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entrée.AP Product Features

Managing and being fully in control of the cash flow of your food distribution operation, is of critical importance
to your success. The entrée.AP add-on module is an Accounts Payable system which integrates fully with
your entrée software to manage your business expenses, including received Purchase Orders. It provides the
ability to generate checks, track credits, track discounts, track partial payments, track recurring obligations
and reconcile your bank accounts. It includes a flexible "Approve to Pay" feature which lets you view just the
invoices that meet your criteria (vendor, discount date, inwice date, etc.) and approve with just a click.

en’rre/e AP

YOUR ACCOUNTS PAYABLE SOLUTION

Displays total accounts payable
Allows unlimited partial payments
Streamlines processing for lost checks

Allows an unlimited number of checking accounts

NARANNN

Built-in bank reconciliation

entrée.AP General Features
o Displays total accounts payable and approve-to-pay amounts.

e Allows unlimited partial payments on open inwices.

e Check widing capability streamlines processing for lost checks.

e Permits 12 payment priorities to prioritize invoice payment.

e Vendors may be placed on payment hold.

¢ Allows an unlimited number of checking accounts.

¢ Allows you to create inwices manually, or match them up to purchase order receipts.
¢ Allows non-check payments of inwices, such as wire transfers.

¢ Built-in bank reconciliation options include sorting by date or check number for easy and efficient
reconciliation.

o Flexible approve to pay feature lets you view just the inwices that meet your criteria (vendor, discount date,
inwice date, etc.) and approve or unapproved with just a click.
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Entering Payables

The entrée.AP software module for Accounts Payable makes keeping track of your expenses easy and
efficient. From one screen you can enter payables, debits, calculate discounts and optionally approve the
payable for payment. When using the Purchase Order features of the main entrée system, once your vendors
invoice is received, you can compare it to what was actually received on the purchase order, and then post it to
entrée.AP with just one click.

When posting a received and approved Purchase Order, the system will automatically use the proper
information from both the Purchase Order and Vendor file. Just enter your payable number, and entrée.AP will
automatically fill in the proper amount, payable date, posting date, priority, due days, discount, purchase order
number, discount and all other account information. You also have the ability to distribute the payment amount
to multiple expense distribution accounts when necessary.

== AP Enter Payables - X
Wendor
Number  |[DOTI0 Phone |315/457-4911 Last Activity

DOT FOODS, INC. Receipt (12412413

Fiiinie 200 Monarch Road

Address || jerool, NY 13086 4593 Payment | 7 7
Check
Amnount 0.o0
Totalz Diefault Payment Terms
Open Debits 000 Credit Lirnit 85000.00 Terms MET 21 DAYS Default Accounts
TD Payments 000,  Cument Bal 16831.50 Due Days 21 Priity |2 Def Exp |01300-
¥TD Purchases 000 Awail Credit EE168.50 Discount % 2000 Disc Days| 10 Def Ctd  |04100-
fagbie S— Balance To Distribute 0.00
MNumber 473829
|E| Account Account Description Amount n
Amount 1545525 PO Number 1372819 01300- IMVENTORY 9545.75
Payable Date 12412413 = Approved Payment 0.00 pse00- SMALL EQUIPMENT PURCHA 4500.25
| Copy Payable D ate to Pozting D ate | Approved Discount 0.0o0 06730- FOOD 5230.65

Posting Date 1241233 = Amount Paid Q.00
Pricrity 2 - Discount Taken 0.00
Fieference BOL # 738292
Chl Account  |04100- hCQal DueDate  |01/02/14 !
Due Days al Dhigcount Amt 33911 —
= Delete Account |
Discourt % 2000 Days | 10/ Discount Date |12/22/13 || —
b K o o | |

Some features of the Enter Payables screen include:

= Last Activity: Allows you to see the last time you paid this vendor with date and check number.

= Totals: Display your current balance, available credit and year-to-date purchases with the vendor.

= Payment Terms: Your agreed upon payment terms with the vendor, including the discount percent
you can take if paid within a certain number of days.

= Default Accounts: The default expense and control accounts are displayed to ensure the
payments will be expended to the correct general ledger accounts.
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= Payable: When posting a received and approved purchase order to payables the system will
automatically use the proper information from both the purchase order and vendor file. Just enter
your payable number, and entrée.AP will automatically fill in the proper amount, payable date,
posting date, priority, due days, discount, purchase order number, discount and all other account
information.

= Multiple Distribution Accounts: You have the ability to distribute the payment amount to multiple
expense distribution accounts when necessary.

Recurring Payables

Some payables need to be created on a regular basis. Instead of entering those payables manually, you can
create a recurring payable entry, and then use it to automatically generate the payables for you on a regular
basis.

Examples of recurring payables could be a line of credit payment, monthly invoice for rent or leasing of
equipment. Frequency options for recurring payables include daily, weekly, bi-weekly, monthly, bi-monthly,
twice a year, yearly.

For simpler needs such as cutting or filleting, entrée can also automatically update inventory based upon a
standard "yield %" defined.

= AP Recurring Payables

Yendar
Number  [RALTD Phone [517/555-2936 Payment Teims Last Activiy
— Eg Ié.gr;EaggHP Terms MET 30 FPayment | / /
Address  ||PSwICH, Ma 7O195- Due Days 20 Reciept | / /

Diseount 200 Default Accounts

Digcount Days 10 Def Exp

Pricrity 2 Def Cl
Recuring Payable Balance To Distribute 0.00
Number 86775 Account Account Description Amount n
Reference LIME OF CR BB 0
Papable Date 121213 - Dizeount Percent 2.000
Diue Date 121213 Dizcount Daps 10
Discount Date  (12/22/13 o EO0.00 =
Period Monthly - Approved Payment 233000
Frequency 1 - Approved Discount 170.00
M aimum 36 Discount 0.00
Generated 0 Calculated Digcount 170.00 !
Pricrity 2 - Def Chk Account 10100-001
Cirl Account 02025- |§| Checking Account  [10100-001 Mew Account | | Delete Account

| ok | | LCancel |

Frequency options for recurring payables include:
= Daily
= Weekly
= Bi-Weekly
= Monthly
= Bi-Monthly
= Twice a year
= Once a year
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Account Payables

Once you have created a payable, you must approve it for payment before you can generate a check. The
entrée.AP system allows you to approwe all your payables from one screen, with just a single click for each
invoice you approwe.

You can either select a single vendor, or view all vendors when selecting which inwices to approve for
payment. This option is also useful for displaying open payables that meet your entered search criteria, such
as viewing all payables due on a certain date.

== AP Approve Payables For Payment

Checking Acct \&I Default Checking Acct

Query
Vendor Mumber |(DOT10 f q | Payables\Debits Dates
Pavabletumber | ||, ——— Parchase Dacount e
b T | Go | | Begin [/ * Begn [/ * Begn // -
Reference | | End /¢ - End // - End 7/ -
Priority Include Higher Priorities ———
Vendaor Invaoice Due Date |Dis Date |Total Invoice |Prev Payments |Open Amt  |Appr Payment |Appr Discount | Appr Adjust |Ck |(Check
DOT10 473829 01/02/14 12/32/13 19455,25 0.00 0.00 18455.25 0.00 0.00

4:-'33'.-'9."- |o1/02/14 |12/22/13[16831.50  |0.00 1683150 [0.00 mm.
-—--——-——- D
N A N A N D
-—--——-——-

]
! ! ! {7 { | |

PerVendor Totals
DAY (RO, IHIE Irvoice Prew Pay Open Apr Pay Apr Dis Apr Adj
Pricrity Pur Date [poTio || a62aE7s| noof|  1egatE0) 1945525 0.00] 0.00)
Ref |BDL1¢ 838929 | || Eully &pprove || || Fully &pprove 41 || || Unapprove || || ok || || LCancel || || Apply ||

You have the ability to approve your payables by payable number, priority, purchase date, due date, and most
importantly discount date to ensure you get all discounts when available.

It will display the Per Vendor totals for you at the bottom so you know exactly how much that check is going to
be for your vendor.

As you approve payables, entrée.AP will keep a running total per vendor with approved discounts and/or
adjustments.
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Posting From Purchasing
When closing a purchase order from the main entrée system, after all inventory has been received and
approved, you have the option to post the transaction directly to entrée.AP.

At this time you will required to enter the vendors unique invoice number for the received goods.

This is a time saving feature which reduces the number of steps your purchasing and accounts payable
departments hawe to deal, while ensuring accuracy of the payments issued to your vendors.

== AP Enter Payables - Post Purchase Order 237876

Wendor
Mumber  |RFS10 Phone |203/555-1475 Last Activity
_ RELIABLE FODDSERVICE Receipt
Remittance B BEES
Add
TESS  ATLANTA, GA 303921491 Payment| /7|
Totalz Default Payment T erms

Open Debits Credit Limit 18000.00 Terms |NET 14 | Default Accounts
YTD Payrnents Current Bal Due Days ljl Priarity Def Exp l:l

YTD Purchases 0.00)  Avail Credi 15000.00 Discount | 0.000] DiscDavs| 0 DefChl | -

Ravhic — Balance To Distribute
umber |IH_I| X T Account Account Description Amount n
Amount PO Nurmber o0 |
Papable Date 12412113 ~ Approved Payment
Copp Payable Date to Pogting Date | Approved Discount |
Posting Date 1211213 = Amount Paid 1
Pricrity Discount Taken
Reference | |

Ctl Account @‘ Due Date !
Diue Days Ijl Dhiscaunt At m|

Discount % Days Ijl Dizcount Date 1241243 E|

|| ar || || Qancel || |
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Print Checks

Once you create your payables and approve them for payment, you can then have entrée.AP generate checks
and also wvoid and re-print them if necessary.

= AP Print Checks

ey Reprint

Vendor I:” 'T'% | r— Beginning Check Murnber I:I
Checking Account {10700-0071 Qa | Ga Ending Check Mumber Ijl

Priority All -

Initial Frint
Check Date 12/12/13 +  First Check

Last Check

¥ Vendor Company Check Mumber |Old Check # |Payment Stub Checks Printed n
DFI10 DEVRO FOODS IMC. 508 4605.00
GF510 GRAMDE FOOD SERVICE 509 1500.00

Aligrment T est Check Count Total Payment £355.00 LCancel

Checks can be printed using either a standard dot matrix printer or laser printer, and can print on plain paper or
pre-printed check forms. You can also define the layout of your checks by using our check printing formatting
tools.

You can specify that checks print by vendor, checking account and priority.

The 'Initial Print' area of this screen will display the beginning check number and ending check number for this
batch of checks. It also displays the check date which can be edited when needed.
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Bank Reconciliation

Bank Reconciliation allows you to reconcile your bank statements against information stored in entrée . AP.
When you receive your bank statement, you compare the statement to the reconciled transactions and voided
checks, cleared checks, cleared deposits and other charges. This ensures your checking accounts remain
accurate with your bank. All your open transaction will be displayed with the ability to select multiple
transactions. As you clear transactions, entrée.AP will display your running totals including Bank Balance,
Open Balance and Book Balance.

== AP, Bank Reconcilation

Checking Account |10100-001 | ot | S Show Open Transactions Drly

r ™y Go

Limit Date 12112413 = ¥|Current  [¥| History | Conzalidate Deposits on Cash Receipts Batch
Date Wendor # Compary Check, Statuz Amount Balance
07/20/2010 CF0 DEVRO FOODS IMC. 502 Yoided 7124.25 0.0
07/20/2010 CFI0 DEVRO FOODS IMC. A0S Open T124.25 712428
07/20/2010 GEX10 GOURMET EXPRESS R03 Open 850,00 797425
07/20/2010 BRY10 BRYSOM CHICKEM FARMS A6 Open B00.00 847425
07/20/2010 ADHTO AMTHOMY DAYIDS HIGHLAND CO. ] Open 400.00 -8874.25
07/20/2010 BPS10 BILLY"S PAPER SUPPLY )| Yoided 500,00 887425
07/20/2010 EBPS10 BILLY"S PAPER SUPPLY h04 Open R00.00 437425
121242013 GF510 GRANDE FOOD SERVICE h03 Open 1500.00 1087425
12M12/2013 CF0 DEVRO FOODS IMC. ] Open 4605.00 -18479.25
12M12/2013 BRY10 BRYSOM CHICKEM FARMS R07 Open 250.00 1672925

[ B Chose
Bank Open Biook
Current Balances 0.00 -15729.25 1572325
Lirnit B alances 0.ao0 -15729.25 -15729.25

Simply select your checking account and select 'GO'. All your open transaction are displayed with the ability
to select multiple transactions at a time to clear.

As you clear transactions, entrée.AP will display your running totals including:

= Bank Balance: The amount of all checks and receipts that are marked as cleared. This amount
includes the balance forward total from your last reconciliation.

= Open Balance: The amount of all checks and receipts that have not been cleared.

= Book Balance: The sum of '‘Bank' and 'Open' balances, which provides a more accurate amount of
your current bank balance.
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v .
entree e

SOFTWARE FOR FOOD DISTRIBUTORS

¢ Please visit our website at www.necs.com to learn about our other add-on modules, products
and services.

e Contact our NECS Sales Department at sales@necs.com for more information.

e Contact the Tech Support Department at tech@necs.com for assistance.

¢ For information about current NECS software training classes use this link:
necs.com/training.php

NECS, Inc.
322 East Main Street Third Floor
Branford, CT 06405

Office Hours: Monday - Friday from 8:30AM EST - 5:30PM EST

Toll Free: 800.766.6327 (NECS) Phone: 475.221.8200 Fax: 203.208.0889



https://necs.com/index.php
mailto:sales@necs.com
mailto:tech@necs.com
http://necs.com/training.php

Chapter 2

Licensing Agreement & Legal
Notices
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Licensing Agreement & Legal Notices

NECS entrée V4 SQL and RELATED ADD-ON MODULES
SOFTWARE END USER LICENSE AGREEMENT

THIS SOFTWARE END USER LICENSE AGREEMENT (“THIS AGREEMENT’) IS A LEGAL AND BINDING
AGREEMENT BETWEEN YOUR COMPANY (LICENSEE) AND NECS, INC., A CONNECTICUT "CLASS C"
CORPORATION WITH ITS OFFICE LOCATED AT 322 EAST MAIN STREET, 3RD FLOOR, BRANFORD, CT
06405 (NECS).

THIS AGREEMENT GIVES YOU THE RIGHT TO USE entrée V4 SQL (THE “SOFTWARE"). BY
DOWNLOADING, INSTALLING OR OTHERWISE USING THE SOFTWARE, YOU ACCEPT AND AGREE TO
BE BOUND BY ALL OF THE TERMS AND CONDITIONS OF THIS AGREEMENT. IF YOU DO NOT AGREE
TO THESE TERMS AND CONDITIONS, DO NOT DOWNLOAD, INSTALL OR OTHERWISE USE THE
SOFTWARE.

1. Grant of License. This Agreement grants you a non-exclusive, nontransferable, non-sub licensable license
to install and use one (1) copy of the specified version of the Software to be installed on your server and
designated workstations based upon the user license count purchased.

2. Ownership. The Software is licensed and not sold to you. This Agreement grants you only the right to use
the Software, but you do not acquire any rights, express or implied, in the Software other than those
specified in this Agreement. NECS retains all rights, title, and ownership to the Software, including all
patents, copyrights, trade secrets, and other intellectual property rights incorporated therein. The Software
is protected by copyright laws, international treaty provisions, and other intellectual property laws.
Therefore, other than as expressly set forth herein, you may not copy the Software without prior written
authorization of NECS, except that you may make one (1) copy of the Software for your back-up purposes
only. You may not edit any printed or electronic materials accompanying the Software.

3. License Restrictions. Except as provided otherwise herein, you shall not rent, lease, sublicense, sell,
assign, loan, or otherwise transfer the Software. You shall not, and you shall not permit any third party, to
reverse engineer, decompile, or disassemble the Software. You may not remove or destroy any product
identification, copyright notices, or other proprietary markings or restrictions from the Software. You may
not modify or adapt the Software, merge the Software into another program or create derivative works based
upon the Software. You may not copy the Software onto a greater number of workstations than your
purchased user license count.

4. Termination. This Agreement shall be effective upon installation or first use of the Software and shall
terminate (i) at the discretion of NECS, due to your failure to comply with any term of this Agreement; (ii)
failure to pay Software Maintenance fees; or (iii) upon destruction of all copies of the Software and related
materials provided to you by NECS hereunder. NECS rights and your obligations shall sunive the
termination of this Agreement.

5. Upgrades. NECS may, at its sole option, make upgrades to the Software available by general posting on a
website or by any other means or methods. Such upgrades may be made available pursuant to the terms of
this Agreement or the release of such upgrades to you may be subject to your acceptance of another
agreement.

6. Support Services. Your license for the Software does not include any technical or other support ("Support
Senices") for the Software. Support Senices are provided through a separate, paid agreement known as the
"NECS Software Maintenance Agreement". Your continued use of the Software requires that you both
maintain a current Software Maintenance Agreement with NECS and that you be current on the scheduled
payments which are specified in that Agreement. Per Section 4 abowe, failure to comply with this
requirement can result in termination of your license to use the Software.
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7. Limited Software Warranty. The Software, Software maintenance senices and Software updates, are
provided "AS IS", without warranty of any kind, expressed or implied, including but not limited to, the
implied warranties of merchantability, or fitness for a particular purpose. NECS does not warrant that the
functions contained in this Software will be uninterrupted or error-free. The entire risk as to the quality and
performance of the Software is with the Licensee. SHOULD THE SOFTWARE PROVIDED BE DEFECTIVE,
YOU (NOT NECS) ASSUME THE ENTIRE COST OF ALL-NECESSARY SERVICING, REPAIR, OR
CORRECTION. WHILE EVERY PRECAUTION HAS BEEN TAKEN IN THE PREPARATION OF THIS
SOFTWARE, NECS ASSUMES NO RESPONSIBILITY FOR ERRORS OR OMISSIONS, OR FOR
DAMAGES RESULTING FROM ITS USE OR MISUSE. IN NO EVENT SHALL NECS BE LIABLE FOR ANY
LOSS OF PROFIT OR ANY OTHER COMMERCIAL DAMAGE CAUSED OR ALLEGED TO HAVE BEEN
CAUSED DIRECTLY OR INDIRECTLY BY THIS SOFTWARE. IN NO EVENT WILL NECS BE LIABLE TO
YOU FOR ANY DAMAGES, INCLUDING ANY LOST PROFITS, LOST SAVINGS, OR OTHER INCIDENTAL
OR CONSEQUENTIAL DAMAGES ARISING OUT OF THE USE OR INABILITY TO USE THE SOFTWARE
EVEN IF NECS AUTHORIZED REPRESENTATIVE HAS BEEN ADVISED OF THE POSSIBILITY OF
SUCH DAMAGES, OR FOR ANY CLAIM BY ANY OTHER PARTY.

8. Notwithstanding the foregoing, NECS IS NOT LIABLE TO LICENSEE FOR ANY DAMAGES, INCLUDING
COMPENSATORY, SPECIAL, INCIDENTAL, EXEMPLARY, PUNITIVE, OR CONSEQUENTIAL DAMAGES,
CONNECTED WITH OR RESULTING FROM THIS LICENSE AGREEMENT OR LICENSEE'S USE OF THIS
SOFTWARE.

9. Licensee agrees to defend and indemnify NECS and hold NECS harmless from all claims, losses, damages,
complaints, or expenses connected with or resulting from Licensee's business operations.

10. Refund Policy. We have a no refund policy on the Software and related software modules. We do this
because we offer free, fully functional demonstration versions which allow you to use the Software before
your decision to purchase. These demonstration versions allow you to trial test the Software risk-free. Also
our software is provided without any copy restrictions, meaning that once it is installed, NECS has no
means to ensure it is no longer being used.

11. Governing law. This License Agreement is governed by the law of the State of Connecticut applicable to
Connecticut contracts.

This document covers system features of entrée V4 SQL. No part of this document may be reproduced in any form or
by any means - graphic, electronic, or mechanical, including photocopying, recording, taping, or information storage
and retrieval systems - without the written permission of NECS, Inc.

Updated September 2016

© 2013 NECS, Inc. All Rights Resened.
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Legal Notices

Information in this document is subject to change without notice. Complying with all applicable copyright laws
is the responsibility of the end user. Without limiting the rights under copyright, no part of this document may
be reproduced without the express written consent of NECS, Inc.

NECS, Inc. may have patents, patent applications, trademarks, or copyrights covering subject matter in this
document. Except as expressly provided in any written license agreement from NECS, the furnishing of this
document does not give you any license to these patents, trademarks, or copyrights.

© 2000 - 2018 NECS, Inc. All Rights Reserved.

entrée and NECS Food Distributing System are trademarks of NECS, Inc. in the United States and/or other
countries. NECS, Inc. may hawe patents, patent applications, trademarks, or copyrights cowvering subject
matter in this document. Except as expressly provided in any written license agreement from NECS, the
furnishing of this document does not give you any license to these patents, trademarks, or copyrights.

Microsoft, Windows, Windows NT, Windows 2000, Windows ME, Windows XP, Windows 7, Windows 8,
Windows Vista and Internet Explorer are either registered trademarks or trademarks of the Microsoft
Corporation in the United States and/or other countries.

© 2012 Adobe Systems Incorporated and its licensors. All rights reserved. Adobe, the Adobe logo, Acrobat,
and Reader are either registered trademarks or trademarks of Adobe Systems Incorporated in the United
States and/or other countries.

Necs lenfree

Contact NECS

If you would like more information related to pricing or a specific quote for your company’s needs, please
contact the NECS Sales by calling 800.766.6327 or email sales@necs.com. Please \isit our website at
www.necs.com to learn about our other add-on modules, products and senvices.

NECS, Inc. 322 East Main Street 3rd Floor Branford, CT 06405
Office Hours: Monday - Friday from 8:30AM EST - 5:30PM EST
Toll Free: 800.766.6327 (NECS) Phone: 475.221.8200 Fax: 203.208.0889



https://necs.com/index.php

Chapter 3
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Getting Started with entrée. AP

-2 INote

= This guide is for those distributors who have purchased and installed the entrée.AP
optional add-on module for entrée Accounts Payable.

System Requirements
entrée.AP requires either entrée V3 or entrée V4 SQL

V4 Workstation Requirements
e Windows 7 / Windows 8

Intel i5 or greater

4GB RAM (8 GB recommended)

1360 x 768 minimum monitor resolution

e 200 GB hard drive

About entrée Versions
With the release of entrée version 4 SQL in 2014 and the major differences between the menus and screens
in both entrée versions 3 and 4 we hawe included instructions for using both versions of entrée in this guide.

To differentiate topics for each major version of entrée you will see color coded entrée V3 or entrée V4 SQL
headers in the impacted topics to direct you to the correct information for your system. You will see this
designation throughout this guide.

This guide will provide you with a detailed ovenview of the entrée.AP add-on module for the entrée system you
are running.
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Accessing System Guides

et '

d ADCHOE" READER®

e A printable format (Adobe PDF) is provided for your convenience. Adobe Reader (which
is included) is required to read this file and may also be obtained for free via the internet using the Get
Adobe Reader icon.

1. In your browser go to the www.necs.com website and click the Support drop down menu.

2. Click and use the Customer Login to enter the secure area of the website. In this area release upgrades
are posted along with links to other support senices and documentation.

3. In the menu on the left click either the System Guides or KnowledgeBase option. On this web page you
can access to the documentation and system guides that support all our software products.
4. Click the entrée.AP option.

5. Then select entrée.AP System Guide from the list on the right. A new window will open in the browser for
the guide. From here you can choose to browse or download the guide to your computer.

entrée System Online Resources

= entrée V4 SQL KnowledgeBase http://www.necs.com/eV4SQL_KB/

= entrée V3 KnowledgeBase http://www.necs.com/knowledgebase/

; e
=l Although it is possible to print from within the help system of the program, due to the poor
formatting results this is not recommended. NECS suggests printing from within Adobe Reader for optimal
results.
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Accessing Accounts Payable

entrée V3

The Accounting menu is the starting point for all accounting related aspects of the entrée version 3 system.
It includes the Accounts Receivable, Accounts Payable, and General Ledger sub-menus.

This guide will provide you with a detailed oveniew of the entrée.AP, the Accounts Payable add-on module,
for both versions of the entrée system.

entrée V4 SOL
You will find the entrée.AP features in the Vendor ribbon menu A/P Transactions section.

The A/P Transactions section of the

ribbon includes: “—‘] L@ File ~ g
Payable, File, Payments / Checks, Bank & Bank Reconciliation
Reconciliation, and Enter Payable o Payments,
Deposits/Charges. -~ B Enter Deposits/Charges  Checks «

N

Payable Drop down menu Payments / Checks down menu

ﬁ | @ File ~ ‘g

é Bank Reconciliation

Payable i Payrnents/
- @ Enter Deposits/Charges Checks -
=#  Enter Payable ! J s | Print Checks
% Approve Payable | Post Manual/Mon-Check Payments
E Yoid Check

Becurring Payable

oy
5 | Generate Recurring Payable

= | Change Payable Priority

File Drop down menu The Recalculate drop down menu in the
Vendor ribbon has the Recalculate Vendor AP

B (3 File | | History Uiy

| @ Company ,
5 Checking Accounts
5 Check Format

Payable

-

Recalculate |

-

Vendor Balances
Vendor AP History
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The Vendor Reports section of the ribbon has
the A/P drop down menu to access all the AP
reports.

|2y -]
| | Aging
AP Journal

Approve To Pay

Bank Reconciliation
Cash Requiremnents
Check Register
Discount

Invoice Register

PO/AP Inveoice Tracking
Recurring Payables

1099 Forms
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Using entrée.AP Accounts Payable

entrée.AP, the Accounts Payable add-on module, is a system that keeps track of all the information about
your company's payables, including inwices and debits, checking, and reports. It also has built -in complete
bank reconciliation.

When receiving purchase orders in the main entrée system, once your vendors invoice is received, you can
compare it to what was actually received on the purchase order, and then post it to entrée.AP with just one
click.

When linked to entrée General Ledger, the entrée.GL add-on module, it is part of an integrated accounting
system.

First, you set up your company, your check format, and your checking accounts. Then you create inwices and
debits, approving them immediately or later on. Then you can print checks and reports. At the end of the
period, you close accounts payable to reset period-to-date balances.



http://www.necs.com/gl/
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6.1

AP Company Maintenance

=" INote _ o . . )
= This chapter only applies if you have installed the optional entrée.AP the Accounts

Payable add-on module.

Setting up your company Accounts Payable information and the check format is the first step in configuring
your Accounts Payable system. The Company Maintenance window allows you to setup your company
information.

e The Check Format option allows you to setup your check format information.
e The Checking Accounts option allows you to set up and edit your business checking accounts.

entrée V3
Use menu path: Accounting > Accounts Payable > Company Maintenance > Company.

AP Company Maintenance

Company Bank
Mumber 01 Name First Mational Bank.
Mame MaDISON DISTRIBUTORS, [MC. Addresz 150 kain 5t
Address 163 BOSTON POST RD.

City, State, ZIP  Mew Haven CT 06510

City, State, ZIF MADISON, CT 05443

Default Accounts Federal Emplayer 1D
FAEme 203245333 AP 20010- E Employer [dentification Mumber £
Drata File Location Dizcount  31030- E EIN
Path to &4 Files | C:\MECS4ap @ Adjustment | 81030- E Social Security Number O
Share narme ] Checking | 11010- E 55N

Mext Batch Mumber 0o

Misc Yendar Mumber

Last Date Released A

Ok [ Lancel [ Apply
' ' End Date of Last Close 01431404
entrée V4 SOL
Go to the Vendor ribbon menu A/P Transaction — I—l}'i File |
section. —I |
P Company
Click the File drop down menu and select Payable

Company. - B | Checking Accounts

B | Check Format




24 entrée.AP System Guide

entrée V4 SOL

'\
= AP Company Maintenance EI_IéJ
Cormpany Bank
Number m MName Firgt M ational Bank
M amne M adizon Distribution Address 28 Church Street

Address

Suites 6 & 7 City, State, ZIP - New Haven, CT 06510
City, State, ZIP Madizon, CT 06443

FPhaone 20342453999 Default Accounts Federal Employer D
AP 02000 fe Employer Identification Mumber
Nest Batch Mumber 0o Mizc ¥endor Mumber .scatity 09300 . Bl
Last Date Released I Adjustment Q] Social Security Number Q
End Date of Last Clase 10/31/12 Checking 0015 ‘ 55N
| oK | | LCancel Apply

w

6.1.1 AP Company Controls

OK Button

Clicking the "OK" button will save any pending changes to the company file and close the Company
Maintenance window. You will be taken back to the Main Menu after clicking this button.

Cancel Button

Clicking the "Cancel" button will discard any pending changes to the company file and close the Company
Maintenance window. You will be taken back to the Main Menu after clicking this button.

Apply Button

Clicking the "Apply" button will save any pending changes to the company file. This button is useful if you want
to save pending changes, but not exit out of the Company Maintenance window.

6.1.1.1 - Company

Number

This is the number of the Accounts Payable Company. entrée uses this number to detemine which AP files are
associated with the current AP Company. This field is informational only and cannot be edited.

Company Name
This is the name of the Accounts Payable Company. This field is informational only and cannot be edited.

Address 1 and Address 2
Here you can enter up to two lines of the company's address. Each line can be up to 35 characters in length.
This usually indicates the location or office from which the accounts payable checks are generated.

City, State, and zZIP

The city, state, and ZIP Code where the company is located are defined here. There are 35 characters available
for this field. This usually indicates the location or office from which the accounts payable checks are
generated.

Phone
Here you will enter the phone number with area code.

AP Company Maintenance



Using entrée.AP Accounts Payable 25

6.1.1.2 - Data File Location

entrée V3 Only
Path to AP Files
Enter the drive letter and path of the directory in which the entrée Accounts Payable data files are located.

. . D ata File Location
Remember to include the trailing

backslash (\). Path ta AP Files | C:SMECShaph . Browse |
¢ If you're unsure of the file Share hame &

location, click the "Browse"

button to locate the folder. T 1Note

= The usual path for version 3 would be C:\NECS\AP\

Share Name
This is the name of the shared resource for the Accounts Payable data files. Click the drop down menu button
and select the share name.

e See the entrée installation guide for more information about share name.
6.1.1.3 - Bank

This the bank whose information can optionally be printed on checks generated by Accounts Payable.

Name
This is the name of the bank for the Accounts Payable Company. There are a total of 50 characters available
for this field.

Address 1 and Address 2
Here you can enter up to two lines of the banks' address. Each line can be up to 30 characters in length.

City, State, and ZIP
The city, state, and ZIP Code where the bank is located are defined here. There are a total of 30 characters
available for this field.

6.1.1.4 - Default Accounts

AP Default Accounts
This account is used as the default control S0 [l
account when creating vendors. If a given vendor AP ) [

does not have an account assigned as the default Discount | 51030-

control account, then the default AP account is .

used by Enter Payables as the default control Adjustment | 51030- /

account for that vendor. —_—
Checking 11010 I/'. }

If entrée.GL General Ledger is enabled, the account entered must be an active General Ledger account, and

you can click the Search |£| button or press the F5 key to display the General Ledger Account search
screen.

If entrée.GL General Ledger is disabled, the Search |£| button will be disabled, and any account can be
entered.

Discount
This account is used as the default discount account when creating checking accounts.

AP Company Maintenance
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o Ifentrée.GL General Ledger is enabled, the account entered must be an active General Ledger account,

and you can click the Search lﬁl button or press the F5 key to display the General Ledger Account
search screen.

o Ifentrée.GL General Ledger is disabled, the Search |£| button will be disabled, and any account can be
entered.

Adjustment
This account is used as the default adjustment account when creating checking accounts.
o Ifentrée.GL General Ledger is enabled, the account entered must be an active General Ledger account,

and you can click the Search lﬁl button or press the F5 key to display the General Ledger Account
search screen.

o If entrée.GL General Ledger is disabled, the Search Iﬁ' button will be disabled, and any account can be
entered.

Checking
There are a number of places in Accounts Payable where you are requested to enter a checking account, such
as Print Checks and Approwe Inwices. In these places, the default checking account will automatically be

entered for you when you open up the window. You can click the Search |£| button or press the F5 key to
display the Checking Account search screen.

2
i e . . .

=l The Company Maintenance utility has been updated to provide a means to make changes to the
default Discount and/or Adjustment account assignments that can be applied to your existing checking
accounts.

When making a change to either of these accounts you will now be asked if you would like to update all
checking accounts which use the changed value(s).

Click Yes to update all checking accounts or click No to bypass the update.
6.1.1.5 - Federal Employee ID

Employee Identification Number
Check this field to enable the EIN control, so that you can enter your Employee Identification Number.
¢ The EIN field is optional and may be left blank.

SSN (Social Security Number)
Check this field to enable SSN edit so you can enter your Social Security Number.
e The SSN field is optional and may be left blank.

6.1.1.6 - Other Controls

Located in the lower right corner of Company Maintenance.

Next Batch Number
This number will be assigned to batches created in the Release AP\AR process. This field will only be enabled
when entrée.GL the General Ledger add-on module is installed.

Misc Vendor Number

You can enter a three character code to use as a prefix for one-time vendors. A one-time vendor is a vendor
that you hawven't used before and don't expect to use again. Any vendor whose number begins with the first
three characters defined here is treated as a miscellaneous vendor.

Last Date Released

AP Company Maintenance
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6.1.2

This field displays the last date that accounts payable has been released.

End Date of Last Close
Displays the recorded "Ending Date" value for the last period closed in the lower, right-hand corner. This date
value is presently just displayed as informational and has no functional purpose.

How General Ledger Affects Account Selection

Throughout the Accounts Payable manual, you will read references to the General Ledger being enabled. The
General Ledger is enabled when:

e You have purchased and installed the entrée.GL, General Ledger, add-on module.
e entrée.GL has a chart of accounts defined.
e entrée accounting is selected in the System Preferences General tab.

Accounts Payable Account Requirements

All accounts entered in Accounts Payable have a five-digit account number followed by a dash *-', and an
optional three-digit department. An account number can never be "00000-", and the department, if allowed, can
never be "000".

The only time a department is NOT allowed, is when the General Ledger is enabled, and the Allow
Departments check box is unchecked in General Ledger Company Maintenance. In other words, when General
Ledger is enabled, the General Ledger determines whether or not a department is allowed. When General
Ledger is disabled, the department is always allowed.

Whenever a checking account is requested in Accounts Payable, the account must come from the Accounts
Payable checking account file, regardless of the establishment of General Ledger. When the General Ledger is
enabled, all other account requests in AP require an active account from General Ledger. When the General
Ledger is disabled, other account requests in AP only that the account meet the requirements abowve.

AP Company Maintenance
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6.1.3 Check Format Controls

entrée V3
Use menu path: Accounting > Accounts Payable > Company Maintenance > Check Format.

Stub Options Check Optionz
Murmber of linez on Check Stub 0 []
I axirurn payables allowed on stub | 0 Column Line
Stub Reference Length 1 E Bt e e 10 i
Top Stub Print Bank Mame o 6
Frint Stub || (] Frint Check Mumber 0 B
Calbmm [Uins Frint Check Amaount [nwaords 10 10
O 0 0 Frint Pay D ate ED 5
] 0 0 Frint Check Amaount [n Murmbers &0 10
i ) Frint Payable To [Wendor Address] || a a
& ztub check number ling of O will put the check,
nurnber on the same line az the stub footer. Frint Payable To [Wendar Only) 10 8
Bottarm Stub Mizcelaneous Options
Print Stub | Print Order | Stub, Check, Stub | ¢
Column Line Check Format | Laser Printer %
1] 1]
L] Usze Fant from System Preferences [ |
] 1] 1] I .
A ztub check number ling of O will put the check,
number on the zame line az the stub footer.
» Ok | I W LCancel | | &=

AP Company Maintenance
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entrée V4 SOL

Go to the Vendor ribbon menu A/P Transaction section and click the File drop down menu then select
Check Format.

s AP Check Farmat = e |

Stub Options Check Options

Number of lines on Check Stub m Farm feed after check iz printed

M awirmurn payables alowed on stub 0 Column Line

Stub Reference Length 15 Print Company Mame

Top Stub Print Bank Mame

Print Stub Print Check Number

. Print Check Amount Int/ards
Column Line

Print Pay Date

Print Check Amount In Mumbers

Frint Payable To [Wendor Address

A stub check number line of 0 will put the check .
number on the zame line as the stub footer. Print Payable To (Vendor Only)

Bottom Stub Mizcellaneous Options
Print Stub Print Order ~ Stub, Check, Stub - =
Column Line Check Format  Continuous Form

Usge Font from Syztem Preferences

| ©1 Alignment Test
i (] [ Eaw

A stub check number line of 0 will put the check
rumber on the same line as the stub footer.

=¥ 1Note
B |

Printers Tab.

Alignment tests are printed to the check printer that you define in the System Preferences

Stub Options

Number of Lines on Check Stub

This is the maximum number of lines that can fit on a check stub. This number is typically in the teens or
more. When a check is printed, the stub lists the payables associated with the check, one line per payable.
The number of lines on the stub includes the payables, as well as the lines that comprise the stub header and
footer.

If a check is printed where the number of payables plus the stub head and footer exceed the maximum, no
payables will be printed on the stub. However, the Check Register report will show you all the payables
associated with a check.

AP Company Maintenance
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Maximum Payables Allowed on Stub Stub Options
This is the number of payables that can fit on a
check stub. Mumber of linez on Check Stub 0

This field is updated when the window is first Maximum payables allowed on stub | 0

opened, and after clicking the "Apply" button has Stub Reference Length 11 @
saved pending changes.

. . . . Top Stub
This field is for informational purposes only and
cannot be edited. Print Stub
Stub Reference Length Column Line
Specify how many characters should be printed 0 0
for the "Reference" value.

0 0

A stub check number line of O will put the check,
nurmber aon the zame line az the stub footer.

e Procedure to modify the length of the Print AP Checks Reference field:

Use E button arrows to change the field length, the maximum value is 20 characters. This field is located in
Receive by PO, Receive by Item and Receive by Date.

Miscellaneous Options
Print Order

e Stub, Check, Stub

e Check, Stub, Stub Frint Order | Stub, Check, Stub

Mizcellaneous Options

4]

Check Format Check Farmat | Continuaus Farm
e Laser Printer format does not allow a form
feed to be generated after the top stub or the Use Font from Systern Preferences
check has been printed. - : 1
e Continuous Form will allow a form feed to be | £ Abgnment Test
generated.

4]

¢ If you select Continuous Form, the "Form Feed After Stub is Printed" and the "Form Feed After Check is
Printed" check boxes will be enabled.

¢ Ifyou select Laser Printer, the "Form Feed After Stub is Printed" and the "Form Feed After Check is
Printed" check boxes will be disabled.

Use Font from System Preferences
Check this box to copy the printer font setting from entrée System Preferences.

L2 INote

== The Check Format does not select a printer.

6.1.3.1 - Buttons

Alignment Test

Clicking the "Alignment Test" button will allow you to preview and print an alignment check, using the current
check format.

OK

AP Company Maintenance
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Clicking the "OK" button will save any pending changes to the check format and close the AP Check Format
window. You will be taken back to the Main Menu after clicking this button.

Cancel

Clicking the "Cancel" button will allow you to cancel changes you're making to the check format.

Apply

Clicking the "Apply" button will save any pending changes to the check format. This button is useful if you want
to save pending changes, but not exit out of the AP Check Format window.

6.1.3.2 - Top Stub

Print Stub

Check to print a top stub and you will be allowed to
set the Form Feed After Stub is Printed, Print
Stub Vendor Name, and Print Stub Check
Number options.

Form feed after stub is printed

If this field is checked the printer will form feed to
the next page after the stub has been printed. If you
have selected Laser Printer as a Check Format, this
control will be disabled.

Print Vendor Name

Top Stub
Print Stub
Column Line
0 0
0 0

& ztub check number ling of O will put the check
rumber on the game line az the stub footer,

If this field is checked the vendor name will appear on the stub, and you will be allowed to enter a column

number and line number for the vendor name.

Print Check Number

If this field is checked the check number will appear on the stub, and you will be allowed to enter a column

number and line number for the check number.

Column

This is the column number for the particular field. A column of zero represents the left most column.

Line

This is the line number for the particular field. A line of zero represents the top most line.

£~ INote
L=l

The check number line must be greater than or equal to the vendor name line. The exception is

when the check number line is zero, in which case the check number is printed on the same line as the stub

footer.

@Example Top Stub
Vendor No: VENDOR S Name: VENDORNAME
Invoice Reference Inv Date Inv Amount Amount Paid Discount Adj Amount Net imount
0000000l REFERENCEL  05/13/01 0.0o 0.00 0.00 0.00 0.o0
gooooonog (oot 12345-a78) Check Date = &8rs13701 Total = 0.0a

AP Company Maintenance
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6.1.3.3 - Bottom Stub

Print Stub Bottom Stub
If this field is checked a bottom stub will be printed, _
and you will be allowed to set the Print Stub Vendor  Fiint Stub

Name and Print Stub Check Number options. :
Column Line

Print Vendor Name 0 0
If this field is checked the vendor name will appear on o o
the stub, and you will be allowed to enter a column

number and line number for the vendor name. & stub check number line of 0 will put the check

number an the zame ling as the stub footer.

Print Check Number
If this field is checked the check number will appear on the stub, and you will be allowed to enter a column
number and line number for the check number.

Column
This is the column number for the particular field. A column of zero represents the left most column.

Line
This is the line number for the particular field. A line of zero represents the top most line.

= INote
= The check number line must be greater than or equal to the vendor name line. The exception is

when the check number line is zero, in which case the check number is printed on the same line as the stub
footer.

= 1Note
== You can only print a bottom stub when printing a top stub is enabled.

6.1.3.4 - Check Options

Form feed after check is printed

If this field is checked the printer will form
feed to the next page after the check has
been printed. If you have selected Laser
Printer as a Check Format, this control will
be disabled.

Check Options

Form feed after check i printed
Column Line

Print Comparny Mame o o
Print Company Name _ 0 0
If this field is checked the company name Print Bank Mame
will be printed on the check. Frirk Check Number 1] o
Print Bank Name Frirk Check Amaunt [nwords a a
If this field is checked the bank name will be _
printed on the check. Print Pay Date i i
. n n
Print Check number Print Check Amaunt In Humbers
If this field is checked the check number will Print Payable Ta [Vendor Address) a a
be printed on the check.
P Frint Payable To [Wendor Only) o o

Print Check Amount In Words
If this field is checked the check amount in words will be printed on the check.

AP Company Maintenance
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Print Pay Date
If this field is checked the pay date will be printed on the check.

Print Check Amount In Numbers
If this field is checked the check amount in numbers will be printed on the check.

Print Pay Payable to (Vendor Address)
If this field is checked the vendor address will be printed on the check.

Print Pay Payable to (Vendor Only)
If this field is checked the vendor name will be printed on the check.

Column
This is the column number for the particular field. A column of zero represents the left most column.

Line
This is the line number for the particular field. A line of zero represents the top most line.

= The line number for a given field must be greater than or equal to the line number of the field just
abowe it. Therefore, the line for Bank Name must be greater than or equal to the line for Company Name, and
the line for Check Number must be greater than or equal to the line for Bank Name, etc.

= 1Note
= At least one of the check fields must be selected in order to update the check format. Without at

least one check field selected, you will not be able to print checks.

AP Company Maintenance
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6.1.4

Setting Up Check Format

The setup shown here is typical for a user who has "pre-printed checks" with a top stub. It will produce a
dummy check similar to the first example. Company Name, Bank Name, and Check Number are deselected
because those fields are usually already present on a pre-printed check. Since those fields are deselected,
they will not be printed on the dummy check.

Follow the steps below to configure the check format for pre-printed checks. If you are not using pre-
printed checks, omit steps 1, 7, and 8.

M w DR

© N o o

Load your printer with pre-printed checks.
After you have entered your initial parameters, save them by clicking the "Apply" button.
Click the "Alignment Test" button and print out a dummy check to your printer.

See if the fields in the check area are aligned properly, and modify the parameters of the fields that are
misaligned.

Sawe your changes by clicking the "Apply" button.
Repeat steps 3, 4, and 5 until the check fields are properly aligned.
Manually write VOID on the all the pre-printed checks that you used for the alignment setup.

If you have already created an Accounts Payable checking account for the checking account on the pre-
printed check, then you must go back into AP Checking Account Maintenance to reset the last check
number. If you have not created the checking account, then the proper check number must be initialized
when you create the account. * See the Setting up Checking Accounts section of this chapter for more

information.

e The number of payables that may be printed on a stub is based on the table below. When you set up the
check format, entrée looks at the parameters from both the top stub and the bottom stub. Whichever stub
allows the fewest number of payables is the stub that will determine the number of payables that can be
printed on both stubs.

Print Vendor Name |Print Check Number|Check Number Line |Max payables allowed on stub equals
%} o 0 Number of Lines on Check Stub - 5
| ™ Greater Than 0 Number of Lines on Check Stub - 5 (Vendor
Line - Check Line)
%] 0 Number of Lines on Check Stub - 5
o 0 Number of Lines on Check Stub - 3
[} Greater Than 0 Number of Lines on Check Stub - 5
0 Number of Lines on Check Stub - 3

e Two examples of output from alignment testing follow.

AP Company Maintenance
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Example Alignment Test 1

Vendor No: VENDOR / MName: VENDORNLME
Invoice Reference Inw Date Inw Amount Imount Paid Discount Adj Amount Net Lmount
00000001 REFERENCEL  05/14/01 0.oo a.0o 0.oo0 0.oo 0.oo
0000000z REFERENCEL  0&/14/01 0.oo a.0o 0.oo0 0.oo 0.oo
00000003 REFERENCEL  05/14/01 o.oo o.oo o.oo o.oo o.oo
oooooo04  REFERENCEL  05/14/01 o.oo o.oo o.oo o.oo o.oo
00000005 REFERENCEL  05/14/01 o.oo o.oo o.oo o.oo o.oo
0ooooo0s REFERENCEL  05/14/01 o.oo o.oo o.oo o.oo o.oo
00000007 REFERENCEL  05/14/01 o.oo o.oo o.oo o.oo o.oo
0oooo00s REFERENCEL  05/14/01 o.oo o.oo o.oo o.oo o.oo
0ooooo0s  REFERENCEL  05/14/01 o.oo o.oo o.oo o.oo o.oo
00000010 REFERENCEL  05/14/01 o.oo o.oo o.oo o.oo o.oo
[Aoct 12345-678) Check Date = 8/14/01 Total = 0.00
#%%*Zeroc & 007100 Dollars
oo/ 0000
PAYABLETCONAMEPATAELENLME #®*¥00000.00
PAYABELETOALADDRESS1
PAYABELETOALDDRESSZ
PAYABLTOCITYSTATEZIPCOUNTRY
;u'!""" .
Example Alignment Test 2
Vendor No: VENDOR / Name: VENDORNAME
Inwoice Reference Iy Date Inw Amount Amount Paid Diszcount Ady Amount Net hmount
0ooooo0l REFERENCEL 058/13/01 0.00 0.00 0.0o 0. oo 0.00
00000002 REFERENCEL 058713701 0.00 0.00 0.0o 0. oo 0.00
00000003 REFERENCEL 058/13/01 0.00 0.00 0.0o 0. oo 0.00
(Aoot 12345-678) Check Date = §/13/01 Total = 0.00
*+FZero & 007100 Dollars
oo/s00/00
*E*00000, 00
PAYABLETONAMEPATARELENAME
PAYABRLETOADDRESSL
PAYABRLETOADDRESSZ
PAYABLTOCITYSTATEZIPCOUNTRY
Vendor No: VENDOR / Name: VENDORNAME
Inwoice Reference Iy Date Inw Amount Amount Paid Diszcount Ady Amount Net hmount
0ooooo0l REFERENCEL 058/13/01 0.00 0.00 0.0o 0. oo 0.00
00000002 REFERENCEL 058713701 0.00 0.00 0.0o 0. oo 0.00
00000003 REFERENCEL 058/13/01 0.00 0.00 0.0o 0. oo 0.00
(Aoot 12345-678) Check Date = §/13/01 Total = 0.00
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6.2

Setting Up Checking Accounts

You need to setup checking accounts in order to approve payables, print checks, and enter starting balances
and charges. Checking accounts are defined and saved in the checking account file.

Whenever you run a process in Accounts Payable that requires a checking account, entrée \erifies that the
account you enter is valid based upon the information you enter here. When first opened, this window will
display the first available checking account.

entrée V3

Use menu path: Accounting > Accounts Payable > Company Maintenance > Checking Accounts.

Account Murmber
Date of Last Check
Mext Check Humber
Description
Dizcount Account

Adjustment Account

Checking Account Maintenance

; ) Diefault Accounts
12416403 Discount | 21030-
1 Adjuztment £1030-

B1030- L
£1030- L

Checking 1100

—

—

l.ﬁ.gd .&l:l:l:uuntj l | [ Cloze l

entrée V4 SOL

Go to the Vendor ribbon menu A/P Transaction section and click the File drop down menu and select

Checking Accounts.

Drescription
Digoount Account

Adjustrment Account

== Checking Account Maintenance l — | |_ih
Account Murnber Default Accounts
Drate of Lazt Check, 03/0313 - Discount  09300-
Nest Check Number 24569 Adjustment

Checking  01015-
SECOMD MATIOMAL BAME CHECKING

09300-
04100-

%
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6.2.1 AP Checking Accounts Controls

Add Accounts Button
Clicking the "Add Account" button will allow you to create a new checking account.

OK Button
Clicking the "OK" button will save any pending changes to the checking account file and close the Checking
Accounts window. You will be taken back to the Main Menu after clicking this button.

Cancel Button
Clicking the "Cancel" button will discard any pending changes to the checking account file.

Close Button
Clicking the "Close" button will close the Checking Accounts window. You will be taken back to the Main
Menu after clicking this button.

Apply Button
Clicking the "Apply" button will save any pending changes to the checking account file. This button is useful if
you want to save pending changes, but not exit out of the Checking Accounts window.

Check Account Settings
Number
This is the checking account number.

Date of Last Check
This is the date of the last check printed against the checking account.

Last Check Number
This is number of the last check printed against the checking account. It can be up to 35 characters long.

Description
This is the description of the checking account. It can be up to 35 characters long.

Discount Account
This is the discount account associated with the checking account. It is the default discount account used
when approving payables.

Adjustment Account
This is the adjustment account associated with the checking account. It is the default adjustment account
used when approving payables.

Default Accounts

The default Discount, Adjustment, and Checking
accounts entered from Accounts Payable
Company Maintenance are displayed for _ 1030-
informational purposes only. Discount

Default Accounts

Adjustment =1030-
Checking 1100-

6.2.2 Add a Checking Account
There are two ways to add an account.

Keyboard Enter the account number into the Number edit box and hit the Tab or Enter key.
Button Press the "Add Account” button.

¢ Adding a checking account is handled differently depending upon whether or not General Ledger is enabled.

Setting Up Checking Accounts
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= |f General Ledger is enabled, the account entered must be an active General Ledger account. In that

case, if you use the "Add" button, the Search lﬁl button or F5 key will bring up the General Ledger
Account search screen, and from there you can pick the General Ledger account you want to use as a
checking account.

= After the General Ledger account is selected, the checking account Description field will be populated
with the description from the General Ledger account.

¢ If Accounts Payable and General Ledger are NOT linked, any account can be entered.

=" INote
=l The accounts from General Ledger are saved to the general ledger account file, while checking

accounts are saved to the checking account file.

¢ Normally businesses will create a system checking account and a manual checking account. See the
Entering Payables chapter for more information.

= The system checking account is used most often. It is used for approving payables and printing checks
from Accounts Payable.

= The manual checking account is used for approving payables as well, except the checks are not printed
by Accounts Payable, but are written out by you, by hand, from a checkbook. See the Entering
Payables section of this guide for more information.

Account Number
Enter the account number from the financial institution here.

¢ If you've entered a new account via the keyboard, without clicking the "Add" button, you will see a Confirm
message. It will say "Would you like to add anew account?". Click Yes here to add the new account.

Date of Last Check
Use the default, which is the current date.

Last Check Number
If you are using pre-printed checks, enter the check number previous to the first check you have available for
printing. For example, if the first check number available for printing is 510, then enter 509.

Description
Enter a description, or retain the default when selecting an account from General Ledger.

Discount Account
This field will be populated with the default discount account. See AP Company Maintenance for more
information. If General Ledger is enabled, the account entered must be an active General Ledger account. In

that case, the Search Iﬁl button or F5 key will bring up the General Ledger Account search screen, and from
there you can pick the General Ledger account you want to. If General Ledger is disabled, you can enter any
account.

Adjustment Account
This field will be populated with the default adjustment account. See AP Company Maintenance for more
information. If General Ledger is enabled, the account entered must be an active General Ledger account. In

that case, the Search lﬁl button or F5 key will bring up the General Ledger Account search screen, and from
there you can pick the General Ledger account you want to. If General Ledger is disabled, you can enter any
account.
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6.2.3

Edit a Checking Account
When you want to modify an existing checking account, you can enter the account number in two ways.

Keyboard Enter the account number into the Account Number edit box and hit the Tab or Enter key.
Button Press the Search Iﬁ' button to view the Checking Account search screen and select an

account, then hit the Tab or Enter key.

o Every field except account number can be modified. Typically, the only field that needs to be modified is the
Last Check Number field. This occurs when pre-printed checks for a system checking account, or checks
from a checkbook for a manual checking account, are wided by hand.

@Example This first example is for a checking account that is used when printing checks from
Accounts Payable. The checking account in this case is typically defined as a system checking account.

Assume the last check printed for account 11010 is number 500. Also, assume that pre-printed checks 501
through 510 for account 11010 have been damaged prior to running the Accounts Payable print checks
process.

You would write "VOID" on the damaged checks, and then change Last Check Number to 510. That way, the
next check printed by Accounts Payable will be check 511.

@Example For a checking account that is used when creating checks by hand, not by printing them
out using Accounts Payable. The checking account in this case is typically defined as a manual checking
account.

You are writing out check number 610 by hand for account 11010 and accidentally write the wrong amount on
the check. You would write "VOID" on check 610, and write a new check (number 611).

You would then edit checking account 11010 and change Last Check Number to 610. That way, when you
create the payable and post the payment for this manual check, Accounts Payable will automatically assign
check number 611 to the payment.

Setting Up Checking Accounts
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6.3

AP Enter Payable

Once you hawve defined your Accounts Payable company, the check format, your vendors and your checking

accounts, you are ready to enter payables. You can enter payables, calculate discounts and optionally
approve payables right from this window, as well as woid existing payables.

Access
1. Go to the Vendor ribbon menu.
2. Select the Payable drop down menu.

3. Select the Enter Payable option.

| @ File ~
g Bank Reconciliation
I

EEE Enter Deposits/Charges

Enter Payable |

4
% Approve Payable
= | Recurring Payable

=  Generate Recurring Payable

=% | Change Payable Priority

An invoice is a payable with positive purchase amount, and a debit is payable with negative purchase amount.
Debits reverse some or all of an invoice amount, and are essentially negative inwices. Debits are created in the

same manner as an inwice, except the payable amount and the distribution amounts are negative.

The typical sequence of events is to create a number of inwices for one or more vendors, approve the invoices

for payment, and then print a check to each vendor for the inwices that have been approved for that vendor.

== AP Enter Payables

Wendor

Mumber  |DOTIO0 Phone |315/457-4911 Last Activity
DOT FOODS, INC. Receipt 12712413

RiziliE e 200 Manarch Road

Address || juerpool, NY 13088 4593 Pament[ 77|

Diefault Fayment Terms

Refersnce  [BOL # 736292 |

Chl Azcount | 04700- ':!o | Diue Date 0214

Due Days Dizcaunt Amt 3831 E———
= Delete Account |
Discount % 2000, Days Discount Date [12/22413 |#) B

| ok | | LCancel | |

Tuotalz

Open Debits Credit Lirit Tems Default Accounts

wTD Paprents Current Bal Due Days Pricrity Dief Exp

YTD Puchases | 0.00] Avail Cred 6816850 Discount| 2000 DiscDays| 10/ DefCrl [04100- |
Payable — Balance To Distribute
Humber |E| Account Account Description Amount n
Rl e 01300- INVENTORY 9545.75
Payahle Date 12/12413 Approved Payment 05600~ SMALL EQUIPMENT PURCHA 4500, 25
Copy Papable Date to Fosting Date,|  Approved Discount 06730- FOOD 523065 |
Posting Date 12/12/13 - Amount Paid I
Pricrity Discount Taken
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6.3.1 Overview Enter Payable

Vendor Area
Number
Enter a vendor number in this field. Any vendor entered must exist on the Vendor file. Enter up to six

S
characters for the vendor, or you can click the Vendor Search button or hit the F5 key to bring up the
Vendor Search screen.

=~ INote N o _ _ ,
(= All the remaining vendor section fields are informational only and cannot be edited unless

otherwise noted.

s g

=== Vendor Search =RECH X
@ Match  (7) Contains
|
Vend # Company City State Phone Toll Free # Buyer =
DMNO DMNO INC, COLUMBUIS OH 614/231-3601 /- RD
DORAL DORAL PACKAGING BELLEFOMNTAIME OH /- /-
DAWSON DORCTHY DAWSON FOOD PRODUCTS, INC JACKSOM MI 800/552-9226 800/552-0226 RS
DOSS DOSS BUSIMNESS SYSTEMS GREEMVILLE OH 937/548-0009 /-
DOTBEE DOT BOXED BEEF CHICAGO L /- /- RS
DoT DOT FOODS CHICAGO IL 765/312-0100 &77/701-2451 RS =
DOWN DOWN'S CONCESSIONS RUSSELLS PT OH /- /-
DGI DOWNTOWMN GREEMVILLE INC GREEMVILLE OH 937/548-94998 /-
DRPEPP DR PEPPER. BOTTLING CO, INC. WEST JEFFERSOMN |NC 336/846-2433 /- RS
DRSMAP DR. PEPPER. SMAPPLE CHICAGO IL 614/237-4201
DRSEVE DR. PEPPER SEVEN UP IMC. MNORCROSS GA 972/673-6759 /-
DLUKE DUKE MANUFACTURING 5T LOUIS MO 800/735-3853 800/735-3853 RD
DUMCAMN DUMCAM LUMCH STAMD MEW PARIS OH
DUTCHC DUTCH COUMTRY ORRVILLE OH 330/683-0646 /- RD
DCREEK DUTCH CREEK FARMS 330/852-2631 [ - -
eI '
{S.J! 864 total recs

=

= Address 1: | 1870 BEAVER RIDGE CIR Contact Title:

£ Address 2: | DR.PEPPERSMAPPLE PO BOX 403501 Payment Terms: | 30 days

Contact:
v

e For those who have the entrée.AP add-on module for entrée sorting by Check Date or Check Number has
been added to the Vendor Inwice search dialog.

e Use the Tools icon in the upper left corner to change the search screen configuration for your personal or
local default. See the Search Configuration Ovenview section of the Search chapter in this guide for more
details about creating configurations.

Phone
This is the phone number of the vendor.

AP Enter Payable
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Remittance Address
This the remittance address of the vendor. It is the address that can be printed on the check.
Select Remittance Address
These controls allow you to page through saved remittance addresses.
6.3.1.1 - Totals

Open Debits
The total amount of all open debits for the vendor.

Current Bal
The current balance due the vendor.

YTD Purchases
The total of all payable amounts created since the last close.

YTD Payments
The total of all payable payments created since the last close.

Avail Credit
This is the amount of credit remaining with the vendor.

Credit Limit
This is the credit limit established for the vendor.

6.3.1.2 - Payment Terms

Terms
This is a description of the terms currently offered by the vendor.

Due Days
This is the default Due Days for the vendor as defined in Vendor File Maintenance. When you create a payable,
the Due Days field of the payable will default to this value.

Discount Percent
This is the default Discount Percent for the vendor as defined in Vendor File Maintenance. When you create a
payable, the Discount % field of the payable will default to this value.

Discount Days
This is the default Discount Days for the vendor as defined in Vendor File Maintenance. When you create a
payable, the Discount Days field of the payable will default to this value.

Priority
This is the default priority for the vendor as defined in Vendor File Maintenance. When you create a payable,
the Priority field of the payable will default to this value.

= Priority 2 - 9: The numeric ranking system allows you to prioritize your vendors using a number
between 2 through nine. The number 2 signifies the highest priority and the number nine signifies the
lowest.

= Priority Hold: Some circumstances may warrant holding payments for a vendor. For instance, you may
have billing questions, or the quality of the last delivery may not have been up to standard. If this is the
case, you can choose Hold from the list. This will prevent inwices from being approved for payment as
well as the creation of any checks for this vendor unless you change the priority.

AP Enter Payable
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= Priority Manual Check: Choose Manual Check if you do not wish the accounts payable system to
print a check for this vendor. For instance, you may pay this vendor from an account that is not defined
in the accounts payable system and you have to write out a check for them.

= Priority Non Check: Choose Non Check if you do not pay this vendor with a check. For instance, you
may pay with cash or you may wire transfer monies into the vendor's bank account.

6.3.1.3 - Last Activity

Payment

This is the date of the last payment made to the vendor.

Amount

Amount of the last payment made to the vendor.

Receipt

This is the last date that product purchased from the vendor was received into inventory.

6.3.1.4 - Default Accounts

Expense

This is the default expense account for the vendor. When you create a payable, the distribution accounts of the
payable will default to this value.

Control

This is the default control account for the vendor. When you create a payable, the Ctrl Account field of the
payable will default to this value.

6.3.1.5 - Payable Controls

Payable
Mumber

Amount

4516003

AETE

Papable Date 11/2342 -

&) (&)

EL

Copy Papable Date to Pozsting Date

Pricrity
Reference
Ctrl &ccount
De Days

Digoount 2

Posting Date  11/2812 -

karnual Checlk -

3778z
02000-
15
0.000

)

Dapz

PO Number 37va2

Approved Payment .00
Approved Discount .00
Amount Paid 0.00
Discount Taken 0.00

Due Date 1241312
Digovnt At Q.00
0 Discount Date 11/28/12 E|

Mever Expires

Alt+X

Number

This is the inwice or debit number. You can enter up to ten characters. If you want to view an existing payable,

—
click the u button next to the Number control or hit the F5 key, and select a payable from the search
screen. The search screen shows only those payables for the current vendor.

AP Enter Payable
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_
<= Payable Search - Vendor #5TANIS =ARCRL X

x @ Match  (7) Contains

o~
Payable # Reference Invoice Amt Amt Paid Check Mo. Check Date
4508 104-2 36984 £263.20 §257.94| 23963 8 | |
4503104-3 36984 £5.26 £5.26|24014 g |
4510722 37239 §1,304.80 $1,304.80 (23910 3 |
4510913 37311 £3,858.40 £3,858.40 | 23978 3
4511701 37382 £4,138.40 54,138.40 | 24060 g
4511835 37383 £1,349.60 51,349.60 | 24080 ] =
4512166 37440 £4,194.40 54,194,40 (24131 g
4512744 37492 §1,304.80 $1,304.80 24193 3
4513240 37540 £2,609.60 £2,609.60 24273 3
4513710 37554 £3,643.90 $3,643.90 | 24324 3
4514380 37687 54,026.40 54,026.40 | 24457 ]
4514546 37588 £2,609,60 52,609,560 (24471 g
4515664 37736 54,239.20 54,239.20 | 24620 ]
4516008 377382 £2,525.60 £0.00 I
4516470 37828 §2,721.60 £0.00 |/ -
1of 16 [2](m]m][a] < ’

1092 total recs

Notepad butt_on next to the Payable "Number" field.

e Clicking EJ the Notepad will open a window showing all previous comments associated with this
transaction. The most recent entry appears at the top of the list.

e Clicking the "Add" button in this window will open another window which will accept a new comment of up
255 characters in length.

4 INote
= The Notepad feature has been purposely designed so comment entries cannot be edited or

deleted once they have been saved. The idea is to hawve a historical log without risk of details being changed
(edited) or lost (deleted).

Amount
This is the payable amount. Enter a positive amount to create an inwice, or a negative amount to create a
debit.

Payable Date
This is the date of the payable. The default is the current entrée working date.

Copy Payable Date to Posting Date
Clicking this button will copy the payable date into the posting date field.

Posting Date
This field displays the date that will be applied to the journal posting records. The default is the current entrée
working date.

Priority
This is the priority for the payable. When you create a payable, this field will be populated with the default
priority for the current vendor. Click the drop down menu button to choose a priority.

= Select Hold priority if you want to prevent the payable from being approved.
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= Select priority 2 (the highest) through priority 9 (the lowest) for payables that you want to approve later
on.

= The other available priorities, Inmediate, Manual Check, and Non Check are discussed below under the
sections Immediate Payables, Non Check Inwices and Manual Invoices.

Reference
This field can be used as a description of the payable, as cross-reference to a purchase order, or to cross-
reference a debit to an inwice. You can enter up to 50 characters, or this field may be left blank.

Ctrl Account
This is the control account for the payable, which is the account that will be credited. When you create a
payable, this field will be populated with the default control account for the current vendor.

If General Ledger is enabled, the account entered must be an active General Ledger account. In that case, the

—
‘—| button or F5 key will bring up the General Ledger Account search screen, and from there you can pick
the General Ledger account you want to. If General Ledger is disabled, you can enter any account.

Due Days

This is the number of days from the payable date within which the vendor requests payment. When you create
a payable, this field will be populated with the default due days for the current vendor. For a debit, Due Days
will be 0, and this field cannot be edited.

Discount Percent

This is the discount percent for the payable offered by the current vendor. When you create a payable, this field
will be populated with the default discount percent days for the current vendor. For a debit, the discount percent
will be 0, and this field cannot be edited.

Days

This is the number of days from the payable date within which you must pay the vendor in order to receive a
discount. When you create a payable, this field will be populated with the default discount days for the current
vendor. For a debit, the discount days will be 0, and this field cannot be edited.

PO Number
This is a user-defined purchase order number associated with the payable.

Approved Payment
This is the amount of the payment that has been approved for an existing payable. This field is for informational
purposes only and cannot be edited.

Approved Discount
This is the amount of the discount that has been approved for an existing payable. This field is for informational
purposes only and cannot be edited.

Amount Paid
This is the total of all previous payments against the payable for an existing payable. This field is for
informational purposes only and cannot be edited.

Discount Taken
This is the total of any discounts taken against the payable for an existing payable. This field is for
informational purposes only and cannot be edited.

Due Date
This is the due date of the payable. This field is for informational purposes only and cannot be edited.

e Due Date = Payable Date + Due Days

Discount Amt
This is the discount. See the Calculating the Discount section below for more information.
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Discount Date
This is the date the payable must be paid by in order to take advantage of the discount offered by the current
vendor. This filed is for informational purposes only and cannot be edited.

e Discount Date = Payable Date + Discount Days
e Never-Expiring discount date

Adding a Never-Expiring Discount Date

Click the drop-down button to the right side of the "Discount Date" field.
Click Never Expires.
Click Apply

p wDd R

When the option is checked then the "Discount Date" field is blanked and changes to red. Red means it
Never Expires. Removing the check from the setting will change the control back to its normal color and
will recalculate Discount Date based on the usual parameters.

F

7| 1. Alt-X shortcut key is attached to the Never Expires option setting to toggle it on or off without
being required to open the drop-down menu.

I 1Note

2. In the Approve To Pay utility any entries which use the "never expires" feature will show "N/A"
in the "Discount Date" column.

6.3.1.6 - Distribution Accounts

In a double entry book-keeping system such as Accounts Payable, every credit must be offset by a debit.
When you create a payable, you credit the single control account, which is typically a liability account, and
debit one or more distribution accounts, which are typically expense accounts. Inwices often have more than
one type expense, and in such cases you heed to be able to distribute the payable amount to more than one
account. In the case of a single distribution account, the entire payable amount is applied to the single
account. In the case of multiple distribution accounts, the total of all the distributions must equal the payable
amount.

Balance To Distribute

This is the payable amount minus the total distributions. It is updated as you add and delete distribution
accounts, and modify amounts.

To change the account and amount, you can use one of the following commands.

Keyboard Scroll to the account and press the Enter.
Context Menu Double left click the account.

You can then modify the account and the amount. After you are done modifying the amount, hit the Enter or
Tab key, and the Balance To Distribute field will be updated.

Account

This is the distribution account for the payable, which is the account that will be debited. If General Ledger is
enabled, the account entered must be an active General Ledger account. In that case, the F5 key will bring up
the General Ledger Account search screen, and from there you can pick the General Ledger account you want
to. If General Ledger is disabled, you can enter any account.

Amount
This is the amount debited to the account. Enter a positive amount for an invoice, or a negative amount for a
debit.

Delete Account
Click the "Delete Account" button to delete the current account.
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New Account

Click the "New Button" button to add a new account. When you add a new account, the account field will be
populated with the default expense account for the current vendor, and the amount field will be populated with
any remaining balance that requires distribution.

6.3.1.7 - Buttons

6.3.2

Add Payable
Clicking the Add Payable button will prepare the window to accept a new payable number into the payable
number control.

Void
Clicking the Void button will wid the payable.

OK

Clicking the OK button will save any pending changes to the payables file, and will reset the payable and
vendor sections of the window. This button is useful if you want to save pending changes, and then enter a
new payable for a different vendor.

Cancel

Clicking the Cancel button will allow you to cancel changes you're making to an existing payable, or cancel the
addition of a new payable. If no payable is displayed, clicking the "Cancel" button will reset the vendor section
of the window to allow you to enter a vendor.

Close
Clicking the Close button will close the Enter Payables window. You will be taken back to the Main Menu after
clicking this button.

Apply

Clicking the Apply button will save any pending changes to the payables file, and reset the payable section of
the window to allow another payable to be created. This button is useful if you want to save pending changes,
and then immediately enter a new payable for the current vendor.

Adding a Payable

Enter the payable number and hit the Enter key, or click the "Add" button. If you've entered a new payable
number via the keyboard, without clicking the "Add" button, you will see a Confirm prompt.

Hit the Enter key or click the "Yes" button to accept the payable number.

Once entrée has established that the payable is unique, you can then populate the other fields. The fastest
way to create payables is to use the Enter key to advance from one field to another, instead of using the Tab
key or the mouse. The Enter key is set to focus on the controls that you are most likely to activate when
adding payables.

Entering Debits
A debit is a payable with a negative amount. A debit will reverse some or all of an inwice amount from one or

more inwices, and is essentially a negative invoice. A debit is created in the same manner as an inwoice,
except the payable amount and the distribution amounts are negative. A typical use of a debit is to offset some
amount of an inwice for damaged goods. Purchase Order numbers can be entered when creating a debit
memo.

@Example
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¢ You create inwice INV2001 for an amount of 1000.00 for ten cases of olive oil received at 100.00 per case.
Upon inspection, one case is spoiled or damaged.

¢ Now you create debit DEB2001 for -100.00. You use the same control and distributions accounts as you
used on the inwice, except the amounts are all negative.

¢ You also enter the invoice number INV2001 into the debit reference field as a cross- reference to the inwoice.

e Then fully approve both the debit and inwice. When you print the check, the check amount will be for
900.00, and the 1000.00 inwice and the -100.00 debit will both appear on the check stub.

6.3.3 Changing an Existing Payable

Most fields in an existing payable can be modified. However, there are some restrictions.

A payable that is approved, or has a previous payment, can only have the Priority, Due Days, Discount %, and
Discount Days modified, and the only priorities available are Immediate, and 2 through 9. If the payable is a
debit, Discount %, and Discount Days can never modified.

If a payable has no previous payments and is not approved, then you can change any field, including the
payable amounts. An invice cannot be changed to a debit and vice-versa. In other words, when the payable
amount is positive, it must always be positive, and if the payable amount is negative, it must always be
negative.

Changing the payable amount actually woids the original inwice, and then creates a new inwice with the new
amount. If you were to change the amount of an inwice and then generate the AP Inwice Register report, you
would see both the wided invice and the new inwice. It is important to note that the widing process and the
new payable creation process both generate postings, and that these postings can only be applied to the
current GL Period. If the postings of the original payable have already been released and applied to a previous
GL period, then you may want to post reversing GL journal entries.

@Example if a payable of 1500.00 is created with control account 11111- and distribution account
44444-, then two AP journal postings are created:

11111- -1500.00
44444- 1500.00

Assume these postings are released, GL period 06 is updated, and GL period 06 is closed. GL period 07 then
becomes the current period. If the payable amount is then changed to 1600.00, the wid process creates two
new postings whose purpose is to cancel out the original postings:

11111- 1500.00
44444- -1500.00

and two new postings for the new amount are created:

11111- -1600.00
44444- 1600.00

Assume that the four new postings abowe will be released during the next release process, and the current GL
period 07 will be updated with those postings. In this case, post to the current GL period a journal entry that
will cancel out the postings generated as a result of the wid process:

11111- -1500.00
44444- 1500.00
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Finally, post to GL period 06 a journal entry that will cancel out the original payable postings:

11111- 1500.00
44444- -1500.00

Saving Payables

Click the OK button or the Apply button to save the payable. Before saving the payable to the Payables file,
the payable is validated as below.

For all payables:
e The payable date must be a valid date
e The payable amount must be fully distributed
e [fthe payable has Immediate priority, the Due Days will be 0

For debits:
e The debit amount and all distribution amounts must be negative
e The priority cannot be Manual Check or Non Check
e Both the Discount Percent and Discount days will be 0

For invoices:
e The inwice amount and all distribution amounts must be positive
e Both Discount Percent and Discount Days must be greater than or equal to zero, and if either field is a
non-zero value, then the other must be non-zero as well

You cannot save a new payable whose Posting Date is within a previous GL period, unless you have Option
109 is enabled. Option 109 allows for the AP postings of the new payable to be automatically released and a
GL journal entry for those released postings to be automatically posted to the GL.

The GL period window will default to the period determined by the posting date, but you may override the
default and post the entry to any previous period. A cancellation from the account dialog will result in the
payable begin saved, but no entry posted to GL.

An existing payable cannot have it's posting date changed to a date in a closed GL period, regardless of the
state of Option 109.

Current Year
Select this field in order to post to a period from the current year.

Last Year
Select this field in order to post to a period from last year.

GL Posting Period
You will post your entries to the period displayed in this field.

OK

Clicking the "OK" button will release the AP journal postings, post the GL journal entry, and close the Enter
Period window. If any of the AP journal postings is for an Income Statement account, you will have to enter a
Net Income account and a Retained Earnings account.

Cancel Button
Clicking the "Cancel" button will close the Enter Period window. Howeer, the only option available will be to
close the window.

Selecting a Period and Year
You can select other Year/Period combinations, however the Period and Year have sewveral constraints:

e Ifyou select Current Year, the Period you enter must be less than the current period.
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e [fyou select Last Year, there must have been a period closed last year, and the Period you enter must
be less than the final period closed last year.

Immediate Payables

If you receive an inwice from a vendor, and you want to quickly create and approve the invoice and print a
check, you can create an immediate AP inwoice.

¢ Create an immediate AP inwice in almost the same manner as a regular inwice. With an immediate inwoice,
however, you must enter the approved payment, discount, and adjustment amounts, as well as a checking
account. After the inwice has been created, you can immediately print the check. Debits can be approved
immediately as well, but that is unusual.

¢ You create an immediate payable by adding a payable, and selecting an Immediate priority. When you
attempt to sawve the payable, the immediate approval window will be displayed.

== The Immediate Approval window is only displayed when you save the payable during its' initial
creation. Saving changes to an existing immediate payable will not result in the Immediate Approval window
being displayed.

=’*i Note

Purchase Amount
This is payable amount. This field is for informational purposes only and cannot be edited.

Discount Amount
This is calculated discount amount. This field is for informational purposes only and cannot be edited. If the
payable is a debit, or if the payable is an inwice without a discount, the discount amount will be zero.

Approved To Pay
The payment amount to be approved. For an inwice, this field must be positive. For a debit, this field must be
negative. This field will default to an amount calculated as:

Approved To Pay = Purchase Amount - Discount Amount

Approved Discount
The discount amount to be approved. For an inwice, this field must be positive. For a debit, this field must be
negative. This field will default to an amount equal to the Discount Amount.

Approved Adjustment
The discount amount to be approved. For an inwice, this field must be positive. For a debit, this field must be
negative. This field will default to a value of zero.

Checking Acct

This is the checking account number that will be associated with the payable that you are approving for
payment. When you approwe a payable, the approved amounts and the checking account will be saved to the
payables file for that payable. You can click the Al button or hit the F5 key to bring up the Checking Account
search screen, and from there you can pick the checking account you want to use. This field will default to the
checking account you assigned as the default checking account in Company Maintenance.

OK
Clicking the "OK" button will validate the fields, and if the fields pass the validation, the window will close and
the process of saving the payable will continue.

Cancel
Clicking the "Cancel" button will allow you to cancel the approval of the payable.

In the Confirm dialog for the cancellation of the approval clicking "Yes" will accept the cancellation, close the
immediate approval window, and continue the process of saving the payable. This action is the same as
entering zero approval amounts.
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Click the "No" button to return to the immediate approval window.

Manual Check Invoices

If you receive an inwice from a vendor, and you want to pay the vendor with a hand written check, you can
create a manual check payment. You create a manual check payment in almost the same manner as a
regular invoice. With a manual check payment, however, you must enter the approved payment and discount
amounts, as well as a checking account.

¢ You create a manual check payment by adding a payable, and selecting Manual Check priority. When you
attempt to save the payable, the manual check payment window will be displayed.

r-.-., Manual Check Pa... I.':' |_i:?- )

Purchase Amount 252560

Approved To Pay 252060
Approved Dizcount 0.00
Checking Account  01015-

=

Dizcount Account

©

Check Date 022114 -
Check, Mumber 24669
ak. | | Carncel |

Purchase Amount
This is payable amount. This field is for informational purposes only and cannot be edited.

Approved To Pay
The payment amount to be approved. This field must be greater than zero. This field will default to an amount
calculated as:

Approved To Pay = Purchase Amount - Discount Amount

Approved Discount
The discount amount to be approved. This field must be greater than or equal to zero. This field will default to
discount amount.

Checking Account

This is the checking account number that will be associated with the inwice that you are approving for
payment. When you inwice a payable, the approved amounts and the checking account will be saved to the
payables file for that payable. You can click the Al button or hit the F5 key to bring up the Checking Account
search screen, and from there you can pick the checking account you want to use. This field will default to the
checking account you assigned as the default checking account in Company Maintenance.

Check Date
The manual check date.

Check Number

The manual check number. This field will default to the next available check number for the selected checking
account. You can enter up to eight characters. The check number cannot be blank nor 0. In addition, the
check number cannot be a number for a check that exists on the current or history check file.

OK
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Clicking the OK button will validate the fields, and if the fields pass the validation, the window will close and the
process of saving the payable will continue.

Non Check Invoices

If you receive an inwice from a vendor, and you want to pay the vendor with cash, you can create a non-check
payment.

e You create a non-check payment in almost the same manner as a regular invoice. With a non-check
payment, however, you must enter the approved payment and discount amounts, as well as a payment
account and a payment number.

¢ You create a non-check check payment by adding a payable, and selecting Non Check priority. When you
attempt to save the payable, the non-check payment window will be displayed.

r-.-m MNon Check Paym.. I. — | |_ﬂh

-

Purchaze Amaunt 272160

Approved To Pay 27216

Approved Dizcount 0.00
Chrl Account mos-

B

Digoount Accaount  09300-
Fayment [ ate 0242144 -

©

Fayment Humber

ok | | LCancel | |

Purchase Amount
This is payable amount. This field is for informational purposes only and cannot be edited.

Approved To Pay
The payment amount to be approved. This field must be greater than zero. This field will default to an amount
calculated as:

Approved To Pay = Purchase Amount - Discount Amount

Approved Discount
The discount amount to be approved. This field must be greater than or equal to zero. This field will default to
discount amount.

Account

If General Ledger is enabled, the account entered must be an active General Ledger account. In that case, the
Al button or F5 key will bring up the General Ledger Account search screen, and from there you can pick the

General Ledger account you want to. If Accounts Payable and General Ledger are NOT linked, you can enter

any account.

Payment Date
The payment date.

Payment Number
The payment number or reference. You can enter up to ten characters which may include letters, numbers, the
dash "-", and the underscore "_" . Blanks are not allowed.
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OK
Clicking the OK button will validate the fields, and if the fields pass the validation, the window will close and the
process of saving the payable will continue.

Voiding a Payable
Only payables that are not approved and have no previous payments may be woided. Once a payable is wided,

a new payable may be created with the same payable number. Voiding a payable will reverse the amounts in
the appropriate vendor totals.

To woid a payable, click the "Void" button. Once the payable is wided, the payable section of the window will
be reset to allow you to enter a new payable for the current vendor.

It is important to note that the widing process generates postings, and that these postings can only be applied
to the current GL Period. When you wid a payable whose original postings have already been released and
applied to a previous GL period, then you may want to post reversing GL journal entries.

@Example If a payable of 1500.00 is created with control account 11111- and distribution account
44444-, then two AP journal postings are created:

11111- -1500.00
44444- 1500.00

Assume these postings are released, GL period 06 is updated, and GL period 06 is closed. GL period 07 then
becomes the current period. If the payable is wided, the woid process creates two new postings whose
purpose it to cancel out the original postings:

11111- 1500.00
44444- -1500.00

Assume that the two new postings above will be released during the next release process, and the current GL
period will be updated with those postings. In this case, post to the current GL period a journal entry that will
cancel out the postings generated as a result of the woid process:

11111- -1500.00
44444- 1500.00

Finally, post to GL period 06 a journal entry that will negate the original payable postings:

11111- 1500.00
44444- -1500.00
Calculating the Discount

If the inwoice has a Discount % and a Discount Days which are both non-zero, the Discount Amount will be
calculated automatically and will be based on the payable Amount and the Discount %.

Discount Amount = Payable Amount * Discount Percent
You may owerride this amount and put in any amount less than the purchase amount, including zero. If the
Discount Amount is equal to the system calculated amount, then applying the payable will generate the
discount confirmation window below, which will allow you to recalculate the discount on an amount which is

less than the purchase amount.

Discount Amount = (Payable Amount - Balance Reduction) * Discount Percent
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This dialog allows you to enter a Balance Reduction Amount. In this example, the inwice amount of 125.75
has reduced by 25.00, so the discount will be calculated on the remaining 100.75. Click the "OK" button will
close the balance reduction dialog box.

You will be warned if you close the dialog box without entering a reduction amount. This will allow you to re-
enter a reduction amount. Click the "No" button to re-open the balance reduction dialog box, or hit the "Yes"
button to continue with the saving of the inwice.

6.3.10 Entering an Invoice Posted from Receiving PO

When receiving a purchase order from accounts receivable, you have the option to post the PO to accounts
payable. If you decide to post the PO, the AP Enter Payables window will be displayed with the vendor field
automatically populated with the vendor associated with the PO. The vendor cannot be changed.

-

OhAM & LANDES MEATS

. B
Remittance 4o EAST ROSS ROAD
Address

Totals
Open Debits 0.oo
'TD Payments 23718743
YTD Purchases 237E3E.42
Papable
Mumber |
Amount 0.00

Payable Date  / /

Copy Fayable Date to Posting D ate
Posting Date  / /

Friarity

Reference

Chrl Account

Due Daps 0

0.000

Digcount % Dayz

*oid k.

WE'w CARLISLE, OH 45344

Credit Limit 0.00
Current Bal 443.00
Avweall Credit -443.00
PO Mumber
Approved Payment
Approved Discount
Amount Paid
Discount Taken
Due Date Hd
Discount Amt
0 Discount Date  / /
lalhse ] [ o

1
< AP Enter Payables - Post Purchase Crder #37873 l =R X
Wendor ——
Mumber — BOWHAR Phone 937/845-3466 EBIRERAE

Fieceipt 09/02/13

Payment 1012412

Check 24000
Amaunt
Default Payment Terms
Terms MET 10 Default Accounts
CueDaps 10 Prionty 2 DefExp 01300-
Discount  0.000 DiccDaps 0 Def Cd
Balance To Distribute
Account Account Description Amount
0.00
0.oo
0.0
0.0
0.o0

Mew Account

Dielete Account

32189

0.00

m

w

4

¢ At this point, the "Close" button is enabled. If you click Close the inwice will not be created, the Enter
Payables window will close, and you will return to the PO receiving window.

e You must enter a unique invoice number. Once the invoice number is entered, the amount field will be

automatically populated with the PO amount and cannot be changed.

¢ Next you can enter and modify the various fields just as you would for any other payable. Entering the

amount will enable the "Apply" button and enable the "Cancel" button.

¢ At this point, the "OK" button and the "Apply" button will save the inwice, close the Enter Payables
window, and return you to the PO receiving window.

¢ If you click the "Cancel" button, the inwice will not be created, the Enter Payables window will close, and
you will return to the PO receiving window.
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Change Payable Priority Utility

The Change Payable Priority Utility can be used to change the priority of a payable even in a closed period.

The payment priority indicates when or how the inwice should be paid in relation to other payables. This value
may have to be changed because circumstances change.

< INote _ . o .
= This utility will only process one payable at a time. This will help to prevent accidental changes

to priority on the wrong payable.

Access
1. Go to the Vendor ribbon menu.

2. Select the Payable drop down menu.
3. Select the Change Payable Priority option.

| @ File ~

.@ Bank Reconciliation

I

Ej.’ﬁ! Enter Deposits/Charges

Enter Payable |
Approve Payable

Recurring Payable

EF o & &F

Generate Recurring Payable

Change Payable Priority

1':\\,_-!:

4. Find or enter the Vendor Number if you know it. Or use the search tool.

B Change Payable Priority

Vendor Mumber: || - p| L2
Company MName: | | Due Date: | |
Contact: | | Reference: | |
Phone: | | Current Priority: | |

Change Payable Priority

Close

5. Using the Vendor Number field auto-complete feature can help you quickly find the vendor. Start entering the
vendor number and the list will population so you can make your selection.

Change Payable Priority Utility
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B Change Payable Priority

Vendor Mumber: |PEP| |E| p| Payable Mumbe 00
Vendor & Company
DRPEFF  |DRPEFPER BOTTLING CO, INC. | |
DRSEVE  |DR. PEFPER SEVEM UP INC.
Contact: DRSNAP  |DR PEEPER SNAPPLE | |
Phone: PEPSI PEPSI COLA CO | |

PEFSIC PEFSICO FRITO LAY

Company Mame:

Close

&

6. Once the Vendor Number is selected hit Enter and the contact information will be added to the screen.

@ Change Payable Priority

Vendor Number: |PEPSI - p| Payable Number: || | 2
Company Mame: |PEPSI COLA CO | Due Date: | |
Contact: |Jnn Bassett | Reference: | |
Phone: |(366) 270-8568 | Current Priority: | |

Change Payable Priority

Close

7. Find the desired payable number click in the Payable Number field and click the search tool.

8. A list of the payables for that vendor will be displayed. In the Payable Search dialog double-click the
payable you want to change and it will be loaded into the screen.

Change Payable Priority Utility
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#= Payable Search - Vendor #PEPSI

Keystroke Delay

‘u b 4 |‘ (@ Match ) Contains short — }———————— Long
Payable # & |Reference Invoice Amt Amt Paid Chedk MNo. Check Date

84080906 3713 | 7243 o0l |// |

276 total recs

I OK I Cancel . Refresh
Y% ¥y | |

9. Go to the New Priority menu and select the new priority and hit Enter.

New Priority Values
e 2 -9: The numeric ranking system allows you to prioritize your vendors using a number between 2 through
nine. The number 2 signifies the highest priority and the number nine signifies the lowest.

e Hold: Some circumstances may warrant holding payments for a vendor. For instance, you may hawe billing
questions, or the quality of the last delivery may not have been up to standard. If this is the case, you can
choose Hold from the list. This will prevent invoices from being approved for payment as well as the creation
of any checks for this vendor unless you change the priority.

¢ Manual Check: Choose Manual Check if you do not wish the accounts payable system to print a check for
this vendor. For instance, you may pay this vendor from an account that is not defined in the accounts
payable system and you have to write out a check for them.

¢ Non Check: Choose Non Check if you do not pay this vendor with a check. For instance, you may pay with
cash or you may wire transfer monies into the vendor's bank account.

Change Payable Priority Utility
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B Change Payable Priority
Vendor Murnber: |F‘EF‘SI - p| Payable Number: |B4UBUEIDE | 2
Company Name: [PEPSI COLA CO | Due Date: |12/28/17 |
Contact: Jon Bassett | Reference: 37813 |
Phone: |{866} 270-3565 | Current Priority: |2 |
Mew Priority: e
Hold ~
Chanoe PA Immediate
2
3 Close
4
5
e
7
8
9
Manual Chedk
Mon Check ¥
10. The Change Payable Priority button is activated. Click the button to update the payable.
@ Change Payable Priority
Vendor Mumber: [PEPSI - | O Payable Number: |84{]BUQUE | jo
Company Name: |PEPSI COLA CO | Due Date: |12/28/12 |
Contact: |Jon Bassett | Referen
Phaone: |{Bﬁﬁ} 270-3568 | Current Pr
o Payable priority updated
Mew Priority:
Change Payable Priority I
| st
11. An Information box will display Payable priority updated, click OK.
12. Click Close on the Change Payable Priority screen if you are done.
6.5 AP Approve Payables

Once you have created a payable, you must approve it for payment before you can generate a payment against
it. This option is also useful for displaying those payables that meet your search criteria, such as all payables

due on a particular date.
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An invoice is a payable with positive purchase amount, and a debit is payable with negative purchase amount.
The typical sequence of events is to create a number of payables for one or more vendors, approve the
payables for payment, and then print a check to each vendor for the payables that have been approved for that
vendor.

entrée V3
Use menu path: Accounting > Accounts Payable > Manage Payables > Approve Payables.

AP Approve Payables For Payment

Checking Acct 11010 &

Default Checking Acct  11010-

Cluery

— . Dates .
Yendor Murmber ;‘ | PapableshDehits | Al [i Purchase Dizcount Due
o | i 44 i L i L
Payable Murnber f_,} | = Begin|_/_/_ Begin|_/_/_ Begin|_/_/_
= | End _/ /| End _/ 4 | End /7
Reference
- Tods
Pricrity Al [i Include Higher Priorities %
Wendor Invoice Diz Date | Total Invoice |Prev Payments | Open Amt Appr Payment [Appr Discount | Appr Adjust

| R00210 F44.00 0.00 0.00 74400

-

ADH10 BA025 06430411 06/25/11 175.00 0.0a 0.00 175.00 0.00 0.00 -
GPEM 01000001 1241512 121512 150000 0.o0 0.00 1500.00 0.00 0.0a I
TCC10 454545 04/08/13 03/28/13 1BE.05 0.00 1BE.05 0.00 0.00 0.00 I—
ZEI10 853869 08/24/09 08A17/09 21375 0.0 0.00 213.75 0.00 0.00 -
-
-
E
-
-
=
PerVendor Totals ; ; .
ANTHOMY DAVIDS HIGHLAKD CO. Ihvoice Frev Pay Open Apr Pay Apr Dig Apr Adj
ADH10 319.00 n.oa n.oo 519.00 0.0a 0.00
Pricrity 2 PurDate 06415411
Ref Fully &pprave Fully &pprove &)1 Unapprove I l l Lancel
entréee V4 SOL [ @ File ~

Go to the Vendor ribbon menu A/P Transaction
section click the Payable drop down menu and
select Approve Payable.

.ﬁ' Bank Reconciliation

I
EE Enter Deposits/Charges

Enter Payable |
Approve Payable

Generate Recurring Payable

7
HE
=% Recurring Payable
i)
7z

Change Payable Priority

AP Approve Payables
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I ~
= AP Approve Payables For Payment = | B S
Checking Acct nme- Default Checking Acct moe-
Query
Dates
3 i
Vendor Number 2 | Payables\Debits &l - Purchase T Fis
Payable Mumber 9] Go Begin  / / *  Begn // + Begn // -
Reference End // - End // - End /¢ -
Priority Al A | Inchude Higher Priorities Today
Vendar Invoice |Due Date |Dis Date |T0ta| Invoice [Prev Payments |Open Amt  [Appr Payment [Appr Discount |Appr Adjust |Ck ES
ALLIED TRSHO101 04/01/14 04/11/14 575.00 0,00 11,50 563.50 0.00 0.00 I
BIRCHW 341392 12/14/12 ' 12/04/12 6316.60 0.00 6816.600 0.00 0.00 0.00 r 3
ELUE 787481 12/12{12 12f05{12 1376.72 0.00 1376.72 0.00 0.00 0.00 I
BOWMAN 0001 09/12/13 |09/02/13 132.00 0,00 132,00 0.00 0,00 0.00 I
BOWMAN 123456 09/12/13 09/02/13 132.00 0.00 132.00 0.00 0.00 0.00 I
BOWMAN |5 09/12/13 09,/02/13 3.00 0.00 3.00 0.00 0.00 0.00 I
BOWMAN 3598 09/12/13 09/02/13 50.00 0,00 50,00 0.00 0.00 0.00 I
BOWMAN 8565 09/12/13 |09/02/13 132.00 0.00 132.00 0.00 0.00 0.00 I
BUMZL 43542689 12/11/12 12/06{12 1732.64 0.00 1732.64 0.00 0.00 0,00 I
CASSAN  2012MET4 122212 12/01f12 -625.00 0.00 -625.00 0.00 0.00 0.00 I
CASSAN 6676 121212 11f21f12 3319.80 0,00 3319.80 0.00 0.00 0.00 I
Per “endor Totals
COLDYWATER DAIRYLAMD Invaice Prev Pay Open Apr Pay Apr Dis Apr Adj
. 0E7E73 208160 0.00 206180 0.00 0.00 0.00
Priority 2 PurDate 03/01/13
Rief | Fully &pprove | | Fully Approve Al | | Unapprove Ok LCancel Apply

w

6.5.1 Approving Payables Controls

Checking Acct

This is the checking account number that will be associated with the payables that you approve for payment.
When you approve a payable, the approved amounts and the checking account will be saved to the payables

file for that payable. You can click the Search lﬁl button or hit the F5 key to bring up the Checking Account
search screen, and from there you can pick the checking account you want to use. This field will default to the
checking account you assigned as the default checking account in Company Maintenance.

Default Checking Acct

This is the default checking account that you set up in Company Maintenance. This field is for informational
purposes only and cannot be edited.

6.5.1.1 - Query Section

The Query section allows you to constrain your search for payables that meet a certain criteria. All the fields
except All\Debits\Inwoice and Priority may be left blank. After you have entered you're criteria, you can start the
search in one of two ways:

Keyboard
Button

If any of the Query controls is highlighted, simply hit the Enter key.
Press the "Go" button.

AP Approve Payables
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(3 S - - L O — e R e
= AP Approve Payables For P ik . -
- ) .
| Checking Acct mms- Default Chacking Acct 01015
I Query
Dates
S i

Vendor Number Payables\Debits Al Purchase Discount Due

Payable Number Begn / / v Begn [/ v Begn // -

Reference End /4 - End ¢/ - End ¢/ -
|| Pricrity M - Include Higher Priorities

Vendor Number
Allows a search for those payables whose vendor matches this field. Enter up to six characters for the vendor,

or you can click the Search button or hit the F5 key to bring up the Vendor search screen.

Payable Number
Allows a search for those payables whose payable number matches this field. Enter up to ten characters for

the payable, or you can click the Search button or hit the F5 key to bring up the AP Inwice search
screen.

Payables / Debits

This allows you to select whether you want to search for only
debits, only invoices, or all payables. Click the drop down menu
button and choose the payable type.

Payables\Debits ]

-

Debits
[Fvoices
Reference

Allows a search for those payables whose reference matches this field. Enter up to twenty characters for the
reference.

Priority

This allows you to search for only those payables whose priority is a certain type. Only payables whose
priority is greater than or equal to the selected priority will be displayed. Immediate is the highest priority, and
9 the lowest priority. Click the drop down menu and choose the priority.

If you select Immediate priority. Since Immediate is the highest priority, i ] ll]
only payables with immediate priority will be displayed. If you select et
priority 3, only those payables whose priority is 3, 2, or Immediate will be Emme e
displayed. a2
4
e Payables with a blank priority will only be retrieved be when you select 5
"All". -E |
8
9
Manual Check,
Mo Check

Include Higher Priorities

By default, this box is checked to accept payables per the rules in the Priority description abowe. If priority level
5 is selected and this box is checked, the payables displayed will include priority levels 5, 4, 3, 2, and
Immediate. When this box is unchecked, only payables of the specified priority selected in the drop-down
menu will be displayed (for example, only priority level 5).

Purchase Begin Date
Allows a search for those payables whose purchase date (payable date) is greater than or equal to this date.
This date must be less than or equal to the purchase end date, or blank.
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Purchase End Date
Allows a search for those payables whose purchase date (payable date) is less than or equal to this date. This
date must be greater than or equal to the purchase begin date, or blank.

Discount Begin Date
Allows a search for those payables whose discount date is greater than or equal to this date. This date must
be less than or equal to the discount end date, or blank.

Discount End Date
Allows a search for those payables whose discount date is less than or equal to this date. This date must be
less than or equal to the discount begin date, or blank.

Due Begin Date
Allows a search for those payables whose due date is greater than or equal to this date. This date must be
less than or equal to the due end date, or blank.

Due End Date
Allows a search for those payables whose due date is less than or equal to this date. This date must be less
than or equal to the due begin date, or blank.

Today Button

Clicking the "Today" button will populate the Due End Date with the current date. For example, you want to
know what payables are due by today. Leave all query fields in their default state, hit the Today button, and
then hit the Enter key. Only those open payables whose due date is less than or equal to today's date will be
displayed.

Go Button
Clicking the "Go" button starts the search for payables.

6.5.1.2 - Payables Grid

Vendor |In‘mice |Due Date |Di$ Date |Tota||nvnice |PIE-"\-' Fayments | Open Amt Appr Payment | Appr Discount | Appr Adjust |I:k|
ADHT0 500210 06430411 | 06/25/411  744.00 0.00 0.00 744.00 0.00 n.ao o
ADHTO ER025 0E/30411 0B/2541 175.00 0.00 0.00 175.00 0.00 0.00 N
GPEO 0100000 121512 1211542 150000 0.00 0.00 1500.00 0.00 n.ao N
04/08/12 3 oo [ | 0.00] o.00 v ||
ZBI10 8595869 08/24/09 0BA7A09 21375 0.00 0.00 21375 0.00 n.ao N

L o o I

Vendor
The vendor of the payable. This field is for informational purposes only and cannot be edited.

Invoice
The payable number of the payable. This field is for informational purposes only and cannot be edited.

Due Date
The due date of the payable. This field is for informational purposes only and cannot be edited.

Dis Date
The discount date of the payable. This field is for informational purposes only and cannot be edited.

Total Invoice

AP Approve Payables



Using entrée.AP Accounts Payable 63

The payable amount (purchase amount) of the payable. This field is for informational purposes only and cannot
be edited.

Prev Payments
This is the total of all previous payments paid against the payable. This field is for informational purposes only
and cannot be edited.

Open Amt
This is the remaining amount that can be approved for payment. It is calculated from the following formula:

Open Amt = Total Invoice - Prev Payments - Appr Payment - Appr Discount - Appr Adjust

Since the Open Amt is calculated from the approved amounts described below, changing the approved
amounts will changed the Open Amt. This field is for informational purposes only and cannot be edited.

Appr Payment
The payment amount to be approved. For an inwice, this field must be positive. For a debit, this field must be
negative.

Appr Discount
The discount amount to be approved. For an inwice, this field must be positive. For a debit, this field must be
negative.

Appr Adjust
The adjustment amount to be approved. For an inwice, this field must be positive. For a debit, this field must
be negative.

Ck

When this field is checked, it means that any changes that you have made to the payable will be saved to the
payables file when you save pending changes. When this field is NOT checked, it means that any changes
that you have made to the payable will NOT be saved. This allows you to modify the checking account or
approved amounts of a payable, yet not actually save those changes.

You can save pending changes by clicking the "OK" button or the "Apply" button.

@Example For example, you want to fully approve all payables except for one particular payable. After
displaying all the payables on the grid, click the "Fully Approve All Payables" button, which will automatically
approve and check all the payables.

You then un-check the one payable you don't want to modify. Even though the approved amounts in the grid
still show some values for that payable, when you click the "Apply" button to save the changes, the changes
you made to the un-checked payable will be ignored.

6.5.1.3 - Per Vendor Totals

This section displays vendor information and totals for the payable currently highlighted in the grid. These fields
are for informational purposes only and cannot be edited.

TR VS Irvaice Prev Pay Ope Apr Pay Apr Dis Apr Adj

ANTHOMY DAVIDS HIGHLAND CO.
ADH10 919.00 0.00 oo 919.00 0.00 0.00
Priarity | 2 Pur Date  06/15411
Fef LEuII_I,J Approve L Fully dpprove Al |-.. Unapprave . | L. Lancel
Vendor

The vendor's name for the payable currently highlighted in the grid.
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Priority
The priority of the payable.

Pur Date
This date shows the purchase date of the payable.

Ref
Reference field of the payable.

Per Vendor Totals
Invoice
The sum of the total invoice amounts for all the payables associated with the vendor.

Prev Payment
The sum of the previous payment amounts for all the payables associated with the vendor.

Open
The sum of the open amounts for all the payables associated with the vendor.

Apr Pay
The sum of the approved payment amounts for all the payables associated with the vendor.

Apr Dis
The sum of the approved discount amounts for all the payables associated with the vendor.

Apr Adj
The sum of the approved adjustment amounts for all the payables associated with the vendor.

6.5.1.4 - Buttons

Fully Approve Payable
Clicking the "Fully Approve Payable" button will fully approve the payable currently highlighted in the grid, and
select it for file update. The next payable in the grid will then be highlighted.

Fully Approve All Payables
Clicking the "Fully Approve All Payables" button will fully approve all the payables in the grid, and select all of
them for file update.

Unapprove
Click to deny approval for the payable currently highlighted in the grid.

OK
Clicking the "OK" button will save any pending changes to the inwoice file and close the Approve Payables
window. You will be taken back to the Main Menu after clicking this button.

Cancel
Clicking the "Cancel" button will discard any pending changes to the inwice file.

Close
Clicking the "Close" button will close the Approve Payables window. You will be taken back to the Main Menu
after clicking this button.

Apply
Clicking the "Apply" button will save any pending changes to the inwice file. This button is useful if you want to
save pending changes, but not exit out of the Approve Payables window.
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6.5.2 Approving Payables for Payment

Once you have displayed some payables, you can approve them. When a payable is approved, the sum of the
Approved Payment, Approved Discount, and Approved Adjust amounts comprise the approved amounts.

o A fully approved payable is one where the approved amounts and Previous Payments equals the Total
Inwice of the payable.

¢ A partially approved payable is one where the approved amounts and Previous Payments is less than the
Total Invoice amount of the payable.

¢ A newly created payable has an "Open Amt" equal to the "Total Invoice" amount, and a Prev Payments
amount of zero.

After a payable has been approved, and a check has been printed for the payable, the sum of the approved
amounts are added to the previous payment amount.

When you partially approve a payable and print a check for that payable, the approved amounts will
accumulate as previous payments. When the previous payments equal the payable amount, the payable is
closed. The Approve Payables window does not display closed payables, since closed payables cannot be
approved.

If a payable is not closed then it is open. That is, an open payable is a payable that has had no previous
payments made against it. The Approve Payables window only displays open payables. To change the
approved amounts, you can use one of the following commands.

Keyboard Scroll to the payable and press the Enter.
Context Menu Double left click the payable.

You can then modify the approved amounts. After you are done modifying the approved adjustment amount, hit
the Enter or Tab key, and the amounts will be validated. If the amounts are valid, the next payable in the grid
will be highlighted. You will be warned if the amounts are invalid, and you will be required to enter valid
amounts.

When you utilize the "Full Approve Payable" button or the "Fully Approve All Payables" the approved
amounts will be based upon the "Open Amt" and the "Prev Payments" amount. entrée will approve the
payable for the maximum amount available.

¢ If no previous payments have been made, then the approved amounts will be

Appr Payment = Open Amt - Apr Discount
Appr Discount = discount calculated when the invoice was created
Appr Adjust =0

¢ If previous payments have been made, then the approved amounts will be
Appr Payment = Open Amt

Appr Discount =0
Appr Adjust =0

The easiest way to approve a large number of payables is to use "Fully Approve All Payables" button. After
all the payables have been fully approved and selected, you can deselect those payables whose changes you
do not want to apply to the file or modify individual payables.

Alternatively, you can use the "Fully Approve Payable" button to fully approve individual payables, and use
the down arrow key to skip those payables that you don't want to approwe.
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6.5.3 Approving Debits
¢ A Debit is a payable with a negative amount.

¢ A debit will reverse some or all of an invoice amount from one or more inwices, and are essentially negative
invoices.

Debits are approved in the same manner as inwices. When debits are approved along with inwices, a debit
has the effect of reducing the check amount. For a given vendor, the total of all approved inwices (positive
payables) must be greater than the total of all approved debits (negative payables) in order for a check to be
printed.

You can't print a check for a zero or negative amount. When the check is printed, both debits and inwices are
shown on the check stub, as well as the check register. This provides you with a strong audit trail.

@Example If you create a 1000.00 inwice for ten cases of meat received at 100.00 per case. Upon
inspection, one case is spoiled. So you create a debit for -100.00. You then fully approve both the debit and
invoice. When you print the check, the check amount will be for 900.00, and the 1000.00 inwice and the -
100.00 debit will appear on the check stub.

F

(2= e . . . .
= If you don't want debits applied to any inwices in the current check run, then don't approve the
debits.

6.5.4 Applying Changes
Save Changes
Only payables that have been selected will have any changes saved to the file. To save changes, click the
"Apply" button. When you save changes, entrée looks at the payables selected for updating, and determines
if the priority, due date, or discount date are blank.

Blank Dates
If any selected payable has either the due date or discount date blank you will be able to update those
payables with a valid date. For a given payable, only a blank date can be updated.

A Confirm message box will display "At least one selected payable has either a blank due date or a blank
discount date. You can update those dates at this time. Do you want to update the dates for those selected
payables?".

e Click the "Yes" button to update the blank dates.
¢ Click the "No" button to leave the dates as they are.
Dates are updated according to the formulas below:

= Due Date = Payable Date + Due Days

= Discount Date = Payable Date + Discount Days

4" INote _ .
=l Blank dates will show up on the grid as blanks.

Blank Priority / Update Priorities

If any selected payable has the priority blank, you will be able to update those payables with a valid priority. A
Confirm message box will display "At least one selected payable has either a blank priority. You can assign a
priority at this time. Do you want to update the priority for those selected payables?"
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6.6

¢ Click the "Yes" button to update the priorities.
¢ Click the "No" button to leave the priorities as they are.

If you decide to update the priorities the AP Select Priority dialog will open. Click the drop down menu and
choose a priority. Then click the "OK" button to return to the approve payables window.

Manual Check and Non Check priorities are not available.

[ TNote

Du

A payable must have a valid priority in order for that payable to be included as part of a

=y

check.

AP Recurring Payables

Some payables need to be created on a regular basis. Instead of entering those payables manually, you can
create a recurring payable entry, and then use it to automatically generate the payables for you on a regular
basis.

In general accounting terminology, a recurring payable is typically an inwice that is created, approved and paid
on a regular basis, such as monthly invoice for rent or leasing of equipment.

Instead of entering and approving these payables manually, you can set up a recurring payable entry. Once the
recurring payable entry is created, it is used to generate payables for you. The recurring payable entry is not a
payable, but is a transaction used to create payables. In this Chapter, a recurring payables entry will be
referred to as an entry, to distinguish it from the payables that are generated FROM the entry.

Recurring Payables

entrée V3

Use menu path: Accounting > Accounts Payable > Manage Payables > Recurring Payable.

AP Recurring Payables

et — Fapment Terms Last Activity
Mumber GRKOT >~ Phone | 203/245-3339

; i Terms Payment |4/
Remittance GARMET PARK CORF 0 ) .
Addiess 168 BOSTON POST ROAD Due Days Reciept | _/_/_

MADISON, CT 08443 . .
Digcount % 0.000

Default Accounts

Discount Days 0 DefExp 75125
- 2
Fricrity DefCtl  20010-
Recuring Payable P Balance To Distribute 0.00

Murber oooo , i

Reference REMT Account

Account Description

Due Days 0 ace Hental
Payable Date 12401714 Discount Percent 0.000
Due Date 1241514 Dizcount Days 0
Dizcount Dake 1207414 Amount 1500.00

Period Marithly =] Approved Payment 1500.00
Frequency 1 2| Approved Discount 0.00

b aimum a Dizcount 0.00
Generated 24 Calculated Discount n.ao
Pricrity 2 & Dief Chk Accourt 11mo- }
Cul Account 20o- L Checking Account 11010 |/_ I Mew Account | . Delete Account |
i Add Papable | l Delets | | | I Lancel | | |
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entrée V4 SOL

Go to the Vendor ribbon menu A/P
Transaction section click the Payable drop
down menu and select Recurring Payable.

| @ File -
@ Bank Reconciliation

. I
l'{j.’ﬁi Enter Deposits/Charges

27 | Enter Payable !
% Approve Payable
=4 | Recurring Payable
5 | Generate Recurring Payable
%> Change Payable Priority
f "
+= AP Recurring Payables [ = &J
Helte s Payment Terms Lagt Activity
Mumber SUMLIF Phone b
Terms Payment 08727112
Remittance SUMLIFE ASSURAMCE COMPANY :
Address PO B0 7247-03281 Due DEI_',JS 0 HBCIBDt 0a8/20M12
PHILADELPHIA, PA 19170-0381 Discount % 0.000
5 3 a Default Accounts
L PEDS DefExp D7210-
Pricity 2 DefChl  02000-
Riecuring Payable Balance Ta Distribute 245053
Mumber 897543
Reference INSURAMCE Account Account Description Amount -
Due Days 10 i
Payable Date  08/25/14 - Dizcount Percent 0.000
Diue Date 090114 Dizcount Days 0
Digcount Date  08/25/14 o 4RO 53 =
Period Monthly - Approved Payment 246053
Frequency 12 - Approved Discount Qoo
b axinmum a Digcount 0.o0 A
Generated a Calculated Discount 0.o0
Pricirity 2 - Def Chk Account maa- sl
Ctrl Account 07310 Checking Account 01015 HemAeoaut D Aee:
Add Payable Delete [ 0K ] ’ LCancel l ’ Apply

AP Recurring Payables



Using entrée.AP Accounts Payable 69

6.6.1 Vendor Section

6.6.2

Number
Enter the vendor number in this field. Any vendor entered must exist on the vendor file. Enter up to six

characters for the vendor, or you can click the Search button or hit the F5 key to bring up the Vendor
Search screen.

#iMatch [ Containg
I
[ i | Yend 8 4 Cormpary FPhaone Contact
[ EQTI0  |EQUATORIAL EXPORTS 55/ FERMAMDO
FFT10 FARMFRESH TOMATOES 904/555-264 7 DEAM ¢ DOM
" |GEx10  GODURMET EXPRESS 504/555-3285 LUCY OR DAMMNY E
~ |GFD10  GREAT FOODS 504,/555-1000 Sk
~|eAo GUMTER FARMS, [MC. 504./555-2691 AMTHOMY
" |BFs10 GRANDE FOOD SERVICE 204/555-1247 b2 FY
" |BFw10  GARDEM FRESH WHOLESALE B17/555-2367 LayTOM
"~ |GMTI0  GERBER MEATS A04/555-3275 FIMBERLY
"~ |ePkm GARMET PARK CORP 203/245-39939 Sk
~ |Heno HEMRY BROTHERS. IMC. 504/555-6695 ALLEM
~ Mo INMTERMATIOMAL MEATS, IMC. 7815551751 MICE.
T JIFFY CHEESE CO., [MC. B17/555-2187 OLIVER

(] . Lancel

< INote
= All the remaining vendor section fields are informational only and cannot be edited, and are more

fully described in Vendor File Maintenance.

Phone
This is the phone number of the vendor.

Remittance Address
This the remittance address of the vendor.

Payment Terms

Terms
This is a description of the terms currently offered by the vendor.

Due Days
This is the default Due Days for the vendor as defined in Vendor File Maintenance. When you create a
payable, the Due Days field of the payable will default to this value.

Discount %
This is the default Discount Percent for the vendor as defined in Vendor File Maintenance. When you create a
payable, the Discount % field of the payable will default to this value.

Discount Days
This is the default Discount Days for the vendor as defined in Vendor File Maintenance. When you create a
payable, the Discount Days field of the payable will default to this value.
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Priority
This is the default priority for the vendor as defined in Vendor File Maintenance. When you create a payable,
the Priority field of the payable will default to this value.

6.6.3 Last Activity

Payment
This is the date of the last payment made to the vendor.

Receipt
This is the last date that product purchased from the vendor was received into inventory.

6.6.4 Default Accounts

Def Exp
This is the default expense account for the vendor as defined in Vendor File Maintenance. When you create a
payable, the distribution accounts of the payable will default to this value.

Def Citrl
This is the default control account for the vendor as defined in Vendor File Maintenance. When you create a
payable, the Ctrl Account field of the payable will default to this value.

6.6.5 Recurring Payable Section

Number

This is the number that identifies the entry. You can enter up to six characters. If you entered a recurring
payable number of AUTOLS (an auto lease), the first payable generated would be AUTOLSO01. Subsequent
generated payables would have payable numbers of AUTOLS02, AUTOLS03, AUTOLSO04, etc. This gives you a
maximum of 99 payables that can be generated if the recurring payable number is six characters long. If you
limit the recurring payable number to 5 characters or less, you will have a maximum of 999 payables that can
be generated.

If you want to view an existing
entry, set focus to the number
control, hit the F5 key or click

[
the Search button, and -

select an entry from the search
screen. The search screen

shows only those entries for —
the current vendor. —

[#:Match [ Contains

Purch Datel Due Date| Feference
01000 01415413 [RENT

( OF. | LCancel |

Reference
This can be used as a description of a payable generated from this entry, such as RENT or LEASE. You can
enter up to 10 characters, and this field may be left blank.

Payable Date
This is the date of a payable generated from this entry. The default is the current date.
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Due Date
This is the date of any payable generated from this entry. The default is the current date.

Discount Date
This is the date a generated payable must be paid by in order to take advantage of the discount offered by the
current vendor. This field is informational only and cannot be edited.

Discount Date = Payable Date + Discount Days

Period
This field is used in conjunction with Frequency to calculate how often to generate a payable. This field will
default to Monthly.

Frequency
This field is used in conjunction with Period to calculate how often to generate a payable. If you entered a
Monthly period to will be allowed to only select a frequency of 1, 2, 3, 4, 6 or 12.

If you entered a Daily period, you can enter any number from 1 to 9999. This field will default to one. Here are
some standard recurring payable cycles:

Period Frequency Generates a payable

Daily 1 Daily

Daily 7 Weekly

Daily 14 Bi-weekly

Monthly 1 Monthly

Monthly 2 Bi-monthly

Monthly 6 Twice a year

Monthly 12 Once a year
Maximum

The maximum number of payables that can be generated from this entry. Enter a number from 1 to 99 for a
recurring payable number of 6 characters, or enter a number from 1 to 9999 for a recurring payable number of 5
characters. To generate unlimited payables, use the default of 0.

Generated
The number of payables generated from this entry so far. This field is informational only and cannot be edited.

Priority

This is the priority for a payable generated by this entry. When you generate a payable, the payable will have
this priority. Click the drop-down menu button to choose a priority. Select Hold priority if you want to prevent
the generated payable from being approved. Select priority 2 (the highest) through priority 9 (the lowest) for
generated payables that you want to approve later on. The other available priorities, Immediate, Manual Check,
and Non Check are discussed below. When you create an entry, this field will be populated with the default
priority for the current vendor.

Ctrl Account
This is the control account for a generated payable, which is the account that will be credited. When you
create an entry, this field will be populated with the default control account for the current vendor.

If General Ledger is enabled, the account entered must be an active General Ledger account. In that case, the

Search |£| button or F5 key will bring up the General Ledger Account search screen, and from there you can
pick the General Ledger account you want to. If Accounts Payable and General Ledger are NOT linked, you
can enter any account. See AP Company Maintenance for more information about General Ledger accounts
and linking.
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Due Days
This is the number of days from the payable date within which you must pay the vendor. This field is
informational only and cannot be edited.

Discount Percent
This is the discount percent for the payable offered by the current vendor. When you create a payable, this field
will be populated with the default discount percent days for the current vendor.

Discount Days

This is the number of days from the payable date within which you must pay the vendor in order to receive a
discount. When you create a payable, this field will be populated with the default discount days for the current
vendor.

Amount
The amount of a payable generated by this entry. The amount must be greater than zero.

Approved Payment
This is the amount of the payment that will be automatically approved whenever you generate a payable. The
amount must be greater than or equal to zero. This amount is calculated as

Approved Payment = Payable Amount - Discount

Approved Discount
This is the amount of the discount that will be automatically approved whenever you generate a payable. The
amount must be greater than or equal to zero. This amount is calculated as

Approved Discount = Discount

Discount
This is the discount that is recalled from, and saved to, the entry. This field is informational only and cannot be
edited.

Calculated Discount
This is the calculated discount. This field is informational only and cannot be edited. This amount is calculated
as

Calculated Discount = Payable Amount * Discount Percent

Discount Date

This is the date the payable must be paid by in order to take advantage of the discount offered by the current
vendor. You will only see the date in this field after the payable has been saved to the payables file. This field is
informational only and cannot be edited.

Discount Date = Payable Date + Discount Days

Def Checking Acct
This is the default checking account that you set up in Company Maintenance. This field is informational only
and cannot be edited.

Checking Account
This is the checking account for the payable, which is required if this entry will have approved amounts. You

can click the Search lﬁl button or hit the F5 key to bring up the Checking Account search screen, and from
there you can pick the checking account you want to use. This field will default to the checking account you
assigned as the default checking account in Company Maintenance.

AP Recurring Payables



Using entrée.AP Accounts Payable 73

6.6.6 Distribution Accounts

In a double entry book-keeping system such as Accounts Payable, every credit must be offset by a debit.
When you create a payable, you credit the single control account, which is typically a liability account, and
debit one or more distribution accounts, which are typically expense accounts.

Inwices often have more than one type expense, and in such cases you need to be able to distribute the
payable amount to more than one account. In the case of a single distribution account, the entire payable
amount is applied to the single account. In the case of multiple distribution accounts, the total of all the
distributions must equal the payable amount.

A payable requires at least one distribution account. In the case of a single distribution account, the entire
payable amount is applied to the single account. In the case of multiple distribution accounts, the total of all
the distributions must equal the payable amount.

Balance To Distribute

This is the payable amount minus the total distributions. It is updated as you add and delete accounts, and
modify amounts.

To change the account and amount, you can use one of the following commands.

Keyboard Scroll to the account and press the Enter.
Context Menu Double left click the account.

You can then modify the account and the amount. After you are done modifying the amount, hit the Enter or
Tab key, and the Balance To Distribute will be updated.

Account

This is the expense account for the generated payable, which is the account that will be debited. If General
Ledger is enabled, the account entered must be an active General Ledger account. In that case, the F5 key
will bring up the General Ledger Account search screen, and from there you can pick the General Ledger
account you want to. If Accounts Payable and General Ledger are NOT linked, you can enter any account.

e See AP Company Maintenance for more information about General Ledger accounts and linking.

Account Description
This is a description for the expense account.

Amount
This is the amount debited to the account. The amount must be greater than or equal to zero.

Delete Account Button
Click the "Delete Account" button to delete the current account.

New Account Button

Click the "New Account” button to add a new account. When you add a new account, the account field will be
populated with the default expense account for the current vendor, and the amount field will be populated with
any remaining balance that requires distribution.

=" INote o
= You may enter no more than 12 distribution accounts.

6.6.7 Buttons

Add Payable Button
Clicking the "Add Payable" button will prepare the window to accept a new payable number into the payable
number control.

OK Button
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6.6.8

Clicking the "OK" button will save any pending changes to the payables file, and will reset the payable and
vendor sections of the window. This button is useful if you want to save pending changes, and then enter a new
payable for a different vendor.

Cancel/Close Button
Clicking the "Cancel" button will allow you to cancel changes you're making to an existing payable, or cancel
the addition of a new payable.

If no payable is displayed, clicking the "Cancel" button will reset the vendor section of the window to allow you
to enter a vendor.

Clicking the "Close" button will close the Enter Payables window. You will be taken back to the Main Menu
after clicking this button.

Apply Button

Clicking the "Apply" button will save any pending changes to the payables file, and reset the payable section
of the window to allow another payable to be created. This button is useful if you want to save pending
changes, and then immediately enter a new payable for the current vendor.

Adding a Recurring Payable Entry

1. Click the Add Recuring Payable
Payable button. Number | J
. Reference Due Days 0
2a. Enter the recurring
payable Number and = Paypable Date  01/1E/15 Dizcount Percent 0.000
hit the Enter key. Due Date 1A1E15 Dizcount Days 0
i fd
Digcount Date  __7__ 7 J—— 0.00
Period Monthly |2 Approved Payment 0.00
Frequency 1 2 Approved Discount 0.00
R 0 Dizcount 0.00
Generated 0 Calculated Dizcount 0.00
Friority 2 2 Def Chk Account 11010-

Ctil Account 20010- . J. Checking &ccount 11010-__

2b. If you've entered a new recurring payable Number via the keyboard, without clicking the "Add" button, you
will see a Confirm message box display "Would you like to add a new recurring payable?". Click
the "Yes" button to accept the recurring payable number.

3. Once the entrée system has established that the recurring payable entry is unique, you can then populate
the other fields in the Recurring Payable area.

= |f there is an approved amount, the checking account will be populated automatically.
= |f there is not an approved amount then no checking account is populated.

= When you are creating a new entry, the Approved Payment and Approved Discount fields will be
populated automatically, based on the values in the Amount and Discount Percent fields.
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6.6.9

6.7

= When you are editing an existing entry, the Approved Payment and Approved Discount fields will not
be updated automatically.

= The Calculated Discount is calculated regardless of whether or not the entry is new.

Saving Recurring Payable Entries
Click the "OK" button or the "Apply" button to save the payable entry.

Before saving the entry, the validations listed below are performed by the system.

e The entry date must be a valid date.

e The entry amount must be greater then zero and must be fully distributed.

¢ Ifthe entry has Immediate priority, the Due Days will be 0, and the entry must be approved.
e An approved discount is only allowed when there is an approved payment.

¢ Ifthere is an approved amount, then a checking account must be entered, and the sum of the approved
payment and approved discount must equal the purchase amount.

e If the priority is Manual Check or Non Check, Due Days will be 0.

e Both Discount Percent and Discount Days must be greater than or equal to zero, and if either field is a
non-zero value, then the other must be non-zero as well.

AP Generate Recurring Payables

Once you have created your recurring payable entries, you use this option to find the recurring payables that
are due, and then automatically generate those payables.

In general accounting terminology, a recurring payable is typically an inwice that is created, approved and paid
on a regular basis, such as monthly. Inwices for rent or leasing of equipment are examples. Instead of entering
and approving these payables manually, you can have entrée generate them for you. First, you create the
recurring payable entry, and then you generate the payables from the recurring payable entry. The recurring
payable entry is not a payable, but is a record used to create payables. In this chapter, a recurring payables
entry will be referred to as an entry, to distinguish it from the recurring payables that are generated FROM the
entry.

entrée V3
Use menu path: Accounting > Accounts Payable > Manage Payables > Generate Recurring Payable.

(;g AP Generate Recurring Payables CEECS
Queny
Due Date 08/27/14 Yendar Mumber MELCS ' £
Pricrity Al i Start Payable Mumber 01000 ' £ Go
Checking Acct |2mmediate | Ending Payable Mumber [ / !
3
“Yendor Irveg é e Total Invoice  |Appr Payment  |Appr Digcount |PurDate |Due Date |P|Count |Gen  |Max  |Ck
6 n El
7
] r
3 r
Matual Check
Mon Check r
-
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entrée V4 SOQL (R File ~
Go to the Vendor ribbon menu A/P Transaction j
section click the Payable drop down menu and & Bank Reconciliation F
select Recurring Payable. @ Enter Deposits/Charges
27 | Enter Payable !
‘e  Approve Payable
*% | Recurring Payable
‘5 | Generate Recurring Payable
=2 | Change Payable Priority
ra !
=== AP Generate Recurring Payables =RNC X
Query
Due Date 08/27/14 - Vendor Mumber
Priority All - Start Payable Number
Checking Acct 01015 Ending Payable Mumber
Vendor Inwoice Reference Total Invoice | Appr Payment |Appr Discount [Pur Date |Due Date |P |Count |Gen  |Max |Ck | =
ALLIED TRSHO1 TRASH 575 563.5 1] 05/01f14 05/01/14 2 3 1 1] I
BOWMAN 9999 100 100 a 09/02/13 09/02/13 2 11 0 0 I
INDCHI ~ ARNOL1 312884445 40 40 1] 12/31f11 123111 2 27 33 60 r
OHIOCH  KECLAR 7075562509 134.9 134.9 a 12/30/11/12f30f11 |2 |23 7 30 I
SMBHSA 2011 2012EMPLOY 268.83 268.83 1] 08/16/12 081612 2 106 70 1] W E
I
r
r
[
[
r
l_ -
< | n | 3
[ Select All Papables ] Generate Selected Payables
L A
6.7.1 Query Controls

The Query section allows you to constrain your search for recurring entries that meet a certain criteria. All the
fields except Due Date and Priority may be left blank. After you have entered you're criteria, you can start the
search in one of two ways:

Keyboard If any of the Query controls is highlighted, simply hit the Enter key.
Button Press the "Go" button.
Due Date

Allows a search for those entries whose due date is less than or equal to this date. This date is also used to
compute the number of payables that will be generated for a given entry. This field is required.

Priority
This is the priority of the entry. Click the drop-down menu button to choose a priority. This field is required.
= 2 - 9: The numeric ranking system allows you to prioritize your vendors using a number between 2
through nine. The number 2 signifies the highest priority and the number nine signifies the lowest.
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= Hold: Some circumstances may warrant holding payments for a vendor. For instance, you may have
billing questions, or the quality of the last delivery may not have been up to standard. If this is the case,
you can choose Hold from the list. This will prevent inwices from being approved for payment as well as
the creation of any checks for this vendor unless you change the priority.

= Manual Check: Choose Manual Check if you do not wish the accounts payable system to print a
check for this vendor. For instance, you may pay this vendor from an account that is not defined in the
accounts payable system and you have to write out a check for them.

= Non Check: Choose Non Check if you do not pay this vendor with a check. For instance, you may pay
with cash or you may wire transfer monies into the vendor's bank account.

Checking Account

This is the checking account for the payable. You can click the Search lﬁl button or hit the F5 key to bring
up the Checking Account search screen, and from there you can pick the checking account you want to use.
This field will default to the checking account you assigned as the default checking account in Company
Maintenance. This field may be left blank.

Vendor
Enter a vendor in this field. Any vendor entered must exist on the vendor file. Enter up to six characters for the

vendor, or you can click the Search Iﬁl button or hit the F5 key to bring up the Vendor search screen. This
field may be left blank.

Start Payable Number

Enter an entry in this field. Enter up to six characters for the vendor, or you can click the Search |£| button
or hit the F5 key to bring up the entry search screen. This field may be left blank.

End Payable Number

Enter a vendor in this field. Enter up to six characters for the vendor, or you can click the Search lﬁl button
or hit the F5 key to bring up the entry search screen. This field may be left blank.

Go Button
Clicking the "Go" button start the search for payables.

6.7.2 Entries Grid

F

e
| All the grid fields, except the Ck field, are informational only and cannot be edited.

Vendor
The entry vendor.

Invoice
The entry inwice number.

Reference
The entry reference.

Total Invoice
The payable amount.

Appr Payment
The approved payment of the entry.

Appr Discount
The approved discount of the entry.

Pur Date
The purchase date of the entry.
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P
The priority. Immediate is displayed as a "1" and Hold is displayed as a "0".

Due Date
The due date of the entry.

Count
The number of payables that will be generated from this entry.

Gen
The number of payables generated from this entry so far.

Max
The maximum number of payables that can be generated from this entry.

Ck
When this field is checked, it means that the entry has been selected, so that payables can be generated.

6.7.3 Buttons

Close Button
Clicking the "Close" button will close the Generate Recurring Payables window. You will be taken back to the
Main Menu after clicking this button.

Select All Payables Button
Clicking the "Select All Payables” button will select all the entries displayed in the grid.

Generate Selected Payables Button
Clicking the "Generate Selected Payables"” button will generate recurring payables only for those entries that
are selected.

Go Button
Clicking the "Go" button start the search for payables.

6.7.4 Searching for Recurring Entries

You will typically search for recurring entries on a daily basis to see which entries are due. Open the window,
blank out the checking account, leave all the query fields in their default state with the Due Date equal to the
current date, then run the search to find entries due on the current date. The payable count is based on the

Query Due Date, the entry Due Date, the Period, and the Frequency. In the table below are some examples.

Period Frequency Generates a payable Terms Count
Daily 1 Daily 0 Days 1
Daily 1 Daily 1 Day 2
Daily 1 Daily 2 Days 3
Daily 1 Daily 3 Days 4
Daily 7 Weekly 1 Day 1
Daily 7 Weekly 7 Days 2
Daily 7 Weekly 8 Days 2
Daily 7 Weekly 14 Days 3
Daily 7 Weekly 15 Days 3
Monthly 1 Monthly < 1 Month 1
Monthly 1 Monthly 1 Month 2
Monthly 1 Monthly 45 Days 2
Monthly 1 Monthly 2 Months 3
Monthly 2 Bi-monthly < 2 Months 1
Monthly 2 Bi-monthly 2 Months 2
Monthly 2 Bi-monthly 3 Months 2
Monthly 2 Bi-monthly 4 Months 3
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6.7.5 Generating Recurring Payables

1. Locate the Vendor Number for the payable using @ Vendor Search dialog.

1. Find the Start / Ending
Payable Numbers using the

@ AP Recurring Payables |:|

search dialog.

Y 01000 Az

-0Or -

Click the Go button to
automatically find recurring
payables to select from.

3. Once entries meeting your query criteria have been found, you can generate all payables by clicking the
"Select All Payables" button.

- Or - Check the Ck box on the right to make your selections from the list.

¥ Generate Recurring Payables
Query
Due Date Wendaor Number
Pricrity Al @ Start Payable Mumber l:l
Checking Acct Ending Payable Murmber l:l

Wendor Iroice Reference

GPED oo |REWT | 150000

[ S A N I N N
./ | | || | | | ::
'/ | |/ | | | F
. | | || | | |’

[ N A A I N N I N NN
B

I Select Al Payables ] I Generate Selected Payables ] I Lloze ]

4. Click the Generate Selected Payables button. As payables are being generated, you will see the payable
dialog appear for every payable.
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6.8

5. A Confirm message box will display "Ready to generate recurring payables?". Click Yes to continue or
No to cancel.

6. As payables are being generated you will see the payable dialog appear for every payable. As payables are
generated, several fields in the entry will be updated. These are the purchase date, due date, discount date,
and the number of payables generated. These updates for the entry can be seen on the AP Recurring
Payables window.

If the payables count ever exceeds the maximum as defined in Recurring Payables, the actual number of
payables created will be:

Payables Created = Maximum - Generated
7. Click Close.

AP Print Checks

Once you hawe created a payable and approved it for payment, you can then pay it using entrée's check
printing facility. Checks can be printed using either a standard dot matrix printer or laser printer, and can print
on plain paper or on pre-printed checks.

entrée V3
Use menu path: Accounting > Accounts Payable > Payment\Checks > Print Checks.

AP Print Checks S E

Cluery Reprint
YYendor ,ﬁ' Beqinning Check Mumber 0
Checking Account  11010- ,q“' Go el el (e 0
Priity Al & l ‘
Iriitial Print ‘

Check Date 08428414 First Check 1 I ‘

Last Check K] I ‘

O Vendor Printed

13.00

GPEM GARMET PARK CORF 2 1500.00
ZEBI0 ZBEST IMC. 3 21375

Alignment T est Check. Count 3 Tatal Payment 2B32.75 Cancel
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6.8.1

entrée V4 SOL

Go to the Vendor ribbon menu A/P Transaction section click the Payment\Checks drop down menu and
select Print Checks.

P

w= AP Print Checks =NACN X
Cuery Reprint
Vendar Beginning Check Murmber
Checking Account 01015 Go Ending Check Number 0
Priority All -
Show Checls Selected for Reprint
Iriitial Print _
Check Date 08/28/14 =  First Check 24670 Elapillt Ol

Last Check 24670 Fecal Last Bun of Checks

¢ Piink Checks

4 Vendor Company Check Mumber |Old Check # |Payment Stub Chedks Printed -
ALLIED ALLIED WASTE SERVICES 29670 563.50

m

-

Check Count | 1 Total Payment 56250

Query Area

The Query section allows you to constrain your search for approved payables that meet a certain criteria. The
Vendor may be left blank. After you have entered you're criteria, you can start the search in one of two ways:

L

Keyboard If any of the Query controls is highlighted, simply hit the Enter key.
Button Press the "Go" button.

Searching for Approved Payables
¢ If no payables meet the query you will receive a warning, the "Print Checks" button will be disabled, the grid
will be blank, the Check Count will be 0, and Last Check will be blank.

o If approved payables are found the "Print Checks" button will be enabled, the Last Check field will contain
the number of the last check for the current check run, the grid will be populated with the checks that are
ready to be printed, and the Check Count and Total fields will be populated.

¢ If you have approved debits for a vendor, and the total of the approved debits exceeds the total of the
approved inwoices for that vendor, you will not be able to print a check for that vendor. Debits have negative
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6.8.2

amounts, and a check for a negative amount makes no sense. Vendors that have the total of the approved
invoices exceed the total of the approved debits will still have their checks displayed in the grid.

Vendor
This allows you to search for only those approved payables for a particular vendor. Enter a vendor up to six

characters in this field. Any vendor entered must exist on the vendor file. You can click the Search lﬁj button
or hit the F5 key to bring up the Vendor search screen. If you leawe this field blank, entrée will search for
approved payables from all vendors. If the vendor you enter here is a miscellaneous vendor, there will be only
one check printed for for each approved payable for that vendor.

Checking Account
This allows you to search for only those payables that are approved for a particular checking account. This is

the account that will appear on the checks. You can click the Search @] button or hit the F5 key to bring up
the Checking Account search screen, and from there you can pick the checking account you want to use. This
field will default to the checking account you assigned as the default checking account in Company
Maintenance.

Priority

This allows you to search for only those approved payables
whose priority is a certain type.
Cuery .
Only payables whose priority is greater than or equal to the Yendor L
selected priority will be displayed. —
Checking fccount 11010 L

Immediate is the highest priority, and 9 the lowest priority. . —
Friority All &

Click the drop-down menu and choose the priority. This Irnmediate
field will default to All.

ra

1
[0 B R g B R TR L
i
o

BS|Example you select Immediate priority. Since Immediate is the highest priority, only approved
payables with immediate priority will be displayed. If you select priority 3, only those payables whose priority is
3, 2, or Immediate will be displayed.

Go Button
Clicking the "Go" button will start the search for approved payables meeting the query criteria.

Initial Print Area

Check Date
The check date that will be printed on the check. The default is the current date. If you want to postdate a
check, enter that future date here. You cannot enter a date less than the current date.

Print Checks Button

Clicking the "Print Checks" button will start the process of printing checks. When the printing process is
complete, you will be given only one chance to reprint checks. Ensure that your checks have printed properly
before bypassing the opportunity to reprint them.

First Check
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6.8.3

6.8.4

This is the number of the first check in the initial run that will be printed. This field will default to the first
available check number for the selected account. This field is for informational purposes only and cannot be
edited.

Last Check

This is the number of the last check in the initial run that will be printed. If the Last Check and First Check are
the same number, it means one check will be printed. If this field contains a number, it means the search has
found at least one approved payable meeting the query criteria. This field is for informational purposes only and
cannot be edited.

Checks Grid & Buttons

F

e
=l All grid fields are for informational purposes only and cannot be edited.

Vendor
The checks' vendor.

Check Number
The number of the check.

Old Check #
This column will display the original check number of any check to be reprinted.

Payment
The check amount.

Stub Checks

If the number of payables associated with the check exceeds the maximum number that can be printed on a
single check stub, then additional check stubs must be printed. This column holds the check number(s) for
those additional stubs. If there is more than one stub for the check, then the stub number will be followed by
three periods. Double clicking on the check will display a drop-down menu which contains all the stub check
numbers.

Printed
This field will be blank if the check has not been printed, and an "X' if the check has been printed.

Reprint?
Check this box if you would like the check to be reprinted.

Check Count
This is the number of check in the current/latest run of checks. This field is for informational purposes only and
cannot be edited.

Total Payment
This is the total of all the check payments. This field is for informational purposes only and cannot be edited.

Cancel Button
Click the "Cancel" button to close the Print Check window. You will be taken back to the Main Menu after
clicking this button.

Alignment Test Button
Clicking the "Alignment Test" button will allow you to preview and print a dummy check, using the current
check format.

Reprint Area

When the printing process is complete, you will be given only one chance to reprint checks. Ensure that your
checks have printed properly before bypassing the opportunity to reprint them. Choosing "Yes" to reprint check
will bring you back to the check printing screen. The only difference on the re-printing screen will be a column
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6.8.5

to indicate which checks you would like to re-print. Place a check mark in the box that corresponds to the
check you wish to print again.

Beginning Check Number
This is the number that will be assigned to the first check that will be reprinted. Users may change the new
beginning check number as necessary.

Ending Check Number
This is the number that will be assigned to the last check that will be reprinted.

Show Checks Selected for Reprint Button
This button will display the new checks to be reprinted along with their old check numbers.

Atfter clicking this button, if you decide that you would like to change which checks are to be reprinted, then
click on the "Recall Last Run of Checks" (hot-key: Alt L) button to reset the list and start ower.

Reprint Checks Button

Clicking this button will start the reprinting of checks.
= 1Note , . , _
= | This Reprint Checks Button will only be activated after pressing the "Show Checks Selected
for Reprint" button.

Recall Last Run of Checks
Clicking this button will display checks from the last run.

Printing Checks / Pre-Printed Checks

1. You might want to print an alignment check prior to printing the checks just to verify that destination printer
and your computer are communicating, and that the check format is correct.

2. If approved payables have been found, click the "Print Checks" button to start the printing process.

< INote
= If you are using pre-printed checks, and the First Check field doesn't match the number of the

next available pre-printed check, you must wid one or more pre-printed checks, or change the Last Check
number for the checking account, so that the First Check field and the next available pre-printed check
numbers match. Once you have started printing checks, you will not have another opportunity to change the
checking account check number.

F

If the vendor entered is a miscellaneous vendor, there will be one check printed for
each approved payable for that vendor.

3. After the initial run of checks has been printed, the Printed field in the grid will have an " X", indicating that
the checks have been printed and the Vendor's Company name field has been added to the edit grid.

4. A "View payable detail" feature will show a list of the payables cowvered by a given check. The feature may

be accessed by clicking the information icon o located to the top left of the edit grid (see example that
follows).

5. At this time, you may reprint checks. Click the "Yes" button to reprint checks.

6. If you click the "No" button, you will NOT have another opportunity to reprint checks, the entrée files will be
updated, and the Print Checks window will close and return you to the Main Menu.

L Caution you only get one opportunity to reprint checks.
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View Vendor Payable Detail

¢ Click the information icon Q’ ———
located to_the top left of the Vendor Invaice Pur. Date Invoice Total  Aprr Payment
checks grid to open the ADHID 500210 OBA15/11  744.00 744.00
Vendor Payable Detail dialog ADHID  BBOZS  0GA5AT 17500 175.00
which will show a list of the
payables covered by a given
check.

Click Close to return to the AP
Print Checks window.

AP Post Manual / Non-Check Payments

This feature is used to post payments for approved manual payables and approved non-check payables.

entrée V3

Use menu path: Accounting > Accounts Payable > Payment\Checks > Post Manual/Non-Check
Payments.

AP Post Manual & MNon Check Payments
Search S — -
Checking dccount | 11010+ u Vendar | u B— M
Default Checking Aot 11000 Pririty | Buath E
Wendor P |Purchase Amt | Appr Amount | Appr Discount [ Debit Amt | Debit Disc  [CheksChilAcct |Discount Acct  |Check Date | Check\Payment | Ck
@ B
]
]
]
L
]
]
]
]
]
L
\Ezfcllsmfor it L g g g Select Al l l Post Payments l l LCanecel
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entrée V4 SOL
Go to the Vendor ribbon menu A/P Transaction section click the Payment\Checks drop down menu and
select Post Manual/Non-Check Payments.
I =
= AP Post Manual & Non Check Payments l = |pl= éj
Search -
Checking Account 01015 Vendar Apply Debits
Default Checking Acct  01015- Priority ~ Both -
Vendor P |Purchase Amt | Appr Amount |Appr Discount |Debit Amt |Debit Disc |Chck\Ctrl Acct |Discount Acct |Check Date  |Check\Payment |Ck o
STANIS M 272160 2721.60 0.00 0,00 0.00 01015- 09300~ 08/28/14 24670 I
-
'_ =
|_ =
-
-
-
——
-
|-
Totals for 10.00 10.00 0.00 0.00 0.00 Select Al l ’Eost F'a_l,lments] ’ Cancel
AARDCO
6.9.1 Controls

Checking Acct

The checking account field allows a search for payables associated with the specified account. You must enter
an account number into this field or select one using the account search screen. This field will default to the
checking account you assigned as the default checking account in Company Maintenance.

Default Checking Acct

This is the default checking account that you set up in AP Company Maintenance. This field is for informational

purposes only and cannot be edited.

Vendor

Allows a search for those payables whose vendor matches this field. Enter up to six characters for the vendor,

or you can click the Search button or hit the F5 key to bring up the Vendor search screen.

-

-

entrée V4 SQL == Vendor Search =Na=N X |
Vendor Search Screen ©@Match  © Contains
In entrée V4 SQL the search nec
features ha\/e been enhanced Vend £ Company Fhone Toll Free # Buyer =
providing more options for mm—- | |
Search by the Selected SEMECA SENECA/FAB ALPHARETTA |GA
column, sort the list using a oooe 2
{ 4 ¥
column and much more. =
\8 864 total recs
e
° see the entrée V4 S L E Address 1: 168 BOSTON POST RD
A_ @
. Add 2 UNITS 6 &7
System Guide V4 SQL e
Search Features chapter contact
o p Contact Title:
for a full description of the o ,
i K ayment Terms:
tools and features in version
4 searches.
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Priority
Use this drop-down menu to choose between Manual, Non-Check, or Both.

Go Button
Clicking the "Go" button start the search for approved manual and non-check payables.

Apply Debits

Apply Debits - This button (hot-key: Alt D) opens the Apply Debit window, which allows debits that have been
approved for payment to be applied to payments. This has the effect of reducing the paid and discount amounts
of a payment.

ote
= The Apply Debits button will only be active if the payment highlighted in the grid is for a vendor
that has at least one approved debit, and there is a check number or payment number associated with that
payment.

6.9.1.1 - Apply Debits

Apply Debit Column Definitions

Debit - Payable number of the debit.

P - Priority of the debit

Debit Amount - The debit amount to be applied in order to reduce the payment amount.
Appr Amount - Amount approved for the debit.

Avail Debit - Avail Debit is the Approved Amount minus any amounts that have already been applied to a
payment.

Apply Amt - Double click to edit the Apply Amt
Appr Discount - Approved discount amount

Avail Discount - Avail Discount is the Approved Discount minus any discounts that have already been applied
to a payment.

Apply Discount - Double click to edit the Apply Discount.

Apply Available Amounts Button

This button will update the Apply Amt with the value from Avail Debit, and will update Apply Discount with the
value from Avail Discount. This is an easy way to populate Apply Amt and Apply Discount with the amounts
currently available.

Apply Button
This button will close the dialog and transfer to the post payment window the total Apply Amt and total Apply
Discounts amounts. These amounts will be put into the Debit Amt and Debit Disc fields respectively.

6.9.2 Grid

Vendor
The vendor of the payable. This field is for informational purposes only and cannot be edited.

P
The priority of the payable. This will display either Manual (M) or Non-Check (N)

Purchase Amt
The payable amount (purchase amount) of the payable. This field is for informational purposes only and cannot
be edited.
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Appr Payment
The payment amount that has been approved.

Appr Discount
The discount amount that has been approved.

Debit Amt
This field shows the debit amount. The debit is applied in order to reduce the payment amount.

Debit Disc
This field shows the debit discount amount. The debit discount is an amount applied in order to reduce the
payable discount amount.

Chck / Ctrl Acct
This column displays the checking account associated the payment.

Discount Acct
This is the acccount used to apply the discount amount.

Check Date
This field displayed the date of payment on the check.

Check / Payment
This field will display either the check number for a manual payment, or a payment number for a non-check
payment.

Ck
This box MUST be checked in order to post a payment. This allows you to specify only certain payables to be
paid.

6.9.3 Totals for Vendors

Totals for Vendors
Located at the bottom of the Post Manual / Non-Check Payments screen the column totals displayed are:

* Purchase Amount Tatals far 0.00 0.00 0.00 0.00 0.00
e Appr Amount Yendor

e Appr Discount

e Debit Amount

e Debit Discount

6.9.4 Buttons

Select All
This button (hot-key: Alt S) selects every payment in the grid for posting, provided that there is a check number
or payment number associated with the payment.

Post Payments
This button (hot-key: Alt P) posts all the selected payments in the grid.

Cancel
The Cancel button (hot-key: Alt C) closes out the window without performing any operations.
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6.10 AP Void Check Utility

Occasionally, you may be required to woid a check generated by Accounts Payable. Voiding a check reverses
the payments made against the payables associated with the check.

entrée V3

Use menu path: Accounting > Accounts Payable > Payment\Checks > Void Check.

entrée V4 SOL

Go to the Vendor ribbon menu A/P Transaction section click the Payment\Checks drop down menu and

select Void Check.

-
== AP Void Check

= | B ] |

Query

Checking Account  01015-

Chedk Mumber

Vendaor
Chedk File

Curren Histary

Company
Sort By
Vendor @ 168 Boston Post Rd.
Check Number Madison, CT 06443

Bark

First Mational Bank
25 Church Street
Mew Haven, CT 06510

Vendar Vendaor Name Check Ma |Chen:k Date |.ﬁ.mount |Snurce |Check Type |Ck |
WOLVER. |WOLVERINE PACKING CO 24391 111912 2430.98 History | Mormal N
WOLVER. WOLVERINE PACKING CO 243598 112012 2086.01 History  Mormal N
WOLVER.  'WOLVERINE PACKING CO 249443 11/26/12 4334.16 Hisb:nry Marmal N
WOLVERINE PACKING CO 24451 11/27/12 1885.04 [
WORTH  WORTHMORE FOOD PRODUCTS 10/17{12 309,60 F .
WORTH  |WORTHMORE FOOD PRODUCTS 24211 110312 387.00 Hlsb:lry' MNormal B
WORTH  WORTHMORE FOOD PRODUCTS 244961 11/28/12 464,40 History  Mormal [
WRIGHT |WRIGHT EXPRESS FLEET FUELIMG 24033 10/19/12 1491.33 History | Mormal N
WRIGHT  WRIGHT EXPRESS FLEET FUELING 24449 11/76/12  825.25 History  MNormal r
ZEREGA A, ZEREGA PASTA CO. 23967 10/08/12  466.80 History  Normal | [
Void | & | | dos

1

6.10.1 Company & Bank

Company

The name and address is the number of the Accounts Payable company.

Bank

The name and address of the Accounts Payable bank.

AP Post Manual / Non-Check Payments
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6.10.2 Query Section
The Query section allows you to constrain your search for checks that meet a certain criteria. All the fields
except Checking Account may be left blank. After you have entered you're criteria, you can start the search in
one of two ways:
Keyboard If any of the Query controls is highlighted, simply hit the Enter key.
Button Press the "Go" button.
Checking Account
This allows you to search foLJnIy those checks that have been printed against a particular checking account.
You can click the Search lﬁl button or hit the F5 key to bring up the Checking Account search screen, and
from there you can pick the checking account you want to use. This field will default to the checking account
you assigned as the default checking account in Company Maintenance. This is a required field.
Check Number
Allows a search for those checks whose check nhumber matches this field. Enter up to six characters for the
check number. This field may be blank.
Vendor Number
Allows a search for those checks whose vendor matches this field. Enter up to six characters for the vendor, or
you can click the Search lﬁl button or hit the F5 key to bring up the Vendor search screen. This field may be
blank.
Current Check File
Check this control if you want the search to include the current check file.
History Check File
Check this control if you want the search to include the history check file.
Sort By Vendor
Check this field if you want the checks in the grid to be sorted by vendor.
Sort By Check Number
Check this field if you want the checks in the grid to be sorted by check number.
Go Button
Clicking the "Go" button will start the search for checks that meet the query criteria.

6.10.3 Searching for Checks
o After you have entered your Query information click Go to run the search for checks.
¢ If checks are found, they are displayed in the Checks grid.
¢ If no checks meeting your query are found in the selected files, you will see a Warning message box saying

"There are no checks meeting the query". Click OK to close the message.

6.10.4 Buttons

Void Button

Clicking the "Void" button will wid the check.

OK Button
Clicking the "OK" button will clear the grid and the Check Number field.

Close Button
Clicking the "Close" button will close the Void Check window. You will be taken back to the Main Menu after
clicking this button.

AP Void Check Utility
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6.10.5

6.10.6

Checks Grid

This grid displays the checks meeting the query criteria. All fields in the grid are for informational purposes

only, and cannot be edited.

Yendar YWendar Mame Check Ma Check Date | Amaunt Source |Check Tepe |Ck
AMNTHOMNY DaYIDS HIGHLAMD CO.| 100 02/0415 (17387 Current

Vendor
The vendor number of the check.

Vendor Name
The vendor's name.

Check No
The check number.

Check Date
The check date.

Amount
The payment amount.

Source

This tells you from which file the check came from.

Check Type

This describes the type of check. There are three check types.
= Normal A check printed by entrée Accounts Payable
= Manual A payment made by a manual check

= Non Check  Any non check payment, such as cash

Ck
Click this field to select a check for widing.

Process to Void Checks
1. Enter your Query information.

2. Make selections for Check File and Sort By options.
3. Click Go to run the search for checks.

= |f checks are found, they are displayed in the Checks grid.

= |f no checks are found that meet your query criteria in the selected files a Warning message box will

display "There are no checks meting the query." Click OK to close the message.

4. In the the checks grid select the checks you want to wid by checking the Ck box on the right.

5. Click the Void button.

6. A Confirm message box will display "Are you sure you want to void the selected checks?". Click Yes

to proceed. Click Yes to confirm that you want the checks wided.

7. Once the checks are wided, the grid and the check number fields will be cleared from the screen. If a check
has already been transferred to bank reconciliation file, widing that check automatically marks the check as

woided in the bank reconciliation file.

AP Void Check Utility
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6.11

AP Enter Deposits/Charges

You enter deposits to your checking accounts, in order to create starting balances, and keep track of bank
charges and interest. This information will keep your bank reconciliation current and accurate.

entrée V3
Use menu path: Accounting > Accounts Payable > Enter Deposits/Charges.

AP Enter Deposits/Charges

Checking Acct 11010 L

Date 02/2514

Reference

Amaount 0.00

[v|Distribute to Cedger (o, if aiready posted]:

 E—

L)

Digtribution Accaunt

Apply

Cancel

entrée V4 SOL
Go to the Vendor ribbon menu A/P Transaction section click Enter Deposits/Charges.
=== AP Enter Deposits/Charges I. — | |_ﬂh

Checking Acct 01015

Date 03/27114

Reference

Amount 0.00

[V]iDistribute to Ledger (Mo, if aready postedt
Distribution Account -
Apply ] ’ LCancel

6.11.1 Controls

Checking Acct

This is the checking account number that will be associated with the entry. You can click the Search
button or hit the F5 key to bring up the Checking Account search screen, and from there you can pick the
checking account you want to use. This field will default to the checking account you assigned as the default

checking account in Company Maintenance.

Date
The entry date. This field will default to the current date.

AP Enter Deposits/Charges
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Reference
The optional entry reference. You can enter up to 35 characters.

Amount
The entry amount. Enter a positive amount for a deposit, or a negative amount for a charge. The amount cannot
be zero.

Distribute to Ledger
If entrée.GL, the General Ledger add-on module is enabled, this control will also be activated. This control
allows you to apply deposits and charges to the General Ledger by one of two ways:

1. Checking this field will create a Accounts Payable journal posting that will be used to update the balance of
the ledger distribution account (see below) with the amount, by releasing Accounts Payable and running the
update General Ledger process. This is the normal method of applying deposits and charges to the General
Ledger.

2. With this field unchecked, no Accounts Payable journal posting will be created, and you will have to
manually post a journal entry to General Ledger for the amount.

Distribution Acct
If the Distribute to Ledger field is checked you are required to enter an account from General Ledger. In that

case, the Search lﬁl button or F5 key will bring up the General Ledger Account search screen, and from
there you can pick the General Ledger account.

Cancel Button
Clicking the "Cancel" button will discard the entry, close the Enter Deposit & Charge window, and return you to
the Main Menu.

Apply Button
Clicking the "Apply" button will save the entry, and clear the display to allow creation of another entry.
6.11.2 Entering Deposits/Charges

1. When you first open the AP Enter Deposits/Charges window, the account will be populated with the
default checking account, and the date will be populated with the current date.

2. Now enter the optional reference, an amount (a positive amount for a deposit and a negative amount for a
charge), select the optional distribution account.

3. Then hit the "Apply" button. If all the fields are valid the entry will be saved, and the amount and reference
fields will be cleared to allow you to create another entry.

4. A Confirm dialog box will display. Click OK. The amount and reference fields will be cleared to allow you to
create another entry.

AP Enter Deposits/Charges
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6.12

Bank Reconciliation

Bank Reconciliation allows you to reconcile your bank statements against information stored in Accounts
Payable. When you receive your bank statement, you compare the statement to the reconciliation transactions
and woid or clear checks, deposits and charges to keep your checking accounts accurate.

entrée V3

Use menu path: Accounting > Accounts Payable > Bank Reconciliation.

entrée V4 SOL

Go to the Vendor ribbon menu A/P
Transaction section and select Bank
Reconciliation.

6.12.1 Query
The Query section allows you to constrain your search for checks, receipts and transactions that meet a

certain criteria.

&

Payable

-

L@ File -

.@. Bank Reconciliation

Ej-’ﬁ: Enter Deposits/Charges

Payments/
Checks -

o After you have entered your criteria you can start the search process in one of two ways:

Keyboard If any of the Query controls is highlighted, simply hit the Enter key.

Button Click the "Go" button.

entrée V3
egntree vo

(;g A.P. Bank Reconcilation = ==X
5 Check File
Checking Account [11000- -~ [ Show Open Transactions Only
. [ Current [ History
Limit Date  |108/26/14 [ Consolidate Depasits on Cash Receipts Batch
Date | Yendor# | Company | Check | Status Amaunt Balance »
0B/ 472007 ACTRON ACTROM SECURITY SYSTEMS, INC. 2002 Cleared 100.00 E8711.6E
04/08/2009 <Deposit»Test for Brie 0 Cleared 999.00 GI710.6E
1143042012 <Deposit> 0 Cleared EEE.00 70265.6E
114302012 <Depositrergare 0 Cleared 222.00 70487 6
081542013 HOSTES HOSTESS OF NEW ENGLAND 2007 Open 318.75 7016891
081542013 ACT 2nd Test 2004 Open 1200.00 65968.91
08/28/2013 <Charge >TEST FOR NEG # 0 Open -500.00 65468.91
08/28/2013 <Deposi> TEST POSITIVE # 0 Open 100.00 BE5EE.91
08/30/2013 <Depositrhank fee's 0 Open 100.00 BbEE.91
09/26/2013 DESERT Desers Rls 2008 Yoided 811.00 GBBES.91 =
1072172013 DESERT Desens RUs 2009 Open EEO.00 E8118.91
10/22/2013 DARMON Matt's Company 20§0 Open 500.00 E7618.91
0242642014 HOSTES HOSTESS OF NEW ENGLAND ama Open 100.00 67518.91
0242642014 HOSTES HOSTESS OF NEW ENGLAND 2014 Open 100.00 67418.91
0242642014 DESERT Desens Rls 20m Open 100.00 67318.91
0242642014 DESERT Desers Rls 203 Open 100.00 6721897 _
< | 1N 3
) = o EI Close |
Bank Open Book
Current Balances | 70457 66 -3268.75 B7218.91
Limit Balances | 7048766 -3268.75 67218.91

AP Enter Deposits/Charges
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entrée V4 SOL
<= A.P. Bank Reconcilation SN X
. Check File
Checking Account 01015- [7] 5how Open Tranzactions Dnly G
. 08/2514 Current [ | History a8
Lirnit D ate M [7] Conzolidate Deposits on Cash Receipts Batch

Date Wendor # Company Check Statuz Amount Balance *
11/26/2012 JTH JTM FOOD GROUP 24434 Open 16574.20 9516409.35
11/27/202 45 YERSAILLES MEDICAL CEMTER LLC 24485 Cleared 10.00 9516419.39
11277202 WOLWER WOLWERIMNE PACKIMG CO 24451 Open 1885.04 9618304.43
1127202 COUMTR COUMTRYFRESH MUSHROOMS 24450 Open 2970.00 9621274.43
1/2a8/2m2 GERGER GEREER'S FOLULTRY IMC. 24486 Cleared 1776.00 9623050.43
1/2a8/2m2 WwWORTH WORTHMORE FOOD FRODUCTS 24467 Open 464 .40 9623514.83
1/2a8/2m2 | CK. WICK'S PIES 24460 Open 42360 9623938.43
1/2a8/2m2 BRICKE BRICKER & ECELER LLP 24488 Cleared 1650.00 9625628.43
11/28/2012 ATOZ ATOZ MEATS 24491 Cleared RE12.46 9531140.85
11/28/2012 CHASE CHASE BAME 24490 Cleared 150.00 9631290.85
11/28/2012 ERIE ERIE INSLIRAMCE 24489 Cleared 1950.00 9633240.85
11/28/2012 Wit NUT wit WUT CREEK FOODS 24489 Open 385.64 9E33626.53

11/28/2012 MARCHE MARCHELE PRETZELS 24454 Open 3875 9E33665.28 -~
4 i 3

i Clear = Yoid 2] Open oK.

Bank. Open Book
Current Balances -9428489.79 -BE7129.74 -9933339.99
Limit Balances 942848979 B67129.74 -9993999.99

Checking Account

This is the checking account for checks, receipts and transactions. Checking Account will default to the
checking account you assigned as the default checking account in Company Maintenance.

e Click the Search @J

button or hit the F5
key to bring up the
Checking Account
search screen to select
a different account.

-

“

== Checking Account Search =RACN X

x @) Match ~) Contains
I

Account # Description o
01015- SECOMD NATIONAL BAMK CHECKING
01020- SME CHECKING
01060~ HUMTINGTOM SPRINGFIELD =
01085- HUMNTINGTOM LIMA

LIp)wR) < :
4 total recs
v X

Bank Reconciliation
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Limit Date
Allows a search for those entries whose check date is less than or equal to the limit date. If this field is blank,
the check date will be ignored.

Check File
= Current - Check this option if you want the search to include the current check file.

= History - Check this option if you want the search to include the history check file. Closing accounts
payable will transfer checks from the current file to the history file. Therefore, if you have closed
accounts payable but haven't reconciled your bank statements, you will need to use this option to get
checks from the history file.

Show Open Transactions Only
Check this option if you want to display only those checks and receipts that are open.

Consolidate Deposits on Cash Receipts Batch
Check this option if you want the Cash Receipts Batch to consolidate your deposits.

6.12.2 Transactions Grid

_*F

= All the grid fields, except the Status field, are informational only and cannot be edited.

Date

If the transaction is a check, this is the check date. If the transaction is a receipt, it is the date the receipt was
created. If the transaction is a balance forward transaction, it is the date the transaction was created, or the
date of the last accounts payable close.

Vendor #

If the transaction is a check, the vendor and company are displayed. If the transaction is a receipt, this field will
read "<Deposit> if the receipt has a positive amount, and <Charge>" if the receipt has a negative amount. If
the transaction is a balance forward transaction, this field will read "Balance Forward".

Company
The name of the company for the transaction.

Check
The check number. This field is blank for receipts and Balance Forward transactions.

Status

This allows you to change the status of a check or receipt, provided it is not wided. This field is blank for
balance forward transactions and cannot be changed. Select the check or receipt in the grid then click the
status button below to make the status change.

Amount
If the transaction is a check/receipt, this is the check\receipt amount. If the transaction is a balance forward
transaction, it is the current balance forward amount.

Balance
The current balance amount.
6.12.3 Bank Reconciliation Buttons

OK
Clicking the "OK" button will save any transaction status changes to the bank reconciliation file and close the
Bank Reconciliation window. You will be taken back to the Main Menu after clicking this button.

Cancel

Bank Reconciliation
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Clicking the "Cancel" button will discard any transaction status changes. You will be taken back to the Main
Menu after clicking this button.

Apply
Clicking the "Apply" button will save any transaction status changes to the bank reconciliation file. This button
is useful if you want to save changes, but not exit out of the Bank Reconciliation window.

Go
Clicking the "Go" button starts the search for checks, receipts and transactions, and displays them in the
transactions grid.

Status Buttons
Use these buttons to change the status of the checks and receipts to match the status on your bank
statement during the reconciliation process.

= Clear

= Void

= Open

6.12.4 Balances

These controls are informational only and cannot be edited. These balance amounts are updated when you
apply transaction status changes to the bank reconciliation file.

Current Balances
Shows the current Bank, Open and Book balances for the checking account.

Limit Balances
Shows the Bank, Open and Book balances for the checking account as of the date you entered in the Limit

Date field.
Bank Cpen Book
CurrentBalances | 7046766 | -3268.75 | B7218.91
Limit Balancas | 7048766 | -3268.75 | 67216.91
Bank

Shows the amount of all checks and receipts that are marked as cleared. This amount includes the amount
from the balance forward transaction.

Open
Shows the amount of all checks and receipts that have not been cleared.

Book
Shows the sum of the Bank and Open amounts, and provides a more accurate amount of your current bank
balance.

Bank + Open = Book

Bank Reconciliation
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6.12.5

Reconciling Bank Statements

Searching for Transactions

The first step in reconciling your bank statement is to search for the transactions associated with a particular
checking account. Fill in the appropriate query information and run the search. Transactions meeting the
search criteria will be displayed in the grid.

e There are three types of transactions: Checks, Receipts and Balance Forward.

Check Files

e Checks are derived from the Current and History check files, based upon the search query. When you run
the query the appropriate check file will be searched for checks whose account matches the selected
checking account, and whose check date is less than or equal to the limit date.

¢ If checks are found, they are copied into the bank reconciliation file. When checks are copied, their initial
status will be either open or wvoided.

o After the search of the check files has been completed, entrée searches the bank reconciliation file for
existing checks whose account matches the selected checking account, and whose check date is less than
or equal to the limit date. Open checks meeting those criteria will always be displayed in the grid.

e Once you have checks displayed in the grid, you can change their status. A check that is cleared or open
can hawe its' status changed to open, cleared or wided, but a wided check cannot have its' status altered.
When any changes are applied to the data base, those checks whose status have been changed to wided
will be wided just as they are in the Void Check process.

Receipts

e Receipts are deposits and charges that are created and saved to the bank reconciliation file when you enter
deposits and charges \via the Enter Deposits/Charges option, and their initial status is open. When you run
the query the bank reconciliation file will be searched for receipts whose account matches the selected
checking account, and whose date is less than or equal to the limit date. Open receipts will always be
displayed in the grid.

e Once you have receipts displayed in the grid, you can change their status.
= A receipt that is cleared or open can have their status changed to open, cleared or wided.
= A wided receipt cannot have the status altered.

Balance Forward Transactions

e When you first run a bank reconciliation search for a given account, entrée will determine if there exists a
balance forward transaction for the given account. If there is not then a balance forward transaction will be
created, and it will have an amount of zero.

e The Limit Date has no effect on the search for balance forward transactions. Even though the status field in
the grid is blank for balance forward transactions, these transactions are considered by entrée to be
cleared.

¢ When you close Accounts Payable, the amounts from cleared checks and cleared receipts for a given
checking account will accumulate in the balance forward transaction for that account.

Reconciling the Bank Statement
¢ Change the status of the checks and receipts so that they match the status on your bank statement.

e Then apply those changes to the bank reconciliation file.
e The Open, Book and Bank balances will be updated when the changes are applied.

Bank Reconciliation
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6.13 AP Close Period / Year

Closing the period ensures that period- to-date and year-to-date total in the vendor files remain accurate. You
can close the period as often as you like, depending on the accounting period your company uses.

¢ You close the Accounts Payable at the end of each period to ensure that period-to-date and year-to-date
totals in the vendor file remain accurate.

¢ Closing mowes the current period's information into the vendor history file so the vendor history is accurate.

¢ Closing removes completed transactions, such as paid or wided inwices, from the current files. This allows
you to control the amount of information that appears on current period transaction reports.

e When you close the last period of the year, you should close both the period and year.

¢ If General Ledger is enabled, you should perform a release to General Ledger just before you close the
Accounts Payable period.

¢ Closing without the summary update and without history deletion allows you to transfer current transactions
into the history files, without modifying the period-to-date totals. So if you have a large number of
transactions, you can close in this manner on a daily basis, so that when the time comes to close and
update period-to-date totals, you won't have so many transactions that will have to be mowved to the history
files.

e Bank Reconciliation - If you use Bank Reconciliation you should generate the Bank Reconciliation report
before closing.
entrée V3

Use menu path: Purchasing Window
System > Closing.

Reindex Files

Select from: Change Working Date
= End of Day
= Release AP/AR
= Close Period

Security Managerment...

Preferences...

End of Day

Cost/Price Utilities L4 Eelease AP/AR
Recalculate L4 Cloze Period
[+|Close Accounts Payable
Cloze [ielete Trangzaction Higtary

Rebuild Wendor Index

Period i Cutoff Date | 06/30/13 ¢ [ |Update Summary

Period and *r'ear

Bank Reconciliation
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entrée V4 SOL

Go to the System ribbon menu System File section click Close Period.

Period Ending Date  10/31/12 -

Close Accounts Receivable

Date of last dosing (09/30/12

Period to be dosed |10/2012

[] Compute Finance Charges

Purge Zero Lots

[] Retain lots empty less than

Accounts
[F] Post inventory quantity for MTD Physical Movements Met Income - | p |
Retained Earnings - | (/O |

Close Accounts Payable [¥IiClose General Ledger - Period D1
Closing Type (@ Period Period & Year Closing Type (@) Period Period & Year
[] Delete Transaction History [] Delete History

Rebuild Vendor Index

[] Update Summary AP Cut Off Date

Calculated [11/30/13| cutoff [ 11/30/13 ~

Make Sure All Data Is Backed-Up and All Key Finandial
Reports Been Run Prior to Running this Utility

oK | | Cancel

Step to do Prior to Closing AP

Close Period Overview

If you use Bank Reconciliation, you should generate the Bank Reconciliation report before closing.
Run the AP Master Journal report.

Run a full set of entrée system system backups.

Run the Release to General Ledger.

1. Select Close Accounts Payable and make your selections from the following options:.

= Select a Closing Type: Period or Period & Year
= Check Rebuild Vendor Index.
= Check Delete Transaction History if you want to delete these records.

If you have checked the Delete Transaction History option you will this Confirm message: "All
payable history information up to and including the deletion cutoff date will be lost. Continue
close?" Click "No" to stop the closing process if you do not want this data deleted.

2. Click OK and first the Reminder message is displayed.

P
Reminder

==

¢ 1 Make sure you print ALL monthly reperts necessary for your company
' and post to General Ledger BEFORE closing

AP Close Period / Year
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3. When you click OK on the Reminder you get the Close Period screen shown abowe. Select your date and
options for the closing process and click OK.

4. When you begin the Close process you may see a series of messages. First the Closing Confirmation
message. Click Yes to continue with the closing. Click No to stop the closing process.

I !
Clasing Confirmation .

I.-"'_"\-.I Areyou sure you would like to close the following:
k. * 4

- Accounts Payable

ves || Ne

5. Then the system will perform some checks and the Possible Unwanted Circumstances Found message
will display if problems are detected.

= Click Yes to continue with the closing process if no major issues are found.

= Click No to stop the closing process and resolve any issues listed here that may impact the integrity of
your accounting data before proceeding. Then restart this Close process once problems are resolved.

EExample In the example here you can see we have not released AP postings to the General Ledger
which is needed before AP can be closed for the period.

Possible Unwanted Circumstances Found - lﬂj

I.-"'_"‘-. The following circumstances have been found that may affect your

'Y decision to close AP:

- Close date is in November, not the current month

- The AP current file centains postings which have not been released to
General Ledger. ||
- The AP history file contains postings which have not been released to
General Ledger.

Would you like to continue close?

ves || N

6. If you click Yes to continue with the closing the Please Wait... process a progress bar will display showing
you what tasks are being performed.

== Please Wait...

b oving postings to hiztory...

AP Close Period / Year
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7. When the process is done the Closing Complete message box will display Closing completed
successfully. Click OK and return to the main entree menu.

E Hot Tip! See the Closing Warnings section to get familiar with possible warning messages you will
see during this process.

Tasks Performed During the Closing Process
e Clearing History Files - Deletes records from the payables, distribution, and check history files up to and
including the Deletion Cutoff Date.

e Moving Checks to History File - Mowes checks to the check history file and clears the current check file.
Only checks whose check date is less than or equal to the close date will be mowved to the history file.

e Moving Distribution Records to History File - Mowes distribution records to the distribution history file and
clears the current distribution file. Only distribution records whose date is less than or equal to the close
date will be moved to the history file.

e Moving Payables to History File - Copies open payables to the history file, and moves wided and paid
payables to the history file. Only payables whose purchase date is less than or equal to the close date will
be copied or mowed to the history file.

e Updating Vendor History - Mowes year-to-date into the history file.

e Updating Vendor File - Period-to-date balances are reset, and if closing the year as well, year-to-date
balances are reset.

e Updating Bank Reconcile File - Accumulates the amounts from cleared transactions into the balance
forward transactions, deletes all cleared and wided transactions, then packs and re-indexes the bank
reconcile file. Only cleared transactions whose cleared date is less than or equal to the close date will have
their amounts accumulated in the balance forward transaction, and then deleted. Voided transactions are
deleted regardless of the date.

e Update System File - The SYSDATA file is updated with the new period.
6.13.1 Close Controls

Close
e Select Period to close only the current period.
e Select Period and Year when you are closing the last period of the year.

Cutoff Date
This date determines which transactions will participate in the closing process. The default is the current date.

Rebuild Vendor Index
If this field is checked vendor records marked for deletion will be permanently removed, and the vendor file will
be re-indexed and packed.

Update Summary
If this fields is checked period-to-date totals (when you are closing the current period) or year-to-date totals
(when you are closing the current period and year) will be reset, and the vendor history will be updated.

The Last Purchase Date is the date the program uses for the vendor history report as the end of the period
you're closing. If you're closing the last day of the period, accept the default, which is the close date, or enter
the actual last day of the period.

Delete Transaction History

AP Close Period / Year
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If this field is checked history transactions whose date is less than or equal to the Deletion Cutoff Date will
be deleted.

The Deletion Cutoff Date will default to the last date of the month previous to the month of the close date.

Go Button
Clicking the "Go" button will start the close process.

Cancel Button
Clicking the "Cancel" button will close the window and return you to the Main Menu.
6.13.2 Close Warnings

When you click the "Go" button to close, a series of tests are performed to verify that Accounts Payable is in
the correct state prior to closing.

e Delete History Warning - If you have selected Delete Transaction History, you will be warned about
losing data. Click the "No" button to stop the closing process.

e Backup Data Warning - You will have to confirm that you have backed up your data. Click the "No" button
to stop the closing process.

e General Ledger Warning - You will be warned if you are linked to General Ledger and unreleased
Accounts Payables transactions exist in the posting file. Click the "No" button to stop the closing process.

e Cannot Close AP rCannotCIose AP ﬁ‘

— c— "

You must generate the AP Master Journal report prior
to closing. Click OK. {8} You must print the AP Master Journal before clesing

Go to the Ré3 Control Panel or Ré4 Control Panel

reporting system to run the report.

AP Close Period / Year
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7.1

entrée V3

Recalculate AP History Utility

The AP system only keeps history information for the last 24 periods. The Recalculate Vendor AP History
utility will only recalculate 24 periods.

These 24 periods are presented in a check list form to allow easy selection of those periods which need to be
recalculated.

Recalculate Vendor AP History Utility

' i . . R
-'-B Caution Necs strongly recommends all users are out of the entrée system, when this utility is
run.

This will ensure the data integrity is not compromised by another user, accessing one or more of the
data files while the operation is being performed.

Recalculate Vendor AP History
Use menu path:

- 12/3A
System > Recalculate > Vendor AP Daie ol ong !
History. Recac? [Peiod  [EndDate |4
¥ |Peiod1 123 |

Petiod 2 11/30/13

|Peiod3 1043113

\Periodd  09/30/13 o OK
Period5  08/31113

\Peiiod6  07/31113

Period 7 06/30/13

|Peiode  05/31/13 —
Period 9 0443013 b

|Period 10 03/31/13

Period 11 02/28113

|Peiod 12 01731713 [y

<

<l

<l

<

<l

<

<

<l

<l

<l

<l

NOTE: Although AP only keeps 24 months of history information
we need to define 25 “End Date" values since the end of the 25th
month defines the beginning of the 24th month
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entrée V4 SQL ( < Recalculate Vendor ... (2 sE1: ¥ S )
Go to the Vendor ribbon menu Vendor
Utilities section click the Recalculate Date of last dosing  09/30/12
drop down menu and select Vendor AP
Histo ry. Recalc?  |Period End Date
Cd Feriod 1 |09/30/12
W |Period2z  08/30/12
W |Period3  07/30/12
W |Period4  08/30/12 J
‘ W |Periods  05/30/12
W |Periods  04/30/12
W |Period7 033012
W |Periods  02/29/12
W |Periode 013012
W |Period 10 12/30/11
W |Period 11 11/30/11
W |Period 12 10/30/11
W |Period 13 09/30/11 |
|| MOTE: Alﬂ_'lc-ugh AP only keeps 24 months
of history information we need to define
25 "End Date” values since the end of the
25th month defines the beginning of the
24th month
[ J oK ] | A Cancel |
7.1.1 Recalculate Process

1. Check all the Recalc? box for periods to be recalculated.
2. Edit the End Date of each period selected if you can provide an accurate date.

3. A Confirm dialog box will display "This will recalculate all of the displayed "End Date" values. Do
you wish to proceed?". Click the Yes button to proceed. Click No if you need to make date corrections
and retry.

4. A progress dialog will display informing the user of the current progress of the recalculation routine and
close the window when done.

E Hot Tlp! One potential problem with this utility is that entrée does not keep track of the date on
which a given AP period was closed. The utility makes a "best guess” using the last AR closing date
(entrée does not track when AP is closed) and works backwards one calendar month at a time. If you can
provide more accurate date values the "Ending Date" of each period may be edited.

= Note

Note 1: We ask for 25 ending dates rather than just 24 because the Ending Date of the 25th period defines the
Starting Date of the 24th period.

Note 2: The history figures generated by the AP system during normal operation are based on when the
payables are created. The "creation date" of a payable is not recorded which means that items can only be
categorized according to "Purchase Date". Under most circumstances this arrangement should produce
reasonably correct results but it is unlikely that this utility will be able to exactly recreate the original history
figures.

Recalculate Vendor AP History Utility
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Accounts Payable Reports

entrée V3

The reports menu is the central location for all of the reports in the entrée system. By default, clicking on the
Reports option in the main menu will launch the Ré3 Control Panel utility.

Howevwer the full reports menu may be enabled on, on a per user basis, by enabling the "Run Reports from the
Main Menu" option, located on the Personal Settings tab of System Preferences.

entrée V4 SOQL

The Vendor Reports section of the
ribbon has the A/P drop down menu to
access all the AP reports.

e Go to the System ribbon menu System Reports section and click Ré4 Control Panel and select Accounts

Payable to access the report system screen below.

AP~

Aging
AP lournal

Approve To Pay
Bank Reconciliation
Cash Requirements
Check Register
Discount

Inveoice Register
PO/AP Invoice Tracking
Recurring Payables

1099 Forms

v —
|¥| entrée Ré4 Report System

(=] s

1099 Formsz

Aging

AP Journal
Approve To Pay

B ank Reconciliation
Cazh Requirements
Check Reqister
Dizcount

Irwoice Register
Recuring Payables

Ihventar
LCustamer

Sales

Accounts Beceivable ()

General Ledger
Purchaze Order

Miscelaneous

Labels

y Eenerate] [ ‘Eaﬂcel ]
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AP Master Journal Report

Date: 11/25/14 MADISON DISTRIBUTORS, INC.
Time: 12:07 PM AP Journal Report - S5tyle: Master Jjournal
Master journal Report
Include Voided, Active, Released, Unreleaszed Postings
Posting (Vendor Invoice Posting
Date Humber Humber Eeference Batch Amount
Soccount Humber: 11050- Inventory (Finished Goods)
11/25/14 |RDH1O |45555 10456 g879.74
0&6f15/11 |ADH1OD |500210 744.00
0615711 |RDH1O |6&5025 175.00
08f10/0%2 |ZBI10 |B59869 213.75
11050- : Inventory (Finmished Good=s) Sub-Totals:
| | | 2,012.49
Aecount Number: 20010- Lecounts Payable
11/25/14 |ADH10 |45555 10456 —-B79.74
06/15/11 |ADH1O |500210 —-744 .00
06/15/11 |ADH1D |65025 -175.00
12/27/12 |GPEOL |01000001 RENT -1,500.00
03718713 |TCC10 |454545 -166.05
08/10/092|ZBI10 |BS9E&D -213.75
20010- : Acecounts Payvable Sub-Totals:
| | | | [ ] s.e78.59]
Lfoecount Number: 51200- Co=zt of Good=s (Non-S5tock) - Domesto
[03/18/13|TCC10 [454545 | | | 166.05|
51200- : Cost of Goods [(Non-5tock) - Domestce Sub-Totals:
| | | | [ [ 1ee.03)
Locount Number: 75125- Office Space Rental
[12/27/12|GPK01 [01000001 |RENT | | 1,500.00|
T75125- : Office Space Rental Sub-Totals:
| | | | [ [ 1,500.00]
REeport Totals:
| | | | ] 5.00]
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