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jmcit

Before setting up Payables Management, complete the Company Setup and Financial Setup procedures. Also
complete Posting Setup, and set up chequebooks in Bank Reconciliation, prior to completing Payables Setup. If these
tasks are not completed, be sure to do so before continuing with the procedures in this training.

Payables Management Setup

To open this window, click the Purchasing series button and then click Payables on the Setup content pane.

B Payables Management Setup E“EI[E

File Edit Tools Help sa Fabrikam, Inc, 4/12/2017
Aging Periods; ®iDueDate (O Doscument Date Password:
Current Period From: 0 Te: 0| | Remaove Yendor Hold ACCESS
1-30Days 1 30| | Exceed Maximum Invoice Amount ACCESS
31 -60Days 31 60| | Exceed Maximum Writeoff Amaunt ACCESS
E1 and Ower E1 939
alr Optionz:
0 Owerride Youcher Mumber at Tranzaction Entry
0 Track Dizcountz Available in GL
Print Historical Aged Trial Balance
[] Delete Urposted Printed Documents
Apply By: © Document Dats © Due Date | [ Print Tax Details on Documents
Pl . - [ #ge Unapplisd Credit &mounts
Default Summary View Amounts Since Last Close v
Checkbaok 1D UPTOWN TRUST |Q Allow Duplicate lnvoices Per Vendor:
Check Format: Stub on Top v O Yes
List Documents on Femittance: All Documents v O Nao
Print Previously Applied D ocuments on Remittance (%) Recuring Tranzactions Orly
Dptions ] ’ Claszes ] ’ 10949 Setup ]
5 J @ [ 0K l ’ Cancel ]

Payables Setup Options
Use the Payables Setup Options window to enter a description for each document type, assign a code and set up the

next document number for the transaction type. To open this window, click the Purchasing series button, click
Payables on the Setup content pane, and then click Options on the Payables Management Setup window.

B Payables Setup Options E]|§|®

File Edit Tools Help sa Fabrikam, Inc. 4f12/2017
Type D escription Code Next Youcher Number 00000000000000453 |
Invoice [l oicH INY Mext Pagpment Number D0000000000000439 |
Finance Charge Finance Charge: Fir Mext Schedule Nurnber SCHEDO00DDD00001 |
Misc Charge Misc Charge Mis Tax Scheduls IDs:
Hatun Retumn RET Furchase ALL DETAILS [
Credit Memo Credit Memao CRM Fraight ALLDETAILS e
Rayment Payment PT Miscellaneous ALL DETAILS T
Schedule S chedule SCH

User-Defined 1 | Type |
Mext Temp. Yendor 1D TEMPORARYD0000T User-Defined 2 | User-Defined 2 |
& e
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Vendor Class Maintenance

.mcit

Use the Vendor Class Setup window to set up vendor classes. To open this window, click the Purchasing series
button and then click Vendor Class on the Setup content pane.

B vendor Class Setup

File  Edit  Tools  Options  Help
EH Save | & Clear | X Delete | =
Class ID LSA-US- [ & Defaut
Description | U.5. Yendors - [nventary
Currency 1D Z-US% Q T ax Scheduls USALSSTCITY+0 Q
Fiate Tupe D ) Shipping Method GROUND [w]
Payment T erms et 30 d Checkbook 1D i
Discount Grace Period 0
Due D ate Grace Period 0 Tupe
Payment Pricrity 1 User-Defined 2
Miniraurn Order $0.00 Tax Type: Mot a 1093 Yendor w
Trade Digcount 0.00% FOE: Nane |w
& Mo Minimum O Percent O Amount
(&) No Magimum ) Amaount
() No Credit @ Unlimited ) Amaount
(@) Nat Allowed 2 Unlimited ) Maimum
Revalue Vendor | Post Result Ta: (%) Payables/Discount Acct ) Purchasing Offset Acct
— Maintain Histary:
Calendar Year Transaction
Fizcal Year Distribution
4 4 » b |byClassiD v 7@

Vendor Class Accounts Setup

Use the Vendor Class Accounts Setup window to enter default accounts for the selected class. To open this window,
click the Accounts button on the Vendor Class Setup window.

m Yendor, Class Accounts Setup

File  Edit  Tools  Options  Help sa Fabrikam, Inc. 4/12/2017
Class ID 15aUS |

Description LS. Yendors - Inventory |

Ilze Cash Account from : (&) Checkbook ) Wendar |

Account D escription
Accounts Payable 000-2100-00 i} Accounts Papable >
Terms Discounts dvailable 000-2105-00 i) Purchages Discounts Available >
Terms Discounts Taken 000-4600-00 iy Purchases Discounts Taken >
Finance Charges 000-8010-00 i}/ Finance Charge Expense >
Purchases 0o0-1300-01 (4 Irveritory - Retail/Parts e
Trade Discount - - i >
Mizcelaneous 000 -6780-00 i) Misesllaneous Expense EY
Freight 000-4710-00 i}/ Freight and Handiing >
Tax 000-6630-00 i) IL State Sales Tax Expense 3
Wiriteoffs - - i >
Accrued Purchases 0ao-z111-00 .4 Acorued Purchases >
Purchase Price Variance 000-4730-00 i}/ Purchase Frice Yariance - Unrealized >
06
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Additional Vendor Accounts

distributed.

m Additional Yendor Accounts

7 it
Open the Additional Vendor Accounts window by clicking the Ellipsis button in the Purchases Account Description
field. These additional purchase accounts can be used during transaction entry when amounts to posting accounts are

File  Edit Tools  Help sa Fabrikam, Inc. 4/12/2017
Class ID USa-Us. |

Description 1.5, Vendors - Inventory

Distribution Type Purchases

Default Account 000 -1300-01 |

Account |Q| - | Description Default on Trx

G600 -6500-00 Postage/Freight - Purchasing/Receiving »

d
v

e

Vendor Maintenance

Use the Vendor Maintenance window to enter and track vendor information about vendors. To open this window, click
the Purchasing series button and then click Vendor on the Cards content pane.

m Yendor, Maintenance

File  Edit  Tools  Options  Help sa Fabrikam, Inc. 4/12/2017
n Save | A Clear | K Delete | Wiite Letters v| 5
Vendor ID | ACETRAVEDDDT 201 O Hold Shatus: |uctive |

Hame A Travel Compary
Shart Marne & Travel | Clasz D | ALSNS WM |Q|
Check Name £ Travel Compary |
Frimary Address:
Address 1D PRIMARY [ 8]
Cantact Greg Powel Phore 1 [298) 555-0101 Ext. 0000
Address 123 Riley Strest Phone 2 [000) 000-0000 Ext. 0000
Phore 3 [000) 000-0000 Ex. 0000
Fau [294) B55-0101 Ext. 0000
City Sydney
State MHSW Tax Scheduls ALSHSWST+20 Q
ZIF Code 2086 Shipping Method OVERMIGHT 4
Country Code |Q, UPS Zone
Country Australia
Address 1D Wendor Account
Purchase FRIMARY il
Bemit To REMIT TO il Comment 1
Ship From FPRIMARY (w1 Comment 2
Options H Address H Accounts ]
4 4 ¥ B |by¥erdor D v Ir @
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Vendor Maintenance O

ptions

jmcit

Click the Options button on the Vendor Maintenance window to open the Vendor Maintenance Options window. Use
this window to set additional defaults and selections for a vendor.

B vendor Maintenance Options

File  Edit  Tools  Options  Help sa Fabrikam, Inc. 4/12/2017

Wendor 1D ACETRAVEDOD

M arme A Travel Company |

Currency [D 2S¢ il D| Tax D |

Bate Type 1D il Tax Registration

Paprent Terms et 30 ) Checkbook 10 [»Y

Dizcount Grace Period Type Other Expenzes

Due Date Grace Period User-Defined 2

Payment Pricrity 1 Tax Type: Mot a 1093 Vendor v

Minirurn Order | 1099 Bow:

Trade Digcount | FOB: Mane v
Language: Mone R

Mirimum Payment: (# Mo Mirimum ) Percent ) Amaunt

b awimurn |rvoice At (& Mo Maximum ) Amourt

Credit Limit; () Mo Credit @ Unlimited ) Amount

Wiritenffs: & Mot &llowed ) Unlimited ) Maximum

Fevalue Yendor | Post Results Ta: (® Payables/Discount Acct () Purchasing Offset Acct

td aintain History:

Calendar v'ear Tranzaction

Fizzal T'aar Distribution

Vendor Address Maintenance

Click the Address button on the Vendor Maintenance window to open the Vendor Address Maintenance window.

m Yendor, Address Maintenance

=3

File  Edit Tools  Help sa Fabrikam, Inc. 4/12/2017
B save | A& Clear | % Delete | =
Vendor 1D ACETRAVE 00T [
M ame A Travel Company |
Address ID | 4| PRIM&RY [r {18
Cantact Gireg Powel Phare 1 [298) B55-0101 Ewt. 0000
Address 123 Riley Street Phone 2 [Q00) 000-0000° E=t. 0000
Phone 3 (Q00) 000-0000° E=t. 0000
Fax (294] BB5-0101 Ext. 0000
City Sydney
State NS
ZIP Code 2086 Tax Scheduls AUSNSWST+20 Q
Country Code |Q Shipping Method OVERMIGHT i
Coairitry Australia UPS Zone |
EFT Bank
4 4 »F M Q @
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Vendor Account Maintenance jmc

Click the Accounts button on the Vendor Maintenance window to open the Vendor Account Maintenance window.
Use this window to enter default accounts for each vendor record.

m Yendor, Account Maintenance

File  Edit  Tools  Options  Help sa Fabrikam, Inc. 4/12/2017
Vendor D ACETRAYEDDDT |

M ame A Travel Company |

|Jze Cash Account Fran: (&) Checkbook ) Wendor |

Account Description

Cash = = - o
Accounts Payable 000-2100-00 4| Accounts Papable 3>
Terms Discounts Awailable 000-2105-00 i) Purchases Discounts Available >
Terms Discounts Taken 000-4600-00 iy Purchases Discounts Taken >
Finance Charges 000-8010-00 i}/ Finance Charge Expense >
Purchases 400-6520-00 (4] Travel - Servicedrstallation e
Trade Discount - - i >
Mizcelaneous 000 -6780-00 i) Misesllaneous Expense EY
Freight 400 -6500 -00 i}/ Postage/Freight - Service/Installation >
Tax 000-6650-00 () Australia Sales Tax Expense 3
Wiriteoffs - - i >
Accued Purchases ooo-2111-00 iy Accrued Purchases >
Purchase Price Yariance 000-4730-00 i}/ Purchase Price Variance - Unrealized 3>
06

Vendor History

Use the Vendor Credit Summary window to view vendor history and summary information. To open this window, click
the Purchasing series button and then click Summary on the Cards content pane.

M VYendor Credit Summary

File  Edit  Tools  Help sa Fabrikam, Inc. 4/12/2017
E Save | & Clear | ‘wiite Letters v| 5
Vendor ID | ACETRAVEODD! 3] Curtent Balance $6,713.27
MName & Travel Compary | On Order $0.00
Murnber Date Aot
Laszt Check, 20087 2Me2my? $50.00
Lazt Invoice DLKF.LA K RABS2M7 =
Balance Unpaid Finance Charges
Unapplied Payment First Purchage Date B/26/2013 ]
Highest Balance $9.612.35 Diayz Far Checks ta Clear
Aaing Period Arnount Average Days to Pay:
Current Period $0.00 & Year to Date
1-30Days $0.00 Life to D ate
31 -60Days $0.00
E1 and Owver $6.713.27 Muriber of Paid Invoices:
$0.00 Year to Date 1
$0.00 Life to Diate 1
$000
Period ] ’ Yearly ]
4 4 » M |byVendorlD v @
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To enter historical amounts per period, click the Period button on the Vendor Credit Summary window to open the
Vendor Period Summary window.

Period Summary Information

B vendor Perind Summary

File  Edit  Tools  Help sa Fabrikam, Inc. 4/12/2017
Wendor ID ACETRAVEDDDT |

MHame & Travel Company |

Dizplay: () Calendar ) Fiscal | Year 2m7 Month/Period 4 41k
Amaurt Billed $0.00 Terms Disc Avail $0.00
Amount Paid $0.00 Terms Disc Taken 30.00
1099 Amount $0.00 Termsz Disc Lost $0.00
Withholding $0.00

Finance Charge $0.00 Muriber of Finance Charges 0
wiitenffs $0.00 Mumber of Invaices 0
Returns $0.00

Trade Discounts $0.00

5 *‘-’:) @ Save l [ Clear

Yearly Summary Information

To enter or calculate yearly history totals for a vendor, click the Yearly button on the Vendor Credit Summary window
to open the Vendor Yearly Summary window. Because payables transactions are date sensitive, period balances
must be entered in the Vendor Period Summary window.

ElEIX]

B vendor Yearly Summary,

File Edit Tools Help sa Fabrikam, Inc, 4/12/2017
Wendor 1D ACETRAYENDD |
Mame A Travel Company |
Summary Wiew Fizcal Year -
“ear 207 | Perind (3 Al ) From 0y
Ta 0y Calculate

‘Year to Date Last vear Life to Date
Amount Billed $0.00 $0.00 $8.163.27
Amount Paid $50.00 $0.00 $1.450.00
1099 Amount $0.00 $0.00 $0.00
Wwithholding $0.00 $0.00 $0.00
Terms Disc Avail $0.00 $0.00 $0.00
Temms Disc Taken $0.00 $0.00 $0.00
Termns Disc Lost $0.00 $0.00 $0.00
Finance Charges $0.00 $0.00 $0.00
Wiritenffs $0.00 $0.00 $0.00
Fieturns $0.00 $0.00 $0.00
Trade Discounts $0.00 $0.00 $0.00
Ma. Finance Charges 0 0 1]
Mumber Invoices 1 0 9
50 @
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Batch Entry

& Payables Batch Entry

7 it
Use batches to group similar transactions. Using batches is optional, but can help to organize payables transactions.
To open this window, click the Purchasing series button and then click Batches on the Transactions content pane.

B=ES

=

File  Edit  Tools  Help sa Fabrikam, Inc. 4/12/2017
I save | & Clear | X Dekete |-|E| Post |

Batch ID PavABLES BATCH [y Origin: Payables Trx Entry

Comment Papables Invoice |

Frequency: Single Use e | Pasting D ate 4212007 |

Checkbook ID

UPTOWM TRUST

)

Times Posted Last Date Posted
Control Actual
Tranzactions 2
Batch Tatal $0.00 $125.00
Uszer D Approval D ate
44> » e

Payables Transaction Entry

Use the Payables Transaction Entry window to enter many vendor related transactions. To open this window, click the
Purchasing series button and then click Transaction Entry on the Transactions content pane.

B Payables Transaction Entry

EEX

File  Edit  Tools  Options  Help sa Fabrikam, Inc. 4/12/2017
I save | ¥ Delte |-|E| Post | & Print | =)
Youcher No. 00000000000000457 i3] O Intercompany Batch 1D PaYABLES BATCH |6} -)l
Document Type: Invaice Doc. Date | 4/21/2017 H| >

D ezcription Phd

Vendor ID ACETRAYE D001 ] Currency ID ZUs$ 2O
Marne & Travel Company | Document Number DOCURENT 1

Addrezs D FRIMARY Q P.O. Humber

Remit-To D il Shipping Method OWERMIGHT il
Papment Terms | Net 30 23 Tax Schedule ID COMPANYPUR e
Purchazes $50.00

Trade Discount $0.00 Cash $0.00 | &>
Freight $0.00 Check, $0.00 | =
Mizscellaneous $0.00 Credit Card $0.00| >

Tax £0.00 -)l Termsz Dizc Taken $0.00

Tatal $50.00 Or Azoount $50.00

[ Distributions ][ Print Check ]
4 4 » M |byBatchiD v Status | Unposted | {re
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Tax Amounts

to open the Payables Tax Detail Entry window.

B Payables Tax Entry

jmcit

Taxes are calculated automatically, based on tax schedules and shipping information. Click the Tax expansion button

File  Edit  Tools  Options  Help sa Fabrikam, Inc. 4/12/2017
Type Irwvoice
Dacument Murmber DOCUMENT 1
Pre-Tax Amount $50.00
Tax Detal D |Q|D| Total Purchazes Total Taxable Purchases T ax Amount 2
Description Account |Q| Dl 2| PercentAtmount ¥
USEXMT+PSOND $50.00 $50.00 $0.00 A
$0.00 $0.00 $0.00
v
Tatal Tax Armaunt $0.00
Difference $0.00
4:) @ 0K ] ’ Delete ] ’ Diefault

Print a Cheque

If a cheque amount is entered, click Print Cheque to open the Print Payables Transaction Cheques window and

generate a computer cheque. If Print Cheque is not selected, the cheque is recorded as a manual cheque.

o)X

m Print Payables Transaction Check

Fil=  Edit Tools Help 53 Fabrikam, Inc. 4/12/2017
Checkback 1D UPTOWMN TRUST Currency 1D Z-U5% |
Check, Date 4275207
Check Humber 20053 | Check Format: Stub on Top w |
[] Separate Remittance
|F'lint: 3 Stub Alignment Form (#) Check |
o
Commercially In Confidence Page 9 WwWw.jmc.it
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Apply Credit Memos or Returns mc

When a credit memo or return is entered, the amount credited or returned can be assigned to the original transaction
or to another transaction to reduce the liability. Click Apply on the Payables Transaction Entry window to open the
Apply Payables Documents window.

B 4 pply Payables Documents

Fil=  Edit Toaols Help sa Fabrikam, Inc, #4/12/2017
‘/ ok | @ Find |@ IInapply | Auto &pply
Vendor ID ACETREVEODDOT [ | Document Ho, |4]cR1234 [r]
M armne & Travel Company | Dacument Type: Credit Mema v
Apply From Currency 10 5% |
Apply Date 4122my H Apply Posting Date 412/2m7 |
Origital Aot | $500.00 Unapplied Amount | $500.00 |
| Apply to Document | [iue Date Amount Bemaining | Apply Amount F
Type | Original D' ocument &mt | Dizcount Date | Terms Available | Temns Taken | Winteafft ¥
Apply Ta Currency (D |Exchange Rate Calculation Methiod Realized Gain/Loss
[ 1000 | 7/26/2m3 457.58| $0.00 A
Wy | $657.68| 0/0/0000 $0.00] $0.00] $0.00
zUs$ | 0.0000000 | $0.00
O 1001 [8/3/2013 $153.81 | $0.00 —
Y| $553 81 | 0/0/0000 $0.00] $0.00] $0.00
zUs$ | 0.0000000 [ $0.00
1002 |918/2m3 $180.72| $0.00
My | $430.72| 0/0/0000 $0.00] $0.00] $0.00
ZUs3 | 0.0000000 | $0.00 1+
|b_l,l Yendar ID ~ @

Distribute to Posting Accounts

To view or change the distributions, click the Distributions button on the Payables Transaction Entry window to open
the Payables Transaction Distribution Entry window.

B Payables Transaction Entry Distribution

File  Edit Toaols Wew Help sa Fabrikam, Inc, 4/12/2017
Yendor 1D ACETRAVEDDDT | Youcher Wumber 0000000000a0000457
Wendor Name & Travel Company | Document Type Invoice
Currency ID Z-U5% | Functional &mount $57.50
Originating Amaount $0.00
Co. ID | | |Account | | |Q| -)| Type Dehit Credit &
Description Originating Debit Originating Credit ¥
Distribution Aeference Comesp. Co. ID
400 -F520-00 PURCH - £50.00 $0.00 A~
400-6500 -00 FREIGHT $5.00 $0.00
0o0-g780-00 MISC b $2.50 $0.00
00a-2100-0a Py v $0.00 $57.50
R - $0.00 £0.00
v
Functional Taotals $57.50 $57.50
Originating Totals $0.00 $0.00
,‘_":) @ QK. ] ’ Delete ] [ Drefault l ’ Redizplay
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Using MDA in Payables Management

& Payables Analysis Posting Detail

7 it
Use Multidimensional Analysis with any of the transaction types in the Payables Transaction Entry window. The
following are some points to remember when using Multidimensional Analysis.

EO&X

File  Edit  Tools Help sa Fabrikam, Inc. 4/12/2017
Aceournt 000 -6410-00
Description Yehicle Insurance
Posting Amount $1.000.00 |
Analyziz Group [0 |Q Group Diescription Analyzis Type
CARS Fleet of Cars Qptional ~
v
Current Group | CARS | [ Autg Allocate ]
Analyziz Code 1D |Q| Posting Diescrption |Quantit_l,l Amaunt &
Code Diescription ¥
INTREFID ] $400.00
CONTOUR 0 $250.00
TaAUJRUS 0 $350.00
$0.00 $0.00
v
Tatal $1,000.00 |
Q @ 0K ] ’ Delete ] ’ Diefault ]

Scheduled Payments Entry

To open this window, click the Purchasing series button and then click Scheduled Payments on the Transactions

content pane.

B Payables Scheduled Payments Entry.

[=1[eq

File Edt Tools Help sa Fabrikam, Inc. 4/12/2017
n Save | A Clear |-|E| Post | Delete 5
Schedule Number SCHEDO00O000000T |2/ Interest Type: @ Compound O Simple |

Schedule Description |
Original Document Humber |1 Schedule Interest Rate 3.5000%
Original Document Type Inwoice Number of Payments 24
Wendor 1D ADVANCEDOON Payment Frequency M anthly v
Wendor Mame Advanced Office Systems | Calculated Papment Amount $1.819.76
Schedule Document Date | 1/30/2017 i) First Invoice Document Date | 1/30/2017 ﬁ|
Schedule Amount $42121.46 First Invoice Due Date 252802my ﬁ|
Currency ID Z-U5%
— Pasting Accounts
Accounts Payable 000-2100-00 24| Accounts Payable >
Payables Dffset 000-2111-00 i3] Accrued Purchases >
Interest Expense 000-8020-00 i3 Interest Expense >
Calculate l [ Amortization ]
4 4 » M |Schedule Mumber v D )
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Amortization Schedule

7 it
An amortization schedule is generated when the monthly payment amount is calculated for a payment schedule. To
view the amortization amounts click the Amortization button in the Payables Scheduled Payments Entry window.

B payables Amortization Schedule | §|[5__<|
Eile  Edit Tools Help sa Fabrikam, Inc. 4/12/2017
Schedule Mumnber SCHEDO0000000001 Schedule Amount $42121.46
Schedule Description | Schedule Interest Fate 3.5000%
Wendor 1D ADVANCEDOOOM | Payment Frequency M anthly
Wendor Name Advanced Office Spstems | First Invoice Document Date | 1/30/2017
Papment Diue Date Payment Amount Principal Interest Principal Balance
1|2/28/2017 $1.81976 $1.696.91 12288 $40.424 55 ~
2|3/28/2017 $1.819.76 $1.701.86 $117.90 $38.722.69
3| 4/28/2017 $1.81976 $1.706.82 $112.94 $37.M5.87
4| 5/28/2017 $1.819.76 $1.711.80 $107.96 $35.304.07
5| 6/28/2017 $1.819.76 $1.716.79 $102.97 $33.587.28
B|7/28/2017 $1.819.76 $1.721.80 $397.96 $31.865.48
7| Bs28/2017 $1.81976 $1.726.82 $9294 $30,138.66
8|5/28/2017 $1.819.76 $1.731.86 $87.90 $28.406.80
9|10/28/2017 $1.81976 $1.736.91 $8285 $26,669.89
10| 11/28/2017 $1.819.76 $1.741.97 $77.79 $24.927.92 &
B @

Post Scheduled Payments

Use the Post Payables Scheduled Payments window to post individual payments in a payment schedule. To open this
window, click the Purchasing series button and then click Post Scheduled Payments on the Routines content pane.

B

B Post Payables Scheduled Payments |

File  Edit Tools  Help sa Fabrikam, Inc, 4/12/2017
"E' Post | Redizplay | ° Cancel |
Range |Schedule Hurmber v |@ al O From i
To i)
Diue Date Cutoff 0/0/0000 9
[Disply @&l OMaked | [ Markan | [ Unmark e |
Marked |Vendor 1o} |Schedule Murnber |Due Date &
Papment Amaunt | Dezcription ¥
ADVANCED OO0 SCHEDOO00000000 2/28/2M7 -~
ADVANCED OO0 SCHEDO0000000001 3/28/207
ADWAMCEDDOO SCHEDO00000000m 4/2802M7 i
ALWAMCEDOOO SCHEDOO00000000 5/2Bf2MT
ADVANCED OO0 SCHEDOO00000000 B/2B/207
ADVANCED OO0 SCHEDO0000000001 A2RS2NT
ADWAMCEDDOO SCHEDO00000000m B/2B/2M7
ALWAMCEDOOO SCHEDOO00000000 9/28/2M7 -
|Schedule Murnber w iy @
Commercially In Confidence Page 12 WwWw.jmc.it
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Enter a Manual Payment jmc

Use the Manual Payment Entry window to record payments made by writing a manual cheque, using a credit card, or
making cash payments. To open this window, click the Purchasing series button and then click Manual Payments on
the Transactions content pane.

B Payahles Manual Payment Entry

File  Edit Toaols  Options  Help sa Fabrikam, Inc. 4/12/2017
E Save | K Delete | Auto Apply |-|IE| Post | 5

Payment Number 00000000000000262 20O BatchiD MANLIAL CHECK e

Date gam? @ | Batch Total $75.00

Vendor ID ADVANCEDOODT ] CurencylD | Z15$ R E]

Check Hame Advanced Office Spstems

Payment b ethod: Check Credit Card |

Cazh EFT

Checkbook 1D UPTOWMN TRUST | Amaunt

Document No. 20042 Unapplied $0.00

Amount $50.00 Applied $50.00

Comment Tatal $50.00

Termnz Discount Taken $0.00 e riteoff | $0.00 |

Terms Discount Available $0.00

’ Apply ] ’ Distribution ]
4 4 » » |byBatchiD v @

Apply to Specific Documents

To pay specific outstanding transactions, click the Apply button to open the Apply Payables Documents window.

B 4 pply Payables Documents

Fil=  Edit Toaols Help sa Fabrikam, Inc, #4/12/2017
‘/ OK |#% Fird | @ Unapply | Auto &pply
Vendor ID ADYANCEDDOOT [ | Document Mo | 4] zonaz [r]y
Marne Advanced Dffice Systems | Docurment Type: Payment v
Apply From Currency (D Z5% |
Apply Date &a207 H Apply Posting Date yn2m7 |
Original Amount | $50.00 | Unapplied Amount | $0.00 |
| Apply to Document | Diue Date Amount Bemaining | Apply Amount N
Type | Original D ocument Amt | Dizcount Date | Terms Available | Temns Taken | winteaft ¥
Apply To Currency 1D |E:-:change Rate Calculation Method ﬁ!ealized Gain/Losz
[ 115000 |2r15/2m4 $15.736.74] $0.00 A~
Iy | $15,736.74] 1/16/2014 $307.65 $0.00] $0.00
ZUss |0.0000000 | $0.00
[ 2255 |7r21/2m7 $3,000.00 $0.00 —
My | $3,000.00| 0/0/0000 $0,00] $0.00] $0.00
ZUs3 | 0.0000000 | $0.00
[/ s000 [11/22/2m3 $2.828.54 $0.00
Ny | $3,268.54| 0/0/0000 $0.00] $0.00] $0.00
ZUss | 0.0000000 | $0.00 &
|b_l,l Wendor 1D v {r@
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Distribute to Posting Accounts j c

To view or change the distributions, click the Distributions button to open the Payables Transaction Entry Distribution
window. Be sure the payment amounts in this window are allocated to the correct posting accounts, and make any
necessary adjustments. The distributions are based on the amounts entered in the Payables Manual Payment Entry
and Apply Payables Documents windows and are displayed as defaults.

B Payables Transaction Entry Distribution

File  Edit  Tools  Wiew  Help sa Fabrikam, Inc. 4/12/2017
‘endar 10 ADWANCED OO0 | Payment Mumber 0n0n0n0a0a0n00zZe2
Wendor Name Advanced Office Systems | Document Type Payment
Currency 1D 2458 | Functional Amount $50.00
Origitiating Amount $0.00
Co. ID | | |Account | | |Ql -)| Type Dehit Credit A
Drescription Originating D ebit Originating Credit ¥
Digtribution Reference Comezp. Co. D
ooo-1100-00 CasH ~ $0.00 $50.00 A
00a-2100-0a Py v $50.00 $0.00
- hd $0.00 $0.00
v
Functional Totals $50.00 $50.00
Originating Totals $0.00 $0.00
J @ kK ] [ Delete ] [ Drefault ] [ Fedizplay

Select Payables Cheques

Two options are available for selecting vendors and vouchers to create computer cheques. Use the Select Payables
Cheques window to quickly select ranges of vendors and vouchers to pay. To open this window, click the Purchasing
series button and then click Select Cheques on the Transactions content pane.

B Select Payables Checks |_ |'E|rz|
File Edit Tools Options Help sa Fabrikam, Inc, 4/12/2017
$i addtoBatch | & Clear | =)
Batch ID COMPUTER CHECK1 |Ql > Checkbook D UPTOWMN TRUST
Batch Total $390.89 Currency 1D Z4s53 |
Select Vendor by |Vend0l D v |@ sl (O From:
To:
Select Document by: |\-"0ucher Murmber e |@ Al (O From:
To:
Due D ate Cutaff: &) None () Due Date
Select Documents: |Func:ti0nal Currency Only e | One Check Per: ‘Wendor ~
Automatically Apply E xisting Unapplied: —_— [ Take Mon-Qualifying Discounts
Payments Credit Memos Returmnz ] Pav Only Minimum
(& Functional Curency Orly Al Currenciss Apply Date 4M202m7 H
Remittance: Frint Checks
Lizt Documents: Al Documents hd Frint Previously Applied Documents Edit Check B atch
Sort Documents by: Drate: -
Edit Check
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Edit Payables Cheques

B Edit Payables Checks

jmcit

Use the Edit Payables Cheques window to edit, delete, or add a vendor or voucher to a payment batch created using
the Select Payables Cheques window. To open this window, click the Purchasing series button and then click Edit
Cheque on the Transactions content pane.

EEX

File  Edit  Tools  Options  Help sa Fabrikam, Inc. 4/12/2017
EH save | X Delete | Auto Apply | S
Payment Number 00000000000000265 £4[1  Checkbook D UPTOWMN TRUST
Batch ID COMPUTER CHECK iy > Currency 1D Z-US% |
Batch Total $330.83 Apply Date 41252m7 i
¥endor ID WESTJUNCO00T [ amount
Check Mame Wwest Junction Service Unapplied $0.00
Applied $930.89
Comment | Check $5990.89
List Documents on Remittance: All Documents Electronic
Sort Documents on Remittance by Date
Terms Discount Taken 30.00)  wiiteoff 30.00 |
Terms Discount Available $0.00
| CheckStub || apply | Distipution || Pt Checks |
4 4 ¢ M by Batch 1D w | Status | Unposted | “_':_) @

Cheque Stub

Open the Payables Cheque Stub Documents window by clicking the Cheque Stub button. Use the Payables Cheque
Stub Documents window to determine what documents appear on the cheque stub.

B Payables Check Stub Documents

==

sa Fabrikam, Inc. <4f12/2017

File Edit Tools Options Help
Papment Mumber | nonnnnnnnnnnnnzES | Check dmaunt $a90.85 |
Wendar 1D | wESTJUNCOOD | Currency 1D |zuss
Print | Tupe | “Woucher MNurmber Doc Date Arnount Arnount Paid
¥ |Nv | 00000000000000332 1/6/2004 318,33 $318.33 I~
(184 00000000000000367 17292014 672 56 672 56

~
@
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Distributions

.mcit

To view or change account distributions, click the Distributions button to open the Payables Transaction Entry
Distribution window. Verify the payment amounts are allocated to the correct posting accounts, and make any

necessary adjustments.

B Payables Transaction Entry Distribution

File  Edit  Tools  Wiew Help sa Fabrikam, Inc. 4/12/2017
Wendor 1D WESTJUMCOO0 | Payment Mumber 00000000000000265
Wendor Name West Junction Service | Document Type Payment
(® Show the Payment Distribution Information Functional Amount $990.89
() Show Apply | | | | Origitiating Amount $0.00
D ocument Mumber | Currency [D Z-U5%
Co. ID | | |Account | | |Ql -)| Type Dehit Credit A
Drescription Originating D ebit Originating Credit ¥
Digtribution Reference Comezp. Co. D
0o0n-1100-00 CasH ~ $0.00 $390.83 &
000 -2100-00 Py v $930.89 $0.00
- ~ $0.00 $0.00
v
Functional Totals $390.89 $390.89
Originating Totals $0.00 $0.00
J @ Qk. ] ’ Delete ] ’ Default ] ’ Redizplay

Edit Payables Cheque Batches

Use the Edit Payables Cheque Batch window to edit, delete, or add a vendor or voucher to the payment batch created
using the Select Payables Cheques window. To open this window, click the Purchasing series button and then click

Edit Cheque Batch on the Transactions content pane.

B Edit Payables Check Batch

File ~ Edit Tooks  Help sa Fabrikam, Inc, 4/12/2017
v g Fedisplay | =
Batch 1D COMPUTER CHECKA Q Checkbook 1D UPTOWMN TRUST
Currency [0 Z-US$ Checkbook Currency [D Z-US$
Batch Tatal $5330.89 Balance before checks $95,979.19
Apply Date 412/207 iec] Balance after checks $34,988.30
Wendors [ Colmns Select the docurnents you would like to pay for vendor: [ Columns
Vendor ID Total Amount Paid ACETRAVEDDDT A Travel Company
[]| ACETRAVEDOM $0.00 |~ Woucher Mumbers  DueDate  Amount Remaining  Amount Paid
[ ADVANCEDOOM $0.00 ] []) 000000000000000 | 7/26/2013 $57.68 $0.00 ~
[ ALLENSOMOOM $0.00 [] 000000000000000 | 8/8/2013 $153.81 $0.00
[ AMERICAN001T $0.00) []| 000000000000000 | 919/2013 180,72 4$0.00 5
[]) as50CIATO001 $0.00 [] 000000000000000 | 1041772013 $596.03 $0.00
[]| ATTRACTIO0001 $0.00 []| 000000000000000 | 11/23/2013 $605.45 $0.00
[]) BURMETTTOOO $0.00 [T] 000000000000000 | 12/24/2013 $1.906.44 $0.00
[]| BUSINESS MaG $0.00 []| 000000000000000 | 14742014 $2.15875 $0.00
[]| BUSINESS000 $0.00 []| 000000000000003 | 2/27/2014 $1.054.39 0.00
]| CaPITALPOOO $0.00
[]| CARLSOMS00M $0.00
[]| CENTRALCOOM $0.00 | v
@ Indicates that a credit docurnent iz applied.
@ Edit Check ] [ Piirt Checks
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Print and Post Cheques
Use the Print Payables Cheques window to print the cheque batches created in the Select Payables Chéques window
and the Edit Payables Cheques window. After the cheques print, individual cheques can be voided or reprinted, if
necessary. If the printed cheques are correct, post the cheques.

m Print Payables Checks

File  Edit  Tools  Options  Help sa Fabrikam, Inc. 4/12/2017
& Pt | & Clear | =

Batch ID COMPUTER CHECKY [} Checkbook|D | UPTOWN TRUST

Batch Tatal $390.63 Currency 1D ZUs$ |

Check Number 20053

Check Date 412/2M7 st

Check. Comment

Sort Checks By Paprnent Murmber hd [] Separate Femittance
Check Farmat: Stubon Top hd | Frint: ) Aligrment Form & Checks |
4 4 F B ‘H, @

Select a Cheque Process

After the cheques are printed, the Post Payables Cheques window opens. Use this window to reprint cheques, void
cheques, print an alignment form or post the cheques to complete the cheque process.

B Post Payables Checks

Fil=  Edt Toaols Options  Help sa Fabrikam, Inc, #4/12/2017
Batch 1D COMPUTER CHECK Q| Checkboak 10 UPTOWMN TRUST
Posting Date 412/2017 ] Marne Computer-Uptown Trust
Process: Reprint Checks - Currency 1D Z-5%
Check Date an202my

“oid or Reprint Fange: @ &l ) From:

To:
Starting Check Number | 20060 |
c_J @ [ Process ] [ Process Later ] [ Clear
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Use the Apply Payables Documents window to apply posted payments, credit memos, prepayments and returns. To
open this window, click the Purchasing series button and then click Apply Payables Documents on the
Transactions content pane.

Apply Payables Documents

B Apply Payables Documents

File Edit Tools Help sa Fabrikam, Inc. 4j/12/2017
v' 0 | @& Fird [gEl Unapp  [HE]  Autospply
Vendar 10 | ACETRavVEDOD ] Document Ho. 4| cR1z34 vy
Mame | A Travel Compary | Document Type: Credit Memo e
Apply From Currency 1D Z-US% |

Apply Date 412207 EH Apply Posting D ate 412/207

Original Amount [ $500.00|  Unapplied Amourt [ $500.00 |

|ADD|I,I to Document | Due D ate Amount Bemaining |App|_l,l Arnount | =
Type | Original D ocument Amk | Discount Date | Terms &-vailable | Tems Taken |\.v\.-"rilec|ff | -
Apply To Currency 10 | Exchange R ate Calculation b ethod Realized Gain/Lozz
[/ 1000 | 7/26/2013 $57.68| $0.00 A
MY $657.66] 0/0/0000 $0.00] $0.00 $0.00
ZAI5$ | 0.0000000 $0.00
[ 1001 EEEDE $153.81 $0.00 —
NV $553.81 | 0/0/0000 $0.00] $0.00] $0.00
ZAI5$ | 0.0000000 $0.00
[ 1002 [919/2013 $120.72 $0.00
MY $430.72| 0/0/0000 $0.00] $0.00 $0.00
ZAI5$ | 0.0000000 $0.00 s
by Wendor (D ~ ]

Distribute Additional Taxes and Write-off Amounts

While the Apply Payables Documents window is open, highlight or enter an amount in the Discount or Write-off field.
Drag the mouse pointer over the Discount or Write-off column heading and click the mouse to open the Additional Tax
and Write-off Distributions window.

B Additional Purchasing Tax and Writeoff Distributions

FEX

File  Edit Tools Help sa Fabrikam, Inc, 4§12/2017
Yendor ID ACETRAVEDDD | Document Mo, 1000

Marme A Travel Compary Aot $E57.E2
Posgting D ate |

Unposted Dizcounts Distributed To GST:
Tatal Dizoournts $20.00 GST Taken Amaunt $0.00
Unposted Dizcounts £20.00 G5T Percertage 0.00%
GST Tan DetailID [

Tatal \writenffs $0.00 Unposted Wwiteoffs Distributed Ta wWithhalding:

Unposted \Writeoffs $0.00 | |
e
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Batch Recovery

Routines content pane.

BEMl Batch Recove Iy

Fil= Edit Toals Help

% LContinue | FRedisplay |

jmcit

If there is a power fluctuation or some other posting interruption, or if any transactions in a posted batch contain
errors, use the Batch Recovery window to complete posting for interrupted batches or select the batches containing
errors for edit. To open this window, click the Administration series button and then click Batch Recovery on the

sa Fabrikam, Inc, #4/12/2017

Series: all R
| Display Batches: & Al O Marked [ Madean | [ Unmarkan |
Batch I | Origin Status [=
Comment Mo, of Trx | Frequency |=
2%
o

by Batch 1D -

Define Intercompany Relationships

Before entering intercompany transactions, define relationships between companies that can have intercompany
transaction interaction. Use the Intercompany Setup window to define these relationships. To open this window, click
the Administration series button and then click Intercompany on the Setup content pane.

el Intercompany Setup

File Edit Tools Help

Originating Company ID | Tw0 |Q Company Mame

sa Fabrikam, Inc. 4/12/2007

Fabrikam, Inc. |

Destination Company Name:

Accounts

£ gecond Company
Acme, Inc.

Originating Company

Family Health Center B 000-2035-00 Q|
Description Intercomapny payable Family Health Center
Due From 000-1200-10 Q!
D escription Intercornpany Receivable from Family Health Center

Destination Company

Due To 000-2035-00 Q!
Description Intercompany Payable to Fabrikam

Due Fram 000-1200-10 Q|
Description Intercompany Receivable from Fabrikam

Company 1D i_FFIE |

Enter Corresponding Cormpary 1D

S50

[ Save ] [ Clear ] [ Delete
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Enter Payables Intercompany Transactions

jmcit

Open the Payables Transaction Entry window to enter an intercompany transaction. To open this window, click the
Purchasing series button and then click Transaction Entry on the Transactions content pane in the originating

company.

B Payables Transaction Entry

File Edt Toals Options  Help sa Fabrikam, Inc, 4f12/2017
I Save | ¥ Delete |4 Post | S Print | =)
Youcher No. YCHO0530 Q D |ntercompany Batch ID PavABLES BATCH Q -)l
Dacurment Type: Irweaice Doc. Date | 4/12/2017 |

D escription

Vendor ID ACETRAYEQQDT ] Currency ID zUss FEE
Mame 4 Travel Company | Document Number 3456

Address D PRIMARY i P.0. Number

Bemit-To D REMIT TO Q Shipping kethod OVERMIGHT Q
Payment Tems | Net 30 ) Tas Schedule D COMPANYPUR e
Purchazes $500.00

Trade Discount $0.00 Cash $0.00 | >
Freight $0.00 Check $0.00| %
Miscellaneous $0.00 Credit Card $0.00| >

Tax £0.00 ) Termnsz Disc Taken $0.00

Tatal $500.00 On Account $500.00

[ Distributions H Print Check, l

|4 4 » »l |byBatchID » Status | Unsaved | Iy e

Distribute to Posting Accounts

To enter distributions to destination companies, access the Payables Transaction Distribution Entry window to edit
these distributions. Click the Distributions button on the Payables Transaction Entry window to open this window.

B Payables Transaction Entry Distribution

Co X

File: Edit Tools Wiew Help sa Fabrikam, Inc. 4122017
Wendor 1D ACETRAVEDDN | Woucher Mumber WCHOO0B30
Wendor Mame A Travel Compary | Document Type Ireecice
Currency 1D Z1sg | Functional Amount $500.00
Co. ID |Q| > | Account | |Q| | Type |Dehit Credit =3
Dezcription |Dliginating D ebit Originating Credit ¥
Digtribution R eference Comezp. Co. ID
Twa | 400-6520-00 [PURCH |~ $500.00 $0.00 A
Travel - Servicenztallation $500.00 $0.00
TwO | 000-2100-00 [Pay ~ $0.00 $500.00
Accounts Payable $0.00 $500.00
Tw0 | | ~ $0.00 $0.00
$0.00 $0.00
v
Originating Tatals $500.00 $500.00
iy @ aK ] [ Delete ] [ Default ] [ Fedizplay
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Voiding Intercompany Transactions j c

To void an intercompany transaction entered in Payables Management, open the Void Open Payables Transactions
window. To open this window, click the Purchasing series button and then click Void Open Transactions on the
Transactions content pane in the originating company.

B void Open Payables Transactions g@
File  Edit Tools Help sa Fabrikam, Inc, 4/12f2017
g Void | =)
VendorID | ACETRAVECQD! 5 [ Makal | [ Unmark &l |
Woucher Mumber |DocumentNumber |DocumentAmount |‘v"0id Date |Posting Date |‘v"0id =3
Date |Vend0r Mame |Cunency D ¥
00000000000000014 | 1000 | 66768 | B/26/2m3 | 12014 @ O A

B/26/2013 |4 Travel Campany |ZUs3

00000000000000015 [ 1001 | 55381 | 72013 @ | a0 @ O
7/%/2013 | A Travel Campany |Zuss

0000000000000001 & [ 1002 | #3072 s/202013 @ 142014 @] O
8/20/2013 | A Travel Company |zuss 3
0000000000000001 7 [ 1003 | $796.03| 31723 @] a4 @ O
8/17/2013 |4 Travel Campany |zuss

00000000000000018 [1004 | $605.45 | 10/24/2013 @[ 11172014 @] O
10/24/2013 | & Travel Campany |53 v
44 > P @

View Intercompany Transactions in Inquiry

Use the Payables Transaction Inquiry - Vendor window to view transaction detail for intercompany transactions
originating in Payables Management. To open this window, click the Purchasing series button and then click
Transaction by Vendor on the Inquiry content pane.

= Payables Transaction Inguiry - Yendor g@
File  Edit Tools  Wwiew  Help sa Fabrikam, Inc. 4/12f2017
/ ok | Redisplay | %v =
Wendor 1D ACETRAVENDDT [y
Mame A Travel Compary |
Documents: |b_l,l Dracurment Mumber s |® All O From:
To

Include: Work Open History |

Origit | IEI| Document Mumber | Type |Doc. Date Original Amaunt | Unapplied Amount > 2
“Woucher/Pavment Mumber | Due Date Dizc. Date Tranzaction Description —l—Currenc:_l,l [n} ¥
OFEN 1000 NV | B/26/2013 $E57 68 $57.68 A
HIST 1000.3 PMT | B8A/2013 $600.00 $0.00
OPEM 100 INY | 7372003 $552.91 $153.81
HIST 1001.3 PMT | 815/2013 $400.00 $0.00
OPEN 1002 NV | 842052013 $430.72 $180.72
HIST 10022 PMT | 342672013 $200.00 $0.00
OPEN 1003 INY | 3A17/2013 $736.03 $536.03
HIST 1003.1 PMT | 1041772013 $200.00 $0.00 «
4 4 » M |byVendor D w aJ' @
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Intercompany Transactions; GL Inquiry

Vendor Holds

.mcit

Use the Journal Entry Inquiry window to view transaction information for Intercompany transactions posted in General
Ledger. To open this window, click the Financial series button and then click Journal Entry Inquiry on the Inquiry
content pane in the destination company.

B Journal Entry Inguiry |-__||E|FX|
File Edit Tools Wisw Help =a Fabrikam, Inc. 4/12/2017
V' ook | =-S5
Joumal Entry 944 |33 Audit Trail Code GLTR=000007 04
Transaction Date 4/29/206 Batch 1D PMCHE
Source Document | PrCHE, | Fieference Computer Checks |
Currency 1D Zs5% | |D|
Account | | -)| Drebit | Credit | =
Account Description | Exchange Rate | ¥
Driztribution Reference
ooo-1130-00 $0.00 $1.329.92 A~
000 -2100-00 $1.329.92 $0.00
v
Total $1.329.92 $1.329.92 |
Difference $0.00 |
44 > b iy @

A vendor might need to be placed on hold if, for example, the wrong merchandise is received from this vendor several
times. If this occurs, the invoices received from this vendor are not to be paid until the order is corrected. To place a
vendor on hold, click the Purchasing series button, then click Vendor on the Cards content pane.

m Vendor Maintenance

File Edit Toals Options Help sa Fabrikam, Inc. 4f12/2017
EH save | AE  Clear | ¥ Delete | “wirite Letters v| g
Yendor 1D ACETRAWEODDT |Q|D| Hold Status: |.t‘-\c:tive v|

Hame A Travel Company
Short Name & Travel [ Clasz 1D EEE [y
Check Mame A Travel Company |
Primary Address:
Address ID PRIMARY [ £]8]
Contact Greg Powell Phone 1 [292] 555-0101 E=t. 0000
Address 123 Riiley Street Phone 2 [000] 000-0000 Ext. 0000
Phone 3 [000) Q00-0000° Ext. 0000
Fax [294] 555-0101 E=t. 0000
City Sydney
State M5 Tax Schedule AUSNSWST+20 [y
ZIP Code 2086 Shipping Method OVERMIGHT [y
Country Code |Q UPS Zone
Country Australia
Address D Wendor Account | |
Purchaze FPRIMARY i
Bemit To REMIT TO ] Cormment 1 | |
Ship From PRIMARY (=] Comment 2 | |
[ DOptions ][ Addiesz ][ Acocounts ]
14 4 » »|byvendorID v| i e
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Transaction Holds

jmcit

Use the Hold Payables Transactions window to place individual documents for a vendor on hold. To open this window,
click the Purchasing series button and then click Holds on the Transactions content pane.

B Hold Payables Transactions

==

File: Edit Tools Help sa Fabrikam, Inc. 4122017
S =

Wendor ID | sCETRAVEDDDY [=]

Name | & Travel Company Mark &l | [ Unmagcall |

Document Mumber |T3Jpe Voucher/Payment Humber Original Amaount |Hnld IR

Drate Currency 1D Amount Bemaining |¥

1000 | Ny |00000000000000014 $657.68 | ~

E/2B/2013 |Z-L|S$ $57.E68

1001 | v | DOO00000OODDDOOTS $553.81 |

743/2013 |Z-US$ $153.81

1002 | v | 00000000000000016 sa307z| [

8/20/2013 |Z-US$ 318072 4

1004 | v |0o0oooo000000001S 360545 [

10424./2013 | Z-15% $605.45

1005 | v [00000000000000019 $1.90844] O

114242013 |Z-US$ $1.906.44 e

4 4 » M |b_l,l\-"end0rID - @

Void Open Payables Transactions

Use the Void Open Payables Transactions window to void any transaction entered in the Payables Transaction Entry
window. To open this window, click the Purchasing series button and then click Void Open Transactions on the

Transactions content pane.

B Yoid Open Payables Transactions

EEX

File  Edit Tools Help sa Fabrikam, Inc. 4/12/2017
A veid | =
Vendor ID [ ACETRAVEDDD! & [ ekl | [ Domarkar |
Woucher Mumber |DocumentNumber |DocumentAmount |V0id Date |Posting Date |V0id &
Drate |Vend0r MHame |Currenc:_l,l D ¥
0000000000000001 4 | 1000 | $657.68| 6/26/2013 @[ 17172014 @] O~

£/26/2013 |4 Travel Company |zuss

00000000000000015 [ 1007 | $563.81 | 7/eo2m3 @ 1asome @ O
7/3/2013 |4 Travel Company |zuss

00000000000000016 [1002 | $43072] s/20/2m3 @[ 1v2ma @) O
8/20/2013 |4 Travel Campany |ZUs3

00000000000000013 [ 1004 | $605.45 | 10/24/203 | 1472014 @] O
10/24/2013 | A Travel Campany |Zuss

00000000000000019 | 1005 | $1.308.44 [ 1172423 F| 1172014 H O
11/24/2013 | & Travel Company |zuss v
' @
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Void Historical Transactions jmc

Use the Void Historical Transactions window to void cash, cheque or credit card payments, returns, and credit
memos. To open this window, click the Purchasing series button and then click Void Historical Transactions on the

Transactions content pane.

B void Historical Payables Transactions r._”ElEl
File Edit Tools Help =a Fabrikam, Inc. 4/12f2017
el void | =
| D ocumnents: @Al O From: | | | Doc Type: Al w
To | | |
[ Markal | [ Unmarkan |
Document Number |wendor 1D |Document Amount [oid Date |Posting Date [ woid [=
Date Payment Humber |Vendur Mame |Cunent:y 1D | w
00000000000000453 | ADvANCEDOIM | $42121.46 | 130027 | 1/30°2017 @] O ~
1/30/2017 | 00000000000000453 [ &wbvanced Office Systems |zuss N
10000.1 [ comvExINDODT I $391.74[ 101132013 | 11204 @] [
10/13/2013 | 000000000000001 35 | Corivex, Inc. |zuss
1002.1 [ciRcuTDoOOY I $1.579.32 [ 10/22/2m3 @ 14204 @ O
10/22/2013 | 00000000000000083 | Circuit Distributing west [zusg
10021 [METROBUSO0D1 | $293.99 [ 10/21/2013 E| 1A/204 @] [
10/21/2013 | 0000000000000 91 | Meta Business Equipment |zuss
10031 [INTERNATODO1 | $315.00 [ 10.10/2013 | 1A2m4 @] O
10/10/2013 | 00000000000000031 [ Intermational TelsCom Assoc. [z uss v

Edit Payables Transaction

Use the Edit Payables Transaction window to change discount and due date information for posted transactions. To
open this window, click the Purchasing series button and then click Edit Transaction Information on the

Transactions content pane.

P Edit Payables Transaction :|rg|

sa Fabrikam, Inc. 4/12/2017

File  Edit  Tools  Help

H save | & Clea |

Vendor [D ACETRAVEDD [ Document Type: | Inwaice v

E & Travel Company | Number 4 | 1000 | > |Q
Currency D Z-US$

Original Amaunt $E57.68

Document D ate B42E/2013

Dizcount Date 0070000 4 P.0. Mumber |

Due Date 2642013 B Description MEALS/ENT-SERVICE |

4 4 » M |byVWendor D
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Change or Delete Vendor Records

m Yendor Maintenance

7 it
As businesses grow and change, it may be necessary to change information for vendors or remove vendors that no

longer do business with the company. Use the Vendor Maintenance window to remove vendors. To open this window,
click the Purchasing series button and then click Vendors on the Cards content pane.

File  Edit  Tools  Options  Help sa Fabrikam, Inc. 4/12/2017
EH save | A& Clear | % Delete | Wite Letters | =]
Vendor ID | ACETRAVEODD! |20 O Ha Status: |ictive ~|

Mame A Travel Company
Shott Name | A Travel | Class ID | £US-NSW-M ]
Check Name A Travel Company |
Primary Address:
Address 1D PRIMARY [ i8]
Cantact Greg Powel Phore 1 [298) B55-0101 Ewt. 0000
Address 123 Riley Street Phate 2 [Q00) 000-0000° E=t. 0000
Phane 3 (Q00) 000-0000° E=t. 0000
Fax (294] BB5-0101 Ext. 0000
City Sydney
State NS Tan Schedule AUSHSWST+20 il
ZIP Code 2086 Shipping b ethod OWERMIGHT Q
Country Code |Q UPS Zone
Coairitry Australia
Addrezs D Yendor Account
Purchase PRIM&RY Q
Bermit Ta REMIT TO (] Carmment 1
Ship From FPRIMARY il Comment 2
DOptionz ” Addiess ” Accounts ]
4 4 K b |b_l,l\-"end0r|D v| J @

Change/Delete Vendor Addresses

Use the Vendor Address Maintenance window to create, modify and delete vendor address information. To open this
window, click the Purchasing series button and then click Addresses on the Cards content pane.

m Yendor, Address Maintenance

File  Edit Tools  Help sa Fabrikam, Inc. 4/12/2017
H save |4 Clear | % Delete | =
Vendor ID ACETRAVEDNDT 2y
M ame A Travel Company
Address ID | 4| PRIM&RY [r {18
Cantact Gireg Powel Phare 1 [298) B55-0101 Ewt. 0000
Address 123 Riley Street Phone 2 [Q00) 000-0000° E=t. 0000
Phone 3 (Q00) 000-0000° E=t. 0000
Fax (294] BB5-0101 Ext. 0000
City Sydney
State NS
ZIP Code 2086 Tax Scheduls AUSNSWST+20 Q
Country Code |Q Shipping Method OVERMIGHT i
Coairitry Australia UPS Zone |
EFT Bank
44 F M {r e
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Mass Vendor Delete

Purchasing series button and then click Mass Vendor Delete on the Utilities content pane.

m Mass Yendor, Delete

File  Edit  Tools  Help

sa Fabrikam, Inc. 4/12f2017

Change Vendor Class

Ranae |by‘v"endorID v| @ al O From
To
Print Report
5«-! @ Process ] [ Cancel
Information

jmcit

Use the Mass Vendor Delete window to delete a large group of vendor records. To open this window, click the

Use the Vendor Class Setup window to make changes to a class of vendors by using the roll down functionality
available in Microsoft Dynamics GP. To open this window, click the Purchasing series button and then click Vendor
Class on the Setup content pane.

B vendor, Class Setup

File Edit Tools

Cptions Help

sa Fabrikam, Inc. 4f12f2017

B Save | Clear | % Delote | ="
Class ID [usa-us-c [ O petaut
D escription | U.5. Wendors-Contract Services |
Currency |0 ZUs% (= Tax Scheduls USAUSSTCITY +0 (=
Bate Tepe D - Shipping tethod GROUND -
Favrment Termns Met 30 Q Checkbook 10 Q
Discount Grace Period 1
Due Date Grace Period 1 Tope
Favrment Priority 1 User-Defined 2
b invirum Order Tax Type: Mizcellaneous s
Trade Dizcount FOE: M one -
& Wo Minimum ) Percent ) Amount
& Mo Marimum ) Amount
2 Mo Credit & Unlimited ) Amount
=) Mot Alloveed 2 Unlimited ) Maximurm

Rewvalue Wendor

| Fost Result To:

%) Payables/Discount Acct

2 Purchasing Offset Aot

Fizcal ear

Transaction
Distribution

Accounts

44 > »

by Clasz D £
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If Payables transaction history is kept, detailed information is kept for all transactions that are posted and paid during
the year. Use the Remove Payables Transaction History window to remove this history. To open this window, click the
Purchasing series button and then click Remove Transaction History on the Utilities content pane.

Remove Transaction History

B Remove Payables Transaction History |Z||§|[Z|

File  Edit  Toaols  Help sa Fabrikam, Inc, 4/12/2017

Ranges: |‘v"0ucher Huriber hd | From:
To

Restrictions:

Ingert >

Remove, ————
Tranzactions Report
Digtrbutions

Process ] ’ Cancel

Remove Distribution History

If distribution history is kept, a detailed record is available of how Payables Management transactions affected the
balances of posting accounts. Use the Remove Payables Distribution History window to remove this type of history.
To open this window, click the Purchasing series button and then click Remove Distributions on the Utilities content

pane.

™ Remove Payables Distribution History

File  Edit Tools  Help sa Fabrikam, Inc, 4/12/2017

Ranges: Posting Date w | |

From: Start of Calendar Year W
To End of Calendar vear Vv
Description

R estrictions:

Inzert »> Posting Date From Start of Calendar Year To End of Calendar vear

Remove

Remave Report

Process ] ’ Cancel
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Remove Calendar/Fiscal Year History

Use the Remove Payables Calendar/Fiscal History window to remove summary history information. To open this
window, click the Purchasing series button and then click Remove Period History on the Utilities content pane.

B Remove Payables Calendar/Fiscal History |.._||E|E|
File  Edit  Tools  Help sa Fabrikam, Inc. 4/12f2017
| Summary Type: (&) Calendar ) Fiscal |
Ranges |Vendor D A4 | From )
Ta Q
R estrictions:
Ingert »»
Remave Histary Pririt Feport
iy @ Process ] ’ Cancel

Remove Journal History

Use the Remove Payables Journal History window to remove journal history. To open this window, click the
Purchasing series button and then click Remove Journal History on the Utilities content pane.

B Remove Payables Journal History |'__||EIE|
File  Edit  Tools  Help sa Fabrikam, Inc. 4/12f2017
Ranges Audit Trail Code v Fram

To
R estrictions:
Inzert >
Remave Histary Pririt Feport
a,_," @ Process ] ’ Cancel
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Reconcile

pane.

B Reconcile Payables Accounts

.mcit

The Reconcile Payables Accounts window provides functionality to reconcile Payables Management transaction
information. To open this window, click the Purchasing series button and then click Reconcile on the Utilities content

CEX

Fil=  Edit Toaols Help

sa Fabrikam, Inc, 4/12/2017

Range |¥endor ID v ®a O From
To

r Reconcile

() Summary () FiscalYear (&) Calendar Year () Batches Year 2m7
r Period Amountz to Reconcile Options

(& &l Amounts Reconcile

O Only 1099 Amounts Print Report

() Exclude 1099 Ammounts
iy @ Process ] ’ Cancel

Payables Transaction Inquiry - Vendor

Use the Payables Transaction Inquiry - Vendor window to view transactions that are saved, posted or paid for a
vendor record. To open this window, click the Purchasing series button and then click Transaction by Vendor on the

Inquiry content pane.

B Payables Transaction Inguiry. - Yendor

9 (=JlE

File Edit  Tools  Wiew Help sa Fabrikam, Inc. 4/12/2017
/ oK | Redisplay | %v 5
Vendor 1D ACETRAVEONDT [
Marme A Travel Company |
Documents: |by Docurnent Nurber v |@ Al ) Fraom:
To
| Incliude: Work Open Histary |
Origin | IE| Document Mumber | Type | Doc. Date Qriginal Amaunt | Unapplied dmount 3| A
woucher/Pavment Mumber | Due D ate Digc. Date Trangaction Description Currency [0 w
OFEN 1000 INY | B/26/2003 $E57 68 $57.68
HIST 1000.3 PMT | 8/1/2013 $600.00 $0.00
OPEN 100 INY | 7792013 $553.81 $153.81
HIST 1001.3 PMT | 8M15/2013 $400.00 $0.00
OPEN 1002 INY | 8/20/2013 $430.72 $180.72
HIST 1002.2 PMT | 9/26/2013 $200.00 $0.00
HIST 1003 INY | 9M7/2013 $796.03 $0.00
HIST 10031 PMT | 10/17/2M3 $200.00 $0.00 &
4 4 » M |byWendor D v (_J @
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Payables Transaction Inquiry - Document jmc

The Payables Transaction Inquiry - Document window provides the option to view transactions that are saved, posted
or paid for all vendors. To open this window, click the Purchasing series button and then click Transaction by
Document on the Inquiry content pane.

B Payables Transaction Inguiry. - Document

File  Edit Toaols Wew Help sa Fabrikam, Inc, 4/12/2017
‘/ [1]8 | Redisplay | %v 5
Documents; |b_',l Dacurnent Mumber v | ® &l O From:
Tar
Qrigin |Document Mumber |Type Doc. Date | Wendor D Ornginal Amount S
Woucher/Papment Number |Due Date Dizc. Date | Unapplied dmount = | Currency ID ¥
wORE, PMT |4/21/2017 | BEAUMONTOO01 $3.274.45 ~
HIST= | 00000000000000000007 PMT | 2/8/2016 | ASSOCIATO00T $a0.25 —
HIST 0000000a000000000002 PMT |2/8/2016 | ASSOCIATO00T $141.84
HIST 00000000000000000003 PMT |2/12/2016 |ADWANCEDOOO $30.25
HIST 0000000a000000000004 PMT |2/16/2016 | CEMTRALCO0O0T $93.55
HIST 0000000a000000000005 PMT |1/5/2016 | ADWANCEDOOO $103.73
HIST 0000000a000000000006 PMT |2/22/2016 | ATTRACTIOOOO $271.62
HIST 00000000000000000007 PMT |2/4/2016 | GREEMLAKOOO $E607.60
HIST 0000000a000000000008 PMT |2/25/2016 | FABRIKAMODO $1.262.50
HIST 0000000a00000000a00049 PMT |3/5/2016 | CRUGEREMOOO1 $1,255.26

Vendor Credit Summary Inquiry

The Vendor Credit Summary Inquiry window can be helpful in deciding when to pay a vendor or to check the current
balance total. To open this window, click the Purchasing series button and then click Vendor Credit on the Inquiry
content pane.

Bl vendorn Credit Summary Inquiny

File: Edit Toaols Help sa Fabrikam, Inc. 4122017
v ok |
Wendor 1D [ ACETRAVEDDD [e] Current Balance $5.867.24
Mame | A Travel Compary | O Order | |
Murnber Date Arnount
Last Check | 20083 [EETEEE $596.03 |
LastInvoice | DLKF:L& KJ | segrzmz |
Balance Unpaid Finance Charges

Unapplied Pavment [ $250.00|  First Purchase Date 6/26/2013
Highest Balance | $9.612.35 | [ aw= for Checks to Clear
Aging Periad Arnaunt Average Davs to Pay:
Current Period [$250.00) “Year to Date E45
1-30Days $0.00 Life ta Date | 645 |
31 -E0Days $0.00
61 - 90 Days $0.00 Mumber of Paid Invoices:
Over 30 Days $E.117.24 “'ear to Date =2

$0.00 Life ta Date | 2]

$0.00
4 4 » K by endor ID - S @
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Vendor Yearly Summary Inquiry

jmcit

Use the Vendor Yearly Summary Inquiry window to view a vendor's yearly activity. To open this window, click the
Purchasing series button and then click Vendor Yearly on the Inquiry content pane.

B Yendor Yearly Summary Inquiny Z E| |g|
File Edit Tools Help sa Fabrikam, Inc. 4122017
e =
Yendor 1D | ACETRAVEDDD =y
Mame | A Travel Company |
Sumrmary Wigw | Fizcal vear w |
Vear | 2007 Petiod @ &l O From | ol
To | 0 |Ql Calculate
“W'ear to Date Last vear Life to Date
Amount Billed $0.00 $0.00 $0.00
Amount P aid $0.00 $0.00 $0.00
1039 Armount $0.00 $0.00 $0.00
wiithholding $0.00 $0.00 $0.00
Terms Disc Avail $0.00 $0.00 $0.00
Termns Disc Taken $0.00 $0.00 $0.00
Terms Disc Lost $0.00 $0.00 $0.00
Finance Charges $0.00 $0.00 $0.00
wiritealfs $0.00 $0.00 $0.00
Fieturns $0.00 $0.00 $0.00
Trade Dizcounts $0.00 $0.00 $0.00
Mo. Finance Charges u] u] i}
Number Invoices 0 1] o
4 4 » »|byvendor D v @

Vendor Period Summary Inquiry

Use the Vendor Period Summary Inquiry window to analyze trends in purchasing activity over a number of fiscal
periods. To open this window, click the Purchasing series button and then click Vendor Period on the Inquiry content

pane.

B Yendor Period Summary Inquiry

File  Edit  Tools  Help sa Fabrikam, Inc. 4/12/2017
A

¥endor ID ACETRAVEDDN Y

Mame & Travel Company |

Display: (%) Calendar O Fiscal | Year 207 Month/Period 4 41

Amount Billed $0.00 Terms Disc Avail 30.00

Armount Paid $250.00 Temns Disc Taken $0.00

1099 Amount $0.00 Tems Disc Lost $0.00

Withhalding $0.00

Finance Charge $0.00 MNumnber of Finance Charges 1}

wiritenffs $0.00 MNumber of Invoices i}

Returns $0.00

Trade Disoounts $0.00

M 4 » ¥ |bp¥endar D v r @
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Vendor Inquiry
Use the Vendor Inquiry window to view demographic and other account information that is entered for aﬁiparticular
vendor in the Vendor Maintenance window. To open this window, click the Purchasing series button and then click
Vendor on the Inquiry content pane.

B vendor Inquiry

=016

File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
S |
Vendor ID ACETRAVEND [ Status [ active |
Mame & Travel Compary | ClassID | ALS-MSW-M |
Short Mame A Travel |
Check Mame A Travel Company |
Primary Address ©
Address ID PRIMARY &]
Contact Greg Powell Phone 1 [238] 555-0107 Ext. 0000
Address 123 Riley Street Fhone 2 [000] 000-0000 Ex<t. 0000
Fhone 3 [000] 000-0000 E =t 0000
Fax [234] 555-0107 Ext. 0000
City Spdnewy
State MSW
ZIP Code: 2088 Tax Schedule AUSHSWST+20 |
Country Code Shipping Fethod OWVERMNIGHT |
Coauntm Australia UPS Zone
Address [Ds: Vendor Account | |
Purchase PRIMARY
Fiemit to REMIT TO Comment 1 | |
Ship From FRIMARY Comment 2 | |
14 4 » »l |byVendor D - a7

Payables Summary Inquiry

Use the Payables Summary Inquiry window to view the total number of documents for each of the document types in
Payables Management, along with the total amount for each type and an aging summary. To open this window, click
the Purchasing series button and then click Payables Summary on the Inquiry content pane.

B Payables Summary Inquiry

File  Edit  Tools  Help sa Fabrikam, Inc. 4/12/2017
/ 0K | Calculate | 5
Vendors: |by ‘Wendoar 1D w |@ Al O Fram: Q

To: Q
MHumber Type Original Arnaunt Unapplied Amaunt
218 | Invaoice $1.485.682.31 £1.302.500.02
0| Finance Charge $0.00 $0.00
0 Misc Charge $0.00 $0.00
0| Returm $0.00 $0.00
3| Credit Memo $702.86 $702.86
3| Papment $20173.31 $20,173.31
Accounts Payables Balance $1.464.812.14 $1.251,623.85
Aged az of 412/2017
Period Armount
Current Period $29,22357 &
1-30Days $1.819.76
H-B0Daps $2.107.35
B1-90Daps $14184
Over 90 Days $1.248,331.33 »
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Reconcile to GL jmc

Use the Reconcile to GL window to reconcile Payables Management to the General Ledger. To open this window,
click the Financial series button and then click Reconcile to GL on the Routines content pane.

B Reconcile to GL |';||'E|r5__<|
File Edit Tools Help sa Fabrikam, Inc. 4/12/2007
Module: |F'ayab|es M anagerment ~ | Accounts: |Q| = &
D escription ¥
oo -2100-00 ~
From: | 3/1/2007 = . =
Date To: 3/31/2007 =
Lr @ Process ] [ Cancel

Calendar Year-End Closing

After printing the 1099 forms, use the Payables Year-End Closing window to close the calendar year. To open this
window, click the Purchasing series button and then click Year-End Close on the Routines content pane.

B Payables Year-End Closing |Z||§|[E|
File Edit Tools  Help 4f12f2017 P

Year to Cloze:

|@ & O Fiscal O Calendar |

Print Report

Lazt Closing D ate:
Figcal
Calendar

Fiscal Year-End Closing

Use the Payables Year-End Closing window to close the fiscal or calendar year in Payables Management. To open
this window, click the Purchasing series button and then click Year-End Close on the Routines content pane.

BM Payables Year-End Closing. |Z”§| §
File  Edit  Tools  Help 4fizf2017 >

“rear to Close:

[@& an O Fiseal > Calendar |

Frint Feport
Last Clasing D ats:

Fizcal

Calendar | |
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Tax Year-End Closing j

Use the Tax Year-End Closing window to close the sales tax year and print the Tax Year-End Closing réport. To open

this window, click the Administration series button and then click Tax Year-End Close on the Routines content
pane.

B Tax Year-End Closing |z||§|[z|

ko

File Edit Tools Help

Last D ate Clazed: 04040000

[] Close Year
Frint Report

«__)' @ ’ Process ]’ Cancel
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