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To the reader

To the reader

This book contains the information you need to understand and run this application. The information in this
book applies only to XA.

For a complete list of the books in the XA library, see the bibliography included on the XA documentation CD.

Before you begin

If you are not familiar with the System i (or previous products AS/400 and iSeries), please complete the
system education for the basic concepts of the server and its operating system.

What this book contains

Chapters 1 and 2 acquaint you with the application. Be sure to read the first two chapters before you use the
instructions in the remaining sections. Use these chapters to understand how this application works and what
you need to know to manage it.

The next group of chapters describe the options on the Main Menu. For example, Chapter 3 contains
information about option 1 of the Main Menu. Each chapter includes information about how to use the
displays associated with each option.

The last group of chapters describes the reports and forms for this application.

Use the appendixes to find information about using offline files or other functions specific to your application.
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Chapter 1. Introducing the Accounts Payable application

This chapter contains general information you need to know about what Accounts
Payable does and how it works on the System i.

What Accounts Payable dOES............oouuiiiiiiiiiiii e 11
How the information flows within Accounts Payable ..............ccccooiiiiiiniii e, 1-4
How the application is designed ... 1-6
Overview Of @Uro CUrrENCY SUPPOM. .. .oeiii it ee e e e e e e e e e e e e e e e e e e e e annes 1-18
Application functional enhancements .......... ... 1-20

Some concepts and features that are common to most of the XA applications are
discussed in two other books: Getting Started with Infor ERP XA and Planning and
Installing Infor ERP XA.

Menus and displays
Graphics support
Group Job support
Master file searches
Audits and controls
Security

What Accounts Payable does

The Accounts Payable (AP) application uses an accrual or cash accounting system to
keep accurate and detailed records of vendor invoices and credit memos from the
time they are entered until they are purged from Open Payables.

The Accounts Payable Main Menu

To understand how the AP application works in more detail, you need to understand
the menus and their functions. The Main Menu offers eleven choices of operation.
Except for options 3 and 11, these choices lead to secondary menus that offer varying
numbers of defined operations. The next page shows a summary of the AP menu
functions.
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Main Menu

Type option or command; press Enter.

. Payables Processing >>

. Cash Disbursements Processing >>
. Bank Reconciliation

. Demand Reports >>

. Monthly General Ledger Entries >>
. Year-End Close >>

. File Maintenance >>

. File Listings >>

Inquiry >>

. History >>

. Revaluation
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Option 1. Payables Processing. Use this option to enter and review invoices and
credit memos.

Option 2. Cash Disbursements Processing. Use this option to enter payment
selections, print checks and reports, enter manual payments, and payment reversals.

Option 3. Bank Reconciliation. Use this option to display and reconcile checks,
renumber checks, enter bank charges, purge reconciled or voided checks and
deposits, and print reports that document the reconciliation session.

Option 4. Demand Reports. Use this option to select one of the reports available in
Accounts Payable other than those that can be printed using other options on the
Accounts Payable menu.

Option 5. Monthly General Ledger Entries. Use this option to print and/or clear the
Temporary General Ledger transactions.

Option 6. Year-End Close. Use this option to print year-end vendor statistics, 1099-
MISC report and forms, and reset and save the NEC Calendar YTD statistics.

Option 7. File Maintenance. Use this option to select file maintenance.
Option 8. File Listings. Use this option to list information from the master files.

Option 9. Inquiry. Use this option to display information from the master files and
history.

Option 10. History. Use this option to archive, delete, and restore current, archived,
and restored history.

Option 11. Revaluation. Use this option to revalue the local currency to another
exchange rate.

Accounts Payable interfaces

AP sends information to ...
CA. For purchased material charged to a contract (through PCC)
EC. Payments/remittance advice.

GL. Purchase journal distribution and cash disbursements.
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IM.

Cost adjustment transactions.

MMS. Invoice transactions to update MRO requisitions, work orders, and inventory

information.

PC&C. Miscellaneous charge transactions.

PUR. P.O. status for invoiced amounts (quantities and prices)

AP receives information from ...

AR.
EC.

Deposits added directly to the bank account file.

Invoices, invoice credit adjustments, motor carrier freight invoices, and freight
invoices to customers.

PUR. P.O. information required to verify that invoiced items were actually ordered,

received as ordered, priced as expected, and invoiced as expected.

How the information flows between Accounts Payable and other
applications

Passing information between applications is a two-step process. During install/tailor,
you first select the Accounts Payable interface to the applications. Once you have
selected the interface and completed installation/tailoring, you must then activate the
interface to the application using Cross Application Support (CAS).

If the Accounts Receivable (AR) application is installed and the AP to AR interface
is activated, AR sends deposits to the Accounts Payable Bank Account Master
file. If multi-currency support is active, AR passes amounts to AP in four
currencies: trading, local, payment, and bank account.

If the General Ledger application (GL) is installed and interfacing, the Accounts
Payable application verifies account numbers and passes purchase journal
transactions to General Ledger. Accounts Payable also generates and passes
cash disbursements transaction to General Ledger for payables processing
prepaid invoices and prepaid credit memos, as well as for the cash disbursements
processing functions. If multi-currency support is active, amounts are passed to
General Ledger in local currency.

If the Inventory Management application (IM) is installed and interfacing,
Accounts Payable edits invoice and credit memo cost adjustment transactions
against the open order data base. Accounts Payable verifies the existence of the
item number on the purchase order (if Purchasing is also installed) and the
existence of the line item in the ltem Balance file. To automatically pass the
transactions you must activate the AP to IM interface through CAS. If multi-
currency support is active, amounts are passed to IM in local currency.

If the Maintenance Management System (MMS) is installed and interfacing,
Accounts Payable invoicing sends invoice transactions to MMS to update
Maintenance, Repair, and Overhaul (MRO) requisitions, work orders, and
inventory information. File maintenance actions for MRO vendor and vendor/item
files also update MMS files simultaneously.

If the Production Control and Costing (PC&C) application is installed and
interfacing, Accounts Payable edits invoice and credit memo miscellaneous
charge and outside operation transactions against the open order data base.
Accounts Payable verifies the manufacturing order number, order status, charge
to operation and the miscellaneous charge number. To automatically pass the
transactions you must activate the AP to PC&C interface through CAS. If multi-
currency support is active, amounts are passed to PC&C in local currency.
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« If the Purchasing (PUR) application is also installed, payables processing along

with Vendor Master file maintenance, can be processed by either the Purchasing
or Accounts Payable application. Invoices can also be automatically generated
from either application. If multi-currency support is active, amounts are passed to
Purchasing in both trading (the amounts you enter) and local (the amounts
converted by the application) currency.

Note: Certain fields shown in the Payables Processing chapters of the
Accounts Payable User’s Guide apply only to the Purchasing application and do
not appear on displays if Purchasing is not installed.

How the information flows within Accounts Payable

Figure 1-1 shows how information flows through the Accounts Payable application.
The following paragraphs indicate the order in which information flows through the
application.

1.

Invoices and credit memos are entered through the work station or from a diskette
or disk file. It is also possible to receive invoices from your business partners
electronically using electronic data interchange (EDI). Invoices are posted to the
Open Payables files. The Purchase Invoice Journal is printed. Updates are made
to the Open Payables, Vendor Master, Temporary G/L, and Check Reconciliation
files.

2. Open Payables listings are produced to aid in making payment selections.

3. ltems due for payment are selected and a Cash Requirements Report can be

printed.

. If you decide to continue, the application produces the Cash Disbursements

Journal, Cash Disbursements Register, Transaction Gains/Losses report, and
checks. (The Cash Disbursements Journal is used as an audit trail for
transactions if the General Ledger application is installed. Transaction Gains/
Losses reports are only produced if multi-currency support is active and if there
were transaction gains or losses to report). Payments may also be sent to the
interface files, CHECKF and REMITF.

. When the bank statement is received, the information is entered to perform bank

reconciliation. Once reconciliation has occurred, you can purge selected
reconciled and voided records from the files in either test or purge mode and
transfer the paid invoices to the history file.

. On request, the Vendor Business Analysis Report, Vendor Analysis Report,

Summary Aged Open Payables, Detailed Aged Open Payables report, Open
Payables reports, Vendor Master file listings, Vendor Master File Year-End
Listing, and Temporary General Ledger Listing (available if general ledger
distribution is used) can be printed. Open Payables reports print an additional
total line for euro currency when the vendor is euro-participating.

. If multi-currency support is active, two sets of amounts, trading and local, are

required by the application. Local currency amounts are always in the national
currency and always derived from the trading currency amounts. Exchange rates
may be converted using the CAS Currency Conversion Routine, by entering an
explicit exchange rate, or by using rates derived from pre-payments such as
letters of credit. For information on euro currency, see “During the transition
period, various reports can be printed in euro or the trading partner’s currency.
After the transition period, when all transactions are in euro, all reports and
documents will only be available in euro. These reports are intended for analyzing
trading partner performance and account status, and are not intended to be sent
to your trading partners.” later in this chapter.
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8. You can inquire about invoice payment history when you want to review
information from the Current Invoice Payment History file, the Restored Invoice
Payment History file, or both files; about vendor open invoices and aged open
payables when you want to review open invoices in the Vendor Master and Open
Payables files; and also about bank account balances or payment selection totals
for all bank accounts, and payment methods. If multi-currency support is active,
amounts are tracked in both payment and local currency. Inquiry displays allow
the use of a function key to toggle betwseen local, trading, and alternate currency
when the vendor is euro-participating.

o Pavabl Payment Reversal
. pen Payables Transaction
Credit memos > listings Gains/Losses
Invoices » AMA22C
Ei Payment Reversal
ol L Cash Cash D\sbgrse-
| Requirements ments Register
a Report AMA22B
Payment Reversal
: AMA2B
rvonoe fon/Proo »| Transaction
|| Transaction/Proo " Gai
Register Manual Payments Gains/L.osses
AMV12 Transaction AMA22A

Gains/Losses
AMA42C
Manual Payments
Cash Disburse-
ments Register

lD AMA42B

Transaction

Manual Payments (Raa\ns/tLosses
»| Cash Disburse- epor
Inquiries ments Journal AMA313
AMA42A Cash Disburse-
Prints check ments Register
rints checks
- Check andreports Cash Disbl.j?sMeA312
ecks -
SYSTEM > | ments Journal
AMA311
Invoices
transferred
to history
MA71
_ | Reconciliation
»| Journal
- AMA70H
pendor Analysis Reconciliation
Report >0l
P AMV741 Activity Report
Vendor Business AMA70G
Analysis Report Bank Account
AMV742 Report
Summary Aged AMA7OF
Open Payables
AMA532
Detail Aged
Open Payables
AMA531 On request
Open Payables
by Vendor
AMAS51
Vendor Master
File Listing
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Vendor Master
File Year-End
Accounts Payable el
AMAB01
Temporary
»| General Ledger
Listing
AMV81

Figure 1-1. Flow of information within Accounts Payable
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How the application is designed

In XA, a standard system structure supports the Accounts Payable application and
system functions. Most of the structure elements, for example, using menus and
displays, and group job support, are discussed in the Getting Started with Infor ERP
XA book. Some of the structure elements are discussed here:

Menus and displays: Two basic types of information appear at the work station.
One is a menu (a list of options) from which you choose the tasks to be
performed; the other is a display you use to perform a chosen task.

Data entry and update methods: You can enter transactions on data entry
displays or you can enter the information from a diskette or disk file. In some
instances, you store the data to process it later in batch mode.

Master file searches: You can use master file searches to look up information in
various master files by typing a question mark in a field that supports searching.

Group Job support: You can use Group Job support to perform concurrently a
number of interactive jobs from different applications at a single work station. The
CAS User’s Guide also give more information about using Group Job support.

Notes function: The Note Tasks function is a XA activity, using OfficeVision/400*,
that allows you to maintain notes for customer, invoice, customer order, item, or
vendor numbers depending on the type of information the Accounts Payable
application uses. For more information, see Chapter 4 in the Getting Started with
Infor ERP XA book and the Help text for the Note Tasks function.

Batches: When you enter payables transactions, the application stores them in
batches on disk storage. The batches can be selected for review or changes
using a display. The same display is used for creating batches of data entered
from work stations.

Files: Files are collections of information organized in a meaningful way. Some
files contain relatively permanent information and they are called master files.
Other files are used to store information until it is processed, printed, or moved to
a master file. They are called work files or transaction files. All files are composed
of records which are composed of fields. Each field is an item of data such as a
vendor name.

Maijor reports: The Accounts Payable application provides reports for tracking all
invoice and payment transactions throughout the application.

Inquiries: In addition to reports, you may want to request specific information
about vendors, invoices, payment histories, bank account balances, and so on, to
appear on the display. A request of this type is called an inquiry. You can not
change any of the information that appears on the inquiry displays. If multi-
currency support is active, the displays contain a function key to allow you to
toggle between local and trading currencies. If the vendor is euro-participating,
the toggle also allows you to display the alternate currency when it is different
from the trading currency.

Accounts Payable supports the following inquiries:

Vendor Open Invoices
Aged Open Payables
Vendor Master

Invoice Payment History
Bank Account Balance.

Security: Access to information in your files is maintained by security controls in
the system and the Accounts Payable application.
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» Application tailoring: Application tailoring is the process of adapting the Accounts
Payable application to fit your business. The application is tailored during
installation by answering a questionnaire. Planning and Installing Infor ERP XA
describes this process in detail.

Data entry and update methods

Batches

Data entry is the process of getting your transaction data, such as invoices and credit
memos and manual payment updates, into the computing system. Updating is the
process of applying the entered transactions to your master files.

There are two ways of entering transactions: one at a time from a work station, which
is referred to as interactive or online data entry; or in a batch that has been recorded
on diskette or disk file, which is referred to as batch data entry. In either case, the
application edits the transactions and indicates any errors it detects.

Likewise, there are two ways of updating the master file with the entered transactions:
one transaction at a time, immediately after it has been entered and edited, or by the
batch. The first way is called immediate or online update; the second way is called
batch update. Immediate update normally uses interactive data entry and applies one
transaction at a time to the master files. Batch update uses an entire batch of
transactions that you entered either interactively or from a diskette or disk file. The
batch is then edited and held in a transaction file until the update operation is
requested.

The primary advantage of interactive data entry with immediate update is that master
files are up-to-the-minute; the response to an inquiry, for example, takes into account
the manual payment update that was entered seconds ago. The primary advantage of
batch update is that transactions can be processed whenever you choose—such as
during periods when the computing system is not busy answering inquiries and
editing transactions. Also, errors can be deleted and corrected before master files are
updated.

A batch, as indicated in a preceding discussion, is a group of transactions that are to
be processed together and applied to the master files. The transactions can be
grouped by type (such as all regular invoices or all credit memos), by order of
occurrence (such as one batch for each 100 transactions), by complexity (one person
is trained to handle a particular kind of transaction), or by some other category that
suits your business.

The transactions are entered into the computing system from a work station or from a
diskette or disk file. Either way, they become records in a transaction file in disk
storage.

The application keeps track of each batch’s status and shows it on the Data Entry
Control display. The Data Entry Control display, therefore, is the starting place for any
interactive data entry, whether for entering a new batch of transactions or for working
on an existing batch that was entered from diskette or disk file.

For Accounts Payable, using the Data Entry Control display (AMVBA1) is a
preliminary step for each of the following operations:

» Entering payables transactions online (regular invoices, credit memos and
change/delete of posted OPNPAY invoices)
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Files

» Correcting a previously entered batch of transactions

» Correcting diskette batches online.

Information in the Accounts Payable application is maintained in three kinds of files: a
system control file, master files, and work files.

System Control file (SYSCTL)

The System Control file is the major system file for XA. It shows relatively unchanging
information that is used by more than one application or operation. When you install
an application and enter responses to the Questionnaire, the information is stored in
SYSCTL. It contains the functional options you chose, the report options you chose,
and any constant information you entered (such as company name). To change
information in the System Control file, answer the Questionnaire again or use Cross
Application Support file maintenance.

Master files

Master files in the Accounts Payable application are created during application
tailoring. Information contained in these files is relatively permanent and is used
repeatedly in processing invoices, checks and reports. For example, vendors’ names
and addresses are stored in the Vendor Master file. This information is termed “static”
because it is seldom changed. “Dynamic” information, also contained in master files,
includes items such as outstanding balances. Some of the master files have a field or
group of fields called a key. The key is used to identify a record in the file and to
access information from the record. The Accounts Payable application has the
following master files:

* Bank Account Master (BANKAB)
» Landed Cost Master (LNDCST)
* Open Payables (OPNPAY)

* Vendor Master (VENNAM).

Bank Account Master file (BANKAB). The Bank Account Master file contains
records for each bank account and payment method as well as bank balances.
Companies having multiple bank accounts can use multiple payment methods they
define, and have multiple accounts denominated in any currency.

Landed Cost Master (LNDCST). The Landed Cost Master file contains all of the
information used to estimate and accrue importation costs that are not on the invoice
and pass these costs to IM, PC&C, and GL. You indicate a landed cost accrual is
needed by entering a landed cost code in data entry that references a record in the
Landed Cost Master file.

Open Payables file (OPNPAY). The Open Payables files contain records of all the
open invoices and credit memos to be paid in the Accounts Payable application. The
following files make up the Open Payables files:

File name. File description

OPNPAYH. Purchase Order header
OPNPAYM. Invoice header
OPNPAYN. Invoice detail
OPNPAYO. Name and address



Contents

Index

Page 1-9

OPNPAYP. Payment detail
OPNPAYS. Special Charge, Tax, and Freight detail
OPNPAYT. Extended Tax

In the Open Payables files, the company number, vendor numbers, payment selection
number, record code and a system-generated distribution sequence number are used
together to form the key to identify each record. Generally, when you want information
about a specific invoice you will need to know only the company number (if you have
more than one company), vendor number, and the payment information that was
assigned to the invoice when it was added to the Open Payabiles file.

Vendor Master file (VENNAM). The Vendor Master file contains a record for every
vendor with whom your company regularly does business. It also contains one record
for each assignee to whom checks are written. In the Vendor Master file, vendor
number is used to identify records in the file. Each vendor and assignee must have a
unique vendor number. A vendor may also be an assignee, in which case only one
number is necessary. Information concerning total invoice amounts this year and last
year as well as total discount amounts this year and last year are contained in these
records. Nonemployee compensation (NEC) amounts allocated to vendors, if they
apply, are contained in these records. All assignee check amounts are updated to the
primary vendor number record.

The Currency ID, local currency amounts, bank account numbers, and enterprise
code in the Vendor Master file support multi-currency support. In addition, the tax
suffix and tax ID number support extended tax processing and expanded address
information is provided to support international address requirements.

Before you assign a unique number to your vendors, you may want to consider that
the Vendor Master file keeps only one set of statistics for each vendor, regardless of
the company with whom the vendor was doing business. If a vendor does business
with several companies, there are no separate statistics on how much business was
done with each company. However, an easy way to get vendor statistics by company
is to assign the vendor number so that the first two digits represent the company
involved and the last four digits represent the unique vendor. Specifically, vendor 1234
does business with companies 01, 02, and 03. If you want statistics by company,
create three Vendor Master records with vendor numbers 011234, 021234, and
031234. An advantage to using this scheme is that you can print the information by
company from any menu option that allows you to enter a range of vendor numbers.
For example, you can print the 1099-MISC forms for company number 02 by entering
a range of vendors 020000 - 029999.

Vendors with whom you do not regularly do business need not be added to the file (for
example, a vendor from whom you have made a one time purchase). Such vendors
are called miscellaneous vendors and are assigned vendor number 000000 for data
entry purposes. Business done with all miscellaneous vendors is summarized in the
record for vendor number 000000. You cannot enter or process credit memos against
a miscellaneous vendor.

To ensure the integrity of the Vendor Master file, you should protect it so that the
statistical amount information cannot be changed or deleted. You protect the file by
requiring that only operators assigned to a specified security level can delete or
change the statistical amounts. For additional information about the protect feature,
see the discussion on “Vendor Master file protection”.

Depending upon the options chosen during the installation of Accounts Payable and
the other application installed, many other files may be used:
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General Ledger (GELMAS)
Manufacturing Order Master (MOMAST)
Open Order Miscellaneous Detail (MOMISC)
Open Order Operations Detail (MOROUT)
Override Name/Address (OVERRD)
Purchase Order Item (POITEM)

Purchase Order Master (POMAST)
Purchase Order Blanket (POBLKT)
Purchase Order Debit (PODEBT)

Free on Board (FRGHTF)

Ship Via (SHIPVF)

Terms (TERMSF).

General Ledger Master file (GELMAS) . The Accounts Payable application uses
this file only if you chose the general ledger distribution option during application
tailoring. If the General Ledger application is installed and interfacing, Accounts
Payable uses the file for verification of account numbers.

The General Ledger Master file may contain a maximum of three records (a current
record, a last year record and a budget record) for each general ledger account in the
file. Accounts Payable uses only the current record. In the General Ledger Master file,
the company number, general ledger account number, and the record type code
(always assumed to be 1, for current record, by Accounts Payable) are used together
to identify each record. A current budget record and a last year record may also be
present for each general ledger account. The type code of these records is 2 and 3
respectively.

Manufacturing Order Master file (MOMAST) . If Accounts Payable is interfacing
with the Production Control and Costing application, the Manufacturing Order Master
file is used to verify the order number of outside operations transactions.

Open Order Miscellaneous Detail file (MOMISC). If Accounts Payable is interfacing
with the Production Control and Costing application, the Open Order Miscellaneous
Detail file is used. It contains all of the open order miscellaneous charges (detail
records) for the open order data base. These charges are only for manufacturing
orders. The miscellaneous charge provides a way of describing costs for
manufacturing orders that cannot be related directly to any particular job step.
Miscellaneous charges can be used for fixed costs as well as costs that vary.

Open Order Operations Detail file (MOROUT). If Accounts Payable is interfacing
with the Production Control and Costing application, the Open Order Operations
Detail file is used to verify the operation number for outside operation costs.

Purchase Order Item file (POITEM). If Accounts Payable is interfacing with the
Inventory Management application, the Purchase Order ltem file is used to verify the
purchase order number, item number, and warehouse for cost adjustments as well as
purchasing data.

Purchase Order Master file (POMAST). If you are invoicing with Purchasing, the
Purchase Order Master file is used to verify the purchase order number, status,
expected amounts, expected quantities, and the vendor number. When invoices are
auto generated from the purchase order, this file provides all the information for the
invoice header.

These files support multi-currency support, VAT, extended field lengths, and the
History function.
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Bank Account Payment Selections file (BANKAP) . The Bank Account Payment
Selections file (BANKAP) keeps track of payment selections by company, bank
account, payment method, and expected pay date. Totals are maintained by using the
payment selection menu option on the Cash Disbursements Processing menu
(AMAM20).

Bank Reconciliation Deposits file (CHECKA). The Bank Reconciliation Deposits
(CHECKA) file contains records for each outstanding deposit. It supports multiple
bank accounts within a company and multiple payment methods within a bank
account. This file also contains the reconciliation status code which is used to identify
whether transactions have cleared the bank.

Bank Reconciliation Payment file (CHECKB). The Bank Reconciliation (CHECKB)
file contains records for each outstanding check. In the Bank Reconciliation file,
company number, cash-in-bank account number (zero if general ledger distribution is
not used), and the check number are used to identify each record. As checks are
reconciled or voided, you can choose whether or not you want to remove them from
this file. In addition, if you chose multi-currency support during application tailoring,
records activity in bank account, trading, payment, and local currencies. By requiring
that only operators with a specified security level can use the bank reconciliation
procedure to add outstanding checks to the file, you protect the file and ensure that
outstanding checks are added to the file only at your specific request. Refer to
Appendix B and in the CAS User’s Guide and Planning and Installing Infor ERP XA for
additional information about Accounts Payable and security levels.

Bank Reconciliation Payment History file (CHECKH) . The Bank Reconciliation
Payment History (CHECKH) file is used only if you chose to implement Invoice
Payment History during application tailoring. Records are created in this file when
CHECKB payment records are deleted. The records contain the accumulated amount
of the check and any adjustments. The file is used to hold the total payment amount
until the Current Invoice Payment History (APHSTS) file is written.

Currency ID file (CURRID) . The Currency ID file (CURRID) contains the information
used to convert local currency amounts to foreign currency and foreign currency
amounts to local currency. This file is maintained through Cross Application Support.
See “Multiple Currency Support” in the CAS User’s Guide for additional information.

Current Invoice Payment History file (APHSTS) . The Current Invoice Payment
History file (APHSTS) is used only if you chose to implement invoice payment history
during application tailoring. Records are created in this file when an invoice is deleted
from the Open Payables file.

Manual Payments (MANPAY). The Manual Payments file (MANPAY) contains
information used to track manual payments and the invoices that have been applied
against the payments.

Restored Invoice Payment History file (APHRSS). The Restored Invoice Payment
History file (APHRSS) is used only if you chose to save invoice payment information
to history. The choice is made during application tailoring.

Information in the Current Invoice Payment History file may be archived and saved to
tape. The archived files may be restored to the system when required. When archived
files are restored to the system, the information is placed in the Restored Invoice
Payment History file.
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Override Address file (OVERRD) . The Override Address file (OVERRD) is used to
override the vendor’s address for an invoice. It is also used to obtain address
information for a miscellaneous vendor (000000) on a Purchasing style invoice.

Purchase Order Blanket Release file (POBLKT). If you are invoicing with
Purchasing, the Purchase Order Blanket Release file (POBLKT) is used, to verify the
release number and blanket item amounts.

Purchase Order Debit Memo file (PODEBT). If you are invoicing with Purchasing,
the Purchase Order Debit Memo file (PODEBT) is used to verify the debit memo
number, amount and quantity when entering a credit memo.

Terms file (TERMSF) . If you are invoicing with Purchasing, the Terms file (TERMSF)
is used to verify an entered terms code.

Free on Board file (FRGHTF). If you are invoicing with Purchasing, the Free on
Board file (FRGHTF) is used to verify an entered FOB (Free on Board) code.

Ship Via file (SHIPVF) . If you are invoicing with Purchasing, the Ship Via file
(SHIPVF) is used to verify an entered via code.

Work files

Work files are used by the Accounts Payable application to hold transaction
information as you enter and pay vendor invoices. Work files include:

» Payables Work. The Payables Work file (PAYWRC) control record includes local
currency amounts. One record exists for each batch.

» The Payables Work Purchase Order Header (PAYWRKH) file contains the
information for each purchase order is carried in this file. Each purchase order
has its own record.

» The Payables Work Invoice Header (PAYWRKM) includes multi-currency support
fields, such as:

- Currency ID, Override Exchange Rate, Exchange Rate Date, and Local
currency amounts.

- Tax, Freight, and Special Charge amounts reflect how invoices are entered.
- Tax Suffix and Tax Date support reversal of tax data.
- Bank Account and Payment Method record prepaid invoices.

- The Total Gross Payment Amount shows how much is being paid against the
invoice in trading currency.

* The Payables Work Invoice Details (PAYWRKN) file includes the following:
- Landed Cost Code supports import accounting calculations.

- Local currency amounts and Debit Memo Exchange Rate support multi-
currency support.

» The Payables Work Miscellaneous Vendor Address (PAYWRKO) file supports
multi-country mailing address functions.

» The Payables Work Special Charges Detail (PAYWRKS) file contains special
charges, tax and freight details. Prorate Special Charges Code and Landed Cost
Code support import accounting calculations.
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* The Payables Work Extended Tax (PAYWRKT) file contains all records for
processing extended tax such as accrued use tax and tax in price.

» A Tax Indicator suffix and code supports extended tax processing.
» Payment Selection

» The Payment Selection (PAYSLT) file is a temporary file that contains
summarized vendor information used only during payment selection.

« Accounts Payable Check Interface

» Records are created in the Accounts Payable Check Interface (CHECKF) file on
demand by the Print Checks menu option. The file is used as input to locally
developed check print programs.

¢ Remittance Advice Interface

* Records are created in the Remittance Advice Interface (REMITF) file on demand
by the Print Checks menu option. The file is used as input to locally developed
remittance advice print programs.

» Shop Activity Update (SHPACT), if Accounts Payable is interfacing with the
Production Control and Costing application.

» Temporary General Ledger (TEMGEN), if you selected the general ledger
distribution option during application tailoring, all Purchase Journal and Cash
Disbursements Journal entries will be posted to this file.

» Offline Inventory Transaction file (INVENT), if Accounts Payable is interfacing with
the Inventory Management application.

Master file searches

Major reports

XA has master file searches that you can use to look up information in various master
files. To begin a search, type a question mark (?) in a field that supports searching.
Chapters 3—16 in this book identify the eligible fields.

After you type a question mark in an eligible field, use FIELD EXIT, and then press
Enter. A display appears on which you describe the type of search you want and what
you want to find.

This section defines available reports with this application. Chapter 14 “Report
descriptions” contains more information on the reports.

Accounts Payable checks

Checks are printed and a record for each check is added to the Bank Reconciliation
Master file to aid in balancing the bank statement. As each check is printed, a
statement of remittance, listing all invoices paid by the check, is also prepared. If the
number of invoices being paid exceeds the number that can be printed on the check
stub, the excess invoices are stored for later printing on a continuous form remittance
advice stub. This means that checks do not have to be voided by the system when
more invoices are being paid than can fit on the stub attached to the check.
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Bank Account Report

The Bank Account Report shows all deposit and check activity. Depending on the
options selected, you can use it as either a Check/Deposits register or a reconciliation
document. Checks print first. After the last check prints, a new page is forced and all
deposits are printed.

Cash Disbursements Journal

This report indicates each invoice being paid and invoices that have been prepaid. If
you selected general ledger distribution during application tailoring, cash
disbursements transactions are generated and added to the Temporary General
Ledger file. If the General Ledger application is also installed and Accounts Payable is
interfacing with General Ledger, the transactions will be available for processing by
that application. Normally, these entries are debits to the general ledger accounts
payable (accrual accounting method) or expense (cash accounting method) accounts
and credits to the general ledger cash-in-bank account. If discounts are being taken,
credits are also made to the general ledger discount account. This report only prints if
you selected general ledger distribution during application tailoring.

In addition to the Journal, a Register and Transaction Gain/Loss report is printed for
the Cash Disbursements, Payment Reversals and Manual Payments options on the
Cash Disbursements Processing menu.

Cash Requirements Report

This report is printed as needed. You can request the report to print in detail or
summary form. If the summary report is chosen, no detail information is printed. The
report shows how much money is needed to cover the checks and prints in assignee,
vendor number, and invoice sequence.

The detail report shows amounts in bank account currency. When a partial payment is
made, the original amount and balance due amounts are shown in trading currency. If
multi-currency support is active, the currency ID used appears on the report.

Detail or Summary Aged Open Payables

This report shows the net amount due for vendor invoices and spreads these amounts
to four due dates the user enters. The report can show each invoice with totals by
vendor or it can list the vendor totals only. The report will not reflect invoices that are
due later than the last due date entered. If the vendor is euro-participating, a total for
euro currency is added to the report.

Open Payables by Due Date

This report shows invoices in chronological sequence by due date. You can use this
report as a checkoff list of the status of invoices in the Open Payables file. The report
can be prepared with all open payables included or with current payables only. The
application assumes that any invoice past due or due within the next 30 days is
current. If the vendor is euro-participating, a total for euro currency is added to the
report.
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Open Payables by Vendor

This report lists invoices in sequence by vendor. You can use the listing to determine
which invoices are to be paid. If the vendor is euro-participating, a total for euro
currency is added to the report.

Purchase Invoice Journal

This report shows the transactions that were processed in the Accounts Payable
“posting” step. If you selected general ledger distribution during application tailoring
and you use accrual accounting, the Purchase Invoice Journal lists all purchase
distributions to the General Ledger and debits/credits the Accounts Payable general
ledger number with the total of purchases.

If the Purchase Invoice Journal prints without serious errors, the listed transactions
are automatically used to update the Accounts Payable files.

Regular invoices and credit memos are added to the Open Payables file. Automatic
credit memo entries cause the invoices to be deleted from the Open Payables file. If
General Ledger, Production Control and Costing, or Inventory Management is
installed and interfacing, Accounts Payable passes transactions to those applications.

Reconciliation Activity Report

The Reconciliation Activity Report shows status, amount and bank charges recorded
during the session. If a check has been renumbered, the message
*** RENUMBERED *** appears on the report.

Temporary General Ledger Listing

This report shows distribution of accounts payable journal transactions by general
ledger account number. The report can be printed only if you selected the general
ledger distribution option during application tailoring. Normally, you print the report at
the end of an entry period and also request that the distribution transactions be
deleted from the temporary general ledger file. If Accounts Payable is interfacing with
the General Ledger application, a request for deletion of the transactions must come
from a General Ledger menu. Before the General Ledger application deletes the
transactions, they are used to post account totals to the General Ledger Master file.

Vendor Analysis and Vendor Business Analysis Reports

The Vendor Analysis Report prints statistical information in vendor number sequence.
The Vendor Business Analysis Report prints statistical information for each vendor in
descending year-to-date purchase amount sequence. If multi-currency support is
active, the trading currency version of the report prints by primary currency ID.

1099-MISC Report

This report shows all vendors who were paid nonemployee compensation amounts.
The report also shows vendors’ addresses, social security or federal taxpayer
identification numbers, and the nonemployee compensation amounts.
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Inquiries

Security

Lockups

In addition to reports, you may want to request that certain current information be
shown on a display. This is called an inquiry. In Accounts Payable, you can inquire
about:

» All open invoices for a vendor.
» The total amounts due within aging dates for invoices in the Open Payables file.
» The invoice payment history for all invoices, current or restored.

» The currency ID, tax suffix, city and country information as well as bank account
numbers and sales tax IDs in the Vendor Master file.

On the Inquiry displays you can use a function key to toggle between local, trading,
and alternate currencies (if the vendor is euro-participating).

The System i system has several security features which you can use depending on
your needs. For instance, the keylock power switch allows you to lock your work
stations and/or central processing unit so that no one can use them without a key.
Another security feature, the password, is assigned to each operator by the
installation supervisor. The operator must enter the proper password when signing on
to the work station. The CAS User’s Guide covers the security features that pertain to
the entire installation.

Note: XA includes an optional security system called Personal Menu Maintenance.
Refer to the CAS User’s Guide for more information.

After you install your application, you can authorize users of your system to perform
tasks according to security levels. For example, a person cannot use file maintenance
options to change master files unless authorized to do so.

Additional security is provided for the following Accounts Payable functions:

» Payables Processing

Cash Disbursements Processing

Bank Reconciliation File Protection
Demand Reports and File Listings

Monthly and Yearly Update Processing

File Maintenance

Vendor Master File Maintenance Protection
Inquiry (Bank Account)

History

Revaluation.

These safeguards are designed to prevent unauthorized access to master files,
reports, and Accounts Payable processing functions. For more information on how to
activate and use these functional areas of security, see the CAS User’s Guide.

Under certain conditions, Accounts Payable programs may lock up (that is, remain
input-inhibited) with other programs. These lockups generally occur when two or more
work stations try to update the same record at the same time. Although these
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situations are relatively infrequent, they can occur during invoice entry, post, or file
maintenance.

To avoid a lockup situation, you should schedule file maintenance so it does not run at
the same time as invoice entry or posting. If lockups occur, you can resolve them by
canceling the file maintenance program, which will unlock any other input-inhibited
programs. Do not cancel any other programs. After you have resolved the lockup,
restart the file maintenance function. Note that you will need to enter the changes
again for the record that was on the display when the lockup occurred.

Using eWorkPlace with XA documentation

eWorkPlace (eWP) is the Microsoft®, Windows‘™-based graphical user interface for
XA. The eWP windows co-exist with the XA character-based displays, called Host
screens. If you are using eWP, you can view the corresponding Host screen for any
eWP window, if necessary.

Note: If you have modified a Host screen, the GUI default is used. The default GUI
feature can be enabled or disabled.

The user’s guides and help text contain instructions that reference the host XA
screens (called panels and displays) rather than the eWP windows.

To understand how a Host screen instruction relates to an action on a eWP window, it
is helpful to look for text on a window control that corresponds to the instruction. For
example, Cancel on a button and on a File pull-down corresponds to the user guide
instruction “use F12=Cancel to return to the previous display”.

Note: For the instruction “press Enter”, the corresponding control on an eWP
window is an OK button.

The following table shows other examples of instructions from the documentation and
the corresponding actions you take on the eWorkPlace window.

Documentation instructions eWorkPlace actions

To change the details of a vendor, type 2 |Select a vendor, then select Change or

next to the vendor and press Enter. type C from the List menu or select
Change using the right mouse. Click the
OK button.

To create a vendor, use F6. Select Create on the Functions menu or

click the Create button.

Position to command. If you want to skip |Type the full or partial command in the
to a particular command, type the full or |position to entry field and click the

partial command. Position button.

Type the information requested and Type values in or select values for the

press Enter. entry fields and click the OK button.

Type the information requested and use |Type values in or select values for the

a function key. entry fields and click a button or select an
action on the Functions pull-down.

Use the Item Master maintenance Use the Item Master maintenance window

display to...... to.....

For more information about eWP, see Getting Started with eWorkPlace.
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Overview of euro currency support

As of January 1, 2002, the euro currency became effective and replaced the following
European currencies:

ATS Austria, Schilling

BEF Belgium, Franc

DEM Germany, Deutsche Mark
ESP Spain, Peseta

FIM Finland, Markka

FRF France, Franc

GRD Greece, Drachma

IEP Ireland, Pound

ITL ltaly, Lira

LUF Luxembourg, Franc

NLG The Netherlands, Guilder (also called Florin)
PTE Portugal, Escudo

VAL Vatican City, Lira

For possible new EU members, the European Monetary Union (EMU) regulations
provide for a transition phase during which the currencies are said to be euro-
participating. During this time EMU regulations state that members can comply with
governmental reporting requirements in either their national currency or in euros. Your
company’s employees have the right to be paid in your national currency and
government payroll reports must be in that currency once the transition phase is over.

Ensure that your business is completely ready to convert to euros before you attempt
this effort. Be aware, though, that the actual conversion process is lengthy, so do not
wait to begin the planning process.

Warning: Convert all your systems, offline files, and spreadsheets at the same time.
You risk contamination of your data if your conversion is incomplete.

Warning: These XA applications do not support the conversion of local currency
amounts to euros:

Accounting Management Accounts Payable
Accounting Management Accounts Receivable
Accounting Management General Ledger
Financial Analysis

Payroll

XA provides two types of assistance to help you deal with euro currency:

» Application functional enhancements: XA provides enhancements to help you
manage trading currency amounts when your trading partners start doing
business in euros in:

- Customer Order Management (COM)
Purchasing/Procurement Management (PUR/PM)

- International Financial Management (IFM)

- Accounting Management Accounts Payable (AP)

- Accounting Management Accounts Receivable (AR).

» Local currency conversion tool: For companies within euro-participating countries,
XA provides a tool to convert your local currency when your organization converts
your books to euros. Use this tool only once.
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The tool, the Euro Currency Conversion Aid (ECCA), is available to all XA
Release 5 and later customers. Use the Euro Currency Conversion Aid Guide to
help plan and implement your conversion efforts. ECCA converts the local
currency values from a euro-participating currency to the euro in one or more of
the following:

- Local currency values in a Infor environment
- IFM financial divisions in a Infor or non-Infor administrative division
- |IFM cash books in a Infor or non-Infor administrative division.

XA provides these functions in support of euro conversion:

The ability to:

- Convert current currency through triangulation
- Print alternate currencies on trading partner documents and reports
- Toggle between currencies: local, trading, or an alternate

Additional customer and vendor capabilities for multiple currencies

Additional COM price book capabilities through offline load and euro price book
generation

Additional IFM capabilities for multiple currencies.

See the XA user’s guides for information about euro support for the following specific
applications:

Cross Application Support

Customer Order Management

International Financial Management
Procurement Management

Purchasing

Accounting Management Accounts Payable
Accounting Management Accounts Receivable.

This table shows how XA applications are affected by conversion to euro:

Table 1-1. XA applications affected by euro

Functional Local
Application changes conversion
Accounting Management Accounts Payable Yes No
Accounting Management Accounts Receivable Yes No
Accounting Management General Ledger No No
Capacity Requirements Planning No No
Contract Accounting No Yes
Cross Application Support Yes No
Customer Order Management Yes Yes
EDI support (pre-EC) Yes No
Electronic Commerce No Yes
Enterprise Product Data Management No Yes
Estimate and Quote Management No Yes
Executive Information System Yes Yes
Financial Analysis No No
Finite Capacity Planning/Scheduling No No

Forecasting No Yes
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Functional Local
Application changes conversion
International Financial Management Yes Yes
InterSite Logistics No Yes
Inventory Management No Yes
Knowledge-Based Configurator Yes Yes
Maintenance Management System No No
Manufacturing Performance Analysis No Yes
Infor Browser No No
Marketing Monitoring and Analysis Yes No
Master Production Schedule Planning No Yes
Material Requirements Planning No No
Materials Management No No
Multiple Environment InterSite Logistics No Yes
Order-Based Production Management No No
Payroll No No
PowerVision No No
Procurement Management Yes No
Production Control and Costing No Yes
Product Data Management No Yes
PDMPlus No No
Production Monitoring and Control No Yes
Purchasing Yes Yes
Repetitive Manufacturing Yes No
Sales Analysis No Yes

Application functional enhancements

These functional enhancements are used by many XA applications:

» Alternate currency printing
» Toggle between currencies

» Support for financials, depending on which of the following is installed:

- XA Accounting Management financials
- XAIFM
- Third-party financials

» Currency conversion routines

» Currency exchange rate overrides

» Trading partner reports.

Alternate currency printing

Documents you send to your trading partners can be printed with the details in euro-
participating currency or in euro. Where applicable, you can print the totals in both
euro-participating currencies and euros. These include:

» Customer quotes
* Invoices
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Purchase orders

Debit memos

Shipping schedules
Order acknowledgements
Customer statements
Delinquency notices
Collection letters

Audit confirmation letters.

Toggle among currencies

With the introduction of the euro, your customers and vendors may convert to the
euro at any point of time during the transition period. They may have orders, quotes,
invoices, and so forth, denominated in both euro-participating currencies and the
euro. The toggling enhancement modifies the current toggling function available in
Infor. This function allows a users to view a euro-participating order, quote, invoice,
and so forth, in euro and is intended to help you handle inquiries about the status of a
trading partner’s account.

IFM installations

You can toggle between euro-participating amounts and the euro. Depending on the
inquiry you use, if the ledger, entity, or transaction is denominated in a currency that is
euro participating, the toggle to euro is available. The following inquiries are included:

* Online Business inquiry
* Personal Ledger inquiry
» Cashbook inquiry.

Non-IFM installations

You can see the amounts of a transaction in up to three currencies: local, trading, and
alternate. The alternate currency is available as an alternative to the trading currency
when the trading currency is either euro or euro-participating. Toggling capabilities
allow you to see amounts in all three currencies when they are different. This provides
the ability to work with transactions in currencies other than the currency in which they
were entered. This is especially useful during the euro transition period when
transactions are sometimes viewed in the national currency and sometimes need to
be looked at in the euro currency.

As an example, a payment is made in euros but the quote, contract, order, or invoice
is denominated in a euro-participating currency. You can view the original transaction
in euro even though it was entered in the national currency. You define the
transaction’s alternate currency as the euro in order to toggle.

Another example is one in which a euro-denominated order or invoice will be paid in a
euro-participating currency. In this case, you define the alternate currency as the
national currency and toggle from euro to the national currency.

The following XA applications use this feature:

+ COM

* Purchasing/Procurement Management
« AP

+ AR



Contents

Index

Page 1-22

Euro support with Accounting Management financials installed

A customer or vendor can only have one primary currency. You cannot change the
currency ID for these customers and vendors. If a customer or vendor uses a euro-
participating currency, you must create a new customer or vendor for the trading
partner when the trading partner converts to euro. You can copy an existing customer
or vendor record and change the currency to euro.

* COM Customer Copy: This function copies all default customer information such
as ship-to and tax registration to the new customer number. It defines a reference
between the newly created customer number and the old customer number. Use
credit checking to account for the new customer number you created.

» Purchasing Vendor Copy: This function copies all default vendor information and,
optionally, all vendor/items records. It also optionally updates the Item Master and
Item Balance files with the new vendor number.

Warning: Accounting Management Accounts Payable and Accounting Management
Accounts Receivable do not support the conversion of local currency amounts to
euro.

Euro support with IFM installed

Multiple currency vendors

If you use IFM financial applications, you may change the currency ID in the vendor
master file when the trading partner converts to euro. This currency ID will be the
default when you enter quotes or orders. You may override the currency to any valid
currency ID. Vendor totals in the vendor master file are converted from the old trading
currency to the new trading currency as defined in the file. Throughout XA, the
currency is no longer dictated by the currency ID of the customer or vendor; it is
defined by either the transaction or the order record.

Multiple currency customers

When IFM and COM are both installed, the IFM financial division is the same as a
COM company. The customer number created in COM is a combination of an IFM
entity and a two-digit suffix derived from the personal ledger defined for the customer.

You can define a personal ledger on the customer master file. This is the default on
order entry. You can override the personal ledger on the customer master on order

entry to any valid personal ledger. A personal account data record must exist for the
personal ledger override.

Personal accounts

Once you create personal ledgers for IFM accounts receivable and accounts payable
for the euro in each financial division, you can “mass create” personal account
records for each entity identified. The defaults from the personal ledger are used to
create the personal accounts.

Credit check

You can credit check IFM entities within a financial division. In COM, any customers
within a COM company for the associated entity can be credit checked in the entity
currency.
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IFM accounts receivable cash receipt

You may receive a cash payment that is different than the invoice amount because of
rounding differences. Because these differences can have a major impact on IFM
cash receipt processing, IFM supports both positive or negative adjustments to
invoices to allow for efficient processing of cash receipts.

IFM alternate currency automated payments

IFM can automatically generate payments using Payment List and Notes Collection
Lists in a currency different from the invoice’s transaction or cash book currency. You
can:

» Enter an exchange rate override if either the payment currency or the financial
division currency are non-euro participating.

» Use a payment currency different than the cash book or invoice currency.
Payment lists are generated based on the selection criteria and the personal
ledgers you select.

» Check to ensure valid exchange rates exist for a split payment list. In they exist,
the payment currency is the same as the original payment list.

Payment list reports and lists identify the payment currency. Any gain or loss is based
on the payment currency. The generic payment file records show the payment
currency amounts.

Euro support with third-party financials installed

If you use third-party financial applications, you may change the currency ID in the
customer or vendor master file when the trading partner converts to euro. This
currency ID will be the default when you enter quotes or orders. You may override the
currency to any valid currency ID. Vendor totals in the vendor master file are
converted from the old trading currency to the new trading currency as defined in the
file. Throughout XA, the currency is no longer dictated by the currency ID of the
customer or vendor; it is defined by either the transaction or the order record.

Currency conversion routine

The Infor currency conversion routine supports the euro. After you establish any
currency as euro participating, no direct exchange rate is recognized between a euro-
participating currency and any currency other than euro. All currency conversions
between euro-participating currencies and all other non-euro currencies are done via
the euro in a process known as triangulation.

Currency exchange rate override

Exchange rates between the euro and euro-participating currencies will be
established. These exchange rates will be fixed and will not change throughout the
transition period. When you set an exchange rate between the currency of the euro-
participating countries and the euro, you cannot change this rate, nor can you create a
new effective exchange rate. All Infor orders or transactions ensure the exchange rate
cannot be overridden between the euro and the euro-participating currency, and
between two euro-participating currencies during:

* COM order entry
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» Purchasing order entry
» IFM transaction processing.

Trading partner reports

During the transition period, various reports can be printed in euro or the trading
partner’s currency. After the transition period, when all transactions are in euro, all
reports and documents will only be available in euro. These reports are intended for
analyzing trading partner performance and account status, and are not intended to be
sent to your trading partners.
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Prepare for your Accounts Payable operations

Before beginning your Accounts Payable operations, some preparation is necessary.
For example, you need to:

« Determine the tasks involved in managing this application.
« Select which entry method or combination of methods you will use.

» Examine the source material you receive and determine how you will group this
information into batches.

» Establish the accounting controls to be used and determine who will be
responsible for applying them.

» Understand the Accounts Payable processing controls.
» Understand special calculations and application features.
» Determine what forms you will use in processing Accounts Payable transactions.
» Set the sequence for performing your operations.
» Schedule the work.
Note: If you selected multi-currency support during application tailoring, refer to
“Multi-currency support” on page 2-26.

These preparation tasks are discussed in more detail in the following paragraphs.

Determine the tasks

Examine your accounts payable activities, divide the work into several major tasks,
and decide who is to do them. This method can help you organize the entire scope of
accounts payable activities so that you can focus on one task at a time. For example,
you can:

* Receive accounts payable transactions for input and processing through the
application.

* Prepare and batch transactions for processing.

« Enter transactions.



Prepare for AP operations

Contents

Index

Page 2-2

* Correct input errors.

 Print an Invoice Transaction Proof / Register and, when error free, post payables
transactions to the Accounts Payable files.

» Select invoices for payment.

» Print a Cash Disbursements Journal, Cash Disbursements Register, Transaction
Gains/Losses report, and checks.

» Reconcile checks and deposits.

» Record transaction gains/losses when foreign currency invoice amounts are paid
and gains/losses occur.

* Close the files at month-end.

» Close the files at fiscal year-end.
Most of these tasks cause updating of the Accounts Payable master files. If the
General Ledger, Production Control and Costing, or Inventory Management

applications are installed and interfacing, some master files are shared with those
applications.

Select an entry method

The system accepts payables data entry transaction information entered directly from
a work station, from diskette or disk files, and from transactions received electronically
using Electronic Data Interchange (EDI). You must decide which method, or
combination of methods, is best for your operation if your company has access to EDI
processing and/or offline media support.

For example, you may have expenses, such as rent or utilities, that occur on a
periodic basis. It would be more efficient to put transactions for these expenses on a
diskette or disk file. Then, instead of re-keying the transactions each processing
period, the diskette or disk file could be used for entry.

Conversely, online entry is more efficient for low volume activity such as daily
invoicing during a given processing period. Therefore, entering invoices daily using
the online entry and edit method would probably require less time than entry from a
disk or diskette file.

You need to determine your payables volume, together with other requirements, and
weigh them against the resources (people and time) you have to do these tasks.
Certain situations may also warrant use of both entry methods. Be sure to consider all
future data entry needs when you make these decisions. Keep track of the number of
payables transactions received and entered each day or each week and the number
of checks written each month. These statistics can be beneficial for plotting trends
and showing your operation efficiency.

After a few months, you can predict peak loads better and decide if more help or
changes to the operating procedures are needed.

Determine source material and batches

Efficient entry requires that all the information you need is in the source material or is
readily available. You should review each of the displays in Chapters 3 and 4 to
determine the kinds of information you need. You should also review vendor invoices
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and credit memos as they arrive to determine if all the information is available and
conveniently located for efficient entry at the work station. After your review, you may
decide to transfer the source information to forms in order to standardize the source
data entry format. As an alternative, you may want to use a rubber stamp and write
the additional information such as vendor numbers, voucher numbers, and general
ledger account numbers directly on the original source document.

After you have decided how the source material will be handled, you must decide how
to batch the material for entry. You group the batches using the following criteria:

» By entry date. Group your transactions by entry date or period (the date you want
used when the batch is posted in the Accounts Payable files). You must use a
different batch for each date or period selected. One purchase journal entry date
is then used for all transactions in the batch.

Note: This is the date or period that will be used for general ledger distribution,
if specified during application tailoring.

» By company. If you have transactions to enter for more than one company, create
a batch for each company. You can have a variety of transactions for each
company. For example, invoices and credit memos can make up a batch for the
same company.

If you select the immediate cash disbursements feature during application tailoring,
there are additional considerations. Since invoices entered as paid will automatically
be processed by the cash disbursements procedures when the entry batch is posted
to the Accounts Payables files, you must make sure that all paid invoices in a batch
meet the criteria listed below. When the batch is chosen for posting, respond to the
prompt by entering this information:

» Check date. All paid invoices in a batch will be added to the Bank Reconciliation
file with the same check date.

» General ledger entry date or period. All paid invoices in a batch must be for the
same cash disbursements processing period.

Before a batch is entered, you should prepare totals for all transactions in each batch.
Manually prepared batch totals are called control totals. The following manual totals
should be posted to the Batch Control form (AP-40) or a similar form of your choice:

« Total number of invoices and credit memos
» Total gross amount
¢ Control amount.

Note: If multi-currency support is active and there are mixed currencies, use
trading currency totals.

Determine what special forms to use

Most printing operations require standard computer paper. After you have loaded and
aligned the paper, printing occurs without intervention. Some reports require special
forms; each special form has a unique identification number. When the printer
requires a special form, it stops and a message appears, identifying the number of
that form. Once the form is loaded, additional messages may appear that help with
forms alignment.

When checks are printed, the printer prints a line of information on the first check, the
printer stops and a message appears. Inspect and adjust the alignment until you are
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satisfied that the form is properly aligned. Any check used for alignment purposes is
always voided.

At the end of any printing operation requiring special forms, the printer stops again. A
message appears asking you to load another form or standard computer paper.

Set the sequence

You must first create the master files using the initial file load functions. Reports can
then be run and inquiries made against the files to reflect payables status. These
inquiries and reports can occur at any time. File maintenance is done when any
specific data must be updated or added.

If Accounts Payable is the first application you are installing, it is a good idea to
schedule the various procedures and set deadlines for receiving filled out control
forms, and for delivering completed reports. Then, as you add new applications, you
will be able to plan your work day in an orderly manner.

Schedule the work

You need to schedule the various accounts payable activities to meet the needs of
your company. You must make sure your system time is scheduled so that it can be
used efficiently.

Using a monthly calendar, assign each activity from the following list to a specific day
or days even if you use 13 four-week periods for the applications. If any other
applications are installed, be sure to consider their activities and schedules.

Table 2-1. Monthly activities

Activity Schedule
Master file maintenance As needed
Payables processing Daily or weekly, as needed. You can

process payables for different batches at
the same time on different work stations.

Cash disbursements As needed

Bank reconciliation Period or monthly

Demand reports and inquiry As needed

Period-end processing Period or monthly as needed
Revaluation As needed for open periods or months
Back up (save) files See the CAS User’s Guide

When you have established your schedule, notify other users of the system so they
can plan their workloads to meet the specified deadlines. In this way, you can work
without interruption.

Daily operations
At the start of each work day, certain things should be done before entering the first

batch of payables transactions. For example, you should:

» Determine the status of the previous day’s work. Use option 1 from secondary
menu AMAM10. Display AMVBA1 appears. Use this display to determine what
batches are still open. Check yesterday’s reports for any outstanding work that
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must be done before entering new transactions. It may be necessary to use some
inquiry displays or print a file listing to see if file maintenance is required.

» Plan the day’s work and check the following items:

Are there batches not entered from yesterday?

If you are using EDI, are there EDI invoices to process?
Are there transactions not yet batched?

Do all batches have control totals?

How much file maintenance needs to be done so that transactions can be
entered without unnecessary errors?

Are there new vendors or assignees that your company will be doing
business with on a regular basis?

Has vendor name and address information changed for any vendor?

Does the General Ledger Master file contain a record for each account
number you will be entering?

Are there open invoices in the Open Payables file with incorrect information?
Is there any special processing required today such as check writing?
Is it scheduled?

Is there any preparation for revaluation processing or other work in the
schedule?

What reports are to be run today?

Is there any preparation for month-end processing or other work in the
schedule?

» Check the other departments or applications. Conditions in other parts of the
company or in the system could affect your Accounts Payable application activity.

How Payables processing works

This topic is divided into the following discussions:

Entering invoices

Entering invoices

Processing invoices

Posting invoices

Receiving transmitted invoices

An invoice represents money owed by your company to a vendor for services or
goods received. To enter an invoice, begin with the header information (such as
vendor number, invoice number, invoice date, due date) and information for each line
item distribution that appears on the invoice. When you enter an invoice for the first
time, you may enter special charge, freight, and tax control amounts. You will
automatically generate skeleton invoice detail records for the amounts entered if this
is an invoice that does not refer to a purchase order.

The style of invoice determines the availability of certain fields and function keys that
appear on the displays during data entry and how the control totals feature works. If
Purchasing is installed, you can enter two types of invoices:
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» AP style invoice. An invoice that does not refer to a purchase order number is
considered an AP style invoice. All line items (detail items, special charges, tax,
and freight) on this type of invoice are on the same level.

» Purchasing style invoice. If Purchasing is installed and you enter an invoice
referencing a purchase order number, the invoice is considered a Purchasing
style invoice. Line items for this type of invoice can be on one or two levels:

- If the invoice has only one purchase order, all invoice information is on the
invoice level and the line items are considered to be attached to the purchase
order. When the invoice is posted, all line items will be posted referencing the
purchase order number.

- If the invoice has two or more purchase orders, invoice information can be at
the purchase order level and the invoice level. All detail line items (items you
purchase) must be associated with a purchase order number. Special charge,
tax, and freight line items may or may not be tied explicitly to a purchase
order. Whether or not these line items are associated with a purchase order is
largely a matter of how you choose to invoice.

Note: There is no default account number for special charges. If you are
interfacing with General Ledger, you must manually enter a GL account
number into any special charge record that is automatically generated from a
control total or a purchase order.

If an invoice needs to be handled as a credit from the vendor, enter the invoice with a
positive amount and a credit memo code of “C.” This credit memo will reduce the
amount of money owed to a specific vendor. Negative total gross amounts are not
allowed for invoices or credit memos. You may enter negative or positive line items for
either invoices or credit memos.

You may have an occasion to enter invoices that you want to post but not pay now
because of disputed terms, or for other reasons. For these invoices you may want to
indicate the invoice should not be selected for payment. You can do this by assigning
a halt code from 0-9. You can enter the halt using display AMV161 during payables
processing. To release the halt status of an invoice, blank out the entry you previously
assigned using payment selection. For more information on halt codes, refer to the
field descriptions for displays AMV161, AMA214, or AMA423 later in this book. As
vendor invoices and credit memos are received, verify them manually for accuracy of
costs, discounts, taxes and acceptability of the goods or services. Accumulate them
into convenient batches containing transactions which can all be posted to the files
with the same purchase journal entry date or period, usually weekly or biweekly, and
prepare them for entry.

In addition, if you have payables transactions for more than one company, you must
accumulate the batches by company. Information contained on the invoices and credit
memos can be recorded directly on the invoices or credit memos.

All types of payables transactions (regular invoices and credit memos, and change
and delete transactions) may be entered in one batch. The following restrictions apply
when grouping transactions into a batch:

» All transactions must be for the same company
» All transactions must be for the same general ledger entry month or period

» All prepaid invoices must be for the same general ledger entry month or period
and check date if you are using the immediate cash disbursements feature.
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A batch default date should be assigned and batch control totals should be
established for later verification of data entered into the application. Control totals are
explained in Chapter 16 “Accounting controls and audits”, and can be entered on
forms AP—40 and AP—-41. You can assign the batch default date using the Payables
Data Entry (Options) display (AMV151).

Prepaid invoices

Occasionally when an invoice is received it has already been paid. You enter a
prepaid invoice in the same way as you enter an unpaid invoice. However, when
entering a prepaid invoice you must specify the check number used to pay the
invoice, the bank account number, and the payment method. If you enter a check
number and leave the bank account and payment method blank, the system assumes
bank account 001 and payment method 1. If you selected general ledger distribution
during application tailoring, also specify the cash-in-bank account number against
which it was written and the discounts-earned account number against which any
discount taken would be credited. If you do not enter an AP or discount account
number, the system will use the default account number for the account that you
established during application tailoring. If you do not enter a cash account number,
the application defaults the cash account for the bank account and payment method
from the Bank Account Master file.

The system edits a prepaid check number during entry to determine whether a check
with the same number was written to a different vendor or if it has been voided or
reconciled. The Accounts Payable application cannot process payables transactions
when one of these conditions exist.

Prepaid credit memo

Sometimes a prepaid invoice will include at least one credit memo. When this occurs,
the transaction is called a prepaid credit memo. A prepaid credit memo is handled in a
similar manner to a prepaid invoice. However, the entries for general ledger
distribution are treated as a credit memo. You must ensure that a prepaid credit memo
is not processed for a check number without an offsetting debit amount, which results
in an attempt to write a negative check.

In instances where a received invoice has only been partially paid, you must enter the
invoice as two invoices—the unpaid portion as a regular invoice and the paid portion
as a prepaid invoice.

If multi-currency support is active, you must enter the currency type that is invoiced.
You may either enter a currency ID that tells the system how to convert the currency
amounts to the local currency, reference a prepayment that fixes the exchange rate,
or enter an explicit exchange rate. In each case, the entry option validates the data
entered, but does not do the actual conversion.

Note: If you selected immediate cash disbursements during application tailoring,
you must supply the cash disbursements date or period and the payment date when
you select the batch for invoice processing. This information is used for the
subsequent automatic cash disbursements processing of all prepaid transactions in
the batch.

A vendor credit memo can be issued for a specific line item on a specific invoice or,
when the total amount of a vendor statement is a credit, for an entire invoice. In the
latter case, you can save time by preparing the source documents and entering the
transaction as a credit memo.
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Credit memos

Credit memos are entered like a standard invoice with a special code in the invoice
header. The line item distribution amounts are then entered as positive amounts if
they are credits, and as negative amounts if they are debits. The credit memo can be
selected for “payment” along with invoices and will be credited against invoices. This
does not apply to miscellaneous vendors.

Note: If you enter the entire transaction as a prepaid credit memo, there must be at
least one prepaid invoice in the batch with the same check number. The prepaid
invoice total gross must be greater than or equal to the total gross of the prepaid credit
memo. Otherwise, the result is a negative check. Accounts Payable cannot process
negative checks.

If you selected multi-currency support during application tailoring and a negative
check is the result of a rounding difference, the check will be processed and voided
with the rounding difference being posted to the gain/loss account in the Temporary
General Ledger file.

Change/delete transactions

Change and delete transactions allow you to make extensive updates to open
payables that you are unable to perform using the Open Payables File Maintenance
menu option.

A change transaction is a previously posted invoice or credit memo brought into the
data entry batch in order to make modifications to it. The transaction consists of a
“protected” and “unprotected” copy of the invoice or credit memo from open payables
(OPNPAY). You can make any necessary changes to the unprotected copy of the
change transaction during data entry.

A delete transaction is a previously posted invoice or credit memo brought into the
data entry batch in order to remove it entirely from your open payables. It consists of a
single protected copy of the invoice or credit memo from open payables (OPNPAY).
The delete transaction cannot be modified in data entry. Only its summary and header
information can be reviewed in the batch.

Data entry change and delete transactions differ from file maintenance change and
delete actions in three important ways:

» The data entry change and delete transactions must first be brought into a data
entry batch using the Invoice & Credit Change/Delete display (AMV166).

» Unlike file maintenance change and delete actions which update files
immediately, data entry change and delete transactions are not reflected in the
master files until the batch containing them is posted.

» The data entry change and delete transactions create temporary general ledger
(TEMGEN) reversal entries for the protected copy of the invoice or credit memo. It
also creates TEMGEN entries for the unprotected copy of the change transaction
you modify. These entries are created when the batch is posted. File maintenance
change and delete actions do not affect TEMGEN.
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Processing invoices

Processing invoices and credit memos allows you to select a batch and print the
Invoice Transaction Proof / Register (AMV12) as preparation for posting. Posting does
not occur when you select this option.

In order to process the batch you select, the batch must be closed and free of errors.
Use report AMV12 to detect errors in the batch you want to process. You can print the
report for any suspended or closed batch.

When you choose option 3, Process Invoices and Credit Memos, the invoices in the
selected batch are processed to the point where the application generates reports to
document its edit and audit activity.

Posting invoices

Choose option 4, Post Invoices and Credit Memos, on the Payables Processing menu
(AMAM10) to print the Purchase Invoice Journal and to post entries for existing
batches of invoices and credit memos to the Open Payables and other files. Purchase
order postings are done in both trading and local currencies. Only closed batches can
be posted.

Receiving transmitted invoices

Electronic Data Interchange (EDI) is a method to electronically transmit standard
business forms (such as invoices) between two trading partners. You can use either
EDI/400 or the newer Electronic Commerce (EC) application. However, the EC
application and the EDI/400 functions are mutually exclusive and cannot co-reside in
the same installation.

« EDI/400

EDI/400 is designed to support a single XA environment. Therefore, all received
transactions are placed into user files from which they must be selected. A list of
all invoices in the user files is shown on the display. You can review the selections
you have made. If you have selected an invoice in error you can reverse the
selection and “put the invoice back” into the user files.

For more information on EDI, see the CAS User’s Guide.
» EC application

If Electronic Commerce (EC) is installed and interfacing, you can process EDI
data in both EDIFACT and ANSI standard formats. EC provides an interface
between XA and any EDI translator. In addition to handling the sending and
receiving of EDI transactions, EC also provides an extensive file maintenance
function as a point of entry for all of EC’s setup tasks and for tasks related to
transaction sets and error corrections. Accounts Payable can receive invoices
and send remittance advices.

For more information, see the Electronic Commerce User’s Guide.

Understanding the Accounts Payable processing controls

The most important requirement of the Accounts Payable application is that payables
transactions be correctly and completely entered. Although it is ultimately your
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responsibility to review and verify your payables data using the listings and data entry
review features, the Accounts Payable application has several internal controls that
help you maintain the integrity of the application.

Establish accounting controls

Accounting controls are critical to your business not only for accurate reporting of
income and taxes, but also for maintaining efficiency and guarding against erroneous
information.

Listed below are some examples of accounting control activities you will need to do:
» Add up the control totals manually for each batch.
» Validate information before entry.

» Compare the control totals taken for each payables transaction batch to the totals
determined by the Accounts Payable application. This procedure eliminates
errors early in the accounting cycle. The following totals will either appear on a
display or print on a report in trading currency during the payables processing
cycle:

Number of invoices
Gross amount
Discount amount

Net amount

Open payables
Prepaid invoices
Manual payments
Miscellaneous charges
Outside operations
Cost adjustments
Nonemployee compensation
Other costs

Control

» Determine who is to provide the batch totals and use these totals to fill out your
control forms.

» Correct any errors that occurred during entry and that could not be corrected
immediately. Printed listings may show errors that must be corrected.

Use the data entry review displays and the inquiry displays for vendor open invoices,
aged open payables, invoice payment history and bank account balance to check the
information you are entering or have already entered in the file. For example, while
inquiry displays are the primary source of checking the status of the Open Payables
file, the data entry review displays permit you to review the information you entered
and correct errors before the transactions are applied.

Payables processing controls

Payables processing consists of:

« Entering and editing payables transactions
» Processing payables transactions

» Posting the payables transactions to the Accounts Payable files
» Processing EDI invoices, if appropriate.

Controls for payables processing are described in the following paragraphs.



Understanding AP processing controls

Contents Index Page 2-11

Invoice and credit memo entry controls

When you enter invoices and credit memos from the work station, edits are performed
and immediate correction is allowed. When you enter transactions from a diskette, the
Invoice Entry Edit (Offline) and Invoice Entry Load (Offline) listings are printed
showing all input records, any records which could not be accepted, and any errors
that were detected.

When performing payables processing, the Accounts Payable application checks the
validity of the vendor number, general ledger account number, bank account number,
data relationships and codes. When you enter data from the keyboard, messages
appear on the display showing you general ledger account numbers that are missing
or not valid, and a request for acceptance of the entry. You can accept the errors or
may interrupt processing to perform General Ledger Master file maintenance and to
add an account number to the file. After adding the account number, you can continue
with keyboard entry. If an account number is missing or not valid in a diskette or disk
batch, you can accept it with error. In offline and Electronic Data Interchange, invalid
account numbers are edited during proof. A suspended or closed batch containing
account number errors cannot be processed beyond printing of an Invoice
Transaction Proof / Register. After the account numbers are added to the General
Ledger Master file, you can print the Invoice Transaction Proof / Register again.
Account numbers previously accepted with error will no longer cause errors.

The application also checks the System Control file to find the processing options
selected during application tailoring. The application performs a balance edit on each
invoice to ensure that the gross invoice amount equals the sum of the line items. The
gross invoice amount is a required entry and balancing is not optional. Line item
entries are not accepted by the application until a valid invoice header appears on the
display. No invoice is complete without at least one invoice line item. Miscellaneous
vendors, those assigned vendor number 000000, will be checked for a name entry.
Dates are checked for validity (month must be 01 through 12 and day must be 01
through 31). If you are adding new invoices to a suspended or closed batch you can
override or change the batch default date during entry. Refer to the description of the
Status display (AMV16S) in “Accounting controls and audits” on page 16-1.

If you are entering at a work station, you can see batch status totals at any time.

Corresponding totals should balance with totals taken manually. When totals
calculated by the application agree with the manual totals taken for the batch, and all
errors have been corrected, post the totals to a form of your choice similar to the
Open Payables Control form (AP-42). Chapter 15, “Forms,” contains a sample of this
form you can use.

Invoice Transaction Proof / Register controls

An Invoice Transaction Proof / Register can be printed at any time for a suspended or
closed data entry batch (one that is currently not in use by another job). You will
ordinarily print it after the batch status totals balance with the manual totals taken for
the batch. Invoice Transaction Proof / Register processing will re-edit each entry and
make sure that there are no duplicate entries. It will also re-edit general ledger
account numbers that were originally accepted with error, and check that line item
gross amount totals balance with the entered invoice total.

The Proof / Register shows any out-of-balance conditions between entered invoice
gross amount and total line item amounts.
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Once errors have been corrected, you can run the Purchase Invoice Journal to update
the master files. Before you print the Purchase Invoice Journal, be sure:

¢ There are no errors to correct.
< All transactions for the batch have been entered.
* The batch has been closed.

Whenever the Accounts Payable application detects errors while printing the Invoice
Transaction Proof / Register or the Purchase Invoice Journal for a batch, the
application automatically suspends the batch. If no closed batches that have
successfully gone through the process invoices and credit memos function, an error
message stating that no batches are available for processing will be issued.

Purchase Journal update controls

The final control in payables processing takes place when a batch is selected for
Purchase Invoice Journal processing and posting. If the batch has not been closed
and if an Invoice Transaction Proof / Register has not printed for the batch, it cannot
be selected. Nor can it be selected if the Proof / Register was printed, serious errors
were detected, and error messages were printed on the report.

Once a batch is selected, multiple edits are made to determine whether the payables
transaction can be used to update the files without causing errors. If the updates
cannot be made, the error condition is noted on the printed reports. Your data will be
saved until the problem has been corrected and the batch can be selected again for
processing.

The most important requirement for the successful operation of your Accounts
Payable application is to ensure that the data used to update the master files is as
accurate and as complete as possible. The preceding discussion of payables
processing controls explains several ways of ensuring that this requirement has been
met. For further information on controls, see the discussions for each of the Accounts
Payable features, by chapter, as well as the discussion in “How to use these controls”
on page 16-1.

Immediate cash disbursements controls

If you selected the immediate cash disbursements feature during application tailoring,
the cash disbursements procedures will be automatically initiated. This occurs
immediately after prepaid invoices are entered and posted to the Accounts Payable
files. During the automatic initiation of cash disbursements, the Open Payables
Payment file is read to determine if there are invoices which have a check number
assigned to them. Prepaid invoices remain in the Open Payables file until a bank
reconciliation purge is run.

The following processing steps occur for paid invoices:
« The invoices are listed on the Cash Disbursements Journal.

* If you selected the general ledger distribution feature during application tailoring,
Cash Disbursements Journal reference numbers are generated for all items
affecting the general ledger: line item expenses (if you are using a cash
accounting method), invoice totals (if you are using an accrual accounting
method), check amount, and discounts taken where applicable.

» Resulting Cash Disbursements General Ledger transactions are added to the
Temporary General Ledger file.
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« If the cash disbursements procedure was initiated by purchase journal
processing, and if you selected the general ledger distribution feature during
application tailoring, these transactions will have the same disbursements entry
date or period you entered.

» An outstanding check reflecting the payment (invoice gross amount minus invoice
discount amount) will be added to the Bank Reconciliation (CHECKB) file if the
check number does not exist in the file. This check will have the same date as the
cash disbursements entry date.

« If the check already exists in the CHECKB file, and is written to the same vendor,
the prepaid check amount will be added to the check amount already in the file. If
the check already exists in the Manual Payments (MANPAY) file, the invoice
amount will be applied to the manual payment.

Cash versus accrual accounting

During application tailoring you can choose the accounting method you prefer, either
cash or accrual accounting. The basic difference between them is the timing of the
recording of the expenses related to your vendor invoices. The Accounts Payable
application records your expenses differently for each method:

» Cash Accounting

- Records expense when the invoice is paid during manual payments, print
checks, or if prepaying.

- Handles extended tax records when the invoice is paid.
- Handles Landed Cost accruals during invoice entry.
- Reverses expense during payment reversals.

» Accrual Accounting

Records expense when the invoice is posted during payables processing.
Records extended tax records when the invoice is entered or posted.
Handles Landed Cost accruals during invoice entry.

Reverses expense by using the change/delete function in invoice entry.

When invoices are entered and posted, the Open Payables file is updated with the
invoice amounts, however no entries are posted to the Temporary General
(TEMGEN) Ledger file using cash accounting. The Purchase Invoice Journal
(AMV13) shows the General Ledger account numbers which you entered for audit
trail purposes. However, there are only purchase journal references on this report
when amounts have been posted to TEMGEN using accrual accounting.

Activate electronic data interchange (EDI)

With EDI, you can exchange business documents over a network. The transmission is
between trading partners who agree to follow the approved industry standards in
translating and exchanging information. EDI is the electronic alternative to printing
your business documents and mailing them to a business partner.

The EDI product available in prior XA releases is still supported by this release of XA.
It remains functionally unchanged. However, the Electronic Commerce (EC)
application and the old EDI functions are mutually exclusive and cannot co-reside in
the same installation.
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If Electronic Commerce (EC) is installed and interfacing, you can process EDI data in
both EDIFACT and ANSI standard formats. EC provides an interface between XA and
any EDI translator. In addition to handling the sending and receiving of EDI
transactions, EC also provides an extensive file maintenance function as a point of
entry for all of EC’s setup tasks and for tasks related to transaction sets and error
corrections. Accounts Payable can receive invoices and send remittance advices.

Using Electronic Commerce (EC) for EDI transactions

EC facilitates the movement of electronic data interchange (EDI) transactions easily in
and out of XA and also provides an interface between XA and any EDI translator. The
previous version of EDI transactions is still supported. However, the EC application
supports more completely the previous transactions and fully supports the new
transactions. Media flags are available at the vendor level so you can specify, by
transaction, the communication media to use. Individual transactions have control
files in EC where you can define defaults for each trading partner and transaction set.

Note: Throughout this book, the term EDI*** transaction means the ANSI X12 or
EDIFACT transaction.

Table 2-2. Supported EDI transactions

ANSI EDIFACT Send Receive Description

210/ INVOIC X Freight Invoice *

859

810 INVOIC X Invoice *

812 X Credit Adjustment *

820 X Remittance Advice *

830 DELFOR X Planning Schedule

840 REQOTE X Request for Quote (RFQ)
843 QUOTES X Response to RFQ

850 ORDERS X Purchase Order

855 ORDRSP X PO Acknowledgment
860 ORDCHG X Purchase Order Change
862 DELJIT X Shipping Schedule

865 ORDRSP X PO Change acknowledgment

* Interface with IFM is not available in Release 4, 5, or 6. XA makes no commitment
that the interface to IFM will become generally available.

Transaction sets can be received from a trading partner using any third party
translator program that can deliver to the System i a flat file in a format defined by EC.
From the flat file, EC processes the transactions into interface files where unique
requirements of transaction sets and individual trading partners are implemented.
Interface of the data into the XA data is through offline load. When you send
transactions, EC formats the data into EDI segments to meet the transaction and
trading partner requirements. A call to a program supplied by the translator or a user
program then moves the data into the translator’s EDI mailbox.

You will need to use the EC application to complete the setup tasks before you can
begin using this feature in Accounts Payable. The setup tasks include:

» Defining the translator software you will use
» Defining trading partner relationships
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» Defining the transaction sets to be used for each trading partner

» Setting up options in transaction set control files

» Setting up cross references to business entities (customers, vendors, bank
accounts)

» Setting up location cross references to addresses and contacts

» Designing a format for printing a transaction set (optional).

You will need to set the media flags for each vendor, using Vendor Master file
maintenance. AP supports a separate flag for printing and for EDI, so you can choose
one or both communication media types for each type of transaction for a vendor.

You also must use the EC application to maintain, delete, display, and print a
transaction set, work with user exits to alter the data in a transaction set, and to
access the error log that is updated during the send or receive process. See the
EC User’s Guide for more information.

Activate fax interface

With the fax interface installed, you can send remittance advices to vendors by fax.
You set the media flag and enter the fax numbers in Vendor Master Maintenance,
option 2 on menu AMAM70. Then users type FAX on an XA command line or select
Telex/Fax/400 on the Additional Application menu to access this function. See the
CAS User’s Guide for more information.

Special calculations and features

Special calculations and features include the following subjects:

Batch correction features for payables data entry
Recurring expenses

Accounts Receivable interface

Bank Reconciliation Master file protection
Vendor Master file protection

Voucher number and payment selection number
Assignees

Prepaid invoices

Halt code

Change and delete transactions

Discount calculation

Miscellaneous vendor

Special use account numbers

Procedure conflicts.

Batch correction features for payables data entry

The payables processing procedures provide several special features to aid you in
correcting and adding information to a data entry batch. You can page through the
batch, identify incorrect entries, and correct them. You can also insert line items that
were omitted when an invoice was originally entered.

Batch correction features are implemented by the function key F1=Batch summary
to show all invoice headers in the batch. After you select a header, you can scroll
through details attached to an invoice, add more detail, and/or add new purchase
orders if Purchasing is installed.
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Recurring expenses

Most businesses have certain expenses, such as rent and utilities, that are paid on a
periodic basis. Generally, these expenses are entered as invoices, posted to the
Accounts Payabile files, selected for payment, and paid by checks written each period.
If you have a large volume of recurring expenses, you can save a considerable
amount of time by capturing the expenses once. Then, each period, the data can be
entered from diskette or disk. To implement this savings, follow these steps for each
company you have in the system:

» Determine which of your expenses can be entered with the same invoice date
and due date. Also determine which of these expenses can be posted to the
Purchase Invoice Journal, if applicable, with the same entry date or period. For
instance, some expenses will be due on the first of the month, others in the
middle of the month and some on other periodic bases.

» Form as many batches as you have company and date requirements.

* Prepare these batches for offline data entry, omitting an invoice date and due
date.

* If you are using a diskette, you may want to label it to show when it should be
entered into the system.

When you need to process a batch consisting of recurring expenses, use Main Menu,
option 1, and secondary menu (AMAM10), option 2, for offline entry.

If you do not have a way to update the file easily, the batch default date will have to be
changed from a work station after the transactions have been entered.

When the batch is entered, an edit listing is printed. If the entries require any
deletions, changes or additions, make the necessary corrections. After correction,
post the batch to the Open Payables file. The invoices selected for payment can be
paid by checks written at your convenience.

Accounts Receivable interface

If the interface between Accounts Receivable (AR) and Accounts Payable is active,
Accounts Receivable sends deposits to AP. When a cash receipt is entered in AR and
the interface is active, the deposits passed to AP automatically update the bank
balances maintained by AP in the Bank Account Master file.

Bank Reconciliation Master file protection

It is suggested that you protect the Bank Reconciliation files by assigning the
appropriate security level to a minimum number of operators. Once protected, only an
operator who has been cleared for that security level can add outstanding checks or
deposits to the file and renumber checks.

Note: If security is active, you must be cleared for security level 3 or you will be
prevented from running the add checks, add deposits, and renumber checks options.

Printing checks

You can use the default values for printing checks that you set up during application
tailoring, or you can supply the following:
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» Cash-in-bank account number (against which the checks are to be written)

» Discounts earned account number for all discounts taken

» Beginning check number (beginning check number is updated each time a Cash
Disbursements Journal prints).

Note: Account numbers are required only if you are using general ledger
distribution. The bank account currency and the payment currency of all
payments in the batch must be within the same primary currency group. The GL
cost account number is taken from the Bank account master file.

The files are updated in the following way:

» The Open Payabiles file is updated to reflect the payment. The update is done on
two levels:

- The partial payment amounts on the Open Payables Header record
(OPNPAYM) are updated to record the effect of the payment on the amount
owed. Two sets of amounts are updated:

— The trading currency amounts are updated with the value of the payment
in trading currency.

— The local currency amounts are updated with the value of the payment
using the exchange rate in effect when the invoice was posted in
Payables Processing.

- For example, at payables posting time, the exchange rate for an invoice was
.20. In a subsequent revaluation, the exchange rate was .25. If a payment for
300 (trading currency) was posted, its local currency value would be 60 (300
x .20) and its revaluation value would be 75 (300 x .25).

Table 2-3. Example of revaluation

Trading currency Local currency Revaluation
Invoice 1000 200 250
Payment 300 60 75

- The status of the Open Payables Payment file record that was created when
the invoice was chosen for payment is changed to Paid and transaction gain/
loss data is added to the record.

» The bank account balance is reduced by the amount of the payment.

» The Bank Reconciliation Payments file (CHECKB) is updated to record the
payment in bank account currency, trading currency, local currency, and payment
currency.

* The payment selection is deleted from the Bank Account Payment Selection file.

» Vendor Master file amounts are updated in both trading currency and local
currency.

* Review the printed checks, remittance advices and Cash Disbursements Journal.
Vendor Master file protection

In order to maintain the integrity of statistical information in the Vendor Master file, it is
suggested that you protect the file by assigning the appropriate security level to a
minimum number of operators. Once protected, only an operator who has been
cleared for that security level can:

» Change the last payment date
» Change the amount fields in a Vendor Master file record.
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If you have the proper security clearance and want to delete a record with a non-zero
year-to-date or previous year-to-date amount, do the following:

» Change the record to show a 0 (zero) amount
* Delete the record.

Updating the Vendor Master file is controlled by two levels of application security. The
first level is the security required for normal file maintenance. This security level
allows the you to change vendor descriptive data such as name, address and
telephone number. The second level of security allows you to also change the
monetary information stored in the Vendor Master file. Normally, there should be no
reason to change amount fields because the application automatically updates them
with purchases, discounts, reversals and credit memos.

Amount fields are reset as part of the year-end update procedure described in the
section on option 4 of menu AMAMG60 in Chapter 8. Since changing amount fields
could cause the vendor reports to show inaccurate data, it is recommended that the
use of the second security level be restricted to management.

Voucher number and payment selection number

Assignees

Because it is impractical to use the vendors’ invoice numbers as unique identifiers for
invoices, the Accounts Payable application uses voucher numbers and payment
selection numbers for this purpose. You can assign the voucher number or the
application can assign the number. The method you use depends on the choice made
during application tailoring.

While an invoice is in the payables work file, it can be identified by the voucher
number assigned. Once the invoice is in the Open Payables file, it is identified by a
payment selection number. If you use voucher numbers entered by an operator, the
same number is used for the payment selection number. If the application generates
voucher numbers, the voucher numbers are assigned automatically as you enter
invoices. Payment selection numbers are assigned when invoices are added to the
Open Payables file.

An advantage to letting the application generate voucher numbers is that it ensures
that no duplicate payment selection numbers occur during posting to the Open
Payables file. When you enter voucher numbers, the Accounts Payable application
can edit for duplicates only within the batch that is being entered or within the Open
Payables file. (When you assign voucher numbers, the voucher number becomes the
payment selection number that uniquely identifies an invoice in the Open Payables
file.) If the same voucher number is entered for the same vendor in more than one
batch, the duplication cannot be detected until an attempt is made to add another
invoice to the Open Payables file. When this occurs, a message is printed and the
invoice, with a duplicate voucher number, will not be added to the file. As a result, the
totals on your Purchase Invoice Journal will not correctly reflect the updates that were
made to the Open Payables file. It is your responsibility to adjust your control totals
and to enter the invoice again with a different voucher number.

Occasionally, payment of an invoice is to be sent to someone other than the vendor
sending the invoice. The Accounts Payable application allows you to indicate this
using two different methods. You can enter the assignee number for the invoice either
when originally entering the invoice through Accounts Payable, or after the invoice
has been added to the Open Payables file. Perform Open Payables file maintenance
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and update the invoice with the appropriate assignee number. You can also use Open
Payables file maintenance to remove an assignee number entered in error. When an
assignee is to receive payment for an invoice, the check is written to the assignee, but
amounts are used to update the statistic fields of the originating vendor. To use this
feature, you must assign a vendor number to the assignee and then add a record to
the Vendor Master file for that assignee.

You can also type in the assignee number for a vendor in the Vendor Master file. This
causes that assignee number to appear automatically when an invoice is entered for
that vendor.

Updating during payment selection

During payment selection as payments are made or reversed, the files are updated in
the following way:

The Open Payables file is updated to reflect the payment selection. The update is
done on two levels. The partial payment amounts on the Open Payables Header
record (OPNPAYM) are updated to record the effect of the payment on the amount
owed. Two sets of amounts are updated:

« The trading currency amounts are updated with the value of the payment in
trading currency.

» The local currency amounts are updated with the value of the payment using the
exchange rate in effect when the invoice was posted in Payables Processing.

Prepaid invoices

Some invoices you want processed by the Accounts Payable application have already
been paid. You indicate this in AP by entering the check number used to pay the
invoice, the bank account number, and the payment method when you enter the
invoice during Payables Processing.

The posting of prepaid invoices creates a record for the invoice that records the
amount of payment in the Open Payables file. The amounts used assume the invoice
was paid in full.

If the invoice has been partially paid, it must be entered as two invoices, that is, one
invoice for the prepaid portion and one invoice for the unpaid portion. Each of these
invoices must have a different voucher number but they may be entered with the
same vendor invoice number using a different invoice sequence number. You can use
the vendor invoice number as it appears on all open payables reports as your
reference number for auditing purposes.

If you are processing with Immediate Cash Disbursements when an invoice is entered
with a check number, bank account number and payment method, the application
accesses the Bank Reconciliation Master file (CHECKB) to determine if a check with
that number has already been written. If one has already been written, a further edit is
made to determine if the check was written to the same vendor (or assignee) to which
the prepaid check was written. If no check has been written with the entered check
number, or one has been written with the same check number but it was to the same
vendor, the application will accept the check number entry. In the latter case, the
amount of the prepaid invoice will be added to the check amount in the check record
that already exists in the Bank Reconciliation file. This will occur when the prepaid
invoice is processed by the Cash Disbursements procedures.
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Halt code

Discounts are always taken in full on prepaid invoices, whether entered as prepaid or
changed with Manual Payments Update.

For miscellaneous vendors, only one invoice can be paid per check. If a batch
containing two prepaid invoices for miscellaneous vendors with the same check
number is processed, the second amount will not be added to the check amount.

Prepaid invoices remain in the Open Payables file until a bank reconciliation purge is
run.

You may have to enter invoices that you want to post but not pay now because of
disputed terms or for other reasons. For these invoices you want to indicate that the
invoice should not be selected for payment. You can do this by assigning a halt code
number from 0 through 9. Since you set these up yourself, you should assign a
different meaning to each of the 10 halt codes. In this way, when an invoice appears
on the display or is printed with a halt code on a report, you will know why the invoice
has been halted.

You can halt an invoice when you enter it during payables processing or after it has
been added to the Open Payables file, by performing payment selection operations.
During payables processing, use display AMV161. During payment selection
operations, use display AMA214 or when assigning invoices, to a manual payment
use display AMA423. In all cases, blank out the entry in the HALT field to release a
halted invoice, type in a code (0-9) to prevent selection of the invoice for payment, or
leave the field blank.

Once an invoice has been halted, the Accounts Payable application will not select it
for payment. When you are ready to pay the invoice, release the invoice from the halt
status, then select it for payment using the appropriate payment selection criteria.

If you want the invoice deleted from the system rather than paid, you can delete the
invoice through invoice entry/edit using option 1 on the Payables Processing menu
(AMAM10) and then F5 when the Invoice and Credit Entry panel (AMV160) appears.

Change and delete transactions

Change and delete transactions (delete transactions have previously been referred to
as automatic credit memos) allow you to make extensive updates to open payables
that you are unable to perform using the Open Payables File maintenance menu
option;

» Use F5 on the Invoice & Credit Memo Header display (AMV160) to cause the
Change/Delete display (AMV166) to appear.

« Identify the invoice to be changed or deleted. No change or delete is accepted if
the invoice has been:

- Selected for payment
Partially paid

- Paid in full

- Changes are pending.

» The system extracts all the information for the invoice from the Open Payables file
and flags the invoice as having a change in process. The flag bars payment and
any other change activity.
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If you requested a change, the system brings two copies of the invoice into the
batch—a change copy you can edit like any other invoice and a “protected” copy
which is used to back out the original invoice. Since a change transaction is
equivalent to an offsetting add and delete, control totals initially show zeros. Both
the records for the “protected” copy and the copy shown on the Invoice & Credit
Batch Summary display (AMV16l) are included in the valid record count. The
CONTROL total for a change is twice the value of the invoice or credit memo
since this is the sum of the absolute values of the debits and credits.

You can change all invoice data except vendor number, invoice number, purchase
order number, and voucher number. (The invoice number can be changed using
File Maintenance to Open Payables.)

If you requested a deletion, the system brings a “protected” copy into the batch.
When you delete an invoice, it appears with negative values and when you delete
a credit memo, it appears with positive values.

You can cancel a change or delete before it is posted using the Batch Summary
display. When you do this, both the “protected” and change (if applicable) copies
of the invoice are deleted and the flag is removed in the Open Payables file.

When the invoice is posted, the system processes the “protected” copy of the
invoice as if its signs were reversed. The change copy is processed as a regular
invoice. There are some exceptions which apply:

- When a change is processed against the Open Payables (OPNPAY) file, the
change copy replaces the original record in OPNPAY and the change in
process flag is removed (the “protected” copy is ignored). The same payment
selection and voucher numbers are used.

- When a delete is processed against OPNPAY, the invoice is removed from
the Open Payables file when the batch is posted.

- New tax transmittal numbers and tax sequence numbers are assigned to the
tax file records passed to CAS.

Discount calculation

You can enter a different discount percentage for each line item of an invoice rather
than entering a single discount percentage for the total invoice. When entering invoice
line items you can enter the following values:

Line item gross amount The cost for this line item. It can be any value, negative or

positive.

Amount subject to discount If a value is entered, the application assumes the

discount amount is calculated on this amount.

Otherwise, the discount amount is calculated on the line item
gross amount. It cannot be greater than the line item gross
amount.

Discount percent The value entered is multiplied by the line item gross amount

or the amount subject to discount. The resulting value is the
discount amount. When working with negative discount
amounts, the sign of the discount is based upon the sign of
the line item gross.

Discount amount If a value is entered for discount amount, an entry for

discount percent is ignored. If you are making a partial
payment, you may want to enter a partial discount. Positive
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line items require positive discounts. Likewise, negative line
items require negative discounts.

You also have the option of entering a discount amount on the invoice header. If all or
most of the line items will use the same discount percentage, using the header
discount is more efficient. If you enter a discount percentage in the header, it will not
be defaulted to the tax, freight, or special charges lines. You must enter the discount
percentage for these lines if they apply.

You have the option of overriding the discount percentage of any line items entered or
reviewed during data entry. Each line item calculates discount amounts separately
regardless of whether the header discount is used or not.

During printing of the Purchase Invoice Journal, each line item is added to the Open
Payables file with the discount amount for that line item equal to the calculated or
entered value. The total of line item discount amounts is the invoice discount amount.

When invoices in the Open Payables file appear on the display or are printed showing
a discount amount, the discount amount is the result of entries in the above fields
during payables processing. During most operations this amount is used only if the
invoice due date is equal to, or later than, the processing date. When invoices are
selected for payment on a date later than the invoice due date, you can force the
discount to be taken.

Discounts are always taken in full on prepaid invoices whether entered as prepaid or
changed with Manual Payments Update.

Miscellaneous vendor

If your company does business with a vendor on a one-time or occasional basis, it is
not necessary to add a record for that vendor to the Vendor Master file. You must add
a record only if you want to carry vendor statistics on an individual basis. If you
choose not to add the occasional vendor to the Vendor Master file, that supplier must
be treated as a miscellaneous vendor.

When the Vendor Master file is created, a record with vendor number 000000 as the
key is added to the file. The record can never be deleted from the file. It is used for
accumulation of vendor statistics for all miscellaneous vendors with whom your
company does business.

If you enter 000000 for vendor number during payables processing, the application
will not look for the vendor’s record in the Vendor Master file. It will instead prompt for
entry of the vendor’s name and address. You are required to enter at least a vendor
name and vendor abbreviation. When the payables transaction is added to the Open
Payables file, a record with this name and address information is added. The
transaction is also assigned a unique payment selection number to distinguish it from
other transactions in the Open Payables file that are for miscellaneous vendors. The
assigned payment selection number is shown on the Purchase Invoice Journal that
prints when the transaction is added to the Open Payables file.

Only one invoice with vendor number 000000 can be paid using the same check
number. Only local currency activity is permitted for miscellaneous vendors, and the
vendor’s Currency ID in the Vendor Master file must be blank. Credit memos cannot
be processed for miscellaneous vendors.
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When checks are written, one check is written for each invoice with vendor number
000000. If the invoice also contains an assignee number, the check is written to the
assignee using the name and address information from the Vendor Master file. If the
invoice does not contain an assignee number, the check is written using the name
and address information from the record in the Open Payables file. In either case, the
check totals are added to the vendor statistic fields in the Vendor Master file record for
vendor number 000000.

Special use account numbers

Certain applications reserve general ledger account numbers 9999995, 9999996,
9999997, and 9999998 for special use to prevent out-of-balance conditions. For a
description of how the computer uses these account numbers, see the General
Ledger User’s Guide. The computer also uses general ledger account number
9999999 as a reserved account to store retained earnings calculated by the Income
Statement program in the General Ledger application.

Accounts Payable uses 9999998 as a default. If an account number is not found
during posting or disbursements processing, the journal entry is charged to this
default account. You must be sure to add this account to the General Ledger Master
file. If it is ever used, it is your responsibility to make a manual journal entry through
General Ledger to transfer the amount to the proper account.

Procedure conflicts

File updates for Accounts Payable should not occur while certain tasks are being run
at other work stations. For instance, if the application were to allow a work station
operator to post payables transactions to the files at the same time that another work
station operator was entering payment selections, newly added invoices might be
incorrectly selected for payment. For this reason, the Accounts Payable application
will not let you run (perform) certain tasks concurrently.

If you try to initiate a procedure that is in conflict with one already running or
scheduled to run, a message appears and the procedure is not initiated. A summary
of the procedures that cannot be run concurrently by the Accounts Payable
application can be found in the CAS User’s Guide.

Production Control and Costing and Inventory Management interface

Accounts Payable allows data entry of invoice detail lines with miscellaneous charges
and outside operation charges for an order only when Production Control and Costing
is installed and interfacing. Edits are performed during the Accounts Payable data
entry to ensure the correctness of the data. The miscellaneous charge data is edited
to ensure that a record exists for the order and miscellaneous charge number in the
Manufacturing Order Miscellaneous Detail file. The option is allowed to add the record
during data entry if it is not already in the file. Outside operation data is edited to
ensure that a record exists in the Manufacturing Order Master file. Miscellaneous
charge and outside operation transactions are passed to PC&C when the AP to
PC&C interface is activated through Cross Application Support (CAS).

Accounts Payable allows data entry of invoice detail lines with cost adjustment
information only when Inventory Management is installed and interfacing. Cost
adjustment transactions are passed to IM when the AP to IM interface is activated
through Cross Application Support (CAS). An edit is performed during data entry to
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ensure that a record with the purchase order number, item number, and warehouse
exists in the Purchase Order Item file. Accounts Payable transfers cost adjustments to
Inventory Management for regular invoice line items. Credit memos and automatic
credit memos transfer data to both Inventory Management and Production Control
and Costing.

Data is passed from Accounts Payable to Production Control and Costing or Inventory
Management. Miscellaneous charge and outside operation transactions are passed
from Accounts Payable to Production Control and Costing by placing them in a data
entry batch in the Shop Activity file (SHPACT).

Cost adjustment transactions are passed from Accounts Payable to Inventory
Management as a file. That file is then processed as a batch by Inventory
Management’s offline data entry programs.

Note: Amounts passed may reflect special charge, tax, and freight prorations and
landed cost accruals. All costs are transferred to the temporary general ledger file in
local currency.

Accounts Payable transfers data to either Production Control and Costing or to
Inventory Management as follows:

e Calculates cost control totals.
» Miscellaneous Charge Costs:

1. Add together the miscellaneous charge amounts found on all regular invoice
and automatic debit memo detail lines.

2. Add together the miscellaneous charge amounts found on all regular credit
memo and automatic credit memo detail lines.

3. Subtract the total credit amount from the total debit amount. The result is the
net miscellaneous charge cost, and is passed to Production Control and
Costing only.

* Outside Operations:

1. Add together the outside operations amounts found on all regular invoice and
automatic debit memo detail lines.

2. Add together the outside operations amounts found on all regular credit
invoice and all automatic credit memo detail lines.

3. Subtract the total credit amount from the total debit amount. The result is the
net outside operations amount, and is passed to Production Control and
Costing only.

» Cost Adjustments:

Add the gross amounts from all regular invoice detail lines that contain cost
adjustment information. This information is passed to Inventory Management
only.

e Other Costs

1. Add together the other costs amounts found on all regular invoice and
automatic debit memo detail lines.

Note: Other costs consist of all charges except charges for miscellaneous
costs, outside operations, cost adjustments, and nhonemployee
compensation.

2. Add together the other costs amounts found on all regular credit invoice and
automatic credit memo detail lines.
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3. Subtract the total credit amount from the total debit amount. The result is the
net other costs amount, and is passed to Production Control and Costing
only.

» Prints miscellaneous charge, outside operations, and cost adjustment information
on the payables processing reports:

- Invoice Entry Edit (Offline) (AMVOH)

- Invoice Entry Load (Offline) (AMVOI)

- Invoice Transaction Proof / Register (AMV12)

- Purchase Invoice Journal (AMV13)

- Purchase Invoices to Inventory Management (AMVOF1)

- Purchase Invoices to Production Control & Costing (AMVOF2)
- Purchase Journal Update (AMV14).

» Posts the invoice and credit memo transactions to an Open Payables file

» Passes the miscellaneous charge, outside operation, and cost adjustment
information to PC&C and IM.

Purchasing interface

Invoice entry and offline entry have been significantly enhanced to handle invoicing
with the Purchasing application. The interface option between AP and Purchasing has
been removed and is now automatic if both applications are installed. The “style” of
invoicing is determined each time an invoice header is entered on the Invoice Entry
Select display. If you enter a purchase order number, then this invoice is considered a
Purchasing style invoice, and Purchasing fields will appear on subsequent displays. If
you do not enter a purchase order number, the invoice is considered an Accounts
Payable style invoice and the purchasing fields will not appear. You will not be able to
attach purchase orders to this invoice after this stage.

Invoicing batches created by either application can also be accessed by either
application. All restrictions as to what entry function had to be entered through
Accounts Payable versus Purchasing have been removed. Batches created will be
designated as “PAY” BATCHES on AMVBA1 and can be accessed by either
application.

Nonemployee compensation

Companies must provide the government, on a calendar year basis, 1099-
Miscellaneous forms for each individual to whom they paid nonemployee
compensation. Accounts Payable data entry allows detail line items to be designated
as nonemployee compensation (NEC). The NEC for each vendor is accumulated and
1099 Miscellaneous forms can be printed each year and reported to the government.

Before you can enter an NEC line item through data entry, you must enter the
vendor’s social security or federal tax payer identification number into the Vendor
Master file. You activate the NEC function for a vendor by responding Yes to the NEC
Y/N question in the Vendor Master file. Assignees should not be used with NEC
invoices because the vendor statistics for the originating vendor, not the assignee
vendor, are updated when the check is written.

Note: If multiple companies are supported and more than one company is expected
to make NEC payments, follow these steps:
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* Group NEC vendors for each company separately so that each company is
assigned a separate range of vendor numbers.

» Before you assign a unique number to your vendors, you may want to consider
that the Vendor Master file keeps only one set of statistics for each vendor,
regardless of the company with whom the vendor was doing business. If a vendor
does business with several companies, there are no separate statistics on how
much business was done with each company. However, an easy way to get
vendor statistics by company is to assign the vendor number so that the first two
digits represent the company involved and the last four digits represent the
unique vendor. Specifically, vendor 1234 does business with companies 01, 02,
and 03. If you want statistics by company, create three Vendor Master records
with vendor numbers 011234, 021234, and 031234. An advantage to using this
scheme is that you can print the information by company for any menu option that
allows you to enter a range of vendor numbers. For example, you can print the
1099-MISC forms for company number 02 by entering a range of vendors 020000
- 029999.

* When you print 1099-Miscellaneous forms, enter the beginning and ending
vendor for the company you want to print, along with the company name and
address.

* Run the program again repeating step 2 until 1099-Miscellaneous forms for all
companies have been printed.

NEC data is contained in the Vendor Master file for both the current year and last year.
You can print the 1099-MISC Report (option 3 on menu AMAMG60) any time during the
year. It uses the current year amount field. At the end of a calendar year, the NEC
Reset (option 4 on menu AMAMG60) should be run to copy the current year’s NEC to
last year and clear the current year field. Invoices for the new year can then be
processed even though the 1099-MISC forms have not been printed yet. Statistics are
reset in both trading currency and local currency. The 1099-MISC forms (option 5 on
menu AMAMG60) can be printed later because that uses the last year amount field.

Multi-currency support

Multi-currency support affects Accounts Payable functions in the following areas:

Foreign currency invoices

Extended tax processing

Invoice review

Landed cost accrual

Freight, special charge and tax proration
Invoice line item splitting

Multi-purchase order invoices
Change/Delete of posted OPNPAY invoices
Multiple bank accounts

Advance payment selections

Foreign currency payments

Alternate payment method.

If the vendor is euro-participating, a toggle function on Inquiry panels allows you to
display an alternate currency. The Open Payable reports print a total for euro currency
if the vendor is euro-participating.
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Foreign currency invoices

You can enter foreign currency invoices and have XA convert them to your currency
for GL, IM, and PC&C reporting purposes. You can pay these invoices in any currency
and the system automatically calculates and records the transaction gain or loss. A
revaluation feature lets you adjust open accounts payable balances to reflect the
latest exchange rates. Manual payments processing lets you record payments made
via bank drafts.

XA has extensive edits to make sure that you never accidentally combine amounts
from two or more national currencies. These edits can be defeated if you misuse the
primary currency feature in CAS.

You can have multiple sets of exchange rates for the same national currency, using
the primary currency ID. Suppose you had three sets of exchange rates for the US
dollar that were called US$, US1, and US2. You indicate that they are the same
national currency like this:

Table 2-4. Example of multiple sets of exchange rates

Currency ID Primary currency
US$

USH1 USs$

US2 USs$

When you indicate that currencies belong to the same national currency as in the
previous example, the application knows that it is safe to combine amounts because it
will not be mixing different currencies.

Extended tax processing

Accounts Payable handles U.S., value added (VAT), and Canadian taxes. If you are
subject to VAT, you may record and report VAT on purchases at the required level of
detail through the Payables Processing menu. If you are subject to sales tax, you may
accrue use tax on taxable purchases not taxed by your vendor and verify that the
sales tax is correct through the Payables Processing menu.

You can enter tax options at the invoice level. The programs access the CAS Tax
Routine and show the taxes that apply. At this point, you can then:
» Recalculate the tax by changing the tax options you selected

» Cancel the tax calculation if your goal was to verify that taxes were invoiced
correctly

* Accept the taxes calculated by the system

» Accrue use tax for taxes owed but not invoiced.
The system responds by making the tax data part of the data for the invoice, recording
the tax in the general ledger, and placing the tax data in the CAS Tax Report files. The

data is placed in the files when an invoice is posted through the Payables Processing
menu or paid using the Cash Disbursements menu.
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Invoice review

You can review invoices by using selection displays that show summary information
about the invoices in a batch and the line items within an invoice. From these
displays, you may go directly to the invoice or invoice line item.

Landed cost accrual

You can have Accounts Payable accrue importation costs (for example, duty and
brokerage) not included on the invoice. You can also use this feature to accrue freight
on domestic invoices or to apply procurement burden to your purchases.

Freight, special charge, and tax proration

You can have the freight, special charge, and tax amounts on your invoices
automatically prorated to the other invoice line items for accounting purposes.

Invoice line item splitting

You can have the application allocate an invoice line item to two or more accounts.

Multi-purchase order invoices

Accounts Payable handles invoices that reference multiple purchase orders if
Purchasing is installed.

Change/delete of posted OPNPAY invoices

During Cash Disbursements processing or posting of an automatic credit memo,
reversing entries (if applicable) are created for all General Ledger distributions and for
the Production Control and Costing applications. A change/delete cannot be entered if
the Open Payables file does not contain an invoice for the vendor number and
payment selection number you entered.

Multiple bank accounts

You can have multiple bank accounts in Accounts Payable and track deposits,
payments, and balances for each account. Bank account balances may be in your
own currency or any foreign currency.

Advance payment selections

You may select invoices for payment before they are actually due. The application
tracks your payment selections by bank account and due date and shows you how
they will impact your bank balances.

Foreign currency payments

You may pay any invoice in any currency. You are not limited to the trading currency
you and your vendor agreed upon.
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Alternate payment method

Accounts Payable can produce check and remittance advice files that you can submit
to locally developed programs. You can type in the vendor’s bank account number on
the Vendor Master file and it will appear on the new check and remittance advice files.

Cash receipts from Accounts Receivable

Accounts Receivable passes deposits to Accounts Payable if the interface is active.
When a receipt is entered in AR, it automatically updates the bank account balances
maintained by AP. For more information, refer to the Accounts Receivable User’s
Guide.

Manual payments

You can enter bank draft payments in any currency and match these payments to
invoices that are already in the Open Payables file.

Payment reversal

You can reverse payments using the Cash Disbursements menu (AMAM20). In
addition, payment reversal voids the outstanding check in the Bank Reconciliation file
and adds the check amount back to the bank balance.

Bank reconciliation

This menu option is always active. Bank reconciliation handles multiple bank
accounts and both checks and deposits. The system shows outstanding checks and
deposits, allowing you to change the check status to outstanding, void, or reconciled.
It also allows you to change the check amount.

If you have problems printing checks, you can update Accounts Payable files to reflect
the check numbers actually issued. If you have a non-XA bank reconciliation solution,
reconcile all the checks with the function key or set ranges of checks and deposits to
Reconciled status (R) for Open Payables purging purposes.

Reports and inquiries

Reports and inquiries show amounts in both trading currency and local currency.
Invoice Payment History inquiries show amounts in both trading and payment
currencies. If the vendor is euro-participating, a toggle function on Inquiry panels
allows you to display an alternate currency. The Open Payable reports print a total for
euro currency if the vendor is euro-participating.
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Chapter 3. Payables Processing

When you choose option 1 from the Main Menu, the Payables Processing menu
(AMAM10) appears. This menu has six options that make it easy for you to enter and
review invoices.

Option 1. Enter/Edit Invoices and Credit Memos (AMAM10) .........cccccveveeiiiiieeeennnns 3-2
Option 2. Enter/Edit Invoices and Credit Memos from Offline Files (AMAM10)..... 3-64
Option 3. Process Invoices and Credit Memos (AMAM10) .........cccovvvieeeeviiineenenn. 3-66
Option 4. Post Invoices and Credit memos (AMAM10) ........ccccooiievieiiiiiieee e, 3-70
Option 5. EDI Invoices (AMAMI0)........uuiiieiiiiiiee et e e e nae e e e 3-73
Option 6. Recurring Invoices (AMAMT0) ......cuuiiiiiiiiiiee e e 3-87

The processing and posting portion of the Payables Processing menu handles foreign
currency invoices and gives you flexibility in the way you account for invoices and
credit memos. If you have both Purchasing and Accounts Payable installed, Payables
Processing works the same way in both applications. If you have only Purchasing
installed, you can pass invoice data to General Ledger, Inventory Management, and
Production Control and Costing files without the Accounts Payable application.

4 )

AMAM10 Accounting Management Accounts Payable dokkokok ok ok ok ok ok
Payables Processing

Type option or command; press Enter.

. Enter/Edit Invoices and Credit Memos

. Enter/Edit Invoices and Credit Memos from Offline Files
. Process Invoices and Credit Memos

Post Invoices and Credit Memos

EDI Invoices

Recurring Invoices

AU WN

==>

F3=Exit F4=Prompt F9=Retrieve Fl0=Actions
Fll=Job status Fl2=Return F22=Messages

N /

Option 12.Enter/Edit Invoices and Credit Memos. Use this option to enter, edit, and
delete the following items at the work station:

Invoices

Credit memos

Changes to and deletes of posted OPNPAY invoices and credit memos
Prepaid invoices

Prepaid credit memos.

Option 13.Enter/Edit Invoices and Credit Memos from Offline Files. Use this
option to enter a new batch of invoices and credit memos from offline files using the
Cross Application Support (CAS) display (AXVOL1) that appears when you choose
this option. Refer to the CAS User’s Guide for more information about display
AXVOLA1. The following reports are generated:

* Invoice Entry Edit (Offline) (AMVOH)
* Invoice Entry Load (Offline) (AMVOI)
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Note: AMV12 prints if one or more transactions were loaded to the PAYWRK
file.

Note: You can save time by grouping your transactions according to the type of
transaction. Group them in the following order:

1. All invoices
2. All regular credit memos
3. All corrections.

Option 14.Process Invoices and Credit Memos. Use this option to generate an
Invoice Transaction Proof/Register (AMV12) of an existing batch of invoices and
credit memos. Posting does not occur when you select this menu option.

Option 15.Post Invoices and Credit Memos. Use this option to post accounts
payable entries for an existing batch of invoices and credit memos to the Open
Payables and other files. Purchase order postings are done in both trading and local
currencies. The following reports are generated:

* Invoice Transaction Proof/Register (AMV12)

Purchase Invoice Journal (AMV13)

Purchase Journal Update (AMV14)

Currency Conversion Audit Trail (AMVOE)

Purchase Invoices to Inventory Management (AMVOF1)
Purchases Invoices to Production Control and Costing (AMVOF2)
Open Payables Duplicate Invoices (AMV0G).

If prepaid invoices are included in the batch, the following reports also print:

» Cash Disbursements Journal (AMA311)
» Cash Disbursements Register (AMA312)
» Cash Disbursements Update (AMA34)

Option 16.EDI Invoices. Use this option to choose invoices received using EDI
(electronic data interchange) and process them into payables data entry batches. The
following reports are generated:

* EDI Invoice Audit (AMV90)

* EDI Invoice Batch Report (AMV91)

* Invoice Entry Edit (Offline) (AMVOH)

* Invoice Entry Load (Offline) (AMVOI)

* Invoice Transaction Proof / Register (AMV12).

Option 17.Recurring Invoices. Use this option to choose invoices that exist in
recurring batches and process them into payables data entry batches.

Option 1. Enter/Edit Invoices and Credit Memos (AMAM10)

Use this option to type in a new batch or correct an existing batch of invoices and
credit memos.

What information you need:. Any source information you want to include.
What report is printed:. Invoice Entry/Edit (AMV17)
What forms you need:. AP-40 and AP-41

The basic steps to enter invoices and credit memos follow each display. In addition to
basic steps, use the function keys to move around within the displays.
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When you page in Review mode, “Forward” or “Backward” appears beneath the
display mode indicating the direction in which you are paging.

When you make a selection on a summary display, the default direction is always
forward. If you selected a display using a function key, the default direction is always
backward.

AMVBA1—Data Entry Control

Use this display to:

» Start a new batch of transactions
» Select an active, closed, suspended, or recurring batch for further processing
» Review the status of all batches.

You can choose an active batch only from the work station that originated that batch.

This display appears if you select the following:

» option 1 on the AP or PUR Payables Processing menu

» option 1 OR 4 on the GL Journal Processing menu or option 3 on the GL Post
Journal Transactions menu

« option 1 on the AR Transaction Processing menu or option 6 on the AR Master
File Processing menu

» option 1 on the PR Time/Adjustment Entry menu or option1 on th PR Payoffs

menu.
DATE *% /%% /%% AMVBA1l **
DATA ENTRY CONTROL
BATCHES CURRENTLY IN USE ***
ENTER BATCH NUMBER nnn LOCATE BATCH nnn

BATCH *--ORIGINAL--* *----LAST----% *--RECORDS--*
NO. TYPE WSID OPID WSID OPID STATUS DATE USED ERRORS

* ok k hkkk  kkkkkkkkkk kkk  kkkkkkkkkk kkk KAKKKK KK [k *kkkk  kkkkk

*kk Kkkk  kkkkkkkkkk Khkk  Kkkkkkhkkkk Kkk KKKk Kk [hk kkkkk  kkkkk

*kok kohkkk  kkkkkkkkkk hhkk  kkkkkkkkkk kkk kKKK Kk [hk kkkkk  kkkkk

*kok kkkk  kkkkkkkkkk hhkk  kkkkkkkkkk kkk KkKKKK Kk [hk kkkkk  kkkkok

*kk hokkk  kkkkkkkkkk kkk  kkkkkkkkkk kkok KKK Kk [hk kkkkk  kkkkok

* ok k kkkk  kkkkkkkkkk kkk  kkkkkkkkkk kkk KAKKKK Kk [k *kkkk  kkkkk

*k ok Kkkk  kkkkkkkkkk Khkk  Kkkkkkhkkkk kkk KKKk Kk [hk kkkkk  kkkkk

*k ok Kkkk  kkkkkkkkkk Khkk  Kkkkkkhkkkk Kkk KkkkKK Kk [hk kkkkk  kkkkk

*kok hhkkk  kkkkkkkkkk hhkk  kkkkkkkkkk kkk kKKK Kk [hk kkkkk  kkkkk

* Kk * Kok ok kkkkkkkkkk Khkk kkkkkkkkkk kkk *kkkokk *k [ Kk * ok ok ok ok * Kk Kk
* KKk * Kok ok kkkkkkkkkk Khkk kkkkkkkkkk kkk * kK okk *k [ Kk * ok ok kk * Kk Kk
*k ok *k ok k Kkhkkkkhkkhkkk Khkk *hkkkkkkkkk Kkx *kok Kok ok *k [ Kok * ok ok kk * %k Kk

USE ROLL UP/DOWN
F04 NEW BATCH
F24 CANCEL THE JOB

o J

What to do

» To start a new batch, use F04. The Batch Header (Enter) display appears. Press
Enter.

» To see the status of other existing batches, do one of the following:

- To see the next group of batches, use the roll keys to scroll forward and
backward through the list of existing batches.
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- To locate a particular batch beyond the next group of batches, type the batch
number in the LOCATE BATCH field, press Field Exit, then press Enter. The
batch you selected appears at the top of the list of batches on the display.

» To use an existing batch, type the number of the batch in the ENTER BATCH
NUMBER field, press Field Exit, then press Enter. The Batch Header (Enter)
display appears.

Note: You can only select an active online batch from the same workstation that
initially created that batch. You can select an active offline batch from any
workstation if the system is not using the batch.

Function keys

F04 NEW BATCH starts a new batch. The Batch Header display appears.
F24 CANCEL THE JOB cancels the job; no processing occurs.

Fields

BATCHES CURRENTLY IN USE. The number of batches that currently exist.

ENTER BATCH NUMBER. To choose a closed or suspended batch, type in the
number of the specific batch with which you want to work. When you press Enter, you
attach to that batch, and the first record in the batch appears.

LOCATE BATCH. Use this field to search for a specific batch with which you want to
work. If you want to see the data entry control information for a batch, type in the
batch number. When you press Enter, this display appears again with the requested
batch appearing first in the list of batches.

BATCH NO. (Batch Number). The sequential number assigned by the application to
identify the batch.

TYPE. This field is used by the Accounts Payable, Accounts Receivable, and
Purchasing applications. A code used to indicate the application that created the
batch. The code for Purchasing and Accounts Payable batches is PAY. The codes
used for Accounts Receivable are CAS (cash receipts and adjustments) and INV
(invoices and credit memos). You can edit or post from a batch, regardless of the
application that created it.

ORIGINAL.

WSID (Work Station Identification): The identification of the workstation from
which you originally entered transactions for the batch. For offline batches,
asterisks appear.

OPID (Operator Identification): The operator ID of the operator who entered the
transactions. Appears only if security is in effect. For offline batches, asterisks
appear.

LAST.

WSID (Work Station Identification): The identification of the workstation which
last selected the batch. For offline batches, asterisks appear.
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OPID (Operator Identification): The operator ID of the operator who last
selected the batch. The operator ID appears only if security is in effect. For offline
batches, asterisks appear.

STATUS. The current status of the batch. This field contains one of the following

codes:
ACTIVE.

SUSPND .

RECURS.

CLOSED.

UPDATE.
FINISH.

The batch is being used by another workstation or is incomplete because
of some abnormal condition, such as loss of power. You can only work on
an active but incomplete batch from the workstation that started the
batch.

(Suspend) One of the following conditions:

» Someone used F23 to end the workstation session, thereby
suspending the batch

» The batch was entered from an offline file and is not yet closed

» The application has automatically suspended the batch. Errors exist
in the batch and must be corrected.

You can select this batch for further entry and review from any
workstation.

Batch has been created as a recurring batch. All transactions within this
batch are subject to the effective dates specified within. For purposes of
data entry, the system treats a RECURS batch the same as a suspended
batch; however, they cannot be processed like regular batches; they are
templates used to create regular batches. Recurring batches are used
only by Accounts Payable.

Someone used F24 to close the batch. You should not close a batch until
you have printed and verified a proof report. For purposes of data entry,
the system treats a closed batch the same as a suspended batch;
however, you can only choose a closed batch for certain further
application processing.

The application has selected the batch for updating the master files.

The batch has been applied to the master files. The transactions will
remain in the batch until the files are saved.

DATE. The date of last activity in the batch.

RECORDS.

USED. The number of transaction records in the batch.

ERRORS. The number of transaction records with errors that the application has
detected. Warning messages also appear as errors.

AMV151—Payables Data Entry (Options)

Use this display to enter the company number and date for a new batch of Payables
Processing transactions. The Recurring Batch field is used only by Accounts

Payable.

This display appears when you use F04 NEW BATCH on the Data Entry Control
display (AMVBA1).
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4 N

Date **x /%% /xx Payables Data Entry Options AMV151 *x
Batch bl

Company number nn
Batch default date nn/nn/nn

Recurring Batch n

F24=Cancel the job

o /

What to do

Enter the company number and date for a new batch of Payables transactions, and
press Enter.

Function keys

F24 Cancel the job ends processing and causes the Payables Processing menu
(AMAM10) to appear again.

Fields

Batch. The identifying number the application assigned to this batch. This number
should be recorded with the control totals for the batch.

Company number. This field is required if it appears on the display. Type in the
number of the company for which this batch of transactions applies. The number is
entered only once for each batch. This field appears only if you indicated multiple
companies during application tailoring.

Batch default date. Type in the date that will be used as the default for the invoice
date and due date of invoices in this batch. If you do not enter a date, the system date
is used.

Note: You can subsequently change this date by using F4 on the Invoice & Credit
Batch Status display (AMV16S). The change will only affect later entries, invoices that
are in the batch when the batch default date is changed will not be affected.

Recurring Batch. Accept the default of N, or type Y to create a recurring batch. This
field is used only by Accounts Payable.
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AMV160—Invoice & Credit Header (Enter)

Use this display to enter information for an invoice or credit memo. You can process
invoices that reference multiple purchase orders, auto-generate line items for
purchase orders, enter credit memos, and change or delete existing invoices in the
Open Payables files.

This display appears when you:

* Press Enter on the Payables Data Entry Control display (AMVBA1)
* Press Enter on the Payables Data Entry (Options) display (AMV151)

4 )

Batch *** Company ** Invoice & Credit Header ok kkkk AMV160 **
Batch date ** /%% /%%

Vendor number aaaah6 Purchase order number P aaaal6
Invoice number aaaaaaaAll Completion code <P/C> A
Invoice seq number nnn Auto gen <Y/N/S> A
Cr memo code <C> A Gen gty <1=0rd,2=Del,3=Stk> A
Voucher nnnnn
Totals: Control

Invoice gross amount NNNNNNNNNNN. NN

Special charges NNNNNNNNNNN . NN

Freight nnnnnnnnnnn.nn

Taxes nnnnnnnnnnn.nn

Discount amount NNNNNNNNNNN . NN

Discount percent nn.nn

Fl7=Accept with error

Fl=Batch summary F5=Change/delete F24=Display status

. /

What to do

» To create a purchasing style invoice, type in a purchase order number, all
requested information, and press Enter.

» To automatically generate an invoice from a purchase order, type in the requested
information, type Y in the Auto gen field and press Enter.

» To manually add a regular invoice, type in the information but leave the Auto gen
field N.

» To automatically generate some items from a purchase order, but not all items,
type S in the Auto gen field and press Enter.

« To add an invoice with no existing purchase order, type in the invoice (credit
memo) number, invoice sequence number, and voucher number and press Enter.

Note: The displays associated with this menu option contain message subfiles. To
view messages for this display, use the Roll keys.

Function keys

F1 Batch summary causes the Invoice & Credit Batch Summary (Review) display
(AMV16l) to appear if the invoice is in balance.
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F5 Change/delete causes the Invoice & Credit Change/Delete (Enter) display
(AMV166) to appear allowing you to create change or delete transactions from invoice
and credit memos already posted in the Open Payables file. The Open Payables file
is updated by these transactions when the batch is posted.

Note: If you use F5, you do not have to enter any information in the fields on this
display.

F17 Accept with error allows you to continue with the record even though the
application issues a warning message. The Invoice & Credit Header display
(AMV161) appears.

F24 Display status causes the Invoice & Credit Batch Status display (AMV16S) to
appear.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Batch. The identifying number the application assigned to this batch.
Company. The number of the company for which this batch of transactions applies.

Batch date. The batch default date from the Payables Data Entry (Options) display
(AMV151) or the Invoice & Credit Batch Date (Change) display (AMV167).

Vendor number [?]. This is a required field. Type in the vendor number that applies
to this invoice. If the invoice is for a one-time vendor, without a vendor number in the
Vendor Master file, type in 000000 to indicate a miscellaneous vendor.

Notes:

1. Assignee from the Vendor Master file can be entered.

2. The Purchase order number, Completion code, Auto gen and Gen qty fields
appear.

Purchase order number [?]. This field is required if this invoice is for a purchase
order. Type in the purchase order number that applies to the invoice or credit memo.
Entering a purchase order number determines whether Purchasing fields appear on
subsequent displays and whether you will be able to add purchase orders to this
invoice.

Invoice number. This is a required field. Type in the invoice number for this vendor.
The default is 1.

Completion code <P/C>. This is a required field if it appears. This field is used to
indicate if the invoice or credit memo you are entering completes invoicing activity for
the purchase order. Type in one of the following:

P. Partial invoice. More invoicing is to be performed for the purchase order at a
later time.
C. Invoice complete. This invoice completes invoicing for the purchase order. Its

status is updated in the Purchase Order Master file when the batch is posted.
This is the default.
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Invoice seq number (Invoice sequence number). Use this field to specify when the
same invoice number is used on multiple entries.

Note: If the same invoice number and invoice sequence number is used for two
different vendors, the sequence number will automatically be incremented.

Auto gen <Y/N/S>(Automatic generation code). This is a required field if you enter
a purchase order number. Type in Y or S or accept the default of N:

Y. Automatically create invoice records from information retrieved from the
purchase order files

N. Manually type in the invoice detail. Invoice information such as the item
description and the expense account is defaulted from the purchase order if
these fields are left blank on the Invoice & Credit Detail display (AMV162).

S. Select from a list of invoice records that would be automatically generated if
you answered Y. Only those records selected are automatically generated.
The Invoice & Credit Auto Gen display (AMV168) is used to enter your
selection criteria.

Cr memo code <C> (Credit memo code). Type in C for a credit memo or leave this
field blank for an invoice. Recurring batches cannot contain credit memos.

Gen qty (Generation quantity).

1. Auto gen selects records based on ordered quantity
2. Auto gen selects records based on delivered quantity
3. Auto gen selects records based on in stock quantity

The default is 1. Accept the default or type in another value to base the auto gen on
either a delivered or in stock quantity. If you choose option 2, the delivered quantity

will be the quantity received at dock or to stock, depending on how your system was
tailored. The delivered quantity does not consider any vendor returns.

If you choose option 3, the in stock quantity represents the actual stock quantity,
which is the net result of any vendor returns.

If you override the default, the new value remains until you end the data entry session
or change the value again.

Note: If an item does not require receipts, the item is generated based on the order
quantity, even if you chose the delivered or in stock quantity auto gen option.

Voucher. This is a required field if it appears on the display. Type in the voucher
number for this invoice. If the field is not shown, the application supplies the number.
The method of voucher assignment depends on the choice you made during
application tailoring. For more information, refer to the voucher question in the
“Accounts Payable Questionnaire” in Planning and Installing Infor ERP XA.

Control Totals. When you end an invoice, request a batch summary, or status, the
application performs invoice balancing edits against the control totals you enter and
the detail totals the application accumulates. If the invoice is out of balance, a
message is issued on the Invoice & Credit Header display (AMV161). The totals must
balance before the invoice can be ended.

Type in the totals in the following fields you want to use in invoice balancing. When
you press Enter, these totals appear again on the Invoice & Credit Header display
(AMV161) and can be changed on that display.
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Invoice gross amount: Type in the total amount of the invoice or credit memo.
The application checks the totals of the line items against the invoice total you
entered.

Notes:

1. Individual special charge, freight or tax line item records are automatically
created.

There is no default account number for special charges. If you are
interfacing with General Ledger, you must manually enter a GL account
number into any special charge record that is automatically generated from a
control total or a purchase order.

Control totals are established for invoice balancing purposes. For
example, if the sum of the special charge line items you enter does not equal
the amount you enter in the Special charges field, an out of balance condition
exists and an error message is issued when you try to end the invoice.

2. If you enter a purchase order number on this display and you answered Y or
S to Auto gen, we recommend that you do not enter amounts in these fields
unless you are entering an invoice containing multiple purchase orders and
want to establish a control total for invoice balancing purposes. Otherwise,
you will auto generate an out of balance invoice.

Special charges: Type in the total special charges amount for this invoice or
credit memo. If you leave this field blank, the application updates the sum of all
special charge amounts for this invoice to this field when you end the invoice.

Freight. Type in the total freight amount for this invoice or credit memo. If you
leave this field blank, the application updates the sum of all freight amounts for
this invoice to this field when you end the invoice.

Taxes: Type in the total tax amount for this invoice or credit memo. If you leave
this field blank, the application updates the sum of all tax amounts for this invoice
to this field when you end the invoice.

If you plan to use the extended tax features (Value Added Tax (VAT), VAT tax in
price, or Use tax), you should consider the following as they relate to control totals
and invoice balancing:

Notes:

1. The VAT tax in price and VAT amounts the application creates when you use
F11 on display AMV16T are used in balancing the invoice. The Use tax
amounts are not used by the application in invoice balancing.

2. When you use the VAT tax in price feature, individual detail line item gross
amounts on display AMV162 must be reduced by the amount of tax in price
calculated on the Extended Tax display (AMV16T). Otherwise the invoice will
be out of balance.

3. Tax detail created by the extended tax features can be reviewed only through
the Extended Tax display (AMV16T). Standard tax records are reviewed via
the Detail Summary display (AMV16D).

Discount amount. Type in the total discount amount for this invoice. This amount
is used as a control total in balancing.If you leave this field blank, the application
updates the sum of all discount amounts of detail line items for this invoice to this
field when you end the invoice.
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Discount percent: Type in the discount percent that applies to this invoice. When
detail items are entered, the discount amount is automatically calculated by the
discount percent entered. The discount percent can be overridden at the detail
level for line items to which the discount does not apply.

Note: If you use F5, you do not have to enter any information in the fields on
this display.

AMV161—Invoice & Credit Header (Enter/Review/Delete)

Use this display to type in the information that pertains to an entire invoice or credit
memo.

If this invoice refers to more than one purchase order, the Purchase Order Select pop-
up window appears if you use F7=Add detail on this display. The pop-up window
shows the purchase orders you entered on this invoice. You can identify the purchase
order to which you want to attach the detail line item. The window shows up to 10
purchase order numbers per panel. If you have more than 10 purchase orders, use
the Roll keys to page through the panels until you find the purchase order you want.

The pop-up window also appears on the following displays if you use F7=Add detail
from a tax, freight, or special charge record that is not attached to a purchase order.

AMV163 . Invoice & Credit Tax Detail
AMV164 . Invoice & Credit Special Charge
AMV165 . Invoice & Credit Freight Detail
AMV16D . Invoice & Credit Detail Summary

This display appears when you:

» Press Enter and have no errors on the Invoice & Credit Header (Enter) display
(AMV160)

» Use F17 on the Invoice & Credit Header (Enter) display (AMV160)
» Use F19 on the following displays:

- AMV162
- AMV163
- AMV164
- AMV165
- AMV16A (Review mode only)
- AMV16D
- AMV16P
- AMV16T.

» Select an invoice or credit memo from the Invoice & Credit Batch Summary
(Review) display (AMV16l).

* Use F20 on this display in Review mode.
» Use the Roll keys to move backward from the first detail record.

« Attempt to exit the invoice using F1, F3, or F24 when the invoice is incomplete or
out of balance.
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4 N

Batch *** Company ** Invoice & Credit Header ok ok ok ok ok AMV161  **
Batch date **/**/** %k ok k ok ok ok ok
*MRO*

Inv ERE R R R R R RS Seq * * k. Vendor * Kk Kk kK ERE R R R R SRR RS R SRR R EEEEERES ’I‘ype

ASSignee aaaalé khkkkhkkhkkhkkhhkhkhkhkhkhkhhhkhkhkhkhkhdhdk *hkkhkkkk
P.O. number *okok ok ok ok ok Amt exp kkkkkkkkkkk ** Amt inv dhkkkkkkkkkk **k
Voucher no. **x*% Desc aaaaaaaaaaaaaaaaal20
Invoice date nnnnnn Due date nnnnnn Halt code <n,0-9> A
Discount % nn.nn Landed cost code aA3 Tax suffix aaaA5
FOB code aA3 sShip Via code aA3 Terms code aA3
AP acct aaaaaaaaaaaaAl5 Cash acct aaaaaaaaaaaaAl5 Disc acct aaaaaaaaaaaaAl5
Bank account aA3 Payment method A Paid check number nnnnnn

Curr aA3 aaaaaaaaaaaalAl5 Exchange rate date nnnnnn Override rate nnnnn.nnnnnn

.

Y4

Totals: Control Detail

Gross NNNNNNINNNNN . NN FoR KKk ok kokokok kK

Special chg nnnnnnnnnnn.nn hhkkkdkkhkkkdkk hk

Freight nnnnnnnnnnn.nn Fokkokkokkkkkk ok Use Roll Up/Dn

Taxes NNNNNNNNNNN. Nnn FoR KKk ok ok ok ok kK Fl2=Next Selection

Discount NNNNNNNNNNN. NN dkkdkdkdkdeddkdk ko Fl17=Accept with error
Fl=Batch summary F2=Vendor address F3=New invoice F6=Detail summary
F7=Add detail F8=Extended tax F13=Add tax Fl4=Add special chg
F15=Add freight Fl6=Add P.O. F20=Delete invoice F24=Display status
Batch *** Company ** Invoice & Credit Header ok ok ok ok ok AMV161  **

Batch date **/x* /%%

+ +
Purchase Order Select
Kok ok ok ok ok ok ok ok ok * ok kok ok ok ok ok ok ok
TNV *kkkokkokkkx Seq *** Vendor * % % kok kok ok ok ok ok ok %k kok ok k ok k ok
Assignee aa * ok ok ok ok ok ok k ok k * ok ok ok ok ok ok ok k%
P.O. number * kK kK kK Amt exp * % * ok ok ok ok ok ok ok ok k * ok ok ok ok ok ok ok k%
Voucher no. **x%x*% Desc aaaaaaaa Khkkkkkkhhk  hhkkkkhhkkkkhk
Invoice date nnnnnn Due date
Discount % nn.nn Landed cost ¢ Selection: nn
FOB code aA3 ship Via code
AP acct nnnnnnnnnnnnnnn Cash acct nnn Fl2=Return Roll Up/Dn
Bank account aA3 Payment metho + +
Curr aA3 aaaaaaaaaaaaAl5 Exch rate date nnnnnn Override rate nnnnn.nnnnnn

/

What to do

To enter an invoice or credit memo, type in the information requested and press
Enter.

When you press Enter in Review mode, the record is edited and if no errors
occurred, the record is processed, the file is updated, and the next record in the
direction you were paging appears.

When you press Enter in Delete mode, the record appears again in Review mode
and no deletion occurs.

To add detail lines to an invoice with multiple purchase orders attached use F7
and type in the appropriate purchase order on the Purchase Order Select window
to which the detail should be attached.
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Function keys

F1 Batch summary causes the Invoice & Credit Batch Summary (Review) display
(AMV16l) to appear if the invoice is in balance. If errors occur, the Header display
(AMV161 appears again.

F2 Vendor address causes the Invoice & Credit Vendor Address display (AMV16A) to
appear for you to enter miscellaneous vendor address information. This function key
only appears when you are in Review mode and the Vendor field contains all zeros.

F3 New invoice causes the Invoice & Credit Header display (AMV160) to appear if the
invoice is in balance. If the invoice is not in balance, display AMV161 appears again.

F6 Detail summary causes the Invoice & Credit Detail Summary (Review) display
(AMV16D) to appear and allows you to review all details attached to this invoice. This
function key only appears when you are in Review mode.

F7 Add detail causes the Invoice & Credit Detail display (AMV162) to appear in Enter
mode and you can add detail lines. F7 appears only in Review mode. If an invoice has
more than one purchase order, the Purchase Order Select pop up window appears.
Select the appropriate purchase order number from the list on the window and press
Enter.

F8 Extended tax causes the Invoice & Credit Extended Tax display (AMV16T) to
appear. The CAS Tax Routine calculates the tax associated with this invoice. This
function key only appears when you are in Review mode.

F12 Resume Entry appears on the display only in Review mode and only if you rolled
out of Enter mode or use F19 from Enter mode. The display you were on when you
last were in Enter mode appears.

F12 Next Selection appears only in Review mode, and only if you made more than
one selection on the Summary display (AMV16D). For multiple selections, the first
selection is processed and F12 Next selection appears until no further selections
remain or you use any function key except F17, F19, F24, Roll or Enter. Selections
are processed in the order in which they appear on the Summary display.

F12 Return appears only on the Purchase Order Select pop up window. This function
key will return you to the display under this window.

F13 Add tax causes the Invoice & Credit Tax Detail (Enter) display (AMV163) to
appear and allows you to add tax detail. If the invoice refers to a purchase order, the
line item will be associated with the purchase order number shown in the P.O. field on
this display. Otherwise the line item is considered an invoice level charge.

F14 Add special chg causes the Invoice & Credit Special Charge (Enter) display
(AMV164) to appear and allows you to add special charges. If the invoice refers to a
purchase order, the line item will be associated with the purchase order number
shown in the P.O. field on this display. Otherwise the line item is considered an invoice
level charge.

F15 Add freight causes the Invoice & Credit Freight Detail (Enter) display (AMV165)
to appear and allows you to add freight charges. If the invoice refers to a purchase
order, the line item will be associated with the purchase order number shown in the
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P.O. field on this display. Otherwise the line item is considered an invoice level
charge.

F16 Add P.O. causes the Invoice & Credit P.O. Header (Enter) display (AMV16P) to
appear. This function key only appears if Purchasing is installed, you are in Review
mode and the invoice refers to a purchase order.

F17 Accept with error allows you to continue with the next record even though the
application issues a warning message. The error should be corrected before the
batch is posted. This function key only appears if a warning message is issued on the
display.

F20 Delete invoice is used to confirm deletion of a selection from the Invoice & Credit
Summary display (AMV16l) or to request and confirm deletion of an invoice on the
Invoice & Credit Header display (AMV161). This function key only appears when you
are in Review or Delete mode.

If you are in Review mode and use F20, this display appears again in Delete mode. If
you are in Delete mode, use F20 again to confirm the deletion. The invoice and
associated detail is deleted from the batch. If there are no more invoices in the batch
the Invoice & Credit Header display (AMV160) appears. If you press Enter to cancel
the delete, the display you were on when you requested F20 appears again.

F24 Display status causes the Invoice & Credit Batch Status display to appear if the
invoice is complete and in balance.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Note: The following field appears on the Purchase Order Select window.

Selection. Type in a number from 1 to 10 that indicates the purchase order to which
you want to attach this detail line item.

Batch. The identifying number the application assigned to this batch.
Company. The number of the company for which this batch of transactions applies.

Batch date. The batch default date from the Payables Data Entry (Options) display
(AMV151) or the Invoice & Credit Batch Date (Change) display (AMV167).

Inv (Invoice). The vendor’s invoice number.

Seq (Invoice sequence number). The invoice sequence number entered on display
AMV160. It is used to specify when the same invoice number is used on multiple
entries. If the same invoice number and invoice sequence number is used for two
different vendors, the invoice sequence number will automatically be incremented.

Vendor. The vendor number and name.

*MRO*. This field appears only if the Maintenance Management System (MMS) is
interfacing, and indicates that this is an MRO vendor.
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Type. Invoice or Credit appears in this field depending on what you entered in the Cr
memo code <C> field on the Invoice & Credit Header (Enter) display (AMV160).

Assignee [?]. Type in the number of the assignee if someone other than the original
vendor is to be paid for this invoice. There must be a record for the assignee in the
Vendor Master file and the number cannot be all zeros. Leave the field blank if it does
not apply. If the assignee number is already in the Vendor Master file for this vendor,
the assignee number and name appears on the display. You can override the
assignee number that appears.

P.O. number (Purchase order number). The purchase order number that applies to
this invoice or credit memo. This field only appears if Purchasing is installed and you
entered a purchase order number on the Invoice & Credit Header display (AMV161).

Amt exp (Amount expected). This field only appears if a purchase order was
entered on the Header display (AMV160). The invoice amount expected from the
Purchase Order Master file. This is the order quantity times the unit price.

Amt inv (Amount invoiced). This field only appears if a purchase order was entered
on the Header display (AMV160). The amount invoiced to date for this purchase order
from the Purchase Order Master file.

Voucher no. (Voucher number). An identifier for the invoice. The number is
assigned by the application or you typed it in on the Invoice & Credit Select (Enter)
display (AMV160).

Desc (Description). Type in a description of the invoice. You can type in either the
purchase order number or a physical description; for example, Office Supplies.

Invoice date. Type in the date printed on the invoice or credit memo. If you do not
type in a date, the batch default date is used when you press Enter on the Invoice &
Credit Header (Enter) display (AMV161).

Due date. Type in the last date that the invoice can be paid with a discount. If you do
not type in a date, the batch default date is used when you press Enter on the Invoice
& Credit Header (Enter) display (AMV161).

Halt code <N,0-9>. Type in the code (N,0-9) you assigned to show that an invoice
should be held and not paid automatically, or type N to prevent the system from
assigning a halt code when posting invoices or credit memos for which warning
messages have been issued. If you type in a halt code, you must release the invoice
during payment selection. The halt codes are user-defined. Code 5, for example,
could mean “hold payment until after inspection for damaged goods.”

If you do not type in a code, the application assigns a value based on the invoice
status when the Invoice Transaction Proof / Register (AMV12) runs:

Blank. Invoices without error
7. Warning error exists

Note: Halt code 7 can be assigned when errors exist in a purchase order.
Discount % (Discount percent). This is the discount percent used as a default

when you enter detail items. You can override the line item discount percent if
necessary.
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Landed cost code. This code defaults from the Vendor Master file. To override the
default, type in a code to adjust for importation costs or additional costs (such as
freight) already incurred but not included on the invoice. The code you type in must
refer to a record in the Landed Cost file.

Tax suffix. The tax suffix defaults from the Vendor Master file. You can type in a new
tax suffix. Use the field to remind you of the type of tax you pay on purchases. For
example, if you are required to accrue Use tax on purchases from a vendor, use the
tax suffix to identify out-of-state vendors who provide taxable goods and services but
do not include sales tax on their invoices. Assign a tax suffix like “Usetx” to these
vendors in the Vendor Master file. Then each time the Invoice & Credit Header display
(AMV161) appears, the tax suffix will act as a reminder.

FOB code (Free on board) [?]. The purchase order FOB code. This field only
appears if a purchase order was entered on the Header display (AMV160). Type in a
code only if it is different on the invoice. If multiple purchase orders are entered, the
FOB code can be entered or defaulted only for the first purchase order.

Ship Via code [?]. The purchase order ship via code. This field appears only if a
purchase order was entered on the Header display (AMV160). Type in a code only if it
is different on the invoice. If multiple purchase orders are entered, the Ship Via code
can be entered or defaulted only for the first purchase order.

Terms code [?]. The purchase order terms code. This field appears only if a
purchase order was entered on the Header display (AMV160). Type in a code only if
the terms code on the invoice is different. If multiple purchase orders are entered, the
Terms code can be entered or defaulted only for the first purchase order.

Note: The invoice due date is not calculated from the terms code.

AP acct (Accounts payable account) [?]. Type in the Accounts Payable account
number if the number is different from the one that was specified during application
tailoring.

Cash acct (Cash account) [?]. Type in a cash account only if it is different from the
one specified for the bank account in the Bank Account Master file and only if the
invoice or credit memo is prepaid.

Disc acct (Discount account) [?]. Type in an account for discounts taken if it is
different from the one specified during application tailoring and only if the invoice is
prepaid.

Bank account. This field appears only if Accounts Payable is installed. The Bank
account, Payment method, and Paid check number together identify an invoice or
credit memo as prepaid. If you answered no for immediate cash disbursements during
application tailoring, the prepayment must already exist in the Manual Payments file
before entering the prepaid invoice. If this invoice is not prepaid, leave this field blank.

Payment method. This field appears only if Accounts Payable is installed. The
payment method must exist for the bank account in the Bank Account Master file. If
the invoice is not prepaid, leave this field blank.

Paid check number. Type in the number of the check used to pay this invoice. If
Purchasing is installed without Accounts Payable, this field is for reference only. If the
invoice is not prepaid, leave this field blank.
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Curr (Currency) [?]. The currency ID from the Vendor Master file appears. You can
change the currency ID to any ID within the same primary currency of the vendor. This
field only appears if multi-currency support is active.

Exchange rate date. Type in a specific date to reference the Exchange Rate file if
you want to use an effective date other than that of the invoice date. If you do not type
in a date, the application uses the invoice due date. If you type in Exchange rate date
and Override rate, the Override rate is used. This field only appears if multi-currency
support is active.

Override rate (Override exchange rate). Type in a specific exchange rate for the
invoice if you do not want to use an exchange rate from the Exchange Rate file. If you
type in Exchange rate date and Override rate, the Override rate is used. This field only
appears if multi-currency support is active.

Totals. Control totals for this invoice appear in the left column and can be changed.
Detail totals appearing in the right column are totals the application accumulates from
the line item gross amounts. VAT and VAT tax in price are also accumulated in these
totals. When you use F1=Batch summary, F3=New invoice, or F24=Display
status, the application performs invoice balancing edits against the control totals you
enter and the detail totals the application accumulates. If the invoice is out of balance,
a message is issued and the display appears again for you to correct the control
totals. The totals must balance before the invoice can be ended.

Gross: This is a required field. The amount cannot be negative. Type in the total
amount of the invoice or credit memo. The application checks the totals of the line
items against the invoice total you entered. An error message appears if the totals
do not agree.

Special chg (Special charges): This is an optional field. Type in the total special
charges amount for this invoice or credit memo. If you leave this field blank, the
application updates the sum of all special charge amounts for this invoice to this
field when you end the invoice.

Freight: This is an optional field. Type in the total freight amount for this invoice or
credit memo. If you leave this field blank, the application updates the sum of all
freight amounts for this invoice to this field when you end the invoice.

Taxes: This is an optional field. Type in the total tax for this invoice. If you leave
this field blank, the application updates the sum of all tax amounts for this invoice
to this field when you end the invoice.

Discount: This is an optional field. Type in the total discount that applies to this
invoice. Entering an amount establishes a control total for invoice balancing
purposes. The sum of the discounts you enter for all line items must equal this
amount or the application issues an out of balance error message when you use
F3. If you leave this field blank, the application updates the sum of all discount
amounts for this invoice to this field when you end the invoice.

AMV162—Invoice & Credit Detail (Enter/Review/Delete)

Use this display to type in the detail line items for an invoice or credit memo.

This display shows the header information you entered for this invoice. If you entered
a purchase order, totals for the line item appear near the top of the display. In Enter
mode, these totals will appear after you enter the item number.
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This display appears when you:

Press Enter on one of the following displays:

AMV161 . Invoice & Credit Header (Enter)

AMV162 . Invoice & Credit Header (Enter)

AMV16D . Invoice & Credit Detail Summary (Review)

AMV16P . Invoice & Credit P.O. Header (Enter) and Auto gen=N.

Use FO7 on AMV161 or AMV16D if you have more than one purchase order on
an invoice, or on one of the following displays if the invoice refers to only one
purchase order:

AMV16D . Invoice & Credit Detail Summary (Review)
AMV161 . Invoice & Credit Header (Review)
AMV162 . Invoice & Credit Detail (Review)

AMV163 . Invoice & Credit Tax Detail (Review)
AMV164 . Invoice & Credit Special Charge

AMV165 . Invoice & Credit Freight Detail

Use F11 and are in Enter mode on the Invoice & Credit Detail Split (Enter) display

(AMV16X).
‘\\

Batch *** Company ** Invoice & Credit Detail & ek ek ke AMV162 **
Batch date **/**/** ER R R R R R R
*MRO*
Invoice no. Seq Vendor Voucher Type P.O.
Kok ok ok ok ok ok ok ok ok * %k ok khkkkhkhkhkhkkkhkhkhkhhkhhkhkkkhhkkkk % %k ok ok k *okok ok ok ok ok * ok ok ok ok ok ok

Qty ord  *kFkkkkk ok Qty retd *okkkkkk | kokk Amt expd Kok ok ok ok ok Kok ok
Qty rec  kkkkkkk ks Qty inv Kkkkkkk  kkk Amt inv Kkkkkkk  kkk

Item no. aaaaaaaaaaaalAl5 Misc item seq nnn Blanket release no. nnnn
Description aaaaaaaaaaaaaaaaaaaaaaaaaaaA30 Line invoice code A
Landed cost code aA3 Detail split <Y/N»> A Grs. amt nnnnnnnnnnn.nn
Subj disc nnnnnnnnnnn.nn Discount % nn.nn Disc amt nnnnnnnnnnn.nn
Exp acct aaaaaaaaaaaAl5 Charge type A Warehouse number aA3
Quantity nnnnnnn.nnn Unit of measure A2 Item frt nnnnnnnnnnn.nn
Order number M/P aaaaA6 Misc chg aaaaaaaaaaaalAl5 Debit memo aaaaaaalAll
Charge operation aaA4 Work order-Task aaaaA6 nn Cost code aaaah6

Fl2=Next selection
Fl7=Accept with error

Fl=Batch summary F3=New invoice F6=Detail summary F7=Add detail

F13=Add tax Fl4=Add special chg F15=Add freight Fl6=Add P.O.

Fl9=Return to header F20=Delete detail F24=Display status Use Roll Up/Dn
What to do

To enter a line item for this invoice or credit memo, type in the information
requested and press Enter.

To enter basic information for another purchase order and the invoice associated
with it, use F16.

To split an invoice line item into more than one line, type in the information
requested, type Y in the Detail split field and press Enter.

Note: When you press Enter and the Detail split field contains Y, the Invoice &
Credit Detail Split (Enter) display (AMV16X) appears. If Detail split is N,
depending on what mode you are in, one of the following occurs:
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Enter. AMV162-The record is processed and Invoice & Credit Detail (Enter)
appears again for entry of new data.

Review. The record is edited. If no errors, the record is processed and the next
record in the direction you were paging appears.

Delete. The record is shown again in Review mode.
Function keys

F1 Batch summary causes the Invoice & Credit Batch Summary (Review) display
(AMV16l) to appear if the invoice is in balance.

F3 New invoice causes the Invoice & Credit Header display (AMV160) to appear if the
invoice is in balance.

F6 Detail summary causes the Invoice & Credit Detail Summary display (AMV16D) to
appear and allows you to review all line items attached to this invoice.

F7 Add detail causes the Invoice & Credit Detail display (AMV162) to appear in Enter
mode. F7 only appears in Review mode.

F12 Resume entry appears only in Review mode and only if you rolled out of Enter
mode or used F19 Return to header from Enter mode. The display you were on
when you were last in Enter mode appears.

F12 Next selection appears only in Review mode, and only if you made more than
one selection on the Summary display (AMV16D). For multiple selections, the first
selection is processed and F12 Next selection appears until no further selections
remain or you use any function key except F17, F19, F24, Roll or Enter. Selections
are processed in the order in which they appear on the Summary display.

F13 Add tax causes the Invoice & Credit Tax Detail (Enter) display (AMV163) to
appear and allows you to add tax detail. If the invoice refers to a purchase order, the
line item will be associated with the purchase order number shown in the P.O. field on
this display. Otherwise the line item is considered an invoice level charge.

F14 Add special chg causes the Invoice & Credit Special Charge (Enter) display
(AMV164) to appear and allows you to add special charges. If the invoice refers to a
purchase order, the line item will be associated with the purchase order number
shown in the P.O. field on this display. Otherwise the line item is considered an invoice
level charge.

F15 Add freight causes the Invoice & Credit Freight Detail (Enter) display (AMV165)
to appear and allows you to add freight charges. If the invoice refers to a purchase
order, the line item will be associated with the purchase order number shown in the
P.O field on this display. Otherwise the line item is considered an invoice level charge.

F16 Add P.O. causes the Invoice & Credit P.O. Header (Enter) display (AMV16P) to
appear. This function key only appears if Purchasing is installed and the invoice refers
to a purchase order.

F17 Accept with error allows you to continue with the record even when the
application issues a message for an error you cannot correct immediately. Depending
on what mode you are in, one of the following occurs.
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Enter. The record is processed and AMV162-Invoice & Credit Detail (Enter)
appears again for entry of new data.

Review. The record is processed and the next record in the direction you were paging
appears.

F19 Return to header causes the Invoice & Credit Header display (AMV161) to
appear.

F20 Delete detail causes the Invoice & Credit Detail (AMV162) to appear in Delete
mode. Use F20 again to confirm the deletion. The record is deleted and the next
record in the direction you were paging appears.

F24 Display Status causes the Invoice & Credit Batch (Status) display (AMV16S) to
appear if the invoice is complete and in balance.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Batch. The identifying number the application assigned to this batch.
Company. The number of the company for which this batch of transactions applies.

Batch date. The batch default date from the Payables Data Entry (Options) display
(AMV151) or the Invoice & Credit Batch Date (Change) display (AMV167).

*MRO*. In Add mode, this field appears only if the Maintenance Management System
(MMS) is interfacing, and indicates that this is an MRO vendor. In Change mode, this
indicates the item is an MRO item.

Invoice number. The vendor’s invoice number.

Seq (Sequence). Specifies when the same invoice number is used on multiple
entries.

Vendor. The name of the vendor.

Voucher. The identifying number assigned to this invoice or credit memo. Depending
on how you answered the questions during application tailoring, either the application
generated this number or you entered this number previously.

Type. Invoice or Credit appears in this field depending on what you entered in the Cr
memo code <C> field on the Invoice & Credit Header (Enter) display (AMV160).

Note: The following fields only appear on the display if Purchasing is installed and
you entered a purchase order number on the Invoice & Credit Header display
(AMV160).

P.O. (Purchase order). The purchase order number that applies to the invoice.

Qty ord (Quantity ordered). The quantity ordered for this item.
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Qty retd (Quantity returned). The quantity of this item that was returned to the
vendor from dock or stock.

Amt expd (Amount expected). The expected price as calculated by current price
(from the Purchase Order ltem file) multiplied by the quantity ordered.

Qty rec (Quantity received). The gross quantity received, not netting any returns. It
is determined by all of the receiving transactions processed for the purchase order
through Inventory Management.

Qty inv (Quantity invoiced). The accumulated quantity invoiced if you have
previously entered an invoice for this item.

Amt inv (Amount invoiced). An accumulated cost if you have previously entered an
invoice for this item.

Item no. (Item number). Type in the item number associated with this line item. For
invoices with purchase orders, this field is required. For invoices without purchase
orders, this field is only required when using Charge type | to pass cost adjustments to
Inventory Management.

Misc item seq (Miscellaneous item sequence). Type in the miscellaneous item
sequence number assigned to this item on the purchase order. This is only used when
the same item number was used more than once on the purchase order. This field
only appears when Purchasing is installed.

Blanket release no. (Blanket release number). Type in the blanket release number
if the invoice detail line is for an item on a purchase order blanket release. This field
only appears when Purchasing is installed and you entered a purchase order number
on the Invoice & Credit Header display (AMV160).

Description. Type in the line item description by either typing in the purchase order
number or a description of the line item; for example, No. 2 Pencils. If you are entering
an invoice that refers to a purchase order, the description is defaulted from the
purchase order when you press Enter without typing a value in this field.

Line invoice code. Type in one of the following codes:

C. Completely invoicing this line item
P. Partially invoicing this line item

This field only appears when Purchasing is installed and you entered a purchase
order number on the Invoice & Credit Header display (AMV160).

Landed cost code. The code you entered on the Invoice & Credit Header (Enter)
display (AMV161) appears in this field. You can enter another valid code from the
Landed Cost file or leave this field blank.

Detail split <Y/N>. The default is N. If you want to charge an invoice line item to two
or more general ledger accounts for accounting or costing purposes, type in Y. When
you press Enter, if no errors occur or you use F17, the Invoice & Credit Detail Split
(Enter) display (AMV16X) appears.

Note: If you answer Y, the following fields, if entered, will be split along with the
Grs. amt. Subj Disc, Disc amt, Quantity, Item frt.
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Grs. amt (Gross amount). Type in the gross amount for the line item. The amount
you type in can be negative. On an invoice, if you are entering a credit, the amount
should be entered as a negative. On a credit memo, if you are entering a debit, the
amount should be entered as a negative. Normal credit memo entry should be
positive. You must enter an amount when the quantity is changed.

Subj disc (Subject to discount). Type in the amount subject to discount if a discount
is to be based on an amount other than gross amount. This amount cannot be greater
than the amount shown in the Grs. amt field.

Discount % (Discount percent). Type in the discount percent that applies to this
item. If you entered a discount percent on either of the Invoice & Credit Header
(Enter) displays (AMV160 or AMV161), that percent appears here. Change the
percent if it is different for this detail line. Type in two and a half percent, for example,
as 2.5.

Disc amt (Discount amount). Type in the discount amount you are taking. If you
type in a discount percent and a discount amount, the discount amount is used.

If you change the Grs. amt, Subj disc, or the Discount % fields, the discount amount
must be zeroed out before it is recalculated.

Exp acct (Expense account) [?]. This field is required if you are using general
ledger distribution unless you specified Y to Detail split. Type in the general ledger
account number to which this line should be debited. If you are typing an invoice that
refers to a purchase order, the expense account is defaulted from the P.O. Item Detail
file when you press Enter without typing a value in this field.

Charge type. The default is a blank. This field is required if invoicing passes this
detail to IM or PC&C, or if this detail is a nonemployee compensation transaction.
Type in one of the following codes:

Blank. No information is passed to IM or PC&C and this line item is not a
nonemployee compensation transaction. If the field is left blank, the Charge
operation, Order number M/P, and Misc chg fields must also be blank.

F. Miscellaneous charge (Forced add). Type in F to pass a miscellaneous
charge to PC&C when the charge number does not already exist in the
Manufacturing Order Miscellaneous Detail (MOMISC) file. The miscellaneous
charge is added to MOMISC when the batch is posted. If you type in F, the
Misc charge and Order number M/P fields must be entered. If the invoice
does not refer to a purchase order, entering a quantity is optional.

. Cost adjustment. Type in | to adjust the cost of the item in the Item Balance
file. If you type in |, the Item no., Quantity, Warehouse number and the Unit
of measure fields are required. The Order number M/P field is optional. If
the order number is entered, it can be the purchase order being invoiced or
another purchase order on which this item appears. You can do a cost
adjustment for any item type (inventory, miscellaneous, or service) as long as
the item has an Item Balance record.

M. Miscellaneous Charge. Type in M to enter miscellaneous charge information
when the charge number already exists in the Manufacturing Order
Miscellaneous Detail file. If you type in M, then the Misc chg and Order
number M/P fields must be entered. If the invoice does not refer to a
purchase order, entering a quantity is optional.

N. Nonemployee Compensation. Type in N to specify nonemployee
compensation.
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0. Outside Operation. Type in O to enter outside operation information. If you
type in O, the Charge operation and Order number M/P fields must be
entered.

Warehouse number. This field is required if invoicing passes information to IM and
you typed | in the Charge type field. Leave this field blank if you typed in any other
code in the Charge type field. If Purchasing is installed or Accounts Payable is
interfacing with IM, the warehouse number is defaulted depending upon your
response to the default planning warehouse question during application tailoring. This
field is not shown if you defined only one warehouse in the Warehouse Master file in
Inventory Management. Type in the warehouse that received the material.

Quantity. This field is required for Charge Type I. This field is also required if the
invoice refers to a purchase order. This field is optional if the credit memo refers to a
purchase order. Type in the number of items to which this transaction applies. This
quantity has already been converted for unit of measure.

Unit of measure. This field is required if invoicing passes information to IM, and you
typed I in the Charge type field. Type in the stocking unit of measure. If the invoice
refers to a purchase order, either the purchasing or stocking unit of measure can be
used. If you type in the purchasing unit of measure, the Quantity is converted to
stocking quantities.

Item frt (Item freight). This field (information only) appears if Purchasing is installed
and the invoice refers to a purchase order. Type in the freight charge for this item. If
you type in an amount, the value is used in P.O. inquiry and Vendor Performance.

Order number M/P (Order Number, Manufacturing or Purchase). This field is
required for Charge type O, F, or M; it is optional for Charge type I. Type in the number
that identifies the order to which this line item is charged. Do not type in the order
number prefix of M or P. The number cannot be greater than 6 positions.

Misc chg (Miscellaneous charge). Type in the miscellaneous charge number from
the Manufacturing Order Miscellaneous Detail (MOMISC) file to which this line item
gross amount is charged. This field is required if the Charge type is M or F and
invoicing is passing information to PC&C and the interface is active.

Debit memo. This field appears only if Purchasing is installed and the invoice or
credit memo refers to a purchase order. However, entering a debit memo number in
this field is allowed only if you entered C in the Cr memo field on display AMV160
specifying the transaction is a credit memo. Type in the debit memo you want to
attach to the credit memo. The debit memo number must exist in the PODEBT file,
which is created when a VR transaction is processed.

Charge operation. This field is required if Charge type is O and invoicing is passing
information to PC&C and the interface is active. In the left most position of the field,
type in the operation sequence number to which this charge applies.

The next three fields appear only for MRO vendors and items if the Maintenance
Management System (MMS) is interfacing.

WORK ORDER. The number of the work order that originated in MMS. When you
enter a work order number, the invoice date (from the invoice header) is edited
against the Last Invoice Allowed date in the work order. If the invoice date is later, a
warning message appears.
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TASK. This field identifies a step on the work order. It represents the task to charge
field, not the task sequence number. If the work order and task are valid, the expense
account is derived from MMS.

COST CODE. The cost category that MMS uses to accumulate a particular cost
associated with this work order or item. It is used only for non-stores and service
items in MMS. For stores MRO items, this field is not displayed.

AMV163—Invoice & Credit Tax Detail (Enter/Review/Delete)

Use this display to enter detailed tax information about an invoice or credit memo and
to prorate the charges.

Note: A pop up window (Purchase Order Select) appears with this display if this
detail is not associated with a purchase order and there is more than one purchase
order attached to the invoice. Use F7=Add detail to see it. For more information, see
“AMV161—Invoice & Credit Header (Enter/Review/Delete)”.

This display appears when you:
* Use F13=Add tax on:

AMV161 . Invoice & Credit Header
AMV162 . Invoice & Credit Detalil

AMV163 . Invoice & Credit Tax Detail
AMV164 . Invoice & Credit Special Charge
AMV165 . Invoice & Credit Detail Summary
AMV16D . Invoice & Credit Freight Detall

» Select a tax line item and press Enter on the Invoice & Credit Detail Summary
(Review) display (AMV16D).

» Press Enter on the Invoice & Credit Tax Detail (Enter) display (AMV163).

» Use F11=Process split and are in Enter mode on the Invoice & Credit Detail Split

display (AMV16X).
Batch *** Company ** Invoice & Credit Tax Detail &k de ke e AMV163 **
Batch date **/**/** Kk kK Kk Kk Kk
*MRO*
Invoice no. Seq Vendor Voucher Type P.O.

kkkkkkkkkk * Kk kkkkkkkkkhkhkhkkhkhkhkkhkhkkhkkkk * ok ok kK kokokkok ok ok *okkkkkk

Item no. aaaaaaaaaaaaAl5
Description aaaaaaaaaaaaaaaaaaaaaaaaaaaA30

Landed cost code aA3 Detail split <Y/N> A Grs. amt nnnnnnnnnnn.nn
Subj disc nnnnnnnnnnn.nn Discount % nn.nn Disc amt nnnnnnnnnnn.nn
Exp acct aaaaaaaaaaaaAl5 Charge type A Warehouse number aA3
Quantity nnnnnnn.nnn Unit of measure A2 Prorate <Y/N> A
Order number M/P aaaaA6 Misc chg aaaaaaaaaaaalAls

Charge operation aah4

Fl2=Next Selection
Fl7=Accept with error

Fl=Batch summary F3=New invoice F6=Detail summary F7=Add detail
F13=Add tax Fl4=Add special chg F15=Add freight Fl6=Add P.O.
Fl9=Return to header F20=Delete tax F24=Display status Use Roll Up/Dn

- J
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What to do

» To enter detailed tax information about an invoice or credit memo and prorate the
charges, type in the information requested, type Y in the Prorate field, and press
Enter.

» To split an invoice line item into more than one line, type in the information
requested and type Y in the Detail split field and go to display AMV16X.

» To add detail on this display, use F7 and the Purchase Order Select window.
» To add special charges, or freight, use the appropriate function key on the display.

» To add another purchase order to this invoice, use F16 and go to display
AMV16P.

» To perform other functions, refer to the function key descriptions for this display.
Function keys

F1 Batch summary causes the Invoice & Credit Batch Summary (Review) display
(AMV16l) to appear if the invoice is in balance.

F3 New invoice causes the Invoice & Credit Header display (AMV160) to appear if the
invoice is in balance.

F6 Detail summary causes the Invoice & Credit Detail Summary display (AMV16D) to
appear and allows you to review all line items attached to this invoice.

F7 Add detail causes the Invoice & Credit Detail display (AMV162) appear in Enter
mode.

Note: When you use an add function key (F7, F13, F14, or F15) on a purchasing
style invoice, the following occurs:

 If the request is initiated from a record tied to a purchase order, the new added
record is associated with that purchase order.

« If the request comes from a record which is tied to the invoice but not to a specific
purchase order and the added record is a freight, tax, or special charge, it is tied
to the invoice. If the added record is a detail and only one purchase order exists
for the invoice, the detail is tied to that purchase order. If the added record is a
detail and there are multiple purchase orders on the invoice, the pop up window
(Purchase Order Select) appears and allows you to identify the appropriate
purchase order to which the detail line item should be added.

F12 Resume entry appears only in Review mode and only if you rolled out of Enter
mode or used F19 Return to header from Enter mode. The display you were on
when you were last in Enter mode appears.

F12 Next selection appears only in Review mode, and only if there are multiple
selections. In this case, the first selection is processed and the next selection appears
until no further selections remain or you use any function key except F17, F19, F24,
Roll or Enter. Selections are processed in the order in which they appear on the
Summary display.

F13 Add tax causes the Invoice & Credit Tax Detail display (AMV163) to appear in
Enter mode and allows you to add tax detail. If the record that appears on this display
refers to a purchase order, the line item will be associated with the purchase order
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number shown in the P.O. field on the display. Otherwise the line item is considered
an invoice level charge.

F14 Add special chg causes the Invoice & Credit Special Charge (Enter) display
(AMV164) to appear and allows you to add special charges. If the record that appears
on this display refers to a purchase order, the line item will be associated with the
purchase order number shown in the P.O. field on the display. Otherwise the line item
is considered an invoice level charge.

F15 Add freight causes the Invoice & Credit Freight Detail (Enter) display (AMV165)
to appear and allows you to add freight charges. If the record that appears on this
display refers to a purchase order, the line item will be associated with the purchase
order number shown in the P.O. field on the display. Otherwise the line item is
considered an invoice level charge.

F16 Add P.O. causes the Invoice & Credit P.O. Header (Enter) display (AMV16P) to
appear. This function key only appears if Purchasing is installed and the invoice refers
to a purchase order.

F17 Accept with error allows you to continue with the record even when the
application issues a warning message identifying an error. Depending on what mode
you are in, one of the following occurs.

Enter. The record is processed and AMV163-Invoice & Credit Tax Detail (Enter)
appears again for entry of new data.

Review. The record is processed and the next record in the direction you were paging
appears.

F19 Return to header causes the Invoice & Credit Header display (AMV161) to
appear.

F20 Delete tax causes The Invoice & Credit Tax Detail (AMV163) to appear in Delete
mode. To confirm the delete, use F20 again. The record is deleted and the next record
in the direction you were paging appears.

F24 Display status causes the Invoice & Credit Batch (Status) display (AMV16S) to
appear if the invoice is complete and in balance.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Batch. The identifying number the application assigned to this batch.
Company. The number of the company for which this batch of transactions applies.

Batch date. The batch default date from the Payables Data Entry (Options) display
(AMV151) or the Invoice & Credit Batch Date (Change) display (AMV167).

*MRO* This field appears only if the Maintenance Management System (MMS) is
interfacing, and indicates that this is a spare parts item or a maintenance service.

Invoice no. (Invoice number). The vendor’s invoice number.
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Seq (Item sequence number). Specifies when the same invoice number is used on
multiple entries.

Vendor. The name of the vendor.

Voucher. The identifying number assigned to this invoice or credit memo. Depending
on how you answered the questions during application tailoring, either the application
generated this number or you entered this number previously.

Type. Invoice or Credit appears in this field depending on what you entered in the Cr
memo code <C> field on the Invoice & Credit Header (Enter) display (AMV160).

P.O. (Purchase order). The purchase order number that applies to the invoice. This
field only appears for a Purchasing style invoice.

Item no. (Item number). Type in the item number you want to associate with this tax.
This field is required in conjunction with Charge Type | cost adjustments and does not
appear unless cost adjustments are being passed to IM.

Description. The default is tax. Type in the line item description using either the
purchase order number or a description of the line item. (For example, No. 2 pencils.)

Landed cost code. The code entered on the Invoice & Credit Header (Enter) display
(AMV161) appears in this field. You can enter another valid code from the Landed
Cost file or leave this field blank.

Detail split <Y/N>. The default is N. If you want to charge an invoice line item to two
or more general ledger accounts for accounting or costing purposes, type in Y. When
you press Enter, if no errors occur or you use F17, the Invoice & Credit Detail Split
(Enter) display (AMV16X) appears.

Note: If you answer Y, the following fields, if entered, will be split along with the
Grs. amt, Subj Disc, Disc amt, and Quantity.

Grs. amt (Gross amount). Type in the gross amount for the tax. On an invoice, if you
are entering a credit, the amount should be entered as a negative. On a credit memo,
if you are entering a debit, the amount should be entered as a negative. The Quantity,
if it applies to this transaction, must be the same sign as the amount.

Subj disc (Subject to discount). Type in the amount subject to discount if a discount
is to be based on an amount other than gross amount. This amount cannot be greater
than the amount shown in the Grs. amt field.

Discount % (Discount percent). Type in the discount percent that applies to this
item. If you entered discount percent on either of the Invoice & Credit Header (Enter)
displays (AMV160 or AMV161), that percent appears here. Change the percent if it is
different for this detail line. Type in two and a half percent, for example, as 2.5. Disc
amt takes precedence over this field.

Disc amt (Discount amount). Type in the discount amount you are taking. If you
type in a discount percent and a discount amount, the discount amount is used.

If you change the Grs. amt, Subj disc, and/or the Discount % fields, the discount
amount must be zeroed out before it is recalculated.
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Exp acct (Expense account) [?]. This field is required if you are using general
ledger distribution unless you specified Y to Detail split or Prorate. Type in the
account number to which this line should be debited. If you do not type in an account
number, the expense account defaults to the default tax account you established
during installation tailoring when you press Enter.

Charge type. This field is required if invoicing passes this detail to IM or PC&C, or if
this detail is a nonemployee compensation transaction. Type in one of the following
codes:

Blank. No information is passed to IM or PC&C and this line item is not a
nonemployee compensation transaction. If the field is left blank, the Charge
oper and Misc chg fields must also be blank.

F. Miscellaneous charge (Forced add). Type in F to pass a miscellaneous
charge to PC&C when the charge number does not already exist in the
Manufacturing Order Miscellaneous Detail (MOMISC) file. The miscellaneous
charge is added to MOMISC when the batch is posted. If you type in F, the
Misc chg and Order number M/P fields must be entered. You may optionally
enter a quantity if the invoice does not refer to a purchase order.

. Cost adjustment. Type in | to adjust the cost of the item in the Item Balance
file. If you type in |, the Item no., Quantity, Warehouse number and the Unit
of measure fields are required. The Order number field is optional. If the
order number is entered, it can be the purchase order being invoiced or
another purchase order on which this item appears.You can do a cost
adjustment for any item type (inventory, miscellaneous, or service) as long as
the item has an Item Balance record.

M. Miscellaneous Charge. Type in M to enter miscellaneous charge information
when the charge number already exists in the Manufacturing Order
Miscellaneous Detail file. If you type in M, the Misc chg and Order number
M/P fields must be entered. You may optionally enter a quantity if the invoice
does not refer to a purchase order.

N. Nonemployee Compensation. Type in N to specify nonemployee
compensation.

0. Outside Operation. Type in O to enter outside operation information. If you
type in O, the Charge operation and Order number M/P fields must be
entered.

Warehouse number. This field is required if invoicing passes information to IM and
you typed | in the Charge type field. Leave this field blank if you typed in any other
code in the Charge type field.

If Purchasing is installed or Accounts Payable is interfacing with IM, the warehouse
number is defaulted depending upon your response to the default planning
warehouse question during application tailoring. The field is not shown if you defined
only one warehouse in the Warehouse Master file in Inventory Management. Type in
the warehouse that received the material.

Quantity. This field is required for Charge type I. Type in the number of items to which
this line item applies.

Unit of measure. This field is required if invoicing passes information to IM, and you
typed I in the Charge type field. Type in the stocking unit of measure.

Prorate <Y/N>. The default is N. Type in Y if the line item is to be prorated.
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Order number M/P (Order Number, Manufacturing or Purchase). This field is
required for Charge type O, F, or M and it is optional for charge type I. Type in the
number that identifies the order to which this line item is charged. Do not type in the
order number prefix of M or P.This order number passes to the temporary G/L record
when the expense is posted.

Misc chg (Miscellaneous charge). Type in the miscellaneous charge number from
the Manufacturing Order Miscellaneous Detail (MOMISC) file to which the line item
gross amount is charged. This field is required if the Charge type is M or F and
invoicing is passing information to PC&C and the interface is active.

Charge operation. This field is required if Charge Type is O and invoicing is passing
information to PC&C. In the left most position of the field, type in the operation
sequence number to which this charge applies.

AMV164—Invoice & Credit Special Charge (Enter/Review/Delete)

Use this display to enter Special Charge information for the invoice or credit memo
and to prorate these charges.

Note: A pop up window (Purchase Order Select) appears with this display if this
detail is not associated with a purchase order and there is more than one purchase
order attached to the invoice. Use F7=Add detail to see it. For more information, see
AMV161—Invoice & Credit Header (Enter/Review/Delete) on page 11.

This display appears when you:
* Use F14=Add special charge on one of the following displays:

AMV161 . Invoice & Credit Header
AMV162 . Invoice & Credit Detail

AMV163 . Invoice & Credit Tax Detail
AMV164 . Invoice & Credit Special Charge
AMV165 . Invoice & Credit Freight Detail
AMV16D . Invoice & Credit Detail Summary

* Press Enter on the Invoice & Credit Special Charge (Enter) display (AMV164).

» Select a special charge line item and press Enter on the Invoice & Credit Detail
Summary (Review) display (AMV16D). (AMV163).

» Use F11=Process split and are in Enter mode on the Invoice & Credit Detail Split
display (AMV16X).
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Batch *** Company ** Invoice & Credit Special Charge ok ok ok ok ok AMV164  **
Batch date **/**/** %k ok k ok ok ok ok
*MRO*
Invoice no. Seq Vendor Voucher Type P.O.

Kok kkkkkkkk * ok k Kkkkkkhkkhkhhkhhkhhhhkhkhhkh* *kokkk *ok ok ok ok ok ok *okokokk ok Kk

Item no. aaaaaaaaaaaaAls
Description aaaaaaaaaaaaaaaaaaaaaaaaaaalA3l

Landed cost code aA3 Detail split <Y/N> A Grs. amt nnnnnnnnnnn.nn
Subj disc nnnnnnnnnnn.nn Discount % nn.nn Disc amt nnnnnnnnnnn.nn
Exp acct aaaaaaaaaaaaAl5 Charge type A Warehouse number aA3
Quantity nnnnnnn.nnn  Unit of measure A2 Prorate <Y/N> A
Order number M/P aaaalA6é Misc chg aaaaaaaaaaaalAls

Charge operation aaA4

Fl2=Next selection
Fl7=Accept with error

Fl=Batch summary F3=New invoice F6=Detail summary F7=Add detail
F13=Add tax Fl4=Add special chg F15=Add freight Fl6=Add P.O.
Fl9=Return to header F20=Delete spc chg F24=Display status Use Roll Up/Dn

- J

What to do

» To enter detailed special charge information and prorate the charges, type in the
information requested, type Y in the Prorate field and press Enter. If you want to
prorate special charges, a detail line item must exist.

» To perform any other function, select one of the function keys on the display.

When you press Enter and the Detail split field contains a Y, the Invoice & Credit
Detail Split (Enter) display (AMV16X) appears. If Detail splitis N, depending on what
mode you are in, one of the following occurs:

Enter . AMV164—Invoice & Credit Special Charge (Enter) appears again for entry of
new data.

Review . The record is edited. If no errors, the record is processed and the next
record in the direction you were paging appears.

Delete . The record is shown again in Review mode.
Function keys

F1 Batch summary causes the Invoice & Credit Batch Summary (Review) display
(AMV16I) to appear if the invoice is in balance.

F3 New invoice causes the Invoice & Credit Header display (AMV160) to appear if the
invoice is in balance.

F6 Detail summary causes the Invoice & Credit Detail Summary (Review) display
(AMV16D) to appear and allows you to review all line items attached to this invoice.

F7 Add detail causes the Invoice & Credit Detail display (AMV162) appear in Enter
mode.
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When you use an add function key (F7, F13, F14, or F15) on a Purchasing-style
invoice, the following occurs:

 If the request is initiated from a record tied to a purchase order, the new added
record is associated with that purchase order.

+ If the request comes from a record which is tied to the invoice but not to a specific
purchase order and the added record is a freight, tax, or special charge, it is tied
to the invoice. If the added record is a detail and only one purchase order exists
for the invoice, the detail is tied to that purchase order. If the added record is a
detail and there are multiple purchase orders attached to the invoice, the pop-up
window (Purchase Order Select) appears and allows you to identify the
appropriate purchase order to which the detail line item should be attached.

F12 Resume entry appears only in Review mode and only if you rolled out of Enter
mode or used F19 Return to header from Enter mode. The display you were on
when you were last in Enter mode appears.

F12 Next selection appears only in Review mode, and only if there are multiple
selections. In this case, the first selection is processed and the next selection appears
until no further selections remain or you use any function key except F17, F19, F24,
Roll or Enter. Selections are processed in the order in which they appear on the
Summary display.

F13 Add tax causes the Invoice & Credit Tax Detail (Enter) display (AMV163) to
appear and allows you to add tax detail. If the record that appears on this display
refers to a purchase order, the line item will be associated with the purchase order
number shown in the P.O. field on the display. Otherwise the line item is considered
an invoice level charge.

F14 Add special chg causes the Invoice & Credit Special Charge (Enter) display
(AMV164) to appear and allows you to add special charges. If the record that appears
on this display refers to a purchase order, the line item will be associated with the
purchase order number shown in the P.O. field on the display. Otherwise the line item
is considered an invoice level charge. F14 appears only in Review mode.

F15 Add freight causes the Invoice & Credit Freight Detail (Enter) display (AMV165)
to appear and allows you to add freight charges. If the record that appears on this
display refers to a purchase order, the line item will be associated with the purchase
order number shown in the P.O. field on the display. Otherwise the line item is
considered an invoice level charge.

F16 Add P.O. causes the Invoice & Credit P.O. Header (Enter) display (AMV16P) to
appear. This function key only appears if Purchasing is installed and the invoice refers
to a purchase order.

F17 Accept with error allows you to continue with the record even when the
application issues a message for an error you cannot correct immediately. Depending
on what mode you are in, one of the following occurs:

Enter . AMV164—Invoice & Credit Special Charge (Enter) appears again so you can
enter new data.

Review . The record is processed and the next record in the direction you were
paging appears.

F19 Return to header causes the Invoice & Credit Header display (AMV161) to
appear.
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F20 Delete spc chg (special charge) causes the Invoice & Credit Special Charge
display (AMV164) to appear in Delete mode. Use F20 again to confirm the deletion.
The record is deleted and the next record in the direction you were paging appears.

F24 Display status causes the Invoice & Credit Batch (Status) display (AMV16S) to
appear if the invoice is complete and in balance.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Batch. The identifying number the application assigned to the batch.
Company. The number of the company for which this batch of transactions applies.

Batch date. The batch default date from the Payables Data Entry (Options) display
(AMV151) or the Invoice & Credit Batch Date (Change) display (AMV167).

*MRO* This field appears only if the Maintenance Management System (MMS) is
interfacing, and indicates that this is a spare part item or a maintenance service.

Invoice no. (Invoice number). The vendor’s invoice number.

Seq (Item sequence number). Specifies when the same invoice number is used on
multiple entries.

Vendor. The name of the vendor.

Voucher. The identifying number assigned to this invoice or credit memo. Depending
on how you answered the questions during application tailoring, either the application
generated this number or you entered this number previously.

Type. Invoice or Credit appears in this field depending on what you entered in the Cr
memo code <C> field on the Invoice & Credit Header (Enter) display (AMV160).

P.O. (Purchase order). The purchase order number that applies to the invoice. This
field only appears for a Purchasing style invoice.

Item no. (Item number). Type in the item number you want to associate with this
detail. This field is required in conjunction with Charge Type | cost adjustments and
does not appear unless cost adjustments are passed to IM.

Description. The default is Special charge. Type in the line item description using
either the purchase order number or a description of the line item; for example, No. 2
Pencils.

Landed cost code. The code entered on the Invoice & Credit Header (Enter) display
(AMV161) appears in this field. You can enter another valid code from the Landed
Cost file or leave this field blank.

Detail split <Y/N>. The default is N. If you want to charge an invoice line item to two
or more general ledger accounts for accounting or costing purposes, type in Y. When
you press Enter, if no errors occur or you use F17, the Invoice & Credit Detail Split
(Enter) display (AMV16X) appears.
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Note: If you answer Y, the following fields, if entered, will be split along with the
Grs. amt. Subj Disc, Disc amt, and Quantity.

Grs. amt (Gross amount). Type in the gross amount for the special charge. On an
invoice, if you are entering a credit, the amount should be entered as a negative. On a
credit memo, if you are entering a debit, the amount should be entered as a negative.

Subj disc (Subject to discount). Type in the amount subject to discount if a discount
is to be based on an amount other than gross amount.

Discount % (Discount percent). Type in the discount percent that applies to this
item. The Disc amt field takes precedence over this field. If you entered discount
percent on either of the Header displays (AMV160 or AMV161), that percentage
appears here. Change the percentage if it is different for this detail line. Type in two
and a half percent, for example, as 2.5.

Disc amt (Discount amount). Type in the discount amount you are taking. If you
type in a discount percent and a discount amount, the discount amount is used.

If you change the Grs. amt, Subj disc, or the Discount % fields, the discount amount
must be zeroed out before it is recalculated

Exp acct (Expense account) [?]. This field is required if you are using general
ledger distribution unless you specified Y to Detail split or Prorate. Type in the
account number to which this line should be debited. There is no default account
number for special charges. If you are interfacing with General Ledger, you must
manually enter a GL account number into any special charge record created.

Charge type. This field is required if invoicing passes this detail to IM or PC&C, or if
this detail is a nonemployee compensation transaction. Type in one of the following
codes:

Blank . No information is passed to IM or PC&C and this line item is not a
nonemployee compensation transaction. If the field is left blank, the Charge
oper and Misc chg fields must also be blank.

F. Miscellaneous charge (Forced add). Type in F to pass a miscellaneous
charge to PC&C when the charge number does not already exist in the
Manufacturing Order Miscellaneous Detail (MOMISC) file. The miscellaneous
charge is added to MOMISC when the batch is posted. If you type in F, the
Misc charge and Order number M/P fields must be entered. You may
optionally enter a quantity if the invoice does not refer to a purchase order.

l. Cost adjustment. Type in | to adjust the cost of the item in the ltem Balance
file. If you type in |, the Item no., Quantity, Warehouse number and the Unit
of measure fields are required. The Order number field is optional. If the
order number is entered, it can be the purchase order being invoiced or
another purchase order on which this item appears. You can do a cost
adjustment for any item type (inventory, miscellaneous, or service) as long as
the item has an Item Balance record.

M. Miscellaneous Charge. Type in M to enter miscellaneous charge information
when the charge number already exists in the Manufacturing Order
Miscellaneous Detail file. If you type in M, the Misc chg and Order number
M/P fields must be entered. You may optionally enter a quantity if the invoice
does not refer to a purchase order.

N. Nonemployee Compensation. Type in N to specify nonemployee
compensation.
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0. Outside Operation. Type in O to enter outside operation information. If you
type in O, the Charge operation and Order number M/P fields must be

entered.

Warehouse number. This field is required if invoicing passes information to IM and
you typed | in the Charge type field. Leave this field blank if you typed in any other
code in the Charge type field. If Purchasing is installed or Accounts Payable is
interfacing with IM, the warehouse number is defaulted depending upon your
response to the default planning warehouse question during application tailoring. The
field is not shown if you defined only one warehouse in the Warehouse Master file in
Inventory Management. Type in the warehouse that received the material.

Quantity. This field is required for Charge Type |. This field is also required if the
invoice refers to a purchase order. Type in the number of items to which this line item
applies.

Unit of measure. This field is required if invoicing passes information to IM, and you
typed | in the Charge type field. Type in the stocking unit of measure.

Prorate <Y/N>. The default is N. Type in Y if the line item is to be prorated. If you
want to prorate special charges, a detail line item must exist.

Order number M/P (Order number, Manufacturing or Purchase). This field is
required for Charge type O, F, or M and it is optional for charge type I. Type in the
number that identifies the order to which this line item is charged. Do not type in the
order number prefix of M or P.

Misc chg (Miscellaneous charge). Type in the miscellaneous charge number from
the Manufacturing Order Miscellaneous Detail (MOMISC) file to which this line item
gross amount is charged. This field is required if the Charge type is M or F and
invoicing is passing information to IM or PC&C and the interface is active.

Debit memo. This field appears only if Purchasing is installed and the invoice or
credit memo refers to a purchase order. However, entering an amount in this field is
allowed only if you entered C in the Cr memo field on display AMV 160 specifying the
transaction is a credit memo. Type in the amount you want attached to the purchase
order. The debit memo number must exist in the PODEBT file.

Charge operation. This field is required if Charge type is O and invoicing is passing
information to PC&C and the interface is active. In the left-most position of the field,
type in the operation sequence number to which this charge applies.

AMV165—Invoice & Credit Freight Detail (Enter, Review, Delete)

Use this display to enter detailed freight information about the invoice or credit memo
and to prorate the charges.

Note: A pop up window (Purchase Order Select) appears with this display if this
detail is not associated with a purchase order and there is more than one purchase
order attached to the invoice. Use F7=Add detail to see it. For more information, see
“‘AMV161—Invoice & Credit Header (Enter/Review/Delete)”.

This display appears when you:
» Use F15=Add freight on any of the following displays:
AMV161 . Invoice & Credit Header (Enter/Review)
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AMV162 . Invoice & Credit Detail (Enter/Review)
AMV163 . Invoice & Credit Tax Detail (Enter)

AMV164 . Invoice & Credit Special Charge (Enter).
AMV165 . Invoice & Credit Freight Detail (Enter/Review)

» Select a freight line item and press Enter on the Invoice & Credit Detail Summary
display (AMV16D).

* Use F11=Process split and are in Enter mode on the Invoice & Credit Detail Split
display (AMV16X).

* Type 2 or 4 in the Opt field on the Invoice & Credit Detail Summary (Review)
display (AMV16D).

* Press Enter on the Invoice & Credit Freight Detail display (AMV165).

4 )

Batch *** Company ** Invoice & Credit Freight Detail & ek ek ke AMV165 **
Batch date **/**/** *kkkkk kK
*MRO*
Invoice no. Seq Vendor Voucher Type P.O.

kkkkkkkkkk * Kk kkkkkkkkkhkkkhkkhkhkhkkkhkkkkk* * ok ok kK kok ok kok ok ok *okkkokkk

Item no. aaaaaaaaaaaaAl5
Description aaaaaaaaaaaaaaaaaaaaaaaaaaaA30

Landed cost code aA3 Detail split <Y/N> A Grs. amt nnnnnnnnnnn.nn
Subj disc nnnnnnnnnnn.nn Discount % nn.nn Disc amt nnnnnnnnnnn.nn
Exp acct aaaaaaaaaaaaAl5 Charge type A Warehouse number aA3
Quantity nnnnnnn.nnn  Unit of measure A2 Prorate <Y/N> A
Order number M/P aaaaA6 Misc chg aaaaaaaaaaaalAls

Charge operation aah4

Fl12=Next selection
Fl7=Accept with error

Fl=Batch summary F3=New invoice F6=Detail summary F7=Add detail
F13=Add tax Fl4=Add special chg F15=Add freight Fl6=Add P.O.
Fl9=Return to header F20=Delete freight F24=Display status Use Roll Up/Dn

Ny J
What to do

» To enter detailed freight information about an invoice or credit memo and prorate
the charges, type in the information requested, type Y in the Prorate field, and
press Enter.

» To perform other functions, select the appropriate function key on the display.

When you press Enter and the Detail split field contains Y, the Invoice & Credit Detall
Split display (AMV16X) appears. If Detail split is not Y, depending on what mode you
are in, one of the following occurs:

Enter . AMV165-Invoice & Credit Freight Detail (Enter) appears again so you can
enter new data.

Review . The record is edited. If no errors, the record is processed and the next
record in the direction you were paging appears.

Delete . The record is shown again in Review mode.
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Function keys

F1 Batch summary causes the Invoice & Credit Batch Summary (Review) display
(AMV16l) to appear if the invoice is in balance.

F3 New invoice causes the Invoice & Credit Header display (AMV160) to appear if the
invoice is in balance.

F6 Detail summary causes the Invoice & Credit Detail Summary display (AMV16D) to
appear and allows you to review all line items attached to this invoice.

F7 Add detail causes the Invoice & Credit Detail display (AMV162)

Note: When you use an add function key (F7, F13, F14, or F15) on a Purchasing-
style invoice, the following occurs:

« If the request is initiated from a record tied to a purchase order, the new added
record is associated with that purchase order.

« If the request comes from a record which is tied to the invoice but not to a specific
purchase order and the added record is a freight, tax, or special charge, it is tied
to the invoice. If the added record is a detail and only one purchase order exists
for the invoice, the detail is tied to that purchase order. If the added record is a
detail and there are multiple purchase orders attached to the invoice, the pop-up
window (Purchase Order Select) appears and allows you to identify the
appropriate purchase order to which the detail line item should be attached.

F12 Resume entry appears only in Review mode and only if you rolled out of Enter
mode or used F19 from Enter mode. The display you were on when you were last in
Enter mode appears.

F12 Next selection appears only in Review mode, and only if there are multiple
selections. In this case, the first selection is processed and F12 appears until no
further selections remain or you use any function key except F17, F19, F24, Roll or
Enter. Selections are processed in the order in which they appear on the Summary
display.

F13 Add tax causes the Invoice & Credit Tax Detail (Enter) display (AMV163) to
appear and allows you to add tax detail. If the record that appears on this display
refers to a purchase order, the line item will be associated with the purchase order
number shown in the P.O. field on the display. Otherwise the line item is considered
an invoice level charge.

F14 Add special chg (special charge) causes the Invoice & Credit Special Charge
(Enter) display (AMV164) to appear and allows you to add special charges. If the
record that appears on this display refers to a purchase order, the line item will be
associated with the purchase order number shown in the P.O. field on the display.
Otherwise the line item is considered an invoice level charge. If you were in Review
mode when you selected F14, display AMV164 appears.

F15 Add freight causes the Invoice & Credit Freight Detail (Enter) display (AMV165)
to appear and allows you to add freight charges. If the record that appears on this
display refers to a purchase order, the line item will be associated with the purchase
order number shown in the P.O. field on the display. Otherwise the line item is
considered an invoice level charge. F15 appears only in Review mode.
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F16 Add P.O. causes the Invoice & Credit P.O. Header (Enter) display (AMV16P) to
appear. This function key only appears if Purchasing is installed and the invoice refers
to a purchase order.

F17 Accept with error allows you to continue with the record even when the
application issues a message of an error you cannot correct immediately. Depending
on what mode you are in, one of the following occurs.

Enter. AMV165-Invoice & Credit Freight Detail (Enter) appears again so you can
enter new data.

Review. The next record in the direction you were paging appears. Choose a function
key to exit.

F19 Return to header causes the Invoice & Credit Header display (AMV161) to
appear.

F20 Delete freight causes the Invoice & Credit Freight Detail (AMV165) to appear in
Delete mode. Use F20 again to confirm the deletion. The record is deleted and the
next record in the direction you were paging appears.

F24 Display status causes the Invoice & Credit Batch (Status) display (AMV16S) to
appear if the invoice is complete and in balance.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Batch. The identifying number the application assigned to this batch.
Company. The number of the company for which this batch of transactions applies.

Batch date. The batch default date from the Payables Data Entry (Options) display
(AMV151) or the Invoice & Credit Batch Date (Change) display (AMV167).

*MRO*. This field appears only if the Maintenance Management System (MMS) is
interfacing, and indicates that this is a spare part item or a maintenance service.

Invoice no. (Invoice number). The vendor’s invoice number.

Seq (Item sequence number). Specifies when the same invoice number is used on
multiple entries.

Vendor. The name of the vendor.

Voucher. The identifying number assigned to this invoice or credit memo. Depending
on how you answered the questions during application tailoring, either the application
generated this number or you entered this number previously.

Type. Invoice or Credit appears in this field depending on what you entered in the Cr
memo code <C> field on the Invoice & Credit Header (Enter) display (AMV160).

P.O. (Purchase order). The purchase order number that applies to the invoice or
credit memo. This field only appears for a Purchasing style invoice.
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Item no. (Item number). Type in the item number you want to associate with this
detail. This field is required in conjunction with Charge Type | cost adjustments and
does not appear unless cost adjustments are passed to IM.

Description. The default is Freight. Type in the line item description by either using
the purchase order number or a description of the detail; for example, No. 2 Pencils. If
you are entering an invoice that refers to a purchase order, the description is
defaulted from the purchase order when you press Enter without typing a value in this
field.

Landed cost code. The code entered on the Invoice & Credit Header (Enter) display
(AMV161) appears in this field. You can enter another valid code from the Landed
Cost file or leave this field blank.

Detail split <Y/N>. The default is N. If you want to charge an invoice line item to two
or more general ledger accounts for accounting or costing purposes, type in Y. When
you press Enter, if no errors occur or you use F17, the Invoice & Credit Detail Split
(Enter) display (AMV16X) appears.

Note: If you answer Y, the following fields, if entered, will be split along with the
Grs. amt. Subj Disc, Disc amt, and Quantity.

Grs. amt (Gross amount). Type in the gross amount for the detail. On an invoice, if
you are entering a credit, the amount should be negative. On a credit memo, if you
are entering a debit, the amount should be negative.

Subj disc (Subject to discount). Type in the amount subject to discount if a discount
is to be based on an amount other than gross amount.

Discount % (Discount percent). Type in the discount percent that applies to this
item. If you entered Discount % on either of the Invoice & Credit Header (Enter)
displays (AMV160 or AMV161), that percent appears here. Change the percent if it is
different for this detail line. Type in two and a half percent, for example as 2.5.

Disc amt (Discount amount). Type in the discount amount you are taking. If you
type in a discount percent and a discount amount, the discount amount is used.

If you change the Grs. amt, Subj Disc, or the Discount % fields, the discount amount
must be zeroed out before it is recalculated

Exp acct (Expense account) [?]. This field is required if you are using general
ledger distribution unless you specified Y to Detail split or Prorate. Type in the
account number to which this line should be debited. If you do not type in an account
number, the expense account defaults to the default freight account you established
during installation tailoring when you press Enter.

Charge type. This field is required if invoicing passes this detail to IM or PC&C, or if
this detail is a nonemployee compensation transaction. Type in one of the following
codes:

Blank. No information is passed to IM or PC&C and this line item is not a
nonemployee compensation transaction. If the field is left blank, the Charge
operation, Order number and Misc chg fields must also be blank.

F. Miscellaneous charge (Forced add). Type in F to pass a miscellaneous
charge to PC&C when the charge number does not already exist in the
Manufacturing Order Miscellaneous Detail (MOMISC) file. The miscellaneous
charge is added to MOMISC when the batch is posted. If you type in F, the
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Misc charge and Order number M/P fields must be entered. You may
optionally enter a quantity if the invoice does not refer to a purchase order.

. Cost adjustment. Type in I to adjust the cost of the item in the Item Balance
file. If you type in I, the Item no.,Quantity, Warehouse number and the Unit
of measure fields are required. The Order number field is optional. If the
order number is entered, it can be the purchase order being invoiced or
another purchase order on which this item appears. You can do a cost
adjustment for any item type (inventory, miscellaneous, or service) as long as
the item has an Item Balance record.

M. Miscellaneous Charge. Type in M to enter miscellaneous charge information
when the charge number already exists in the Manufacturing Order
Miscellaneous Detail file. If you type in M, the Misc chg and Order number
M/P fields must be entered. You may optionally enter a quantity if the invoice
does not refer to a purchase order.

N. Nonemployee Compensation. Type in N to specify nonemployee
compensation.

0. Outside Operation. Type in O to enter outside operation information. If you
type in O, the Charge operation and Order number M/P fields must be
entered.

Warehouse number. This field is required if invoicing passes information to IM and
you typed | in the Charge type field. Leave this field blank if you typed in any other
code in the Charge type field. If Purchasing is installed or AP is interfacing with IM,
the warehouse number is defaulted depending upon your response to the default
planning warehouse question during application tailoring. The field is not shown if you
defined only one warehouse in the Warehouse Master file in Inventory Management.
Type in the warehouse that received the material.

Quantity. This field is required for charge type I. This field is also required if the
invoice refers to a purchase order. Type in the number of items to which this line item
applies.

Unit of measure. This field is required if invoicing passes information to IM and you
typed I in the Charge type field. Type in the stocking unit of measure.

Prorate <Y/N>. The default is N for manually entered and auto generated invoices.
Type in Y if the line item is to be prorated. If you want to prorate freight charges, a
detail line item must exist.

Order number M/P (Order number, Manufacturing or Purchase). This field is
required for Charge type O, F, or M and it is optional for Charge type |. Type in the
number that identifies the order to which this line item is charged. Do not type in the
order number prefix of M or P.

Misc chg (Miscellaneous charge). Type in the miscellaneous charge number from
the Manufacturing Order Miscellaneous Detail (MOMISC) file to which this line item
gross amount is charged. This field is required if the Charge type is M or F and
invoicing is passing information to PC&C and the interface is active. Type in the
miscellaneous charges assigned to this invoice.

Charge Operation. This field is required if Charge type is O and invoicing is passing
information to PC&C. In the left-most position of the field, type in the operation
sequence number to which this charge applies.
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Use this display to bring previously posted invoices or credit memos into the batch.
The delete and change transactions you create when you use this display update the

Open Payables (OPNPAY) and related files when you post the batch.

You cannot delete or change if one of the following conditions exist in the invoice or

credit memo in OPNPAY:

* You have already requested a delete or change transaction but have not yet

posted to OPNPAY.

* You selected the invoice for payment during cash disbursements processing.

* You have already paid the invoice. This is true if you entered and posted the
invoice or credit memo as prepaid during payables processing or if you paid the

invoice through cash disbursements processing.

This display appears when you use F5=Change/delete on the Invoice & Credit
Header (Enter) display (AMV160) or the Invoice & Credit Batch Summary display

Batch *** Company ** Invoice & Credit Change/Delete Enter AMV166
Batch date **/** /%%
Vendor number aaaah6
Payment select number nnnnn
Change/delete <C/D> A
Fl=Batch summary F3=New invoice F24=Display status

o

~

* %

/

What to do

To bring change or delete information for an invoice or credit memo already posted
back into the batch to permit additional changes or deletions, type in the information

requested and press Enter.

When you press Enter the following occurs:

* The Invoice & Credit Change/Delete (Enter) display (AMV166) appears again

allowing you to create another change or delete transaction.

* The application issues a message confirming that the change or delete

transaction has been brought into the batch from the Open Payables file. You can

then make your corrections to the change transaction.
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Function keys

F1 Batch summary causes the Invoice & Credit Batch Summary (Review) display
(AMV16l) to appear.

F3 New invoice causes the Invoice & Credit Header (Enter) display (AMV160) to
appear.

F24 Display status causes the Invoice & Credit Batch Status display (AMV16S) to
appear.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Batch. The identifying number the application assigned to this batch.
Company. The number of the company for which this batch of transactions applies.

Batch date. The batch default date from the Payables Data Entry (Options) display
(AMV151) or the Invoice & Credit Batch Date (Change) display (AMV167).

Vendor number [?]. This is a required field. Type in the vendor number for the
invoice or credit memo that you want to delete or change.

Payment select number. This is a required field. Type in the payment selection
number that the application assigned to the invoice when it was posted to the Open
Payables file. The number appears on the Open Payables by Due Date and Open
Payables by Vendor listings, the Purchase Invoice Journal, and on the Invoice and
Credit Memo Inquiry.

Change/delete <C/D>. This is a required field. Type in C when you want to bring a
previously posted invoice or credit memo into the data entry batch in order to change
it in OPNPAY and related files when you post the batch. Type in D when you want to
remove the invoice or credit memo from OPNPAY and related files.

AMV167—Invoice & Credit Batch Date (Change)

Use this display to change the batch default date and to establish default invoice and
invoice due dates for new invoices or credit memos you enter.

This display appears if you use F4=Change batch date on the Invoice & Credit Batch
Status display (AMV16S).
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Batch *** Company ** Invoice & Credit Batch Date Change AMV167  **

New batch default date nnnnnn

o /

What to do

To change the batch default date, type in the date to be used for future invoices and
credit memos and press Enter. Invoices and credit memos that already exist in the
batch will not be affected by this change.

Function keys

None.

Fields

Batch. The identifying number the application assigned to this batch.

Company. The number of the company for which this batch of transactions applies.

New batch default date. Type in the date you want to use as the batch default date
for future entries into this batch.

AMV168—Invoice & Credit Auto Gen (Select)

Use this display to select the line items you want to auto gen for this purchase order.

This display appears if you answer S to Auto gen on the Invoice & Credit Header
display (AMV160) or on the Invoice & Credit P.O. Header display (AMV16P).
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What to do

Function keys

To select specific line items to automatically generate, type 1 beside the line you
want to select and press Enter.

To process the selections, use F11. F11 processes the selections and AMV16P
appears again.

F11 Process selections causes the auto generation of the line items you selected and
saved by pressing Enter. The function key does not appear until you press Enter. If

you were on AMV160 and answered S to Auto gen, F11 processes the selections and
AMV161 appears in Review mode.

If you were on display AMV16P and answered S to Auto gen, F11 processes the

selections and AMV16P appears again.

F19 Return to header returns the display you were on when you answered S to Auto
gen. Any selections made are ignored.

Fields

Batch. The identifying number the application assigned to this batch.

Company. The number of the company for which this batch of transactions applies.

Invoice no. (Invoice number). The vendor’s invoice number.

Seq (Invoice sequence number). Distinguishes when the same invoice number is
used on multiple entries.

Vendor. The name of the vendor
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Voucher. The identifying number assigned to this invoice or credit memo. Either the
application generated this number or you entered this number, depending on how
your business tailored the application.

Type. Invoice or Credit appears in this field depending on what you entered in the
Credit memo code <C> field on the Invoice & Credit Header display (AMV160).

P.O. (Purchase order). The purchase order number that applies to this invoice or
credit memo. The number you entered on the Invoice & Credit Header display
(AMV160) or the Invoice & P. O. Header display (AMV16P) to indicate this invoice
refers to a purchase order.

Opt (Option). Type in 1 beside each line item you want to auto gen.

MRO (Maintenance, Repair, Overhaul or Operating supplies). The description of
the line item.

Item no. (Item number). The item number associated with the purchase order
number or detail item.

Description. The description of the detail. The description can be the purchase order
number or a physical description; for example, No. 2 pencils. Freight, tax, and special
charges will appear with the full amount even if previously invoiced.

WH (Warehouse). The warehouse number that received the material.

Seq (Item sequence number). The item sequence number if the same item appears
more than once on the same purchase order.

Rel (Blanket release number). The blanket release number if this is a detail line on a
purchase order blanket release.

Quantity remaining. The quantity remaining to be invoiced. The quantity remaining
is the quantity ordered minus any quantity previously invoiced. If you specified the
quantity was to be based on the quantity received, the quantity remaining is then the
quantity received (to dock or to stock) minus the quantity previously invoiced.

The received quantity (to dock or to stock) is determined by your response to the
Purchasing questionnaire during application tailoring.

AMV169—Recurring Batch Header Effective Dates (Enter)

Use this display to enter effective dates for an invoice to be created as a recurring
payable. Recurring batches are used only by Accounts Payable.

This display appears when you press Enter on the Invoice & Credit Header (Review)
display (AMV161) display.
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Batch *** Company ** Recurring Batch Header Enter AMV169  **
Batch date **/*x/*x*
*MRO*
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Invoice

Voucher no. * k&

Effective dates nnnnnn to nnnnnn

Fl9=Return to header

o /

What to do

Enter the range of dates in MMDDYY format that this invoice is eligible to be created
as a recurring payable and press Enter.

Function keys

F19 Return to header causes the Invoice & Credit Header (Enter) display (AMV161)
to appear again.

Fields
Batch. The identifying number the application assigned to this batch.
Company. The number of the company for which this batch of transactions applies.

Batch date. The batch default date from the Payables Data Entry (Options) display
(AMV151) or the Invoice & Credit Batch Date (Change) display (AMV167).

Inv (Invoice number) . The vendor’s invoice number.

Seq (Invoice sequence number). Specifies when the same invoice number is used
on multiple entries.

MRO (Maintenance, Repair, Overhaul or Operating supplies). The description of
the line item.

Vendor (Vendor number). The vendor number and name. For a miscellaneous
vendor, 000000 appears.
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Voucher number . The identifying number assigned to this invoice or credit memo.
Either the application generated this number or you entered this number, depending
on how your business tailored the application.

Effective dates. Type in the from and to dates that this invoice is valid for. Invoices
should not be created on dates before the first and after the second date entered
here.

AMV16D—Invoice & Credit Detail Summary (Review)

Use this display to change, or delete a line item or to change the completion code of
the PO header. The display shows detail lines that have been entered for this invoice.
Select an invoice line item for further processing by entering 2 or 4 in the Opt field
next to it.

Note: A pop up window (Purchase Order Select) appears with this display if this
detail is not associated with a purchase order and there is more than one purchase
order attached to the invoice. Use F7=Add detail to see it. For more information, see
“‘AMV161—Invoice & Credit Header (Enter/Review/Delete)”.

This display appears if you use F6=Detail summary on any of the following:

AMV161 . Invoice & Credit Header
AMV162 . Invoice & Credit Detail Header
AMV163 . Invoice & Credit Tax Detail
AMV164 . Invoice & Credit Special Charge
AMV165 . Invoice & Credit Freight Detall
AMV16A . Invoice & Credit Vendor Address
AMV16P . Invoice & Credit P.O. Header
AMV16X . Invoice & Credit Detail Split

4 )

Batch *** Company ** Invoice & Credit Detail Summary Review AMV16D **
Invoice no. Seq Vendor Voucher Type
Kokok ok ok ok ok ok ok ok * ok k kkkkhkhkhkhkhkkkkhkdkhdhkhkhkkkhhkkkk * %k ok ok k *okok ok ok ok ok

Type options; then press Enter.

2=Review 4=Delete Page nnnn of ***%

Opt P.O. Item MRO Description Rel Gross amount
A Fhhkkdkhkk dhkkdkhkhkhkdkhkhhkdhkhd * Fhkdkhkdkhkhdkdhhdkddhdkhkdxhkdkhkxhkdkkxdkdk*x*x nnnn ***********.**
A Fhhkkdkhkk dhkkdkhkhkhkdkhkhhkdhkhd * Fhkdkhkdkhkhdkdkhhdkddhdkhkdxhkdkhkrhkdkhxxkdkdk*x*x nnnn ***********.**
A Khkhkhkhkkhkk hhkhkhkhkhkhkhkhkhkhkhkhkhkkd * Fhkdkhkhdkhdkhkdkhkhkhkhkhhkhkdhkrhkrhkrhkkhhkhx nnnn ***********.**
DA K*hkkkkkk hkkkkkhkhkhkkhhkhk Kk dhkhkkkkhkhkkhhkhkhkkkhhhhkhkhkkhkkd nnnn Fhxkkkkkkkk  kk
DA K*hkkkkkk hkkkkkhkhkhkkhkhhkhk Kk Fhkkhkkkkhkhkkhhhkhkhkkkhhkhhkhhkkhdkd nnnn Fhxkkkkkkkk  kk
DA F*hkkkkkk hkkhkkkkkhkhkkhkkhkhk Kk Fhkkhkkhkkdhkhhhkdhhkhhhkkhkhkdhkhhhkkhkhkdk* nnnn *rxkkkkkkkk  *k
A Fhhkkdkhkk dhkkdkhkhkhkdkhkhhkdkhhd * Fhkdkhkdkhkddkdkhkhdkddhdhkdxhkdkhkxhkdkkxddk*x*x nnnn ***********‘**
A Fhhkkdkhkk dhkkdkhkhkhkdkhkhhkdkhhd * Fhkdhkdkhkddkdhhdkddhrdkhkdxhkdkhkxhkdkkxrkdk*x*x nnnn ***********‘**
A Khkkkhkhkkhkk hhkhkhkhkhkhkhkhkhkhkhkhhkkd * Fhkhkhkhdkhhkhdkhkhkhkhkhkhkhkrhkrhkrhkrhkkhhkhx nnnn ***********.**
DA K*hkkkkkk hkkkkkhkhkhkkhkhkhk Kk Fhkkhkkkkhkhkkhhkhkhkkhhhkhkkhhkkhdkd nnnn Fhxkkkkkkkk  kk
DA K*hkkkkkk hkkkkkhkhkhkkhhkhk Kk dhkkhkkkkhhkhhhkhkhkkhhhhkhhkhkdkd nnnn Frkxkkkkkkkk kk
DA F*hkkkkkk hkkhkkkkhkhkkhkhkkhkk Kk Fhkkhkkhkkdhkkhhhkdhhkhhkkhkdhkkhkhhkdhkhkk* nnnn *rxkkkkkkkk *k

Fl=Batch summary F3=New invoice F7=Add detail F13=Add tax Fl4=Add spc chg
F15=Add freight Fl6=Add P.O. Fl9=Return to header F24=Dsp status

- /

What to do

» To review a detail line or change the completion code of a purchase order header,
type 2 in the Opt field beside the record and press Enter.
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» To delete a detail line type 4 in the Opt field beside the record and press Enter.

» To add tax, special charges, or freight to the invoice and have the line item
reference a purchase order number on the invoice, position the cursor to one of
the purchase order’s line items and select it for review. When the line item
appears, use the appropriate function key (F13, F14, or F15) to add the new line
item.

 If option 4 is selected, one of the following appears depending on the kind of line
item you selected:

AMV162. Invoice & Credit Detail (Delete)
AMV163. Invoice & Credit Tax Detail (Delete)
AMV164. Invoice & Credit Special Charge (Delete)
AMV165. Invoice & Credit Freight Detail (Delete)
AMV16P. Invoice & Credit P.O. Header (Delete)

+ If option 2 is selected, one of the following appears depending on the kind of
detail line you selected:

AMV162. Invoice & Credit Detail (Review)
AMV163. Invoice & Credit Tax Detail (Review)
AMV164. Invoice & Credit Special Charge (Review)
AMV165. Invoice & Credit Freight Detail (Review)
AMV16P. Invoice & Credit P.O. Header (Review)

Function keys

F1 Batch summary causes the Invoice & Credit Batch Summary display (AMV16l) to
appear if the invoice is in balance.

F3 New invoice causes the Invoice & Credit Header display (AMV160) to appear if the
invoice is in balance.

F7 Add detail causes the Invoice & Credit Detail display to appear in Enter mode.

Note: For the following function keys (F13, F14, and F15), if you want to add tax,
special charges, or freight to the invoice and have the line item reference a purchase
order number on the invoice, position the cursor to one of the purchase order’s line
items and select it for review. When the line item appears, use the appropriate
function key to add the new line item.

F13 Add tax causes the Invoice & Credit Tax Detail (Enter) display (AMV163) to
appear and allows you to add tax detail.

F14 Add spc chg causes the Invoice & Credit Special Charge (Enter) display
(AMV164) to appear and allows you to add special charges.

F15 Add freight causes the Invoice & Credit Freight Detail (Enter) display (AMV165)
to appear and allows you to add freight charges.

F16 Add P.O. causes the Invoice & Credit P.O. Header (Enter) display (AMV16P) to
appear. This function key only appears if Purchasing is installed and the invoice refers
to a purchase order.

F19 Return to header causes the Invoice & Credit Memo Header (Review) display
(AMV161) to appear again.
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F24 Dsp status causes the Invoice & Credit Batch Status display (AMV16S) to appear
if the invoice is in balance.

Fields

Batch. The identifying number the application assigned to this batch.
Company. The number of the company for which this batch of transactions applies.
Invoice no. (Invoice number). The vendor’s invoice number.

Seq (Invoice sequence number). Specifies when the same invoice number is used
on multiple entries.

Vendor. The name of the vendor.

Voucher. The identifying number assigned to this invoice or credit memo. Either the
application generated this number or you entered this number, depending on how
your business tailored the application.

Type. Invoice or Credit appears in this field depending on what you entered in the
Credit memo code <C> field on the Invoice & Credit Header (Enter) display
(AMV160).

Page nnnn of nnnn. Use this field when you want to limit the number of times you
need to use the Roll key to locate a specific line you want to review or delete.

For example, your invoice has 12 pages of line items. When the Invoice & Credit
Detail Summary display (AMV16D) first appears, 1 of 12 is shown in this field. Based
on the total of 12 pages in our example, you estimate the line item you want to see is
on page 10. Move the cursor to the Page field, type in 10 and press Enter. The 10th
“page” of line items is shown. You can then enter your option to review the detail of the
line item or delete it. If you under or over estimated the line item’s location, you can
roll up or down from page 10 or type a different number in the Page field.

Opt (Option). Type in 2 (to review) or 4 (to delete) beside each line item you want to
process. The option you select determines the detail display that appears.

Placing 2 beside a purchase order header allows only the completion code to be
changed. Placing 4 beside a purchase order header and confirming the delete (on
AMV16P) causes all invoice line items for that purchase order to be deleted.

P.O. (Purchase order number). The purchase order number that applies to this
invoice or credit memo. This field only appears if Purchasing is installed and the
invoice refers to a purchase order.

Item. The item number associated with the purchase order number or detail item.

MRO. This column appears only if the Maintenance Management System (MMS) is
interfacing, and this is an MRO vendor. Y (yes) indicates that the item is a spare part
or service item.

Description. The description of the detail. The description can be the purchase order
number or a physical description; for example, No. 2 Pencils.
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Rel (Blanket release number). The blanket release number you entered on the
Invoice & Credit Detail display (AMV162).

Gross amount. The gross amount for this record.

AMV16l—Invoice & Credit Batch Summary (Review)

Use this display to review the transactions for the entire batch. You can page through
the transactions on the display by using the Roll keys or the Page field. Transactions
appear in vendor/voucher sequence.

This display appears when you use F1=Batch summary on one of the following
displays:

AMV160 . Invoice & Credit Header
AMV161 . Invoice & Credit Header
AMV162 . Invoice & Credit Detail

AMV163 . Invoice & Credit Tax Detail
AMV164 . Invoice & Credit Special Charge
AMV165 . Invoice & Credit Freight Detalil
AMV166 . Invoice & Credit Change/Delete
AMV16D . Invoice & Credit Detail Summary

Data entry uses four basic types of transactions:

¢ Invoices

¢ Credit memos

» Change transactions
* Delete transactions

Data entry change and delete transactions differ from file maintenance change and
delete actions. A change transaction is a previously posted invoice or credit memo
brought into the data entry batch in order to modify it. A delete transaction is a
previously posted invoice or credit memo brought into the data entry batch in order to
remove it entirely from Open Payables. Use change and delete transactions to make
extensive updates to open payables that you are unable to perform via the Open
Payables File Maintenance menu option. These transactions do not affect your
master files until the system posts the batch.

F5 on the Header display (AMV160) or the Batch Summary display (AMV161) causes
the Change/Delete display (AMV166) to appear. You can bring change and delete
transactions into the batch.
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4 N

Batch *** Company ** Invoice & Credit Batch Summary Review AMV16I  **
Position to . . . . Vendor aaaal6 Voucher nnnnn
Type options: then press Enter.
2=Review 4=Delete 6=Detail summary Page nnnn of **x*
Tran ----Invoice-----
Opt ID Vendor Voucher Number Seq Inv date Invoice amount
A * * ok ok ok ok k * Kk kK *khkkkkkkkk * % % **/**/** ***********‘** c
A * * ok ok ok ok ok *kk ok ok khkkkkkkkk * %k k **/**/** hkkkkkkkkkk Kk
A * * ok ok ok ok ok * ok ok ok ok dkokkkokkkk * %k **/**/** khkkkkkkkkkk *k
A * * ok ok ok ok ok * ok ok ok ok dkokkkokkok ok * %k **/**/** khkkkkkkkkkk *k
A * * ok ok ok kK * kK kK *khkkkkkk kK * k% **/**/** ***********.** C
A * * ok ok ok ok k * kK ok k *khkkkkkkkk * % % **/**/** ***********‘**
A * * ok ok ok ok k * kK kK *khkkkkkkkk * % % **/**/** ***********‘**
A * *okk ok ok ok * ok ok ok ok khkkkkkkkk * %k k **/**/** hkkkkkkkkkk Kk
A * * ok ok ok ok ok * ok kkok dkokkkokkk ok * %k **/**/** khkkkkkkkkkk *k
A * * ok ok ok ok ok * ok kkok dkokkkokkkk * %k **/**/** khkkkkkkkkkk *k
A * * ok ok ok kK * kK kK *hkkkkkk kK * k% **/**/** ***********.**
A * * ok ok ok ok k * kK ok ok *khkkkkkkkk * % % **/**/** ***********‘**
F3=New invoice F5=Change/delete F24=Display status Use Roll Up/Dn

. /

What to do
» To start a new invoice, use F3 and go to display AMV161.

» To bring change and delete transactions into the batch, use F5.

» To review, delete, or look at detail summary information, place the appropriate
response in the ACT field and press Enter. (2=Review; 4=Delete; 6=Detail
summary).

» To review the status of this batch, use F24 and go to display AMV16S.
Function keys

F3 New invoice causes the Invoice & Credit Memo Header (Enter) display (AMV160)
to appear.

F5 Change/delete causes the Invoice & Credit Change/Delete display (AMV166) to
appear.

F24 Display status causes the Invoice & Credit Batch (Status) display (AMV16S) to
appear.

Fields

Batch. The identifying number the application assigned to this batch.
Company. The number of the company for which this batch of transactions applies.

Position to Vendor and Voucher. Use these fields to go to a particular vendor or
voucher in the batch. The fields are used for quick repositioning. If you type in only the
vendor, the application positions the cursor to the first vendor record that is equal to or
greater than the one you entered. If you type in a vendor number and a voucher, the
application positions the cursor to the first record for that vendor with a voucher equal
to or greater than the one you entered.
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Page nnnn of nnnn. Use this field when you want to limit the number of times you
need to use the Roll key to locate a specific transaction to review or delete.

For example, your batch has 12 pages of transactions. When the Invoice & Credit
Batch Summary display (AMV16l1) first appears, 1 of 12 is shown in this field. Based
on the total of 12 pages, you estimate the transaction you want to see is on page 10.
Move the cursor to the Page field, type in 10 and press Enter. The 10th “page” of
transactions is shown. You can then enter your option to review the detail of the
transaction or delete it. If you under or over estimated the transaction’s location, you
can roll up or down from page 10 or type a different number in the Page field.

Opt (Option). Type 2 (to review), 4 (to delete), or 6 (detail summary) beside each
transaction you want to process. Selections are processed in the sequence in which
they appear on the display. The following list explains what to do:

2. Select the invoice, credit memo, or change transaction for review or
modification.

3. Select a delete transaction for review. You can only review the header
(AMV161) of a delete transaction.

4. Delete the invoice, credit memo, delete, or change transaction from the batch.
The transaction header (AMV161) appears with a delete confirmation
message.

6. Show the detail summary display (AMV16D) for this invoice or credit memo.
The header (AMV161) appears if you choose this option for a delete
transaction.

Tran ID (Transaction identification). This field is for information only. It identifies
how the transaction was created in this batch. One of the following IDs appears:

A. This invoice or credit memo transaction was created in this batch through
invoice entry. You are adding this invoice to the Open Payabiles file for the first
time when the batch is posted.

C. This invoice or credit memo was previously posted and brought into the batch
in order to modify it in the Open Payables master files when the batch is
posted. The transaction was brought into the batch using the Invoice & Credit
Change/Delete display (AMV166).

D. This invoice or credit memo was previously posted and brought into the batch
in order to remove it from the Open Payables file when the batch is posted.
The transaction was brought into the batch using Invoice & Credit Change/
Delete display (AMV166).

Vendor. The vendor number.

Voucher. The identifying number assigned to this invoice or credit memo. Either the
application generated this number or you entered this number, depending on how you
tailored the application.

Invoice Number. The vendor’s invoice number.

Invoice Seq (Invoice sequence number). Specifies when the same invoice number
is used on multiple entries.

Inv date (Invoice date). The date entered on the invoice or credit memo.
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Invoice amount. The total amount of the invoice. If this is a credit memo, C appears
in the column to the right of the invoice amount.

AMV16P—Invoice & Credit P.O. Header (Enter/Review/Delete)

Use this display to enter each purchase order you want to add to the invoice, or to
change the completion code. When you page in Review mode, “Forward” or
“Backward” appears beneath the display mode to indicate the direction in which you
are paging.

When you make a selection on a Summary display, the default direction is forward.
The system processes selections in the order in which they appear on the Summary
display. If you selected a display using a function key, the default direction is
backward.

This display appears if the invoice refers to a purchase order and you do one of the
following:

» Enter a 2 or 4 in the Optfield on the Invoice & Credit Detail Summary (Enter)
display (AMV16D) beside a Purchase Order Header record and press Enter.

* Use F16=Add P.O. on one of the following displays:

AMV161 . Invoice & Credit Header
AMV162 . Invoice & Credit Detail

AMV163 . Invoice & Credit Tax Detail
AMV164 . Invoice & Credit Special Charge
AMV165 . Invoice & Credit Freight Detall
AMV16D . Invoice & Credit Detail Summary

4 )

Batch *** Company ** Invoice & Credit P.O. Header *ok ok ok ok ok AMV16P **
Batch date **/*+* /%% * Kk Kok ok ok ok
Invoice no. Seq Vendor Voucher Type

*kok ok ok ok ok ok ok ok * Kk khkkkkkkkkkkkkkkkkkkkkkkk* *kk Kk k * ok ok ok ok ok ok

Purchase order number P aaaalAé6

Completion code <P/C»> A
Auto gen <Y/N/S> A
Gen gty <1=0rd,2=Del,3=Stk> A
Special charges NNNNNNNNNNN . NN
Freight nnnnnnnnnnn.nn
Tax nnnnnnnnnnn.nn

Fl2=Next selection

F17 Accept with error
F6=Detail summary Fl9=Return to header F20=Delete P.O. Use Roll Up/Dn

- /

What to do

» To add a purchase order to an invoice, type in the information and press Enter.
» To change the completion code, type in the information and press Enter.
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Function keys

F6 Detail Summary causes the Invoice & Credit Detail Summary display (AMV16D) to
appear.

F12 Resume entry appears on the display only in Review mode and only if you rolled
out of Enter mode or used F19 Return to header from Enter mode. The display you
were on when you were last in Enter mode appears.

F12 Next selection appears only in Review mode and only if there are additional
selections from which to choose. For multiple selections, the first selection is
processed and the next record in the paging direction appears until no further
selections remain or you use any function key except F17, F19, F24, Roll or Enter.
Selections are processed in the order in which they appear on the Summary display. If
you were paging backward, using F12 resets the direction to forward and shows the
next selection in the forward direction.

F17 Accept with error allows you to continue with the next record when the application
issues a warning message.

F19 Return to header causes the Invoice & Credit Memo Header (Review) display
(AMV161) to appear.

F20 Delete P.O. causes the Invoice & Credit P.O. header display (AMV16P) to appear
in Delete mode. Use F20 again to confirm the deletion. All records associated with
this purchase order are deleted and the next record in the direction you were paging
appears.

Fields
Batch. The identifying number the application assigned to this batch.
Company. The number of the company for which this batch of transactions applies.

Batch date. The batch default date from the Payables Data Entry (Options) display
(AMV151) or the Invoice & Credit Batch Date (Change) display (AMV167).

Invoice no. (Invoice number). The vendor’s invoice number.

Seq (Invoice sequence number). Specifies when the same invoice number is used
on multiple entries.

Vendor. The name of the vendor.

Voucher. The identifying number assigned to this invoice or credit memo. Either the
application generated this number or you entered this number, depending on how you
tailored the application.

Type. Invoice or Credit appears in this field depending on what you entered in the Cr
memo code <C> field on the Invoice & Credit Header (Enter) display (AMV160).

Purchase order number. This is a required field. Type in the purchase order number
that appears on the invoice or credit memo. The number must be in the Purchase
Order Master file. The vendor number associated with this purchase order number
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must match the vendor number in the invoice header. This field cannot be changed in
Review mode.

Completion Code <P/C>. This is a required field. The code determines the status the
order will have in the Purchase Order Master file when the invoice is posted. Type in
one of the following codes:

P. Partially completed invoice
C. Completed invoice

Auto gen <Y/N/S>(Automatic generation code). This is a required field if you enter
a purchase order number. The field does not appear on the display when you are in
Review mode. Type in Y or S or accept the default of N:

Y. Automatically create invoice records from information retrieved from the
purchase order files

N. Manually type in the invoice information (default)

S. Auto gen only specific line items you select.

To auto gen invoice detail from a purchase order, the line items on the purchase order
must meet the following criteria:

* For a line item previously invoiced:

The invoiced quantity must be less than the purchase order or receipt quantity for
the line item. You can choose which quantity type to use in the Gen gty when you
auto gen.

The invoiced amount for the line item must be less than the purchase order
amount or receipt transaction amount for the line item. This is true whether you
choose to auto gen invoice detail based on the ordered, delivered, or stock
quantity.

» The purchase amount for the line item must not be equal to zero.

Depending on the mode you are in and your entry in this field, different displays
appear when you press Enter.

* In Enter mode if the Auto gen field contains Y, display AMV16P appears.

* In Enter mode if you typed S in the Auto gen field, display AMV168 appears and
allows you to select the items to be generated.

* In Enter mode if you typed N in the Auto gen field, AMV162 display appears.

* In Review mode, the record is edited and updated and the next record in the
direction you were paging is shown. If there are no more records for the invoice in
that direction, the previous record is shown and a message is issued that there
are no additional records for you to review.

* In Delete mode, the record is shown again in Review mode.

Gen qty (Generation quantity).

1. Auto gen selects records based on ordered quantity
2. Auto gen selects records based on delivered quantity
3. Auto gen selects records based on in stock quantity

The default is 1. Accept the default or type in another value to base the auto gen on
either a delivered or in stock quantity. If you choose option 2, the delivered quantity

will be the quantity received at dock or to stock, depending on how your system was
tailored. The delivered quantity does not consider any vendor returns.
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If you choose option 3, the in stock quantity represents the actual stock quantity,
which is the net result of any vendor returns.

If you override the default, the new value remains until you end the data entry session
or change the value again.

If an item does not require receipts, the item is generated based on the order quantity,
even if you chose the delivered or in stock quantity auto gen option.

Note: For the following three fields, a special charge, freight, and/or tax record will
be created if you enter an amount here or if you previously entered an amount in the
purchase order.

Special charges. Type in the special charge amount, if any, that applies to this
purchase order if you want to override the amount entered through purchase order
entry. This field appears only in Enter mode.

Freight. Type in the freight amount, if any, that applies to this purchase order if you
want to override the amount entered through purchase order entry. The record
created will be for the difference between this value or purchase order value and what
has been previously invoiced. This field appears only in Enter mode.

Tax. Type in the tax amount, if any, that applies to this purchase order if you want to
override the amount entered through purchase order entry. This field appears only in
Enter mode.

AMV16S—Invoice & Credit Batch (Status)

Use this display to review amounts for the batch and to end data entry. You cannot
type in or change any information on this display. If you selected multi-currency
processing during application tailoring, the system issues a message to tell you that
the batch may contain mixed currency IDs. When you use F4=Change batch date,
the Invoice & Credit Batch Date display (AMV167) appears. You can change the
batch default date and establish a default invoice and invoice due date for any new
invoices you enter.

This display appears if you use F24=Display status on any of the following displays:

AMV160 . Invoice & Credit Header
AMV161 . Invoice & Credit Header
AMV162 . Invoice & Credit Detail

AMV163 . Invoice & Credit Tax Detail
AMV164 . Invoice & Credit Special Charge
AMV165 . Invoice & Credit Freight Detail
AMV166 . Invoice & Credit Change/Delete
AMV16A . Invoice & Credit Vendor Address
AMV16D . Invoice & Credit Detail Summary
AMV16l . Invoice & Credit Batch Summary
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4 N

Batch *** Company ** Invoice & Credit Batch Status Status AMV16S  **
Batch date **/%x/*x*

Batch status -- Valid records *k kkk
Error records Kk Kkk
Deleted records *k | kokok
Number of invoices *k kokok

Gross amount
Discount amount
Net amount

Open payables
Prepaid invoices

dokk kkk kokk kkk kkk Kok
Kok kkk kokk kkk kkk Kok
Kk kkk kkk kkk kkk Kk
khk kkk kkk kkk kkk Kk
SRk kkk kkk kkk kkk ko

* ok kb

NEC amount

Misc charge costs
Outside operations
Cost adjustments
Other costs
Control

Kok kkk kokk kkk kkk Kok
Kok kkk kokk kkk kkk Kok
Kk kkk kkk kkk kkk Kk
khk kkk kkk kkk kkk Kk
khk kkk kkk kkk kkk Kk
SRk kokk kkk kkk kkk ok

* ok ok ok F ok

F4=Change batch date F20=Delete batch F23=Suspend batch F24=Close batch

. /

What to do
» To change the batch default date, use F4 and go to display AMV167.

» To perform any other function with this option, use one of the function keys on the
display.

Function keys

F4 Change batch date causes the Invoice Batch Date (Change) display (AMV167) to
appear and allows you to change the batch default date. When you press Enter, the
display you were on when you requested the status appears again.

F20 Delete batch causes the display to appear again with a message asking you to
confirm the deletion. Use F20 again to confirm the deletion. The batch is deleted and
the data entry session ended. If you do not want to delete the batch, press Enter or
use one of the valid function keys on the display.

F23 Suspend batch ends this data entry session, marks the batch as suspended
(held), and causes the Payables Processing menu (AMAM10) to appear again. You
can add more transactions later to a suspended batch.

F24 Close batch ends this data entry session and marks the batch as closed, which
makes it available for posting. The Payables Processing menu (AMAM10) appears
again. You can select the batch again if necessary to make changes.

When you end the data entry session using F20, F23, or F24 on this display, the

Invoice Entry/Edit report (AMV17) is scheduled for printing and the Payables
Processing menu (AMAM10) appears.

Fields
Batch. The identifying number the application assigned to this batch.

Company. The number of the company for which this batch of transactions applies.
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Batch date. The batch default date from the Payables Data Entry (Options) display
(AMV151) or the Invoice & Credit Batch Date (Change) display (AMV167).

Batch status.

Valid records: The number of error-free records in the batch. Both the
unprotected and protected copies of a change transaction as well as the
protected copy of a delete transaction are included in this count. If you split a line
item into two or more line items, the new line items created are included in the
valid record count.

Error records: The number of records you asked the application to accept with
errors. Protected copies of a change and delete transaction do not affect the total.

Deleted records: The number of records you have deleted during this session.
Both the unprotected and protected copies of a change transaction as well as a
protected delete transaction are included in this count. If you split a line item, the
line item you split is deleted and is included in the deleted record count.

Number of invoices. The number of invoices, credit memos, change and delete
transactions in this batch. The protected copy of the change transaction is also
included in this count.

Gross amount. The sum of all line item gross amounts that are debits, less the sum
of all line item gross amounts that are credits.

Discount amount. The sum of all line item discounts—entered or calculated by the
application—that are debits, less the sum of all the line item discounts that are credits.

Net amount. The Gross amount less the Discount amount.

Open payables. The total amount credited or debited to the Accounts Payable
account.

Prepaid invoices. The total amount entered for invoices or credit memos with a
prepaid check number.

NEC amount (Nonemployee Compensation Amount). The total amounts you
entered as nonemployee compensation amounts.

Misc charge costs (Miscellaneous charge costs). The total amounts if you entered
miscellaneous charge costs. This field appears only if PC&C is installed.

Outside operations. The total amounts, if entered, for outside operations. This field
appears only if PC&C is installed.

Cost adjustments. The total amounts if you entered cost adjustment amounts. This
field appears only if IM is installed.

Other costs. The difference between the Gross amount and the sum of
Miscellaneous charge costs, Outside operations, Cost adjustments, and NEC
amount. If AP is not interfacing with PC&C or IM, the field shows the Gross amount
less the NEC amount.

Control. The total of all line item amounts for all invoices, whether positive or
negative.
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AMV16T—Invoice & Credit Extended Tax (Enter/Review)

Use this display to have the CAS Tax Routine calculate the tax associated with this
invoice. You can also use the display to verify the accuracy of the tax amount charged
for the invoice. Entries you make do not affect the tax detail records on the invoice.
You can review them only from this display.

This display appears if you use F8=Extended tax on the Invoice & Credit Memo
Header (Review) display (AMV161).

4 )

Batch *** Company ** Invoice & Credit Extended Tax ok ok ok ok ok AMV16T **

Invoice no. Seq Inv date Vendor Voucher Type

Kk ok k ok ok ok kk Kk * %k **/**/** AR S E S EE SRS S SRS RS RS * Kk k ok Kk * Kk ok ok Kk kK
Invoice tax Tax calculated Difference Use tax Tax in price

Kohkkkkkkkkhhk Khk hhkkkhkkhhhk *k kkkkkkkkkhk Kk kkkkkkhkhkhkh K*k hhkhhhkhhhkk  **

o

Discount % nn.nn Disc amt nnnnnnnnnnn.nn Tax suffix aaalAs5 Tax date nnnnnn

Type options; then press Enter.
1=Value Added Tax 2=VAT tax in price 3=Use tax 4=Delete tax

---- Tax ---- Invoice amount/ ---- Discount ---- Tax

Opt Ind Sufx Code Tax base amount % Amount Percent Tax amount

aA3 aaaA5 aaaA5 nnnnnNnNNnnnn.nn nn.nn NNONNNONNNNn.nn **  *** nnnnnnnnnnn. nn
aA3 aaaA5 aaaA5 nnnnnNnNNnnnn.nn nn.nn NNNNNNONnnNNnn.nn **  *** nnnnnnnnnnn. nn
aA3 aaaA5 aaaA5 nnnNNNNNNNnn.nn nn.nn NNONNNONNNNn.nn **  *** nnnnnnnnnnn. nn
aA3 aaaA5 aaaA5 nnnNNNNNNnn.nn nn.nn NNNNNNNNNNNn.nn **  *** nnnnnnnnnnn. nn
aA3 aaaA5 aaaA5 nnnNNNNNNnn.nn nn.nn NNNNNNONNNNn.nn ** %% nnnnnnnnnnn.nn
aA3 aaaA5 aaaA5 nnnnnnnnnnn.nn nNn.nn NNONONNONNNN.NN * %, *** npnnnnnnnnn.nn
aA3 aaaA5 aaaA5 nnnnnNnNNnnnn.nn nn.nn NNNNNNONNNn.nn **  *** nnnnnnnnnnn. nn

fit i =

Fll=Process tax Fl9=Return to header Use Roll Up/Dn

N /

What to do

Use F11 to have the CAS Tax routine calculate the extended tax and add the
extended tax records to the batch. When the display appears again, use a function
key to exit.

Function keys

F11 Process tax adds the extended tax records to the batch and causes the Invoice &
Credit Header (Review) display (AMV161) to appear.

F19 Return to header causes the Invoice & Credit Header (Review) display (AMV161)
to appear. Use F19 to exit without causing any changes.

Fields
Batch. The identifying number the application assigned to this batch.
Company. The number of the company for which this batch of transactions applies.

Invoice no. (Invoice number). The vendor’s invoice number.
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Seq (Invoice sequence number). Specifies when the same invoice number is used
on multiple entries.

Inv date (Invoice date). The date printed on the invoice or credit memo.
Vendor. The name of the vendor.

Voucher. The identifying number assigned to this invoice or credit memo. Either the
application generated this number or you entered this number, depending on how you
tailored the application.

Type. Invoice or Credit appears in this field depending on what you entered in the Cr
memo code <C> field on the Invoice & Credit Header (Enter) display (AMV160).

Invoice tax. If you entered an amount in the Taxes field on either of the Invoice &
Credit Memo Header (Enter) displays (AMV160 or AMV161), it appears here.

Tax calculated. The total tax for the invoice. This includes taxes shown separately
and taxes that are hidden in the item amounts.

Difference. The invoice tax amount less the tax calculated amounts. This field
applies only to the VAT feature.

Use tax. The sum of the Tax amount column for all use tax records you entered for
the invoice.

Tax in price. The amount of tax that is hidden in the invoice price and not shown
separately on the invoice. Use of this taxing method varies from country to countries.

Discount % (Discount percent). If you entered a discount percent on the Invoice &
Credit Header (Enter) displays (AMV160 or AMV161), it appears here. If you did not
enter a discount percent on the header displays, you can enter it here. Use this field if
you want to apply the same discount percent to all extended tax records for this
invoice. Otherwise, use the line discount percent (Discount %) on this display. In
either case, the percent is applied to the Tax base amount before the tax is calculated
by extended tax processing. This field applies only to the tax in price and use tax
features. If the tax is defined in the CAS tax table as based on gross, any discount
percent you enter on this display is ignored.

Disc amt (Discount amount). If you entered a discount amount on the Invoice &
Credit Header displays (AMV160 or AMV161) it appears here. If you did not enter a
discount amount on either of the header displays, you can enter it here. Use this field
if you want to apply the same discount amount to all extended tax records for this
invoice. Otherwise, use the line discount amount (Discount amount) on this display.
In either case, the discount is subtracted from the Tax base amount before the tax is
calculated by extended tax processing. This field applies only to the tax in price and
use tax features.

Note: If you enter both a discount percent and a discount amount, the discount
amount is used.

Tax suffix. The tax suffix defaults from the Vendor Master file. You can type in a new
tax suffix. Use the field to remind you of the type of tax you pay on purchases. For
example, if you are required to accrue use tax on purchases from a vendor, use the
tax suffix to identify out-of-state vendors who provide taxable goods and services but
who do not include sales tax on their invoices. Assign a tax suffix like “Usetx” to these
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vendors in the Vendor Master file. Then, each time the Invoice & Credit Header
display (AMV161) appears, the tax suffix will act as a reminder.

Tax date. The invoice date you entered on the Invoice & Credit Header (Enter)
display (AMV161). It is used to access a specific record in the CAS Tax Table, and is
the date extracted for reporting. You can override the date.

Opt (Option). This field is required. Type in one of the following options to indicate the
action you want to perform.

Blank . 1 is assumed

1. Record the VAT (Value Added Tax) invoiced by the vendor, verify and accept
it. Type the amount to be recorded in the Tax amount field. Extended tax
processing returns the Tax base amount and the Tax percent when you press
Enter.

The value in the Tax calculated field appears in the Taxes control total on the
Invoice & Credit (Review) Header display (AMV161) when you use F11 on
this display.

2. Record VAT tax in price when it is included in price but not shown separately
on this invoice. On separate lines on the display type in the gross amount for
each invoiced item in the Tax base amount field. When you press Enter,
Extended tax processing returns the Tax amount and the Tax percent for each
line you entered. The Tax amount is subtracted from the invoice.

The value in the Tax calculated field appears in the Taxes control total on the
Invoice & Credit (Review) Header display (AMV161) when you use F11 on
this display.

Using display AMV162, adjust the detail item gross amounts to equal the
calculated Tax base amount for each of the detail items. This prevents an out
of balance condition when you end the invoice.

3. Accrue the use tax for this invoice. Type in the invoice gross amount in the
Tax base amount field. Extended tax processing returns the use Tax amount
and the Tax percent when you press Enter. Use tax is not used in balancing.
Therefore, the total use tax calculated does not appear in the Taxes control
total on display AMV161 when you use F11.

4. Delete the tax records already in the batch.

Tax. The following fields (Ind, Sufx, Code) are used by extended tax processing to
identify the specific tax record in the CAS tax table that is used for tax calculations.
The indicator, suffix, code and tax date combination must exist in the tax table. If not,
an error message is issued. If any of the fields are left blank, all data on the line is
ignored when you press Enter or use F11.

Ind (Indicator): Type in the tax indicator used to classify the purchased item for
tax purposes. For example, food is not taxed or is taxed at a lower rate in many
jurisdictions.

Sufx (Suffix): Type in the tax suffix used to classify the vendor for tax purposes.
For example, if you are not required to collect tax from a customer, you assign a
tax suffix such as Notax to the customer.

Code: Type in the tax code used to identify the specific tax. For example, Georgia
state sales tax could be identified by tax code GA. You assign a tax code such as
GAFUL to Georgia Fulton county tax.
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Invoice Amount/Tax base amount. If you have not been invoiced for tax by your
vendor and you want extended tax processing to calculate the tax in price or use tax,
enter the amount the tax is to be calculated against in this field. The calculated
amount appears in the Tax amount field when you press Enter.

If you want extended tax processing to verify the accuracy of the tax invoiced by your
vendor, do not enter an amount in this field. The verify tax feature calculates the tax
base amount for you using the value you enter in the Tax amount field.

Note: Negative values entered for this field are displayed as positive amounts.

Discount % Amount. If a value does not appear in the invoice level discount percent
(Disc %) field on this display, or if one appears and you want to override it for a
specific line item, type in the percent here. This field applies only to the VAT tax in
price and use tax features: If the tax is defined in the CAS tax table as based on
gross, any discount percent you type in is ignored.

If a value does not appear in the invoice level discount amount (Disc amf) field on this
display, or if one appears and you want to override it for a specific line item, type in the
amount here. This field applies only to the tax in price and use tax features.

If the tax is defined in the CAS tax table as based on gross, any discount amount you
type in is ignored.

Tax percent. The tax percent calculated by the tax routine.

Tax amount. If you want extended tax processing to verify the accuracy of the tax
invoiced by your vendor, enter the amount to be verified here. If you are using the VAT
tax in price or use tax features, extended tax processing calculates this amount when
you press Enter. Negative values entered for this field are displayed as positive
amounts.

AMV16X—Invoice & Credit Detail Split (Enter)

Use this display to charge an invoice line item to more than one General Ledger
account.

This display appears when you type in Y in the Detail split field on one of the following:

AMV162 . Invoice & Credit Detail

AMV163 . Invoice & Credit Tax Detail
AMV164 . Invoice & Credit Special Charge
AMV165 . Invoice & Credit Freight Detail
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Batch *** Company ** Invoice & Credit Detail

Invoice no. Seq Vendor
Kk ok k ok ok kkk Kk * %k R R R R R RS RS RS RS R SRR EEEEE RS

~

Split Enter AMV16X **

Voucher Type P.O.

*kk Kk k * Kok Kok ok ok * ok ok ok ok ok ok

Gross amount Discount amt Disc % Item number Quantity

khkkkkkkkkkk *k dkkkkkkkkkk k% Kk kK Kokokok ok ok ok ok ok ok ok ok ok ok ok dhkkkkkk Khkk
Description: khkhkhkhkhkhkhkhkhkhkhhkhkhkhkhkhkhkhkhkhkhhkhkhkhkkkk *MRO*

Expense acct Fixed amount % Gross % Qty dist Amount dist
aaaaaaaaaaaaAl5 nnnnnnnnnnn.nn nn.nn o ke kkk ok okkokk kkok kokkokkokdkokkokok ok
aaaaaaaaaaaaAl5 nnnnnnnnnnn.nn nn.nn o kkk kkk Fohkkkkok kkk kkkokkkkokdkokk Ak
aaaaaaaaaaaaAl5 nnnnnnnnnnn.nn nn.nn o kkk kkk Foakkkkok kkk Akkkokkkkokdkokk Ak
aaaaaaaaaaaaAl5 nnnnnnnnnnn.nn nn.nn - kkk ko oAk kkk kkkkkkkkkkk k%
aaaaaaaaaaaaAl5 nnnnnnnnnnn.nn nn.nn ke kkk Fokckkokk kkok kokkokkokkokkokok | kx
aaaaaaaaaaaaAl5 nnnnnnnnnnn.nn nn.nn o kkk kkk Fokckkokk kkok kokkokkokkokkokok | kx
aaaaaaaaaaaaAl5 nnnnnnnnnnn.nn nn.nn o ke kkk FoAkckkokk kkok kokkokkokdkokkokok ok
aaaaaaaaaaaaAl5 nnnnnnnnnnn.nn nn.nn - kkk kkk Foakkkkk kkok Akkkokkkkkkokk Ak
aaaaaaaaaaaaAl5 nnnnnnnnnnn.nn nn.nn o kkk kkk Fohkkkkk kkok Akkkokkkkkdkokk Ak
aaaaaaaaaaaaAl5 nnnnnnnnnnn.nn nn.nn - kkk ko FoAKkkkk kkk kkkkkkkkkkk k%
aaaaaaaaaaaaAl5 nnnnnnnnnnn.nn nn.nn - kkk kkk Fokckkokdk kkok kokkokkokkokkokok | kx
Remaining total ***********.** **.** ***.*** ******.*** ***********.** +

F6=Detail summary Fll=Process split Use Roll Up/Dn

- J

What to do

To charge an invoice line item to more than one General Ledger Account, type in the
account numbers, the amount to be distributed, and use F11 to process the split. You
must split all percentages in the Fixed Amount Remaining Total before you use F11.
Refer to the field descriptions and function key descriptions for this display for more
information.

Function keys

F6 Detail summary causes the Invoice & Credit Detail Summary (Review) display
(AMV16D) to appear. All information you entered is ignored.

F11 Process split accepts the item split, writes new detail records, and deletes the
original item being split.

» The display and mode from which you began the split determines the display and
mode to which you return. If you were in Enter mode, you return to enter the same
record type you split. If you were in Review mode, you return to review the next
record in the direction you were paging.

Note: The new records are added to the end of the invoice.

 If the Gross amount has not been completely distributed, the Invoice & Credit
Detail Split (Enter) display appears again and indicates the error.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Batch. The identifying number the application assigned to this batch.

Company. The number of the company for which this batch of transactions applies.
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Invoice no. (Invoice number). The vendor’s invoice number.

Seq (Invoice Sequence number). Specifies when the same invoice number is used
on multiple entries.

Vendor. The name of the vendor.

Voucher. The identifying number assigned to this invoice or credit memo. Either the
application generated this number or you entered this number, depending on how you
tailored the application.

Type. Invoice or Credit appears in this field depending on what you entered in the Cr
memo code <C> field on the Invoice & Credit Header (Enter) display (AMV160).

P.O. (Purchase order). The purchase order number for the invoice or credit memo.
This field only appears if Purchasing is installed.

Gross amount. The total amount for the line item.

Discount amt (Discount amount). The total discount amount that you are taking.

Note: If you applied a discount amount on display AMV162, the discount is
distributed across all detail splits.

Disc % (Discount percent). The discount percent that applies to this item.
Item number. The item number associated with the line item.

Quantity. The quantity invoiced.

Description. The description of the detail being split.

*MRO*. This field appears only if the Maintenance Management System (MMS) is
interfacing, and indicates that this is a spare part item or a maintenance service.

Expense acct (Expense account) [?]. This field is required if you chose General
Ledger distribution during installation tailoring. Type in the General Ledger expense
account number that applies to this line item.

Fixed amount. Type in the portion of the Gross amount to be distributed to the
expense account you entered. Type in either the Fixed amount or the % field, but do
not type in both fields for the same line item. The sum of the Fixed amount cannot be
greater than the Gross amount.

% (Percent). Type in the percentage of the Gross amount to be distributed to the
expense account you entered. Type in either the Fixed amount or the % field, but do
not type in both fields for the same line item.

Note: If on different lines you enter fixed amounts and percents to split the Gross
amount, the fixed amounts are subtracted from the Gross amount before the
percentages are applied. The percentages are then applied to the Fixed amount
remaining total. All of the Fixed amount remaining total must be split before using F11.

Gross %. The total percent of the gross amount being distributed to the expense
account.
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Qty dist (Quantity distributed). The quantity of the item on the new detail record
split from the original detail record.

Amount dist (Amount distributed). The amount of the item on the new detail record
split from the original detail record.

Remaining total. The gross values for the Fixed amount, Gross %, Qty dist, and
Amount dist fields. As you type in amounts or percents to split and press Enter, new
Remaining totals are calculated.

Note: The entire gross amount must be distributed across the new detail lines
before you use F11. The entire gross amount is distributed when gemaining total and
gmount distributed remaining total fields are zero. If you mixed fixed amounts and
percents to split the gross amount only the percent remaining total must be zero.

Option 2. Enter/Edit Invoices and Credit Memos from Offline Files

(AMAM10)

Use this option to enter a new batch of invoices and credit memos from offline files
using the Cross Application Support (CAS) display (AXVOL1). Refer to the CAS
User’s Guide for more information about display AXVOL1. You can enter and edit the
following from offline files:

¢ Invoices
¢ Credit memos
* Prepaid invoices.

Data entry from offline files differs from the preceding work station procedures in the
following ways:

» Enter data onto diskette or disk using offline media support.

» Use the Batch Control form to post control totals. Refer to Chapter 15 later in this
manual for a sample of the form.

* Initialize the diskette to VOLID APTRAN and type in file name APTRAN in
positions 6 through 11 in the first label. Load the programs required for Accounts
Payable data entry. Refer to File Formats later in this manual for the offline file
formats.

» The data is edited in a batch program once you have loaded the offline files. After
the edit, a list of errors is printed.

When using offline entry, keep the following points in mind:

* You can enter as many transactions per batch as you need, but only one
company per batch.

* You must have the company number and batch default date in the first record.
Otherwise, the entire batch will be rejected.

* You can keep recurring expenses on diskettes or in a disk file. Remember that the
batch default date should be changed each period that a recurring expense is
submitted—either in the offline file before it is submitted, or by the operator using
interactive data entry after the data has been loaded.

Note: Remember that the invoice number/invoice sequence number key may
also need to be changed to prevent duplicate invoice errors.



AMAM10, option 2

Contents

Index

Page 3-65

You must have the correct diskette ready to insert in the diskette reader at the
system console if you are using diskettes. The diskette batch can then be
processed at the work station.

Once an offline file is loaded and edited, it is placed in the data entry file. From
there, it can be updated using interactive data entry at the work station.

Payables transactions entered from offline files are processed as follows:

Transcribe information to diskette or disk.

Select option 2, Enter/Edit Invoices and Credit Memos from Offline files from the
Payables Processing menu (AMAM10). When prompted, supply the requested
responses so the system knows if the file is coming from diskette or disk.

Insert the APTRAN diskette at the system console when prompted.

To print the report, type in the information requested and press Enter. Otherwise,
use one of the function keys shown on the display.

Review the listing to see if you need to change or correct any transactions. You
can change transactions interactively by selecting option 1 from the Payables
Processing menu (AMAM10). When prompted, enter the batch number that
corresponds with the batch number assigned and shown in the edit listing. You
can print an Invoice Transaction Proof/Register listing at any time but you must
print it before you can post the batch.

Note: Appropriate messages print in the edit listing to indicate each possible
problem. The following list tells how to resolve these special situations.

The first record did not contain the batch options, company number and batch
default date.

Correct the file and repeat the offline data entry procedures.
No valid transactions processed.

Use the edit listing to determine the problem, then correct the errors and enter the
transactions again.

Batch accepted but has errors.

If the errors are not extensive, note the corrections, and enter the corrections for
the batch using interactive data entry. If the errors are extensive, prepare a
corrected offline file. When the corrected file is ready, delete the first batch and
select the offline entry procedures again.

Invoices have extensive errors.

Invoices with extensive errors are written to error files labeled APTRANXxx, where
xx denotes the company number. Once these invoices have been corrected in the
error file, the error file can be processed as an offline file. Invoices that pass edit
will be loaded to the Payables work file. Invoices still in error will remain in the
error file.

What information you need:. The original invoices and credit memos. In addition,

you need the batch default date you want to use for this
batch, if different from the system date.
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What 