.

Key the reference number to the left of the desired group and press Enter.
The Pre-Receipt Voucher Validation Group Control Screen (p. 15-5) will
appear.

(N 2,0) Required
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Pre-Receipt Voucher Validation Groups List Screen Fields and Function Keys

Field/Function Key

Company

Description

Use this field to limit the screen to a display of pre-receipt invoices for a
specific company.

Key a company number and press Enter. A list of pre-receipt invoices for the
company you selected will display on this screen.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Optional

F3=Exit

Press the F3=ExiT function key to exit the option and return to the menu.

Enter

Press the Enter key to confirm your selection after selecting a group. The
Pre-Receipt Voucher Validation Group Control Screen (p. 15-5) will appear.
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List

Pre-Receipt Voucher Validation Group Control Screen

PRE-RECEIPT YOUCHER YARLIDATIOM GROUP CONTROL
Comparuy? [3
Group Id: BE
Dezcription: Eirst week receipts

LGL Posting Date: 010G Period: 9 Period 09

F3=Exit F1Z=Return

TECHNICAL NOTE: This is a shared screen that displays in multiple places. The actual
screen format name is AP167FM_STARTG.

This screen appears after you selecting a pre-receipt voucher validation group for editing. Use this
screen to submit a pre-receipt validation group for editing.

NoOTE: You also may access this screen through Pre-Receipt Inv Validation (MENU
APMAIN) or Post Pre-Receipt Inv Val Group (MENU APMAIN), with minor
differences.

Pre-Receipt Voucher Validation Group Control Screen Fields and Function Keys

Field/Function Key Description

(Mode) This field displays the function you are performing, depending on which
menu option this screen is displayed from, as indicated below.
 If you access this screen from this menu option, Edit displays.
. He('% A?](ﬁeggttlr(l)ﬁ igés(?egnftrpynaf;ﬁg?/gcelpt Inv Validation (MENU

* RRARGESS s sqeen from Past Pre-Receipt Inv Val Group (MENU

Display
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Pre-Receipt Voucher Validation Group Control Screen Fields and Function Keys

Field/Function Key

Company

Description

This field displays the company number associated with the validation group
created on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-
6).

Display

Group ID

This field displays the group ID that was keyed when this group was created
on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-6).

Display

Description

Use this field to key a description for the voucher group.

Key a description representative of the group of entries to be entered within
the group.

This description prints on the Pre-Receipt Inv Val Edit List (MENU
APMAIN) and the Post Pre-Receipt Inv Val Group (MENU APMAIN).

(A 30) Required

GL Posting Date /
Period

Use this field to specify the date you want to use for G/L transactions
generated by the posting of this group.

Key a valid G/L calendar date. After you press Enter, the associated period
displays. For example, if you key 013012, Period: 1 Jan displays to the right
of the posting date.

If you are modifying a validation group, the posting period is displayed on
this screen when it is accessed.

Valid Values: A valid general ledger date that has been set up within the
General Ledger Calendar File through Fiscal Calendar Maintenance (MENU
GLFIL2). Key the date using the Default Date Format for this user, specified
through Register A+ User IDs (MENU XACFIG), or if that field is blank,
key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE)

(N 6,0) Required

F3=Exit Press the F3=ExiT function key to exit the option and return to the menu.
F12=Return Press the F12=Return function key to return to the Pre-Receipt Voucher

Validation Groups List Screen (p. 15-2) to select a different group for editing.
Enter Press the EnTer key to confirm your selections and display the Report

Options screen. Refer to the Cross Applications User Guide for information
about this screen.
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Pre-Receipt Invoice Validation Edit List

APG20B 27/03/12 20.26.04 Pre-Receipt Invoice Validation Edit List HB/APDEMO  PAGE 1
Company: 01 A & C 0ffice Supply
Group:  TUESD Tuesdays invoices
Post Dt: 31/03/42

Co Voucher Original Net Currant Net Validated
Div.Account . Sub/Description PO Numbar Debit Credit
Vendor: 100  SHARP INTERNATIONAL VENDOR
0 1020 1,200.00- 1,298 .47
004.0002600.000 Purchase Clearing Account 101478 1,155.00
001.0001300.000 Purchase Price Variance 143.47
001.0005120.000 Pre-Receipt Inventary 1,298 .47
Total for Vendor 100 1,298 .47 1,298 .47
Total for Group: 1,298.47 1,298 .47

This listing prints after you press Enter on the Report Options Screen. This listing prints all G/L
transactions that will be generated when the validation group you created through Pre-Receipt Inv
Validation (MENU APMAIN) and selected on the Pre-Receipt Voucher Validation Groups List
Screen (p. 15-2).

If account errors are detected, error messages also will print on this listing allowing you to use this
listing for simple account number verification.

NoTE: This listing is identical to that generated through Post Pre-Receipt Inv Val Group

MEN N). The o dlfference ever is the heading. If this listing
i et iR e e TR AefeBeineth

Ca e ecelpt Invouce ation

Pre-Receipt Invoice Validation Edit List

Report/Listing Fields Description

Headings Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation 1D, User 1D, and page
number.

Summary of the selection criteria prints in the center of the headings area
followed by the individual field headings.

Vendor The number and name of the vendor for the selected purchase order.

Co The number of the company.

Voucher The number of the voucher.

Original Net The original amount owed to the vendor when the voucher was created.
Current Net The amount owed to the vendor at the time the listing is printed.
Validated The amount that was validated during receipt validation.
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Pre-Receipt Invoice Validation Edit List

Report/Listing Fields Description

G/L/Account Number The accounts affected by this transaction.
Headings/Description

PO Number The number of the purchase order.

Debit The amount that was debited from each account.
Credit The amount that was credited to each account.
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charter1s  POStiNG Pre-Receipt Invoice 16
Validation Groups

Use the Post Pre-Receipt Inv VVal Group option, once you have run Pre-Receipt Inv Validation (MENU
APMAIN) and optionally Pre-Receipt Inv Val Edit List (MENU APMAIN), to post all pre-receipt

transactions for the selected group; that is, post receipts that have been vouchered and paid for prior to
receiving the goods. You select the validation group to be posted, the description of the voucher group,
and the G/L Posting date you want to use for G/L transactions generated by the posting of this group.

When you run this option, the following functions also are performed:

» Validation work transactions are used to generate G/L transactions; these transactions are placed
into a G/L posting group and the group is submitted for posting. This causes any pre-paid inventory
amounts to be backed out (the Pre-Receipt Inventory Account is credited for the amount of the
original voucher), and any Purchasing Clearing Accounts to be cleared (debited) for the amount of
the receipt. All work files are therefore cleared and the pre-receipt inventory records are updated to
reflect the validation.

» The G/L Transaction Entry Edit - Error Report is generated; this listing indicates the number of
entries out of balance, if any. If errors are found, posting is suspended.

» The G/L Transaction Post Journal is generated; this journal indicates each detail transaction that
was posted. A separate journal is generated for each journal type.

» The Pre-Receipt Invoice Validation Post List prints indicating the G/L transactions generated for
the validation group.

When the International Currency revaluation process takes place for this option, the G/L Transaction
Post Report (IC680D) may print, depending on the value specified in the A/P to G/L field through
Company Name Maintenance (MENU XAFILE). Refer to Revalue Receipts Pending Invoicing
(MENU ICRVAL) in the International Currency User Guide for information about this report.

NoTe: This job is submitted to the Transaction Processor.

Post Pre-Recelpt Inv Val Group

The screens and/or reports in this option and a brief description are listed in the following table.
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Title Purpose

Pre-Receipt Voucher Validation Groups List Displays a list of validated groups.
Screen

Pre-Receipt VVoucher Validation Group Use to submit the pre-receipt validation group to
Control Screen posting.

Pre-Receipt Invoice Validation Post List Prints the G/L transactions that were generated for this
pre-receipt group.
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Pre-Receipt Voucher Validation Groups List Screen

PRE-RECEIPT WOUCHER WALIDATIOW GROUPS
Lo Group Description Pozt Dt Status
1 1 [DCF Thursday's Receipts 92409 Available
Last
Selection: _ ., Company® A1,
F3=Exit

TECHNICAL NOTE: This is a shared screen that displays in multiple places. The actual
screen format name is AP167FM_GRPLST.

This screen appears after you select option 14 - Post Pre-Receipt Inv VVal Group option from the
Accounts Payable Main Menu (MENU APMAIN). It will also appear:

« after you select option 12 - Pre-Receipt Inv Validation from the Accounts Payable Main Menu
(MENU APMAIN), if a pre-receipt voucher group already exists

« after pressing Enter on the End Validation Confirmation Screen (p. 14-19) if you are adding a group.
« after you select option 13 - Pre-Receipt Inv Val Edit List

Use this screen to select an existing validation group for posting (via the Selection field).

NoTe: All dates will print in the Default Date Format for the user that generated the
report, specified through Register A+ User IDs (MENU XACFIG), or if that field
is blank, the dates print using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

Pre-Receipt Voucher Validation Groups List Screen Fields and Function Keys

Field/Function Key Description

(Reference Number)  This field displays the reference number of the group. Use this number to

select a group for processing by keying this number in the Selection field on
this screen.

Display
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Pre-Receipt Voucher Validation Groups List Screen Fields and Function Keys

Field/Function Key

Company

Description

This field displays the company number associated with the validation group
created on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-
6).

Display

Group

This field displays the group ID that was keyed when this group was created
on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-6).

Display

Description

This field displays the group description that was keyed when this group was
created on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-
6).

Display

Post Dt

This field displays the G/L posting date that was keyed when this group was
created on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-
6).

Display

Status

This field displays the status of the group.
A status of Available indicates that the group is available for processing.

A status of In-Use XX, where XX is the Group ID, indicates that the group is
currently being processed and is not available for use.

A status of Post XX, where XX is the Group ID, indicates that the group is
being posted and cannot be selected.

Display

Selection

Use this field to select a group for processing. The group’s status must
indicate Available.

Key the reference number to the left of the desired group and press Enter.
The Pre-Receipt Voucher Validation Group Control Screen (p. 16-6) will
appear.

(N 2,0) Required
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Pre-Receipt Voucher Validation Groups List Screen Fields and Function Keys

Field/Function Key

Company

Description

Use this field to limit the screen to a display of pre-receipt invoices for a
specific company.

Key a company number and press Enter. A list of pre-receipt invoices for the
company you selected will display on this screen.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

F3=Exit

Press the F3=ExiT function key to exit the option and return to the menu.

Enter

Press the Enter key to confirm your selection after selecting a group. The
Pre-Receipt Voucher Validation Group Control Screen (p. 16-6) will appear.
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Pre-Receipt Voucher Validation Group Control Screen

PEE-RECEIPT YOUCHER YALIDATION GROUP COMTROL

Job Template: Hodify Selections: N

Compary’? [l
Group Id: TUESD
Dezcription: Tuesdaus, involces . ... . ... ...

GL Posting Date: 310317 Period: 3 HMar

F3=Exit F9=Job Template List F12=Return

TECHNICAL NOTE: This is a shared screen that displays in multiple places. The actual
screen format name is AP167FM_STARTG.

This screen appears after you selecting a pre-receipt voucher validation group for posting. Use this
screen to submit a pre-receipt validation group for posting.

NOTE: You also may access this screen through Pre-Receipt Inv Validation (MENU
APMAIN) or Pre-Receipt Inv Val Edit List (MENU APMAIN), with minor
differences.

Pre-Receipt Voucher Validation Group Control Screen Fields and Function Keys

Field/Function Key Description

(Mode) This field displays the function you are performing, depending on which
menu option this screen is displayed from, as indicated below.

 If you access this screen from this menu option, Post displays.
. He('% A?](ﬁeggttlr(l)ﬁ igés(?egnftrpynaf;ﬁg?/gcelpt Inv Validation (MENU

’ }{e{,e)ﬁ,gmeggtt,gﬁ e dﬁrto&psg(ae)-/geceupt Inv Val Edit List (MENU

Display
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Pre-Receipt Voucher Validation Group Control Screen Fields and Function Keys

Field/Function Key

Job Template

Description

This field displays on this screen only when you access this screen through
the Post Pre-Receipt Inv Val Group (MENU APMAIN).

Job templates are defined through Job Template Maintenance (MENU
XAFILE) to allow parameter selections to be pre-defined for a particular
process (such as, GL Year End) ahead of time. Once defined, this template
can be used repeatedly, eliminating the need to manually provide these
parameters for every submission of this job process.

For the current job submission, you can enter a pre-defined job template in
this field to use the established parameters (with or without any
modifications), or you can leave this field blank and the system will prompt
you to provide your own parameters.

If you enter a pre-defined job template in this field, and do not want to make
any changes to the established parameter selections for this current job
submission, key N in the Modify Selections field. You will then bypass all the
output parameter screens.

If you enter a pre-defined job template in this field, but want to review and/or
make modifications to the established parameter selections for this current
job submission, key Y in the Modify Selections field. You will be presented
with the established parameters for that job template and can review/make
changes as needed for this job.

If you leave this field blank, you will be presented with a series of prompts
for you to provide the desired parameters for this current job submission.

NoTE: To review a list of existing job templates that have been
created, press F9=Joe TEMPLATE LIST.

Valid Values: A job template defined for posting pre-receipt voucher
validation groups (that is, AP620P) through Job Template Maintenance
(MENU XAFILE).

(A 10) Optional
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Pre-Receipt Voucher Validation Group Control Screen Fields and Function Keys

Field/Function Key
Modify Selections

Description

This field displays on this screen only when you access this screen through
the Post Pre-Receipt Inv Val Group (MENU APMAIN).

If using a job template (you keyed a job template name in the Job Template
field on this screen or selected one via F9=Jos TempLATE LisT), this field
determines if you will be presented with that template’s parameters for
review and/or modification for this current job submission.

Key Y if you want to be able to review and/or modify the selections of the
indicated job template. Any changes you make to the template through this
post run will not impact the actual predefined template. The changes apply
for this run of the job only. If you key Y, a series of selection screens will
display allowing you to review and/or make changes. For details about the
screens that display, refer to Job Template Maintenance (MENU XAFILE) in
the Cross Applications User Guide.

Key N if you want to use the template as-is and you do not want to make any
modifications. If you key N, a series of selections screens will not be
displayed.

Valid Values: Y or N; cannot be Y if the Job Template field is blank.

(A1) Optional

Company

This field displays the company number associated with the validation group
created on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-
6).

Display

Group ID

This field displays the group ID that was keyed when this group was created
on the Pre-Receipt Voucher Validation Group Control Screen (p. 14-6).

Display

Description

Use this field to key a description for the voucher group.
Key a description representative of the group of entries to be entered within
the group.

This description prints on the Pre-Receipt Inv Val Edit List (MENU
APMAIN) and the Post Pre-Receipt Inv Val Group (MENU APMAIN).

(A 30) Required
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Pre-Receipt Voucher Validation Group Control Screen Fields and Function Keys

Field/Function Key

GL Posting Date /
Period

Description

Use this field to specify the date you want to use for G/L transactions
generated by the posting of this group.

Key a valid G/L calendar date. After you press Enter, the associated period
displays. For example, if you key 013012, Period: 1 Jan displays to the right
of the posting date.

If you are modifying a validation group, the posting period is displayed on
this screen when it is accessed.

Valid Values: A valid general ledger date that has been set up within the
General Ledger Calendar File through Fiscal Calendar Maintenance (MENU
GLFIL2). Key the date using the Default Date Format for this user, specified
through Register A+ User IDs (MENU XACFIG), or if that field is blank,
key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE)

(N 6,0) Required

F3=Exit

Press the F3=ExiT function key to exit the option and return to the menu.

F9=Job Template List

This function key displays on this screen only when you access this screen
through the Post Pre-Receipt Inv Val Group menu option (MENU
APMAIN).

Press the F9=Jos TempLATE LisT key to display the Job Template List Screen,
where you can review a list of existing job templates that have been created
for a Pre-Receipt Voucher Validation Group Post job.

Refer to Job Template Maintenance (MENU XAFILE) in the Cross
Applications User Guide for further details.

Enter

Press the Enter key to confirm your selections. The job will be submitted to
the Transaction Processor for posting and various reports print.

Additionally, depending on your selections in the Job Template and Modify
Selections fields on this screen, various job template screens may or may not
display once you press Enter. For details about job template screens, refer to
Job Template Maintenance (MENU XAFILE) in the Cross Applications
User Guide.
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Pre-Receipt Invoice Validation Post List

APB20B 04/22/12 15.27.55 Pre-Receipt Invoice Validation Post List HR/APDEMO  PAGE 1
Company: 01 A & C Office Supply/USD
Group: TT  Tuesday - Thursday vouchers
Post Dt: 08/12/14

Co Voucher Original Met Current Net Validated

Div.Account .Sub/Description PO Number Debit Cradit
Vendor: 100  SHARP INTERNATIONAL
0 1020 1,200.00- 1,298 .47
001.0002500.000 Purchases Clearing Account 101478 1,155.00
001.0001300.000 Purchase Price Variance 143.47
001.0005120.000 Pre-Receipt Inventory 1,298 .47
Total for Vendor 100 1,298.47 1,298 47
Total for Group: 1,298.47 1,298 .47

This listing prints after you press Enter on the Report Options Screen. This listing prints all G/L
transactions that will be generated when the validation group you created through Pre-Receipt Inv
Validation (MENU APMAIN) is posted through Post Pre-Receipt Inv Val Group (MENU APMAIN).

If account errors are detected, error messages also will print on this listing allowing you to use this
listing for simple account number verification.

NOTE: This Iisting is identical to that generated through Pre-Receipt Inv Val Edit List

The o difference, how, ve the eadm Ifthls listing
rou IIins (%Qhe%/lhea i L erg& %e'ﬁea g Will
ca & ecelp nvouce atnon Er&%q_
Pre-Receipt Invoice Validation Post List
Report/Listing Fields Description
Headings Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation 1D, User ID, and page
number.

Summary of the selection criteria prints in the center of the headings area
followed by the individual field headings.

Vendor The number and name of the vendor for the selected purchase order.

Co The number of the company.

Voucher The number of the voucher.

Original Net The original amount owed to the vendor when the voucher was created.
Current Net The amount owed to the vendor at the time the listing is printed.
Validated The amount that was validated during receipt validation.
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Pre-Receipt Invoice Validation Post List

Report/Listing Fields Description

G/L/Account Number The accounts affected by this transaction.
Headings/Description

PO Number The number of the purchase order.

Debit The amount that was debited from each account.
Credit The amount that was credited to each account.
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CHAPTER 17 Creating Payment Groups for 1 7
Payment Selection

A payment group consists of those open payables for which checks will be printed. Open payables are
created when vouchers are posted through Post Vouchers (MENU APMAIN).

Use the Payment Selection option on the Accounts Payable Check Processing Menu (MENU
APCHCK) to create a payment group.This is the first step of standard check processing. Once the
payment group is created, other options available on this menu allow you to maintain your payment
selections (MENU APCHCK), reprint the Payment Selection Report (MENU APCHCK) to review the
list of vouchers you currently have selected to pay, or Clear Payment Selections (MENU APCHCK).

To complete standard check processing, you are required to print the following:
» Check Edit List (MENU APCHCK) to check for any errors
» Print Checks/ Process ACH or CC Payments (MENU APCHCK)

Checks must also be recorded through Record Check Numbers / Post ACH or CC Payments (MENU
APCHCK).

Payment Selection

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose
AJP Payment Processing Company Use to specify the company for which you are creating
Selection Screen payment selections.

AJP Payment Processing Group Selection ~ When accessing this screen through Payment Selection
Screen (MENU APCHCK), use to select the name of the
payment group to create or change.




Infor Distribution A+ Accounts Payable User Guide

Title

AJ/P Payment Processing Group Selection
List Screen

Purpose

Displays a list of existing payment groups available for
selection.

AJ/P Payment Group Information Screen

Use to specify criteria for selecting vouchers for the
group.

AJ/P Payment Vendor List Selection Screen

Use to specify vendors for the payment group, and job
template to be used, if desired.

AJP Payment Vendor Search Screen

Use to search for vendors to include in the group.

AJ/P Payment Vendor Range Selection
Screen

Use to select a range of vendors to include in the group,
and job templat