Accounting Manual



1.0 Getting Started

The following steps need to be set up prior to using this accounting package. (When you see capital letters
within parenthesis this indicates the name of the module, so you can access them by hitting F10 and typing
in the module name. This will be consistent throughout this documentation.)

1.1

1.2
1.3
1.4
1.5
1.6
1.7
1.8
1.9
-1.10
-1.11
1.12
1.13

Define the Company information (COMPANY). In this section setup the current fiscal year
and the periods within that fiscal year.

Set up G/L Chart of Accounts (COA).

Set up G/L Default Parameters (GLDEF).

Set up the current operating dates that you want to begin working (DATES).
Enter in General Ledger Parameters (GLPARAMS).

Enter in Accounts Payable Parameters (APPARAMS).

Set up Bank Accounts for A/P checks (BANK).

Set up the Payment Terms for current vendors (TERMS).

Set up Ship Via codes (SHIPVIA).

Set up Vendors for Account Payable (VENDORS).

Set up G/L Source Codes for journal entries (GLCODES).

Set up security for all operators (CHGSECUR).

Set up security for financial reporting (EMPSEC).

1.1 Company Maintenance (COMPANY)

RSSS applications refer to a financial entity as a Company. This entity can be segregated into multiple
subordinate entities referred to as profit centers (stores). It is necessary to have at least one company
defined. This company must have at least one subordinate profit center in order to utilize the accounting

software.
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Adding a Company (ADDCOMP)
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Company
The company number is used when referencing the company and selected by the user. It plays a critical
role in the operation of the software. It is found embedded in all master records and transactions.

Site name
The name of the company that you are adding should be entered here, this will also be the display at the
top of all menus.

Address

The address information found on the company control record is strictly for descriptive purposes. It should
be entered in situations where there will be a large number of companies available for selection. The
address may contain two lines for the street address. You have the option of entering a U. S. zip code with
extension or an international zip code of up to ten characters. Don’t’ worry about two companies with the
same name, since all lookup windows allow the address to be optionally displayed to eliminate confusion.

Phone number/Fax number
The phone and fax numbers should be entered. If the numbers are not available at the time of creation,
they may be added later utilizing the ‘Change Company’ option located in file maintenance.

FIN
Enter the company’s FIN number.

Current

The current date range is entered for validation purposes in modules other than General Ledger and
Accounts Payable. If the General Ledger and Accounts Payable modules are the only applicable modules,
the information entered here does not matter, otherwise, the date range entered will be utilized by the other
modules in determining the current operating range.

Modules
The module section tells what modules are turned on for this company.



PRD/START/END

The financial calendar is where your current fiscal year periods should be set up. These need to be accu-
rate with NO overlapping dates. These periods are used in the calculations of yearend closes, as well as
account analysis screen period summaries. It will also determine what dates you can use when running
financial statements.

Changing a Company (CHGCOMP)
The information on a company may be updated at any time.
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The company number may be entered or selected from a lookup window. Once the company record is
displayed, you may update any of the necessary information. See ‘Add a Company’ for detailed description
of each field.

Deleting a Company (DELCOMP)

When a company is no longer necessary it may be deleted. You should use caution when deleting compa-
nies since the system wide parameters are tied to the company. When selecting the company don’t worry if
two have the same name. The fold/unfold option allows you to reveal the complete address to assist in
selecting the proper company.
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After you have made your selection, you will be prompted to verify your choice before deleting the company.

Once the company has been deleted, the cursor will return to the company field allowing you to delete
another company. Pressing F8 will return you to the main menu.

If the company has a profit center on file, the company may not be deleted.

Dalata Company 1 BETR TEST 1B.B AfedfaE 9:15 en

0 START EHI]
1/alfee  1/31/88
2fal/ee E/EEfEE
Jfalses 33106
Afal/eE  Af3RSEE
S5/al/82  5/31/82
G/AL/BE  G/IBSEE

Cargeniis 1 PH
1
=
3
4
5
=]

Phora nuabar: [B1E)345-676E9 T TMALfeE  T/3LSeR
8
g
1a
11
12
13

Site neme: BETR TEST 1B.B
Rdoregs: 163 Any Strest Rd
Suite 264
Ardtown TE 1E345

Fex numbar: [123)456-7854 gfalsee  8/3L082

FIM: 1B1B1B1BG g9/al/e2  9/30SEE
lafaldes  1a/31/82
L1/a1/e2 1138462
l2faldee 1231462

Current: EBEfB1/EE to BSEDSEE
e et et el | P H [ - e e e e
A/ -R: ¥ RfP: o RTD: ¥ PO GfL:
SUA: v T/A: % GSTRIP: ¥ i 5/R:
FfHA: TSH: % AR -5: ¥  PFHH: PG
BfR: ¥ SEAW: ¥ MOWIE: ¥ SALES: RTD:
COMMOH: ¥ LDAM: % OfE: HYR: H

Listing Company Records (LSTCOMP)
You may list all of the defined company records.

Liet Coapanies 1 BETR TEST 1B.B Afe4/8E 9:16 en

CIOMPANY  MAME CURHENT PERICO

1 BETA TEST 1B.8 B/el/ae- 2/26/88
ae REIMHFAALDT 'S HEW IWACGE CRAPET -
14l PLELIC STORAGE =
24 Jef 32 /3e-32/30/ 3

Fl-Haxi Pege FE-Prev PEQe Fla-Exit

The listing appears in ascending company number order. It displays the company name as well as the
current operating period for each.



Printing a Company Report (PRTCOMP)

The parameters of all companies within the database may be printed.
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Two sort options are available for the company report. You may sort the report by the Company Number or

Name.

Printer ID

The Printer ID defaults to that on your operator record. This value may be overridden with another printer

or file name.

Control

You may choose to let the software control the printer. This value also defaults to the setting found on your

operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.

The following is an example of the company report.
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Show a Company (SHOCOMP)
You may view the parameters associated with a particular company by using the show option.
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When viewing a particular company, you have no editing functions.
Pressing the F8 key will return you to the menu.
1.2 Account Maintenance (COA)

All transactions in the General Ledger software revolve around the Chart of Accounts. Other modules, such
as Accounts Payable, also require that the Chart of Accounts be entered.
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Some effort should be expended in determining a meaningful pattern to the account numbers being used.
One approach is to group certain types of accounts together by starting each group with a different number.
See the example below.



Account Numbers Description

1000-1999 Assets

2000-2999 Liabilities
3000-3999 Capital/Earnings
4000-4999 Revenues
5000-5999 Cost of Goods
6000-9999 All other expenses

Regardless of the account numbering approach utilized, you must enter each account that appears on your
Chart of Account. Don't feel that you have to remember the account numbers. Every time that you are
prompted for an account number, you can optionally enter a few characters of the account name. There-
fore, you should keep this in mind when you decide on the format for the account names. The first charac-
ters of the account name will decide the order in which the records are presented in the lookup window.
You might consider formatting your account names with this in mind. A little planning at this point in time
could yield tremendous benefit over the course of actually using the software.

Adding a General Ledger Account (ADDACCT)
Each account must be defined using up to eight digit account numbers and a thirty character account name.

-
Add GfL Rooaumt 1 W= FRTTE, IMC. ®=g 16/22,/83 9rdE =m

Acoount & Liag]

Oe=oription:

Rocount Typer
Balancer
Etatuse

1859 Flelde
Bank Imterface:r

Bank Humber:

Enter the de=ariptlian for thls acoount

Account
The account number is a numeric field of up to eight digits. The account numbers should follow your
predefined numbering scheme.

Account Description
The account description is used to name the account. Remember all account names appear alphabetically
in the lookup windows.

Account Type
The account type must be selected from the following list:



Account Types Financial Statement Affected

Asset Balance Sheet
Liability Balance Sheet
Capital/Earnings Balance Sheet
Revenue Income Statement
Expense Income Statement
Balance

The normal balance for the account must be entered. Will this account carry a Credit balance or a Debit
balance?

Status
The status of the account may be set to Inactive or Active. An account marked as inactive will show in all
reports but no transactions may be made against this account.

1099 Field

Enter the field number on the 1099 form that you want this account to print. In order to use the 1099
program you must fill in this field to the appropriate box number on the 1099 and set the 1099 flag on the
individual vendors to a ‘Y’.

Bank Interface

Enter (Y)es to create bank transactions for this account. This will activate special programming to the Bank
Reconciliation program used in the Journal Entry (GLJE) and Summary and Bank Reconciliation Interface
(SUMGLINT).

Bank Number
Enter the corresponding bank number or a few characters of the bank name. To learn how to setup the
bank go to the Bank documents found in this manual.

Change a General Ledger Account (CHGACCT)
You may make a change to a G/L account number by using this program.
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1959 Flald:
Bark Interfaca: Yas

Bank Humber: 1 BRAK OF AMERICA
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You must enter the G/L account number to be changed. If you do not know the account number, enter a few
characters of the name to select from a lookup window. The listing will begin at the letter you specify or
default to the beginning of the list if left blank. You may scroll through the listing by using F1 to go forward
and F2 to go back.



Once the account number is selected, the current information will be retrieved and displayed. You may now
make your changes.

When you have made all the changes, the cursor will be placed at the account field so that you may con-
tinue the change process. Pressing F8 will return you to the menu.

Deleting a General Ledger Account (DELACCT)
When an account is no longer needed you may delete it from your chart of accounts. The account number
may be entered exactly or selected from the lookup window.
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Only accounts with no transactions on file are eligible for deletion. The above error message will be
displayed if transactions exist for the account number entered.
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Status:
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Once you have selected the account to be deleted, you will be prompted to verify your selection before the
account is actually deleted.



Listing General Ledger Accounts (LSTACCT)
You may list all defined general ledger accounts.

List G/L Acots | #k FRT"S, IHC, wxs 1B/EZ /3 18:64 an
Rccount Munber :

ACCOUNT OESCRIPTION BALANMCE ACLT TYPE 1E88 BHK 5T
18E5 Benk of Amarica Dabit  FAssat ¥ A
1862 Bof A Parsonal Dabit  FAssat H A
1818 SUHTRLEST DPERATING RACLT Dabit  FAssat ¥ A
1811 SIHTRLET INVESTHEWT ACCT Dablt  Raeal H A
1859 Cesh In Oravar Dabit  FAssat H A
18ES Pettiy Cash Dabit  FAssat H A
11e58 ASR RETRIL Dabit  FAssat H A
1119 Accounts Recalvebla - ATO Dabit  FAssat H A
1115 Erployee Rdwvances Dabit  FAssat H A
1154 OLE TOfFROM AFFILIATE Dabit  FAssat H A
1164 OLE TO/FROM IRW. TRANESFER Dabit  FAssat H I
1268 CONST RUCT [ON-IH-PROGRESS Dabit  FAssat 3 H A
12Ed PREFALID IHSURAACE Dabit  FAssat H A
12ES PREFALO OTHER-[REHT fHISC) Dabit  FAssat H A
13e81 THJENTORY OH REHTFL Dabit  FAssat H A

Fl-Haxi Page FE-Frev Pege Fla-Exit

You may select the beginning point of the list by entering an account number. If no number is entered the
list will default to the beginning. The account number, description, balance, account type and status will be
displayed.

You may browse through the list by using the F1 page forward and F2 to page back. Pressing F8 will return
you to the menu.

Printing the General Ledger Accounts (PRTACCT)
You may print a listing of all the accounts that you have defined.
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Sort by
Two sort options are available. You may either sort the listing by Account Number or by Account Name.



Statement
The general ledger appears on two financial statements, the Balance Sheet and the Income Statement.
You may print the account listing by Balance Sheet, Income Statement, or All to include both.

Acct Type
The account type may be one of the following: Asset, Liability, Capital/Earnings, Revenue or Expense.
Leaving this field blank will print all account types.

Balance
A normal account balance may be either Debit or Credit. Select one type or leave the field balance to print
both account balance types.

Printer
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



Date: 10/22/03 BIL Chart of Accounts Page: |
Company: | ¢+¢ ART'S, INC. t#¢
Sort by number All Slalements All Accounts Il Balances

ACCOUNT  DESCRIPTION BALANCE TYPE 1099 BNK/# ST

1000 Bank of America Debit Rsset
1002 BofR Personil Debit Rsset
1010 SUNTRUST CPERATING ACCT Debit Rsset
1011 SUNTRUST INVESTMENT ACCT Debit Rsset
1080 Cash In Drawer Debit  Rsset
1025 Petty Cash Deblt Rsset
1100 A/R RETAIL Debit Rsset
1110 Rccounts Receivable - RTO Debit Rsset
1115 Employee Advances Debit Rsset
1150 DUE TO/FROM AFFILIRTE Debit Rsset
1160 DUE TO/FROM INV. TRANSFER Debit Rsset
1200 CONSTRUCTION-IN-PROGRESS Debit Rsset 3
1220 PREPRID |NSURANCE Deblt Rsset
1325 PREPRID OTHER-(RENT/MISC) Debit Rsset
1300 INVENTORY ON RENTAL Debit Rsset
1301 ACCRUED RENTAL UNITS Dehlt fsset
1302 PENDING CR - [NV REC'D Debit Rsset
1303 (R ISSUED - INV REC'D Credit Rsset
1304 PENDING CR MERCH REC IN ERROR Debit Rsset
1305 ISSUED CR MERCH REC IN ERROR  Credlt Rsset
1310 IOLE INVENTIJHY OFF RENT & NEW Dehlt Rsset
| [DLE INVENTORY - DEMD Debit Rsset
| ACCUM DEPHE[ - RENTAL UNITS  Credil Rsset
| ACCUM DEPREC - [DLE INVENTORY Credil Rsset
} RESERVE - INVENTORY WRITEOFFS Credil Rsset
|
|
|
|

0
o |
[‘.
0 FURNITORE & FIXTURES Debit Rsset 3
5 OFFICE/SHOP EQUIPMENT Deblt  Rssel
. 0 COMPUTER/PC EQUIPHENT Debit  Rssel 3
: 5 [ERSEHDLD INPROVEMENTS Debit  Rsset ]
s i VEHII:LES nehn Rssel
: 1435 Debit  Rsset
; 1450 nttummmsn OEPRECIATION Credil Rssel
.; 1540 OREANIZATION COSTS Gebit Rsset
s 1350 ACCUM nmum LI INPROV Credil Rssel
: 1600 DEPOSITS [led|l Rsset 1
; 2100 ACCOUNTS PAYABL Liabl 11ty
2000 [KVENTDRY THFINSI Rp- INHI:TIVE mm Liability
. 2110 ACCRUED [NVENTDRY PURCH Credil Llabll1fy
2320 ACCRUED PRYROLL mdn Liabl 111y
2821 Accrued Benefils Credit Liability
EFE EUSTIJMEFI IJEPEISIT LBBILITY  Gredil Lishilihy
2240 ACCRUED OTH Credit Liability
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Reproduce a General Ledger Account (CPYACCT)

In addition to the normal file maintenance options, you can reproduce (copy) a chart of accounts from one
company to another company. This option is very helpful if you have multiple companies with similar
accounts.
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From Compary: [ 1

To Compary B
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From Company/To Company

Enter the company number you wish to copy the cart of accounts from and the company number to copy the
chart of account to. The destination company must exist prior to copying the chart of account to it. Both
company humbers may be selected from a lookup window.

Only companies with no accounts on file are eligible for this function. You will not be allowed to reproduce
a chart of accounts for a company that has accounts already set up.

Showing a General Ledger Account (SHOACCT)
You may view the setting of a particular account by selecting the show option.

“c;ﬂ_":u G/ Aot | ##k FHT"S, IHC, wd 1B/E2/83 18598 an
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1959 Flald:
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Bank Humber: 1 BRAK [OF AMERICA

Entar the eccount nunber or a fau charactaers of the dascripilan



Once the account number has been entered, all information will be displayed. While viewing the general
ledger account, you do not have any editing functions.

1.3 General Ledger Defaults (GLDEF)

Certain default company parameters must be set to provide a successful interface to General Ledger from
Accounts Payable. These company maintenance parameters are found in the file maintenance or on the
Parameters menu (PARAMS).
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Store
The store is the profit center to be used for system-generated entries, normally your home office location.

Accounts Payable
Enter the Accounts Payable account number.

Discounts
Enter the Discounts Earned account number. This will automatically post your vendor discounts, off invoice
amounts, to this assigned account number.

The rest of this screen is no longer used within the RSSS accounting system, so you can F9 to update the
current settings.



1.4 Set Operating Dates (DATES)

The set operating dates program tells the system what periods you are working in. This is where the
system goes to validate the General Ledger date that you have entered. If it falls outside of these dates
you will receive a message and will not be allowed to continue your transaction until the dates have been
updated.

Sat Datas 1 BETR TEST 1B.B JFBAAE 19:97 Bn
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General Ledger Dates

Enter the beginning and ending dates that you are currently working in the General Ledger. It is strongly
suggested that once Financial Statements and Trial Balance reports have been printed and finalized that
you go into this program and update your beginning date to be the new month. In essence, this is closing
your month in the General Ledger. You can open the months back up just by putting the beginning dates
back to the month you need to make changes.

*Updating the ‘beginning date’ to the next month will also trigger any reversing entries that were posted in
the prior month to post into the new month. See documentation on Reversing Entries.

Everywhere Else Dates

Enter the beginning and ending dates that you are currently working in the Accounts Payable. It is strongly
suggested that once you have interfaced the Accounts Payable to the General Ledger that you go into this
program and update your beginning date to be the new month. In essence, this is closing your month in the
Accounts Payable. You can open the months back up just by putting the beginning dates back to the month
you need to make changes.



1.5 General Ledger Parameters (GLPARAMS)

GfL Paramatars 1 BETR TEST 1B.B /B4/EE 19:99 en
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Starting date/Ending date
This date is the same as the G/L Dates in ‘Set Operating Dates’, if you have already setup your dates there,
these should already be correct.

Edit character
The edit character to be used on financial statements may be specified as either a ‘(‘ or ‘<’. The defined
character combination will be used on the statement layouts.

After entering all parameters, press F9.

1.6 Accounts Payable Parameters (APPARAMS)
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Include Date

When entering invoices in Accounts Payable, if you want the system to warn you of a duplicate invoice
based off of the invoice AND invoice date you will put a ‘Y’ here. If you want the system to warn you based
off of the invoice only put an ‘N’ here.

Check Form
Enter which check form you plan to use with our software.

Pay After Disc Date
Input yes to pay invoices after the discount date for checks.

Reset Expense Date
Input yes to changing the expense date to today’s date when changing an invoice in ‘Change Vendor
Invoice’. Otherwise, the expense date will stay as it was originally.

1.7 Bank Maintenance (BANK)
The Accounts Payable module requires at least one bank account to be created.

1 BETR TEST 1B.B J/BAEE 19:14 en
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Adding a Bank (ADDBANK)
You must set up at least one bank account. Support is provided for up to 9,999 banks per company.

1 BETR TEST 1B.B 3/BA/OE 19214 En
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Acct Balance:
Acct Humbars:

Imput tha neme far this benk

Bank
You must assign a number for each bank account that will be used by the software. You will access the
bank by either this number or by a lookup window.

Bank Name
Enter the name of the bank.

Address
Enter the address of the bank.

Phone number/FAX number
Enter the phone and fax number of the bank.

Next Check
The next check can be entered in on the initial setup of the bank, but it is automatically updated based off of
check runs.

G/L Account

Enter the General Ledger account number that correlates with this bank account. It must be a valid account
number. It is used by the software to determine the account number to be updated by system-generated
journal entries when doing the interface.

Store
Enter the store/profit center to which you want the system-generated entries to update.

Acct Balance
Enter the current balance of this account. This is relevant if using the bank reconciliation program.



Changing a Bank (CHGBANK)
The information pertaining to a bank may be updated at any time.

Chenpa Benk 1 BETR TEST 1B.B J/BAEE 19:14 en
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The bank number may be entered exactly or selected from a lookup window. Once the information is
displayed you may change any of the fields.

Deleting a Bank (DELBANK)
When a bank is no longer needed, it may be removed using the delete option.

Dalata Henk 1 BETR TEST 1B.B /Ee4/EE 19:15 en
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When selecting the bank from a lookup window, if two banks have the same name the fold/unfold option will
reveal the entire address making your selection easier.

Once you have selected the bank, you will be prompted to verify your selection before deleting the bank.
After deletion, the cursor will return to the bank field allowing you to delete another bank.

You may not delete a bank account that has checks associated with it.



Dalata Henk 1 BETR TEST 1B.B

/Ee4/EE 19:15 en
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Pressing F8 will return you to the menu.

Listing Banks
You may list all of the banks that have been defined.
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1 TEXRI STATE BANK 45174
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148
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If the listing is more than one page, you may scroll using the F1 to page forward and F2 to page back.



Printing a Bank Report (PRTBANK)
You may print a listing of the banks and their corresponding information.

Frint Bark Hpi 1 BETR TEST 1B.B /480 149:16 en
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Sort Option
Enter your preferred sort option, Bank Name or Bank Number.

Printer

The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control

You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.

@ v Bank Repor! Page: | ¥ )
e e NEXT CHECK LAST CKECK ACCOUNT
. 10 0 0 a0 .
. Ph Fax ’
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Show a Bank
You may view the information about a particular bank by using the show option. The bank may be entered
or selected from a lookup window.

1 BETR TEST 1B.B /480 149:16 en
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Bark neme: TEXFS STATE BANK
Rdoreae:

Prara nunbars:
FEs numbars:

Hext check: 45174

GfL Roccount : 1E3E
Locet lan: a9
Acct Balance: 1E-IEEST . B
Roct Humbar: 1E34567EYESE

Imgut tha benk nunber or e feu cherectars of The nama

If the listing is more than one page, you may scroll using the F1 to page forward and F2 to page back. The
complete address information may be revealed using the F5 key to ensure the correct selection.

When using the show option, you may only look at the information. You do not have any editing functions.

1.8 Terms Code Maintenance (TERMS)

Payment terms codes eliminate the need to continuously enter archaic numbers in order to determine when
the payment is due. They are used in most of the modules. They allow you to establish your basic terms
one time and eliminate confusion at data entry time.

Tarne Coda Menu 1 BETR TEST 1B.B /480 19:26 en
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Add a Terms Code (ADDTERMS)

There are two areas of importance within each terms code that you must define. The first area deals with
when the payment is considered due (e.g. ‘Net 30 days”). The second area offers a discount for payments
received within a certain time frame.

| Rdd Tarae Coda 1 BETR TEST 1B.B I/BA/OE 19:ET Bn

Terma:

Oua Month:
Oua Dy

Discount Percant :
Discount Month:
Discount DOedy:

[nput the brlaf dascriptlon thet idantlfles thls source

Terms

The terms code itself is a thirty character alphanumeric field. You should enter something that is very
explicative of the nature of the payment terms. Remember that a lookup window will always be provided
with the sequence being the terms code itself.

Due Month

The due month is the number of months from the invoice date that payment is considered due. Nothing
should be entered if the payment terms revolve solely around a number of days. Whatever is entered in
this field will be added to the invoice month when calculating the due date. For example, if you have a
vendor that you pay all invoices on the 10" of the following month, you would enter a ‘1’ in the ‘Due Month’
and ‘10’ in the ‘Due Day'.

Due Day

The due day is the number of days from the invoice date that payment is considered due. If this field is zero
and the months field is zero the terms are effectively ‘COD’. The example display shows the settings for a
‘Net 30 days’ situation.

Discount Percent
The discount percent is what will be allowed if payment is received within the time frame described by the
discount months and days.

Discount Month

The discount month is the number of months from the invoice date that the discount will be allowed. Noth-
ing should be entered if the discount terms revolve solely around a number of days. Whatever is entered in
this field will be added to the invoice month when calculating the discount date.

Discount Day
The discount day is the number of days from the invoice date that the discount will be allowed. If a discount
percent is not entered, the discount months and days are irrelevant.



Change a Terms Code (CHGTERMS)
You may update a terms code using the change function.

Chenpa Terrs 1 BETR TEST 1B.B /BA/EE 19:ET en
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Oua Month:
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The terms code may be entered or selected from a lookup window. Once the code has been selected, all
information pertaining to that code will be displayed.

You may change any or all of the fields for the code. After making your changes the cursor will return to the
terms field allowing you to select another code to be changed. To return to the menu press F8.

Delete a Terms Code (DELTERMS)
Terms codes may be removed using the delete function when they are no longer being used.

Dalata Terrs 1 BETR TEST 1B.B /BA/EE 19:ET en
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You may enter the code or make your selection from a lookup window. Once the code has been selected,
you will be prompted to verify your selection. After deleting the code, the cursor will be positioned at terms
field. This allows you to select another code to be deleted. You may return to the menu by press F8.



List Terms Codes (LSTTERMS)
You may view all defined terms codes on the screen by selecting the list function.
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The list displays all parameters pertaining to each code. If the listing is more than one page, you may scroll
using the F1 to page forward and F2 to page back.

Print Terms Report (PRTTERMS)
An option is provided for printing a detailed Terms Code Report.
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Printer
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.



Once all parameters are entered, press F9 to begin the printing process.

The following is an example of the terms code report.

. Date: 3/14/02 Payment Terms Report Page: 1 .
.5 TERMS DESCRIPTION WONTAY DISC WONDRY
© 215,830 00 000 0 0 ;
EETNE 0 0 000 0 0 .
© 31253145, KD 0 0 000 0 0 ;
.536“”9” BRI |
L 5130,M31 00 000 0 1 :
i 00 000 0 0 .
e L8 |
LNIS 016 000 0 0 :
.sneu 020 000 0 0 ‘
]| 020 000 0 0 z
®o: e |
© NS 00 000 0 0 ;
© NG 060 000 0 O .
LW 0 0 000 0 0 :

Show a Terms Code (SHOTERMS)
You may view an individual terms code by using the show function.
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The code may be entered exactly or selected from a lookup window. If the listing is more than one page,
you may scroll using the F1 to page forward and F2 to page back.

You may only view the code. You do not have any editing functions available from the show function. You
may return to the menu by pressing F8.




1.9 Ship Via Maintenance (SHIPVIA)

Shipment methods are predefined in order to provide a means of analyzing the different shipment methods.
As many ‘ship via’ codes can be assigned as required.
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The shipment codes are defined once. Each time you need to enter a code in an application, you are
provided a lookup window. If you enter the code exactly as it is defined, the lookup window will be by-
passed. The window appears only if the entry is not on file.

Add Ship Via Code (ADDVIA)
Predefined ship via codes eliminate the task of having to remember the various shipment methods offered
by your company.

Rdd Ship Yia 1 BETR TEST 1B.B /B4/8E 19:36 en

Ehip wia:
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Ship Via
The description can be up to thirty characters and should be as explicative as possible.



You have the option of including a text description for the shipment method to help you remember why you
set up the code. This description does not appear elsewhere in the package. While entering the text, you
have editing function of the insert, delete and word wrap. When you have finished entering text, press F9
to complete the code definition. You will be returned to the ship via prompt so that another code may be
entered. To return to the menu press F8.

Change Ship Via (CHGVIA)
Ship via codes may be modified by using the change function.

Chenpga Ship Vie 1 BETR TEST 1B.B /B4/EE L1:3E en
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Once the code to be changed has been retrieved, you may change the code or its detailed description.

All editing functions are available while you are changing the code. When you are finished making
changes, press F9 to complete the change process. You may return to the menu by pressing F8.

Delete Ship Via (DELVIA)

Ship via codes may be deleted when they are no longer in use. After deleting the ship via code, the cursor
will be positioned at ship via field. This allows you to select another code to be deleted. You may return to
the menu by press F8.
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The ship via code may be entered or chosen from a lookup window. You will be prompted to verify your
selection prior to deleting the code.

List Ship Via (LSTVIA)
You may view on screen all defined ship via codes by using the listing function.
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If the listing is more than one page, you may scroll using the F1 to page forward and F2 to page back.

Print Ship Via (PRTVIA)
You may print a ship via report detailing the defined shipment codes.
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Printer
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.



Control

You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.

The following is an example of the Ship Via Report.
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Show Ship Via
You may view an individual ship via code using the show function.
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The ship via code may be entered exactly or selected from a lookup window. If the listing is more than one
page, you may scroll using the F1 to page forward and F2 to page back.



You may only view the code. You do not have any editing functions available from the show function. You
may return to the menu by pressing F8.

1.10 Vendor Maintenance (VENDOR)

The vendor master file is used extensively in the Accounts Payable, Inventory Management, and Purchas-

ing and Receiving Modules.
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Adding a Vendor (ADDVEND)

The vendor record must be set up prior to entering purchase orders and vendor invoices, you do, however,
have access to the ‘Add Vendor’ program from the ‘Add a Purchase Order’ and ‘Add a Vendor Invoice’ by
hitting F4 while in the lookup window.
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Name
Enter the name of the vendor. This is what prints on the Purchase Orders and A/P checks.

Address

The vendor address information should be entered if you intend on printing either purchase orders or
checks, since both of these documents require an address. You have two address lines to utilize. The third
line is reserved for city, a two-digit state code and zip code.

Phone/Fax Number
Enter the telephone and fax numbers for this vendor.

FIN
Enter the vendor’s FIN number. If this is a 1099 vendor you will enter their social security number.

Remit to

You can specify that a particular vendor will have his checks remitted to another vendor account. This
information is required in accounts payable and used when the checks are printed. Only valid vendor
accounts numbers can be entered so the remit to vendor must be set up first.

Buyer
The buyer responsible for purchases from this vendor is noted for informational purposes.

Terms

The payment terms code is entered to describe the terms under which the vendor expects to be paid for any
invoices that are submitted. A lookup window is provided if the exact terms code is not readily available. If
the terms code that you need for this vendor is not in the lookup window, you may hit F4 to add a new code
or F6 to change a code. The code entered here will be carried over into all purchase orders and vendor
invoices as the default terms for each document, it can be overridden at the time of entering the purchase
order or vendor invoice.

The ship via code is entered to describe the shipment method the vendor prefers. If the ship via code that
you need for this vendor is not in the lookup window, you may hit F4 to add a new code or F6 to change a
code. The code entered here will be carried over into all purchase orders and vendor invoices as the default
shipment method for each document.

Lookup name
The lookup name is the translated version of the vendor name to be used in the ‘lookup window’. It will
default to what you put in the Vendor name, but can be changed if it is easier for you to lookup.

FOB Point

The FOB point describes the location to which the merchandise will be delivered before shipping charges
are incurred. The tow options are: Destination and Shipping. If goods will be delivered to your destination
free of charge, then Destination should be entered. Otherwise, the code should be the Shipping point.

Our account
Our account number with this vendor is retained for informational purposes only.

Vendor Group

The vendor group is to identify the vendor when printing checks. It is especially useful when multiple
people are responsible for vendors. Examples are, RENT for all rent vendors so you could do a check run
for only rents.



Float Days

The number of float days refers to the amount of time from when we process a check to a vendor until the
check actually clears the bank. Under certain circumstances you can improve your cash flow by analyzing
the vendor float days and using your money while it is in transit, even though you have already drawn a
check against it.

Delivery days
The number of delivery days includes the time it usually takes from when an order is placed until the order
is received. It is factored into inventory requirements analysis.

Returns
The vendor’s return policy is retained for informational purposes only. You should note whether or not the
vendor allows returns.

1099 Required
Enter a 'Y’ if you need to produce a 1099 for this vendor. This works in conjunction with the G/L account
maintenance. Both need to be setup for the 1099 program to work successfully.

Shutdown From/Thru

The shutdown from and thru dates are retained for informational purposes only. Some manufacturers have
scheduled periods during which they do not operate. This information is helpful when scheduling pur-
chases.

Minimum Qty
The minimum quantity is the smallest quantity that may be ordered from the vendor.

Minimum Amt
The minimum amount is the smallest dollar amount that may be ordered from the vendor.

Free Ship Qty
The free ship quantity is the quantity required on an order to receive free shipping.

Free Ship Amt
The free ship amount is the amount required on an order to receive free shipping.

The bottom portion of the screen is reserved for free form comments. Up to fifty lines of text may be en-
tered in the scrolling window detailing any comments about the vendor. The editing functions of insert,
delete and word wrap are available. You may scroll through the text using F1 to page up and F2 to page
down. When you have finished entering all the comments press F9 to complete the process.



Change Vendor (CHGVEND)
You may update vendor information using the change function.
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You may enter the vendor number exactly or make your selection from a lookup window. Once your selec-
tion is made, all current vendor information will be displayed.

After making all changes, press F9. The cursor will return to the vendor field so that you may select an-
other vendor to change. You may return to the menu by pressing F8.

Delete Vendor (DELVEND)

You may remove a vendor by using the delete function.

Dalata Wendar
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You may enter the vendor number or select it from a lookup window. Once you have made your selection,
you will be prompted to verify your choice.

If there are Accounts Payable invoices on file for the vendor, it may not be deleted.



Answering yes will delete the vendor. After deleting the vendor, the cursor will return to the vendor field
allowing you to make another selection. You may return to the menu by pressing F8.

List Vendors (LSTVEND)
You may view all vendors on the screen using the list function.

Liet Wendars 1 BETR TEST 1B.B /B4/EE LE:96 pa
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Imgut tha begqlnning wendar nama to ba 1istad

Two sequence options are available when listing the vendors. You may list them by name or vendor num-
ber.

You may also specify a beginning point to start the list. If you leave this field blank, the list will default to the
beginning of the vendor list.

Liet Wendars 1 BETR TEST 1B.B /B4/EE LE:96 pa

SacuEncA: MHama Begqinning:

HUNBER HAKE FODRESS CITY

111 CLARK COUNTY ASSESSOR 5B 5. GRAMD CEMTRAL LFS WEGFAS

1E94 B4 HOUR FITHESS 18191 WON KARMAN IRJINE

257 VW.B. ALTO REPAIA

416 3668 COMHUNICAT IOHS 40EE 5. IMDUSTRIAL A LFS WEGFAS

493 LEEWARD AUTO GLASS B4-143 LEOKAME STREE WAIPAHJ

44E BJIZ FIHE FURNITLHE IHC. P.0. BOX 2457 HUHT INGTON PARK

53t BaEg HISCELLAMEDUS
A& 5 OFFICE SUPPLIES, IH P. 0. BOX HE5GEE HOHOLLL L
A W C EHNTERPRIZES, IHC. B45-C 5. GREEMWOOD A MOMTEBELLD
A-1 SECURITY, LTD 917 SOUTH FIRGT 5T  LFS WEGFAS
FELE LOCK & ALAAA, IHC. 1911 ERST CHAALESTOH LFAS WEGFRS
A. C. MIELZEH F. O. BOX HT15E4 CHICAGE]
A/COOLCD 4 WAHOR STREET LF3 WEGFS

S8 Al OFFICE WACHINE COMPANY LE1S S0. COMMERCE ST LAS WEGFS
538 AAMCO 343 E. SAHARA AVE. LFS WEGAS

Fl-Haxi Pege FE-Prev PEQe Fla-exit I

You may scroll through the vendors using F1 to page up and F2 to page down.



Print Vendor Labels (VENDLBL)
This module allows you to print vendor information on labels. For example, this could be used to print just
the names of the vendors for file folders.

Wardor Lebels 1 BETR TEST 1B.B BAME 21T pa
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Beginning Vendor/Ending Vendor
You select a subset of all vendors by entering beginning and ending vendor numbers. Leaving these fields
blank will give all vendors.

Sort Option
Enter your sort option. You may sort by (N)ame, (V)endor Number, (S)tate, or (Z)ip Code.

Lines to Skip
Enter the number of lines you would like skipped between vendors.

Printer
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

$NAME

Input the code or literal to print on the first line of the label. The $NAME is already filled in for you, this will
print the vendor name, if you want the full address as well any other information you will need to enter those
codes or literals on the lines below the SNAME.

Once all parameters are entered, press F9 to begin the printing process.

The following is an example of the Vendor Report.



. 24 HOUR FITNESS .
® 360 COMNUN ICAT 1 ONS

- oang o
. A& S OFFICE SUPRLIES, INC. .
AW C ENTERPRISES, [N,

. A-1 SECURITY, LT0 .
‘ B. . NIELSEN O
Ao

. A1 OFFICE WACHINE COMPRNY .
. ARNCD P
| WBILENE OFFICES

. ABLE LOCK & ALARM, INC. .
. ABNER BRANTLEY .
. ACCURRTE ENTERPRISES
@ e rumeiass ®
. ACE FIRE SYSTEMS, INC. |
. ACTION WAINTENANCE .
. AONOR DISTRIBUTORS CORP .
| ROP, INC.

. ADT/CRIME CONTROL .
. ADVANCED AIR CONDITIONING .
L ADND, INC.

. RIER SHOPPING CENTER .
. RIR CONDITIONING SERVICES .
. AIR TOUCH PRGING

. RIRGRS .
. ALARMCD .

. ALBERTSDNS




Print Vendors (PRTVEND)
The Vendor Report provides a detailed listing of current vendors.

Wardor Heport 1 BETR TEST 1B.B fe4/AE E2:20 pa
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Beginning Vendor/Ending Vendor Beginning Name/Ending Name
You select a subset of all vendors by entering beginning and ending vendor numbers and names.

Sort Options
Two sort options are available. You may sort the report by vendor name or number.

Address Only
You may choose to include the address information only when printing the report.

Include Notes
You can include any notes/comments about the vendors.

Printer

The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control

You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.

The following is an example of the Vendor Report.



. Date: 3/14/02 Vendor Repaort Page: |

© For Vendors: - - For Payments:
. VENDOR  NAME & RDDRESS
111 CLARK COUNTY ASSESSOR Payments: 2700.00

500 S. GRAND CENTRRL PKWY.
P. 0. BOX #551401

: |
. LAS VEGAS AV 89155

1004 24 HOUR FITNESS Payments: 1030.00
18101 VON KARMAN SUITE Y00
[RVINE CA 92612

957 V.B. AUTO REPRIR Payments: 1406.25

Y16 360 COMMUNICATIONS Payments: 0.00
4022 5. INDUSTRIAL RD,
LAS VEGAS AV 89103

403 LEEWARD RUTO GLASS Payments: 0.00
9y-1y3 LEOKANE STREET SUITE 101
WAIPARU Hl 86818

Y42 QUIT FINE FURNITURE INC. Payments: 0.00
P.0. BOX 2457
HUNTINGTON PRRK CA 80255

532 9999 Payments: 0.00
MISCELLANEOUS

3 AESOFFICE SUPPLIES, INC. Payments: 0.00
P. 0. BOX #29902
HONDLULY Hl 85620

U A MCENTERPRISES, INC. Payments: 0.00
gus-C 5. GREENWOOD AVE.
MONTEBELLO CA 30640

e
e

e

o

e

©

o

e

o

" gglé gééﬂlﬂﬁsy% NV 89101 o o .
®

e

e

e

e

o

o

e

6 ABLE LOCK & ALARM, INC. Payments: 1769.36
1911 ERST CHARLESTON BLVD
LAS VEGAS AV 89104




Entering a Default Vendor (DEFVEND)
The software allows you to setup a default vendor record. This eliminates the need to enter repetitive
information for every field of a vendor.
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When selecting the vendor to use as the default, you may enter the number or make your selection from a

lookup window.

The fields that are retained include buyer, terms, ship via, FOB point and the return policy.

For an explanation of each field refer to the section on adding a vendor.

Show Vendor (SHOVEND)

You may view on the screen a specific vendor configuration by using the show function.

Shou Wendar
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The option is always presented to allow you to enter a few characters of the vendor name and select the

vendor from a lookup window.




You may only view the vendor. You do not have any editing functions available from the show function. You
may return to the menu by pressing F8.

1.11 Source Code Maintenance (GLCODES)

Source codes are used in General Ledger to specify broad categorization for journal entries. You should
set up codes for general areas in which entries will be made. The system itself has already designated
three codes for automated entries, AP for Accounts Payable, SUM for Summary, and DEP for Depreciation.

GfL Codas 1 BETR TEST 1B.B /ES/EE  4:5E pA

Add & raw G/L Coda
Chenga a G/ Code
Dalata a G/L Code
List all G/L Codes
Frint GfL Coda Aeport

Shou a G/l Code

F1-DFH FE-MRAIL FA-CALEHDAR FS-HELF FT-SECLHITY FE-Pray

Add a New G/L Code (ADDGLCOD)
The source codes are entered for journal entries. You can predefine them or set them up as needed from
within the journal entry process.

Fdd GfL Codas 1 BETR TEST 1B.B AfE5MEE S5:91 pa

Code: DEP

Dascriptlon: OEPRECIATIOHE

[nput the dascriptlon for this code

Code
Enter the desired three digit acronym for the source code.

Description
Enter the description that will further define the source code.



After entering the description, the cursor will return to the code field. You may continue entering
codes or press the F8 to return to the menu.

Change a G/L Code (CHGGLCOD)

The change function allows you to make any necessary changes to a source code. A lookup window will
always be provided whenever you must enter a source code. You will then be able to select from a list of
predefined codes if you do not already know the three digit code.

Chenga Codes 1 BETR TEST 1B.B fE5/EE 5:99 pa

Code: AP

Dascriptlon: ECCOUNTS PAYABLE

[nput the dascriptlon for this code

Once the code is displayed, you may make any necessary changes. An explanation of each field can be
found in the adding a source code section.

After making your changes, the cursor will return to the code field allowing you make another selec-
tion, when you are finished with all changes, press F8 to return to the menu.

Delete a G/L Code (DELGLCOD)
Once a source code is no longer needed, you may delete it.

Dalata Codes 1 BETR TEST 1B.B I/EG/EE B:23 en

Code: ACJ

Daecriptlon: ADJUESTIHG JOURMAL EMWTRIES

I1s this tha code To be dalatad? N




You may make your selection from a lookup window or enter the source code. Once you have made the
selection, the source code will be displayed on screen. You will be prompted to verify your selection before
it is actually deleted.

Once the code has been deleted, the cursor will return to the code field allowing you to make an-
other selection for deletion. When finished with all deletions, press F8 to return to the menu.

List all G/L Codes (LSTGLCOD)
You may view all defined codes on screen using the list module.

Liet G/l Codes 1 BETR TEST 1B.B A/EE/EE B:31 en

[OCE  [CESCRIPTION

FC FCCHUALS

AlJ  FAOJUSTING JOUAHAL ENTRIES
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BAL  BALAMCE
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[ASH RECEIFTS

[EC [ECLIHE
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FAY  PAYROLL JOLAHAL

RE RECURAING EHTRIES

REC  Racaps

R4 RELERSALS

S IHTERFFACE

Fl-Haxi Pege FE-Prev PEQe Fla-Exit

You may scroll through the listing of source codes by using F1 to page forward and F2 to page back,
press F8 to return to the menu.

Print G/L Code Report (PRTGLCOD)
You may print a report detailing the defined source codes by using the G/L Code report.

Frint GfL Codas 1 BETR TEST 1B.B AEEMEE H:34 en
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Printer
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.

. Date: 3/14/02 /L Code Report Page: 1
© Company:  LUCKY RENTAL PURCHASE

: CODE  DESCRIPTION

PR ACCRUALS .
: D ADJUSTING JOURNAL ENTRIES

B ha |

BT BANK TRANSFERS : .
c 0 CASH DISBURSEMENTS :

© (R CASH RECEIPTS :
DECLINE .

. DI§ DISPOSITIONS
cJE JOURNAL ENTRIES
©MIS STORE EXPENSES

o PRY PAYROLL JOURNAL

. RE RECURRING ENTRIES
. REC Recaps

CRY REVERSALS

SUM INTERFACE

. 1 TAY DEPGSITS

=
bl
—

Show a G/L Code (SHOGLCOD)
You may view the setting of a particular source using the show function.

Shou G/L Codes 1 BETR TEST 1B.B JFEGMOE B:4E En

Code: AC

Daecript lan:

[nput the coda for Tha source o Spacas for B List

You may enter the code or select it from a lookup window. The source code and description will be
displayed. You do not have any editing capabilities when using the show module. You may return to
the menu by pressing F8.



1.12 Security Update (CHGSECUR)

The accounting programs, including Purchase Orders, have their own security, separate from the rest of the
programs. It is based off of levels that each module is assigned. Your operator record must reflect a level
of the module or above before or you will not be able to access that module.

Chenpga Securliy 1 BETR TEST 1B.B /EA/EE H:99 en
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Logon

Enter the operator record for the person you want to set security. This would be their six digit employee
number, example, if the employee number was 35, enter in 000035, or <ENTER> and a lookup window will
appear.

Below is a print screen of (SHOMOD) ‘Show Module’ with ‘Change a Vendor Invoice’ (APCHG) module
displayed. This is where you may lookup what module have what levels.

Shou Modules 1 BETR TEST 1B.B /EA/EE H:90 en

Module: APCHG
Tupe: I Progren

Aram: E Account e Payable
Lawvals: 38

Title: Change Inwalces
Progran: AP

Syn Table:

Lunos:
Codes

Daecript lan:

Imgut tha nene of Tha Aodule

As displayed above, the level to access the (APCHG) module is 30 for area 2 which is Accounts Payable. A
security record would need to look like the following for you to be able to change a vendor invoice.
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Logon: @aeae PRIMARY

Account e Racalvelbles - Seles
Pean Shop

UPT Menlf est

Benk Raconclllation

Servica Depertment

Movla Club

Seles Systan

Hent Ta Own

Comman Prograng

Loan SyEtEn

Roccounts Aeceivable (ATA]
Rocounts Peysbla

Rart To Rant
Purchaesing

Cararal Ladger
Sumiery Susten

Tima & Aciendance
Sirip & Marge

Systen 7 Developmant
Systen Acalnlgcretlon
Fila Meinienenca
Talamarkeilng

a
ks
a
a
a
a
a
a
a
a
a
a

Lo R B e o B B B i B ]

Humen HEesources

Imput tha logon for Tha oparatar

To be able to access all modules in all programs enter 99 in front of each section. When finished
with entries, press F9, this will update the security record and take you back to logon to enter
another employee security, press F8 to return to menu.

1.13 GJ/L Security Maintenance (EMPSEC)

This module sets up security for printing and viewing financial statements. The idea is to allow on-line
stores have their regional, district and store managers print financial statements for ONLY the locations
designated.

Operetor Securliy 1 BETR TEST 1B.B J/eAfEE B:ET en

Logon: EdEde] PRIMARY

Salect Loce By: 1 ALl Locetlors

HBudpgat Focass: B ¥ % ¥ % ¥ % ¥ %

Enmter 8 ¥ if BCcoaEs to buddet dete table 1 15 alloued

Logon

Enter the operator record for the person you want to set security. This would be their six digit employee
number, example, if the employee number was 35, enter in 000035, or <ENTER> and a lookup window will
appear.

Select Locs By
You have several options to choose, 1=All Locs, 2=Any 10 Locs, 3=Range of Locs, 4=Any 10 Groups, or
5=Range of Groups.



Budget Access
There are nine fields, enter a Y’ in the field of which budget this operator should have access.

When finished setting up the security, press F9, this will take you back to Logon where you can set
up another operator or press F8 to return to menu.

2.0 Accounts Payable (AP)
Accounts Payable provides multi-company, multi-profit center, multi-department and multi-bank accounting
with check processing.

Before using the A/P module make sure you have completed the steps in the ‘Getting Started’ section.

1 BETR TEST 1B.B IFBAMOE 2:39 pa

B vendor Invalces Llst Checks

Benk Raconclllation Menu L1sT Yardor Irwoicas
Crange Mardor Irwoicas Print Chacke

Oelete Wardor Irwoicas Heporta Menu

OIspley Wendar Sietus Select Inwolces By Wandor
Flle Malntarance Select I[Mwolces By Due Datae
FrEguent fRacurr1ing Entrlas SHow LVardor Irwoicas

General Ledpar Intarfece Molid Checks

F1-DFH FE-MRAIL FA-CALEHDAR FS-HELF FT-SECLHITY FE-Pray

Some of the features provided by the Accounts Payable module include:

Support for 9999 profit centers, 999,999 departments and 9999 banks.

Lookup windows for vendor numbers, bank accounts, G/L account numbers, profit centers and
vendor invoices.

Multiple operators posting vendor invoices at the same time.

Invoice expense date validation against a defined current period.

Multiple line text descriptions for each vendor invoice.

On-screen access to all vendor invoice and check information.

Flexible updating capabilities to G/L using auto-interface.

Parameter driven reports for maximum flexibility.



2.1 Accounts Payable Vendor Invoice (AP)

Add Vendor Invoice (APADD)

Rdd Inwolces 1 BETR TEST 1B.B B/el/ae- 2/26/88

Wardor: Pey o3

Irwpica: [ue Data: DpEn [SEL=Ha]l
RNt & Exparae Data: Chi:
Iny Date: 3/94/62 Discount Data:
Tupa: Expardge Digcount Ant:
piO: Digpcount X:

0 AAILHT CTR ACCOUNT DESCHIPTION OEPT AMOLKT

.98
DISTRIBUTER a.4a8
a.4a8

[nput the wvandor nunbar o~ @ fes characters of Tha nene

Vendor

Enter the vendor number or type in a few letters of the vendor name to bring up a lookup window. Once you
have the lookup window you can then add a new vendor by hitting F4, fold/unfold vendor information by
hitting F5 (this is used to view address information in the case of ‘same name’ vendors so you are sure to
select the correct vendor), change vendor information by hitting F6, or hit <ENTER> to select the vendor
you need. You may scroll through the vendors using F1 to page up and F2 to page down.

Rdd Inwolces 1 BETR TEST 1B.B B/el/ae- 2/26/88

Warsdor: Pey o3
APR

AFAD
AFAD
ARGITROM CIIMPANY
Irwoicas Due Dat| ARIZONA FEDERAL
Fmpunt & Exparme Dat| ARMEN ART, IHC.
Inw Data: 3/94/82 Dlscount Dat)| ARMEN ART . IMC.
Tipa: Exparse Diecount An| ARALOR PROPERTIES
PO Diecount | ASHLEY FURMITLHE
ASHLEY FURHITLHE IND.
0 AAILHT CTR ACCOUNT DESCRIPTIO| ASPEN FLAMITURE
ASPEN FLAWITURE LLC
DISTRIBUTER AZESAP AIA COHDITIONING
ASSOC OF PROGRESSINE REMTAL
ASSOCIATES FLEET SERMICES
ASSOCIATES FLEET SERMICES

Fl-Foruerd FE-Beck F4-Acd F5-Fold/Urdold FE-Change FI1E-Exlt EMTER-Select




Pay to

Once the vendor is selected, the ‘Remit to’ vendor in the vendor file will default in the ‘Pay to’ field. This is
normally the same as the vendor unless the check is to be sent to another name or address. If it does not
prompt the correct ‘Pay to’ vendor, you can type in a few letters of the vendor name and hit <ENTER> for
the lookup window. Once you have the lookup window you can then add a new vendor by hitting F4, fold/
unfold vendor information by hitting F5 (this is used to view address information in the case of ‘same name’
vendors so you are sure to select the correct vendor), change vendor information by hitting F6, or hit
<ENTER> to select the vendor you need. You may scroll through the vendors using F1 to page up and F2
to page down.

Invoice

Enter the vendor’s invoice number. If an invoice number is not provided, you should create a unique
number that relates to this particular payment (e.g. STM 01-02). The invoice humber should be a unique
invoice number for this vendor. You should keep this in mind whenever you create your own vendor invoice
numbers. In the A/P parameters, you can tell the system how you want to be warned of duplicate invoices,
see (APPARAMS) in the Getting Started Documentation. Should you enter a duplicate invoice number for
the vendor, you will receive the following prompt.
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By answering yes, you will be permitted to use the duplicate invoice number. Answering no, will give you an
opportunity to enter a new invoice number.

Amount
The total amount of the invoice should be entered here.

Inv Date
The date for the vendor’s invoice defaults to the current date. This date can and should be overridden by
the actual invoice date so the payment terms and discounts set up for this vendor will apply.

Type

There are two types of Accounts Payable documents, expenses and purchases. The documents entered as
purchases require that a purchase order be on file for the goods that were purchased. You must enter a
valid purchase order number for the vendor or select one from the selection window provided. Documents
entered with a type of expense are for invoices that do not require a purchase order.

P/O
Enter the purchase order number if applicable.



Due Date

The due date is determined by applying the payment terms to the invoice date. You can override the default
calculation by entering a new due date. This is the date that this invoice is considered due by the vendor.
You can print checks for vendor’s invoices by using two methods: 1) automatically, when vendor invoices
become due, or 2) manually, when the invoices are selected. The date entered as the due date is used in
determining if the invoices should be paid by the first method.

Expense Date

The expense date is the date you want it to hit the G/L. The expense date will default to today’s date. It
must fall between the dates that you have entered in ‘Everywhere Else Dates’ in the ‘Set Operating Dates’
module. The current operating dates are displayed in the upper right portion of the screen.

Discount Date

The discount date specifies the date by which payment must be made in order to receive a discount from
the vendor. The default value in this field is derived in the same manner as the due date, from the terms
code. You can also override or enter a discount. If payment is made on or before this date, the discount
percent entered is applied to the discount amount to determine the actual amount of the discount to be
taken.

Discount Amt/Discount %

The discount amount is the base amount from which to calculate the discount to be taken. It is only appli-
cable if there is a discount date and percent specified. The discount percent is multiplied by this discount
amount to yield the actual discount amount to be taken. For example, if the discount is not an actual
percent of the total invoice amount, you would enter the discount amount the vendor is allowing you to take
and then you would enter 100 in the discount percent.

Status

Three options are available for the invoice status: (H)old, (O)pen, and (P)aid. Most vendor invoices will be
entered as open. Open status invoices are invoices that have just been received and have not been paid
yet. The intention is to post the invoices and print checks for them at a later time. If the vendor invoice has
already been paid you have the option of specifying so at this time by entering (P)aid for the status. This is
one way of doing a manual check, the other would be to printer a paper check using the manual check
number. If you select (P)aid as the status, you will have to enter the bank number, check number, amount
paid on this invoice, check date and the amount of the check. If the check is being used to pay multiple
invoices, the paid amount and the check amount will differ. A check register entry will be created automati-
cally for you. This one step processing enables you to easily post invoices that otherwise slip through the
cracks. Invoices can be marked as (H)old to prevent from being paid or sent to the G/L. Usually this status
is used for purchase orders waiting for invoice assignment.

D Amount

You can specify up to three deductions per vendor invoice by selecting the appropriate deduction code and
entering a dollar amount to be deducted. This allows you to enter the full amount of the invoice that was
sent by the vendor, but pay and distribute to G/L the invoice amount less the deduction.

Distribute

Enter the distribution template you would like to use for this invoice. These can be set up in (APDIST).
Once set up, the template will automatically distribute the invoice amount to whichever profit centers and G/
L account numbers you have set up.

The General Ledger distribution for an invoice can span up to 1000 different accounts. A scrolling window
displays up to three lines of entries at a time. If there are more lines at either the top or bottom of the

window, a “-“ or “+” indicator will signal it.

CTR
Enter the profit center for the first line of distribution.



Account/Description

Enter the G/L account number, if you do not know the number, type in a few letters of the account name and
a lookup window will appear, at this time you can F1 to page up, F2 to page back, F4 to add a G/L account
number, F6 to change a G/L account number, or <ENTER> to select the account you need. Once you have
made your selection the description will automatically be filled in on the invoice screen for you.
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Dept
Enter the department number if applicable.

Amount

Enter the dollar amount you would like distributed to this profit center and this G/L account number.

After entering the information for the last distribution, press F9. You will be given the opportunity to enter a
text description and/or notes for the vendor invoice. The text editor will allow you to enter up to fifty lines of
free-form text. Several editing capabilities are available while entering the text. When finished with com-
ments, press F9. You will then be asked ‘Is everything alright on this invoice?’, accept the ‘Y’ prompt if

invoice is alright, otherwise ‘N’ to edit invoice.
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The invoice amount, less any deductions, must equal the G/L distribution.

Change Vendor Invoice (APCHG)

You may make any necessary corrections to a vendor invoice using the change invoice selection.
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When selecting the vendor, enter the vendor number or make your selection from a lookup window. Once
the vendor has been selected, enter the invoice number. If you do not know the invoice number, you may
select it from a lookup window displaying all available invoices. You may scroll through the invoices by F1

to page forward, F2 to page back.
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The window displays the invoice number, status, date, amount, due date and any purchase order attached
to the invoice. Using the arrow keys, place the cursor on the invoice to be selected for change and press
<ENTER>. After the selection, the invoice will be retrieved and the data displayed. You may now change
the appropriate fields. See the section on adding vendor invoices for a detailed explanation of each field.

Once you have made all your changes, you will be asked if everything is alright on the invoice. Answering
(Y)es will place the cursor at the vendor field allowing you to make another selection. Answering (N)o will
allow you to continue making changes on the selected invoice.



**Converting Purchase Orders to Vendor Invoices

If you have purchased and are using our Purchase Order System, you can have the system automatically
create an invoice when a purchase order has been received. You can activate this feature in the Purchase
Order Parameters module (POPARAMS).
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To have received purchase orders sent to A/P, you will need to answer (Y)es to ‘Update A/P’, and then
either answer (H)old or (O)pen to ‘A/P Status’. We strongly encourage you to have the purchase order
invoices come over with as (H)old status, this way nothing is paid or sent to the G/L until someone has
looked it over and changed the status to an ‘O’. Below is a screen shot of what the invoice will look like
when it comes over. You will then use the ‘Change Vendor Invoice’ module to insert the vendor invoice
number, correct dates and dollar amounts, and status from ‘H’ to ‘O’. The purchase order number will be
used as the invoice number (unless, during receiving, someone enters a vendor invoice number, if this
occurs, the invoice number will be used but with spaces in front so the invoice number is right justified) and
the receive date will be used as the invoice date.



Delete Vendor Invoice (APDEL)

When vendor invoices are no longer needed, they may be removed using the delete option. **Be careful
when deleting, if you have already interface the invoice that is to be deleted to the G/L, you will need
to do ajournal entry to reflect the deletion.** For example, if you enter an invoice in with an expense
date of 12-30-01, on 01-05-02 you interface the A/P to the G/L. On 01-10-02 you find that you do not owe
for this invoice, you will need to do a journal entry crediting the account that you posted the invoice to and
debiting the A/P trade account.
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You may select the vendor by entering the number or making your selection from a lookup window. Once
the vendor is selected, enter the invoice number. If the invoice number is not known, you may select it from
a window that displays all of the vendor’s invoices.

Once you have made your selection, you will be prompted to verify your choice. Answer (Y)es to delete the
invoice displayed. Once you delete the invoice, the cursor will return to the vendor field allowing you to
make another selection to be deleted. To return to the menu, press F8.

Invoices that have had any type of payments made against them may not be deleted.
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Display Vendor Status (APSTATUS)
The current status of a vendor may be displayed on screen.
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When selecting the vendor, you may enter the number or make your selection from a lookup window. Press
<ENTER> to select desired vendor.



Vardor Status
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Several categories of information are displayed. Default information is used whenever an invoice is added
such as buyer, terms, shipment methods, shipping information, and return policies.

Several options are available when viewing the current status of a vendor. You may scroll through the
vendor list using F1 advance to the next vendor number and F2 to go back to the previous vendor number.

You may update the information of the displayed vendor by using the F3. The cursor will be placed on the
vendor field. You may now update any field on the screen. Once all corrections have been made, press
F9. The changes will be reflected immediately. You will return to the display vendor status screen and may
make another selection.

All invoices for the selected vendor may be viewed on screen by pressing F4.
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When you select the invoice option, a window will display a listing of all invoices for the vendor. The
display window details invoice information such as the number, status ((O)pen, (B)alance, (D)eleted, (H)old,
and (P)aid), purchase order number, invoice date, amount, and due date. You may scroll through the list
using the F1 to page forward and F2 to page back. Pressing enter on the desired invoice will display the
invoice detalil.
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Several options are available once invoice detail is selected. G/L distribution may be viewed by pressing
F3. You may scroll through the distributions using the F1 to page forward and F2 to page back. When
finished viewing the G/L distribution, press F8.

Wardor Status 1 BETR TEST 1B.B fe4fAE 3:13 pa

Wardor: PR Pey to: APRD
47 BA15 HIUWTRIM RIDGE DRINE 47 9815 WILHTAIN RIOGE ORIVE
SUITE HEED SUITE HEER
AUSTIN TE ALSTIH LE]

IrvDica: L2

Fcant & CTR ACCOUNT DESCHIPTION DEPT
[ny Data: 2 164 1965 CRASH CHECKIMG - HOME OFFICE

Tupa: Ex

PO

0 AAILHT

The payments associated with the displayed invoice may be viewed by pressing F4. This will display the
bank number, check number, check date, payment amount and check status ((P)aid or (V)oided).
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Each invoice may have notes explaining any important details attached to it. These notes may be com-
pletely revealed by pressing F5. If the notes span more than one page, you may scroll through the notes
using the F1 to page forward and F2 to page back. You may return to the displayed invoice by pressing F8.

Wardor Status 1 BETR TEST 1B.B J/e4/EE 3:20 pA

Wardor: PR Pey to: APRD
47 BA15 HIUWTRIM RIDGE DRINE 47 9815 WILHTAIN RIOGE ORIVE
SUITE HEED SUITE HEER
AUSTIN TE ALSTIH LE]

Irwpica: 1234 Due Data: 291782 Stetum:
Fmpunt & 5] P ) Exparae Data: E2/91/82 Bark :
Inw Data: E/AL/82 Dlscount Data: Pald:

WARCH ISSUE

When you are done viewing individual invoices press F8 to return to the vendor display.

All purchase orders for a vendor can be viewed on screen by pressing F6 once you have selected a vendor.
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When you select the purchase order option, a window will display a listing of all purchase orders for the
selected vendor. You will see the purchase order number, the type of order ((P)urchase Order or (
R)equistion), status ((O)pen, ( R)eceived, (B)ackordered, (D)eleted, or (C)ancelled), purchase order date,
vendor number, store location, total purchase order amount, and total payment made on this purchase
order. You may scroll through the list using the F1 to page forward and F2 to page back. Pressing <EN-
TER> will display the purchase order detail.
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Once you have selected a purchase order you can then view the item detail of the purchase order by
pressing F4. If the items on order span more than one page you can F1 to page forward and F2 to page
back.
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You may return to the previous page by pressing F8. Press F8 again to get to the vendor display screen.

List Vendor Invoice (APLST)
You may view on the screen all invoices for a vendor.
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When selecting invoices to be listed, you may specify a beginning vendor and invoice number (the lookup
window is not available in this module so you will need to know the vendor number). Leaving both of these
fields blank will result in the listing to start at the beginning of the data file.
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You may scroll through the invoices by using F1 to page forward and F2 to page back.

The information displayed includes the vendor number and name, invoice number, date, and amount,
purchase order number and invoice status.

Show Vendor Invoice (APSHO)
You may view a particular vendor invoice on screen using the show option. When using the show module,
you have no editing features at all.
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The vendor number may be entered or selected from a lookup window. You may also select the invoice
from a window displaying all of the vendor’s invoices. Once the invoice is selected, all information is
displayed.

While an invoice is displayed, several options are available to display related information. You may scroll
through the vendor invoices by using F1 to go to next invoice or F2 to go to the previous vendor invoice.
When the last invoice on file has been displayed using the F1, you will receive a message that there are no
more invoices to be displayed.



The GJ/L distribution for the invoice may be viewed by pressing F3.
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You may scroll through the distributions by using F1 to page forward and F2 to page back. You may return
to the displayed invoice by pressing F8.

The payments associated with the displayed invoice may be viewed by pressing F4.
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Pressing any key will return you to the displayed invoice.

Each invoice may have notes explaining any important details. These notes may be displayed by using Fb5.
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You can scroll through the notes by using the F1 to page forward and F2 to page back. You may return to

the displayed invoice by pressing F8.

You may display the invoices of another vendor by pressing the <ENTER> to restart the selection process.
You may return to the menu by pressing F8.

2.2 Frequent/Recurring Entries (APRECUR)
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Add Recurring Entry (ADDAPREC)

Recurring A/P entries are used to create invoices over a defined interval. They can entered once and
automatically create invoices as their interval dictates. The format for entering recurring entries is similar to
that of adding vendor invoices.
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Vendor
Enter the vendor number or select from lookup window. As with all lookup windows, if the needed vendor
does not appear, it may be added at this time.

Pay to
If the default pay to vendor needs to be changed, you can enter the vendor number or select from lookup
window.

Invoice

Enter the invoice number that will best describe this recurring invoice. If you use an invoice number that
you have used before you will receive a message ‘This invoice is already on file! Do you want to con-
tinue?’.

Amount
Enter the total amount of the invoice.

Code

The recurring entry code must be entered. This code is a three-character code that is used to group the
entries for transferring to the journal. For example, REN could be used for all of your building rents, or you
could go more global and use MON for all of you monthly recurring entries.

Type

There are two types of Accounts Payable documents, expenses and purchases. The documents entered as
purchases require that a purchase order be on file for the goods that were purchased. You must enter a
valid purchase order number for the vendor or select one from the selection window provided. Documents
entered with a type of expense are for invoices that do not require a purchase order.

P/O
Enter the purchase order number if applicable.



Fixed
Each recurring entry can be either fixed or variable. Variable entries allow you to change the amounts
before each transaction is converted to a vendor invoice.

D Amount

You can specify up to three deductions per vendor invoice by selecting the appropriate deduction code and
entering a dollar amount to be deducted. This allows you to enter the full amount of the invoice that was
sent by the vendor, but pay and distribute to G/L the invoice amount less the deduction.

Distribute

Enter the distribution template you would like to use for this invoice. These can be set up in (APDIST).
Once set up, the template will automatically distribute the invoice amount to whichever profit centers and G/
L account numbers you have set up.

The General Ledger distribution for an invoice can span up to 1000 different accounts. A scrolling window
displays up to three lines of entries at a time. If there are more lines at either the top or bottom of the
window, a “-“ or “+” indicator will signal it.

CTR
Enter the profit center for the first line of distribution.

Account/Description

Enter the G/L account number, if you do not know the number, type in a few letters of the account name and
a lookup window will appear, at this time you can F1 to page up, F2 to page back, F4 to add a G/L account

number, F6 to change a G/L account number, or <ENTER> to select the account you need. Once you have
made your selection the description will automatically be filled in on the invoice screen for you.

Dept
Enter the department number if applicable.

Amount
Enter the dollar amount you would like distributed to this profit center and this G/L account number.

After entering the information for the last distribution, press F9. You will be given the opportunity to enter a
text description and/or notes for the vendor invoice. The text editor will allow you to enter up to fifty lines of
free-form text. Several editing capabilities are available while entering the text. When finished with com-
ments, press F9. You will then be asked ‘Is everything alright on this invoice?’, accept the ‘Y’ prompt if
invoice is alright, otherwise ‘N’ to edit invoice.



Change Recurring Entry (APCHGREC)
You may use this module to make any changes to the recurring entries.
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Enter the vendor number or make your selection from a lookup window. Once the vendor has been se-
lected, enter the invoice number. If you do not know the invoice number, you may select it from a lookup
window displaying all available invoices. You may scroll through the invoices by F1 to page forward, F2 to
page back.

The window displays the invoice number, amount, and any purchase order attached to the invoice. Using
the arrow keys, place the cursor on the invoice to be selected for change and press <ENTER>. After the
selection, the invoice will be retrieved and the data displayed. You may now change the appropriate fields.
See the section on adding recurring entries for a detailed explanation of each field.

Once you have made all your changes, you will be asked if everything is alright on the invoice. Answering
(Y)es will place the cursor at the vendor field allowing you to make another selection. Answering (N)o will
allow you to continue making changes on the selected invoice.



Delete Recurring Entry (DELAPREC)
When a recurring entry is no longer needed it may be removed using the delete option.
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You may select the vendor by entering the number or making your selection from a lookup window. Once
the vendor is selected, enter the recurring invoice number. If the recurring invoice number is not known,
you may select it from a window that displays all of the vendor’s recurring invoices.

Once you have made your selection, you will be prompted to verify your choice. Answer (Y)es to delete the
recurring invoice displayed. Once you delete the recurring invoice, the cursor will return to the vendor field
allowing you to make another selection to be deleted. To return to the menu, press F8.

List Recurring Entries (LSTAPREC)
You may view on screen all recurring entries for a particular vendor.
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When listing recurring entries, you may specify a beginning vendor number and invoice. If these fields are
left blank, the listing defaults to the beginning of the data file.



You may scroll through the listing using F1 to page forward and F2 to page back.

The information displayed includes the vendor number, vendor name, invoice number, amount, and pur-
chase order number.

Print Recurring Entries (PRTAPREC)
A report detailing the recurring entries may be obtained by selecting the recurring A/P report.
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Beginning Vendor/Ending Vendor
The scope of the report may be limited by entering the beginning and ending vendor number. If these fields
are left blank, the report will include all vendors.

Include Notes
You may include any notes that are attached to the recurring entries.

Sort Option
Two sort options are available. You may choose to have the report sorted by either the vendor number or
name.

Printer
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.
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Show Recurring Entries (SHOAPREC)
You may view a particular recurring entry on screen using the show option.
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Enter the vendor number or make your selection from a lookup window. Once the vendor has been se-
lected, enter the invoice number. If you do not know the invoice number, you may select it from a lookup
window displaying all available invoices. You may scroll through the invoices by F1 to page forward, F2 to
page back.

The window displays the invoice number, amount, and any purchase order attached to the invoice. Using
the arrow keys, place the cursor on the invoice to be selected for change and press <ENTER>. After the
selection, the invoice will be retrieved and the data displayed.

You may only view the recurring entry. When using the show option, you do not have any editing capabili-
ties.

Transfer Recurring Entries (TRNAPREC)
At the defined interval, all entries with a corresponding type may be transferred to the vendor invoice file
creating an open payable.
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Beginning Vendor/Ending Vendor
Enter in a range of vendor numbers or leave blank to select all.

Source Code
Enter the code that you would like to transfer to the invoice file.

Entry Date
This will be the invoice date and the expense date of the recurring entries you are transferring to vendor
invoices.

Preview Each
If you select (Y)es here, you will be able to look at each recurring entry before you transfer to a vendor
invoice.

When all parameters have been set, press F9 to begin the transfer process.

3.3 Selecting Invoices for Payment
Vendor invoices may be selected for payment automatically or manually.

Vendor invoices may be selected automatically by specifying a due date when you print the checks. This
will tell the system to select all (O)pen invoices with due dates that fall on or before the due date that was
entered.

Vendor invoices may be selected manually by two different methods. The first method involves displaying

the invoices for a particular vendor. Only the invoices for the specified vendor will appear in the listing.
The second method displays all open invoices by due date.

Select Invoices By Vendor (APSEL)
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Vendor
The vendor number may be entered or you may make your selection from a lookup window.

You may scroll through the listing using the F1 to page forward or F2 to page back. The vendor is selected
by placing the cursor on the name and pressing <ENTER>.

All of the (O)pen invoices will be displayed after you select the vendor. You may scroll through the listing
using the F1 to page forward or F2 to page back.



Information such as invoice number, status, invoice amount, due date and discount date will be displayed.
The discount will be taken when the checks are printed.

Because partial payments may be made against the invoice, the amount column displays the balance of the
invoice total to be paid.

To select a specific invoice, you (Y)es in the first column You can deselect invoices by entering a (N)o in
the first column.

Enter the amount of the payment. A partial payment may be made against the invoice. When a partial
payment has been made, the status of that invoice remains (O)pen until it has been paid in full.

After you have selected all invoices for this vendor, press F9 to update your selections and to bring you
back to the top to select another vendor or F8 to return to menu.

Invoices that are selected for payment, using this manual selection process, will be printed the next time
you print checks and the due date does not factor into the selection.

Invoices that have a (H)old status are displayed but may not be selected for payment.

Select Invoices by Due Date (APSELDUE)

Selection by due date is very convenient when you have asset amount of money allocated for vendor
payment. After the bank account is selected, the invoices are displayed with the oldest due date invoice
appearing first.
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Several options are available from this module. Using the F1 to page forward and F2 to page back.

Once you have returned to the screen with invoices listed by due date, you may use F4 to select invoice for
payment.
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Several bits of information are provided on this screen. The first is the indicator for payment, next is the
amount you would like to pay, it will default to the amount of the invoice, due date is in the next column
which will start with oldest due, pay to vendor name, invoice number, invoice amount and the discount
indicator. The ‘D’ column will automatically have an asterisk if there is a discount available for the invoice.

As the invoices are selected for payment, a running total of the selected invoices is calculated and dis-
played in the upper right portion of the screen.

To select a specific invoice, you press F4 and that will put a ‘Y’ in the first column. You may then type in the
amount of the invoice you would like to pay or allow it to default to the full invoice amount by pressing
<ENTER>.

If you decide not to print a check for a particular invoice that you already selected, you may press F6 to
unselect.

Invoices that are selected for payment, using this manual selection process, will be printed the next time
you print checks and the due date does not factor into the selection.

Invoices that have a (H)old status are displayed but may not be selected for payment.

Since several invoices may be listed per vendor, using the F5 lets you look at the invoice to insure that is
the correct invoice.
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Several options are available once invoice detail is selected. G/L distribution may be viewed by pressing
F3. You may scroll through the distributions using the F1 to page forward and F2 to page back. When
finished viewing the G/L distribution, press F8.
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The payments associated with the displayed invoice may be viewed by pressing F4. This will display the
bank number, check number, check date, payment amount and check status ((P)aid or (V)oided).
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Each invoice may have notes explaining any important details attached to it. These notes may be com-
pletely revealed by pressing F5. If the notes span more than one page, you may scroll through the notes
using the F1 to page forward and F2 to page back. You may return to the displayed invoice by pressing F8.
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When you have completed making your selections press F8 to return to menu.



3.4 Printing Checks
You may print checks automatically or manually, no matter which procedure you choose, you will still use
the two following modules, Preview Check Report and the actual Print Checks module.

Preview Report (APPREVUE)

The A/P Preview Check Report provides a listing of all invoices that will be processed when the checks are
printed. In order for it to work properly you must fill in the same information as you will when you actually
print the checks.
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Bank

The bank account number must be entered and must be a valid bank account on file. If the number is not

readily available, enter a few characters of the name and a lookup window will be provided from which you
may select the appropriate bank account. The bank account selected is the bank account from which the

funds will be drawn to write the checks in this check run.

Check Number

Enter in the next check number. This check number will appear on the first check to be actually printed.
The check numbers will be generated sequentially as needed and will appear on the check itself. You must
ensure that the check number generated matches the check number pre-printed on the checks. Once you
have ran a check run using these programs the system will automatically put the next check number in this
field. You will need to override the next check number if you pulled any checks out for manual in between
system check runs. You are not allowed to reuse check numbers on the same bank. If the range of num-
bers you are printing includes a duplicate, you will be notified with a message that a duplicate entry exists.

Check Date

Enter the check date you want to appear on the check. This date will determine if any discounts should be
taken. The discounts will automatically be taken if the invoice discount date is less than or equal to the
date entered for check date. This will also be the date that goes to General Ledger for the bank and A/P
trade account reduction.

Due Date

The due date field should be used if you want to use the automatic selection by entering the latest due date
you want selected for payment. If you have manually selected invoices using the ‘Select by Due Date’ or
‘Select by Vendor’ you need to leave the due date field blank.



Discount Date

The discount date field should be used if you want to use the automatic selection by entering the latest
discount date you want selected for payment. If you have manually selected invoices using the ‘Select by
Due Date’ or ‘Select by Vendor’ you need to leave the discount date field blank.

Sort Option
You have two options for the sequence in which the checks will be printed. You may either sort by vendor
name or vendor number, whichever is the most convenient for your company.

Vendor Group

Vendor group is set up within the vendor master file. It was initially designed for companies that had more
than one person responsible for check printing. This will then only print checks for vendors that have that
vendor group attached to their master file. Another use would be for different types of check runs, for
example, you could set up an ‘INV’ vendor group that would only be attached to inventory vendors, so you
could have a check run for strictly payment of inventory. If you have manually selected invoices using the
‘Select by Due Date’ or ‘Select by Vendor’ you need to leave the discount date field blank.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.

The resulting report should match the results if you were to process checks with the same values as sup-
plied.
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MELISSA ERSLEY b1d 9759 2/28/02




Print Checks (APCHECK)
You are asked to specify several parameters when printing checks. These should be filled in exactly as you
did when running the Preview Check Report.
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Bank

The bank account number must be entered and must be a valid bank account on file. If the number is not

readily available, enter a few characters of the name and a lookup window will be provided from which you
may select the appropriate bank account. The bank account selected is the bank account from which the

funds will be drawn to write the checks in this check run.

Check Number

Enter in the next check number. This check number will appear on the first check to be actually printed.
The check numbers will be generated sequentially as needed and will appear on the check itself. You must
ensure that the check number generated matches the check number pre-printed on the checks. Once you
have ran a check run using these programs the system will automatically put the next check number in this
field. You will need to override the next check number if you pulled any checks out for manual in between
system check runs. You are not allowed to reuse check numbers on the same bank. If the range of num-
bers you are printing includes a duplicate, you will be notified with a message that a duplicate entry exists.

Check Date

Enter the check date you want to appear on the check. This date will determine if any discounts should be
taken. The discounts will automatically be taken if the invoice discount date is less than or equal to the
date entered for check date. This will also be the date that goes to General Ledger for the bank and A/P
trade account reduction.

Due Date

The due date field should be used if you want to use the automatic selection by entering the latest due date
you want selected for payment. If you have manually selected invoices using the ‘Select by Due Date’ or
‘Select by Vendor’ you need to leave the due date field blank.

Discount Date

The discount date field should be used if you want to use the automatic selection by entering the latest
discount date you want selected for payment. If you have manually selected invoices using the ‘Select by
Due Date’ or ‘Select by Vendor’ you need to leave the discount date field blank.



Sort Option
You have two options for the sequence in which the checks will be printed. You may either sort by vendor
name or vendor number, whichever is the most convenient for your company.

Vendor Group

Vendor group is set up within the vendor master file. It was initially designed for companies that had more
than one person responsible for check printing. This will then only print checks for vendors that have that
vendor group attached to their master file. Another use would be for different types of check runs, for
example, you could set up an ‘INV’ vendor group that would only be attached to inventory vendors, so you
could have a check run for strictly payment of inventory. If you have manually selected invoices using the
‘Select by Due Date’ or ‘Select by Vendor’ you need to leave the discount date field blank.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.
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You are then given an opportunity to print a dummy check in order to test the alignment. Please note that
you are going to void a check if you test the alignment. The voided check will be entered in the check
register to provide a full audit of the checks that were processed. Testing the printer alignment is a benefi-
cial process if you are unsure of the proper setting for the checks on the printer. The system doesn't print
the dummy check until you say ‘N’ to the print test check question. So if you feel more comfortable with two
dummy checks, enter ‘Y’ two times to the test question and then ‘N’, press <ENTER>. This will print two
dummy checks before beginning the actual check run. Over the course of time you will become more
comfortable with loading the checks and not need to print the alignment check. A message will display on
the bottom line of the screen letting you know that the checks are being processed.
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— Printing Checks —-J

If something goes wrong during the course of printing checks (e. g. the paper jams), you have the option of
voiding any bad checks. When all of the checks are printed, you will be asked if everything went alright.

Frint Checks 1 BETR TEST 1B.B A/ES/EE H:AC en

Benk: 1 HELADA STATE BRHK

Chack Humbars: 45175

HOTE: The checks must ba printed

Chack Dete: EfE9/4E ln 88 column mode. Pleasa

gat the prlntar Ta nornal
Oua O&tes prinmt modal

Digcount DOeie:

Sort Optlon: Mendor Hama

Mendar Group:

Printer ID:
Contral? Prags FO when filnlshad
entaring all pereneters

0ld all of the checks print alrlght?® ¥

If all of the checks printed fine, you should enter a (Y)es. If all checks printed correctly, and one or more of
the checks required a supplemental list of invoices that did not fit on the check itself, you will be asked if
you are ready to print that list. You will want to remove checks from the printer and feed regular paper back
into printer, before saying yes to print supplemental list.

If all of the checks did not print correctly, you should enter a (N). You will then be given the opportunity to
void any misprinted checks. You will automatically be brought to a void check screen.
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By specifying beginning and ending check numbers, you will void an entire block of checks. It will only
allow you to void check numbers that were assigned to this check run. Once you have entered in the check
numbers to be voided, press F9. It will void the checks and then take you back to the menu. The invoices
that were on the voided checks will be reinstated to an (O)pen status and remain selected for payment for
the next check run. Sometimes it might be necessary to void several blocks of bad checks. In this instance,
pick the largest block during the regular check process and then manually void the rest using the ‘Void
Check’ module.

List Checks (APCHKLST)
You may list all check numbers that have been used by the system.

Liet A/P Chacke 1 BETR TEST 1B.B A/ESMEE B:45 en

CHECK ORTE FHOUHMT 5 CLERAED

123 Z/E0FEE FeEREdED. Bl Y
15118 OESERT IMH OFFICE CE 491799 $##6,.099.08 W
15111 PLUME BUILDEAS. IMC 47017599 §#x4,185.81 W
15114 MELISSA ERSLEY AfOEFTT FeEREI]S.EBD W
15115 AMHIE OLHH 48609 fHERER14,TE W
15116 COMMUHICATIONS CEMTE  4/06/59 S#Essdat.mf W
15117 OFYIO WAMTHEI OR CAR 4/06/599 §%¥C.D14.70 F
15118 BOI DISTRIBLTING A/OT 99 SHEE,537.00 P
15118 UHIOH PLAZA 4/a7/09 SME] pEE.E9 P
151EE CFSH 4/8B/09 gH=wx]a0, 17T P
151EE GEOFFREY H_DOW AO899 FeEREFID.B0 P
15183 ED BREHER 408709 FeExx|56.589 P
15124 CIMDY EFAL 4/808/09 SHERERAE.E9 P
151ES WHILESALE AUTOD REPAL 4/13/59 Ss=sE3l4.54 P
151EE U.5. FOSTHWASTER 413799 Sex] 00,00 P
151ET CHARLES PHILIF3 4413799 §#x],171.687 P
15128 OEPENDABLE CARPENTER 4/13/59 S#EwEcdb.49 P

Fl-Haxi Pege FE-Prev PEQe Fla-Exit

Starting Bank
Enter the bank number you would like to list, or leave blank to start from the beginning of the file.

Check
Enter the check number you would like to start viewing, or leave blank to start from the beginning of the file.



You may page forward using F1 and F2 to page back.

The listing shows the bank number, check number, vendor number, vendor name, check date, check
amount, check status (P)aid or (V)oided, and date cleared if using the bank reconciliation.

2.5 Voiding/Undoing A/P Checks

Void Checks (APVOID)

There are two types of checks that can be voided, checks assigned to vendors and then voided, or checks
that were never assigned or zero checks. The same module is used for handling both types.

Wold Chacke 1 BETR TEST 1B.B EfB1/E- E/ERSEE

Bark &
[Check Humber:
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Bank
Enter the bank number or select the bank from a lookup window.

Check Number
Enter the check number to be voided.

If the check number that you input is not currently on file to a vendor, it is assumed that you would like to
void a check that has not been used already. These checks are referred to as zero amount checks, since
they have no dollar amount associated with them. Although you do not have to enter these checks, it is
suggested that you do since the check register will contain a sequential list of all checks. This will make
auditing much easier.
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You will be prompted for the date that will be entered in the check register as the void date for the check.
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If the check is a zero amount check and you respond with a (Y)es, a message will be displayed letting you
know that the voided check has been accepted. A (N)o will not void the check and will let you enter a new
bank number and check number to be voided.

Checks that have been printed or entered manually follow a slightly different procedure. In order to void a
check with a dollar amount associated with it, you must answer a few additional questions.

Wold Chacke 1 BETR TEST 1B.B B/el/ae- 2/26/88
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Enter the bank number and check number, but this will then display the vendor name, the check date, and
the amount of the check to be voided. You should enter (Y)es if this is the correct check to be voided. You
should enter (N)o if it is not the correct check to be voided, you will then be taken back to the top to reenter
a new bank and check number.

You must make one final decision when voiding the check. You will either want to delete the vendor invoice
or return it to an (O)pen status so it can be paid again on another check. If you opt to keep the invoice as
an (O)pen status, it will be marked for payment on the next check run unless you go into one of the select
for payment modules and unselect. The A/P system will then create an entry on the date of the voided
check, at the time of interfacing to the G/L, of debiting the checking account and crediting the A/P trade
account in the amount of the voided check.



If you choose to delete the invoice, the A/P system will automatically create an entry on the date of the
voided check, to reverse out the G/L distributions that were entered on the invoices deleted and credit the
bank account.

Undoing Checks (APUNDO)

This module was designed for checks that were assigned to vendors and invoices in error, the check was
never printed on but the system thinks that it was issued. For example, if checks weren't put in the printer
for the check run and you ran the checks on plain paper, you can undo instead of void so you could use the
same check numbers.

Undo Pelid Checks 1 BETR TEST 1B.B EfB1/E- E/ERSEE

Bare: [l
Check Humber:
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It works very similar to that of the void check module only this allows the check number to be used again.

Bank
Enter the bank number or select the bank from a lookup window.

Check Number
Enter the check number to be undone.

The system will then display the vendor name, the check date, and the amount of the check to be undone.
You should enter (Y)es if this is the correct check to be undone. You should enter (N)o if it is not the correct
check to be undone, you will then be taken back to the top to reenter a new bank and check number.

Once you have told the system to undo the check it will reopen the invoice and put it back in selection for
payment on the next check run. Press F8 when finished to return to menu.



3.5 General Ledger Interface (APGLRPT)

The Accounts payable G/L Analysis Report serves as the interface with the General Ledger module. It can
optionally update the General Ledger module with the periodic journal entries that result from routine
Accounts Payable processing.
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Update G/L Journal

In addition to printing the G/L analysis Report, you can choose to automatically generate the journal entries
for the period’s transactions by entering (Y)es to update the G/L journal. If you select the (N)o option, you
will receive a report of activity with all of the information that you need to manually post the journal entries
yourself or just to review.

Include Details

The journal entries that you create can be either at the summary or detail level. Detail level G/L transac-
tions are very good if you would like to analyze the changes to a certain account over the course of time.
The journal entries will include the detail for each individual vendor invoice that was posted during the
period selected. You will be able to easily locate the vendor invoices that were paid by each journal entry,
since the transaction detail will include this information. On the other had, summary level transactions are
generated from the account total information, thereby minimizing the number of entries created.

Include Notes
Enter (Y)es to include any notes attached to the invoices when posting to General Ledger.

Beginning Period Date/Ending Period Date

Enter the beginning and ending dates for which you would like to report and or post. They default to the
dates for the current operating period that appeared in the upper right corner of the screen during transac-
tion entry. If you answered (Y)es to ‘Update G/L Journal’, make sure you go into (DATES) and change
the ‘Everywhere Else Dates’ to the next operating month as soon as the report has completed. If you
try to update the G/L again, the system will give you the following message as soon as you type in the
‘Beginning Period Date’.
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This warns you that you have sent the A/P to the G/L for this period already. If you tried to interface in error,
just hit <ENTER> and press F8 to go back to menu. If you had already interfaced to G/L and purged the
transactions so you could repost answer (Y)es to continue running the interface. Otherwise, if you answer
(Y)es to continue and interface a second time, without purging, you will duplicate the A/P transactions in the
G/L. You will then need to use the ‘Purge G/L Details’ module to get rid of the double entry and then rerun
the A/P interface.

Journal Entry Date

Summary level journal entries require a journal entry date, this would be the G/L entry date for the A/P trade
account, cash accounts and, if you chose not to include detail, all other accounts. This date should fall
between the beginning and ending dates selected, usually is the last day of the month.

The GI/L Interface has the capability to print 3 different reports. An invoice report by vendor, a G/L account
number summary report, and a G/L account analysis report.

Print Invoice Section/All Details
Enter (Y)es to ‘Print Invoice Section’ if you want to print an invoice report by vendor. Enter (Y)es to ‘All
Details’ if you want all notes and invoice information to print with the report.
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The beginning balance on this report should equal the ending balance to the month prior. Invoices added
are all invoices that were entered with an expense date of the period you are running the report. Invoices
paid are all invoices that were paid with a check date of the period you are running the report. The ending
balance should be used to balance against the G/L account balance of your A/P Trade account number.
The only exception to this is if there is a dollar figure in the ‘Charged after ending date’. This figure would
then need to be, either subtracted from the Ending Balance total or a journal entry would need to be done,
moving it from the A/P trade account to a prepaid asset account. The ‘Charged after ending date’ would
include invoice amounts that had check dates in a month prior to expense dates. For example, rents are
usually prepaid, so the check date could be 01/25/02, but you actually expense the invoice for 02/01/02.

Print G/L Summary
Enter (Y)es to ‘Print G/L Summary’ if you want to print a G/L Account Summary report.

. Date: 3/14/02 Rccounts Payable Report - G/L Summary Page: 2 .
Company:  LUCKY RENTAL PURCHRSE Dates: 2/01/02 - 2/28/02
. CMP ACCOUNT PFT CTR DESCRIPTION OEBIT CREDIT .
P 1000 99 CASH CHECKING - HOME OFFICE 14,831.36 :
o 1000 100 CASH CHECKING - HOME OFFICE 100.00 :
b 1010 | PETTY CRSH 100.00 :
.; | 3000 99 ACCOUNT PAYABLE 16,031.36 :
cod 5400 1 ADVERTISING 1,000.00 : .
16,031.35  16,031.36 :

This report gives you company, G/L account number, profit center/store, G/L account description, and
summary total of what went to the G/L from A/P.

Print G/L Analysis
Enter (Y)es to ‘Print G/L Analysis’ if you want to print a G/L Account Analysis Report.
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© Company:  LUCKY RENTAL PURCHRSE Dates: 2/01/02 - 2/28/02

CMP ACCOUNT PFT CTR DESCRIPTION
11000 99 CASH CHECKING - HOME OFFICE

[NV DATE [NVOICE NUMBER VENDOR NAME [NV TOTRL G/L AMT CHECK PRID ON P/D  EXPENSED
4/01/99 LEASE Y/1/99 522 DESERT INN OFFICE CENTER 5299 88 6,299.88 15110 4/01/99 4/01/98
4/01/99 2088-99 511 PLUMB BUILDERS, INC 4185.91 4,185.91 15111 4/01/99 4701199
4/02/99 8101-99 512 MELISSA ERSLEY 315.00 315.00 15114 4/02/99 4/02/99
4/06/99 5001-15 524 ANNIE DUNN 214.76 214.76 15115 4/06/99 4/06/99
4/06/99 2086-99 525 COMMUNICATIONS CENTER OF HAUAI 4y7.87 4y7.487 15116 4/06/99 4/06/99
3/05/99 0072382 69 BOI DISTRIBUTING 3675.00 3,675.00 15118 /07199 4/07/99
3/13/01 356Y MARCH 1116 EXTRR SPACE 192,94 192,94 16212 3113101 31310
2/01/02 1234 47 AP 1000.00 500.00- 4517y 2/28102 2101102
Recount Tolal: 14,831.36
11000 100 CASH CHECKING - HOME DFFICE
[NV DATE [NVOICE NUMBER VEN[IEIH NAME INV TOTRL G/L AMT CHECK PRID ON P/0  EXPENSED
2/01/02 123456 1 APRO 100.00 100.00 2101102
Rccount Total: 100.00
11010 1 PETTY CRSH
[NV DATE [NVOICE NUMBER VENDOR NAME [NV TOTRL G/L AMT CHECK PRID ON P/D  EXPENSED
2/22/02 DISC 785 ATTIA AMNSOUR 100.00 100.00 2/22102
Rccount Tolal: 100.00
13000 99 ACCOUNT PRYABLE
[NV DATE [NVOICE NUMBER VENDOR NAME [NV TOTRL /L AMT CHECK PRID ON P/D  EXPENSED
2/01/02 123456 47 APRD 100.00 100.00- 2101102
2/01/02 1234 47 APRD 1000.00 500.00- 4517y 2/28/02 2101102
3/13/01 356Y MARCH 1116 EXTRA SPACE 192.94 192.94- 16212 3113101 313101
2122102 DISC 785 ATTIR AMNSOUR 100.00 100.00- 2122102
3/05/99 0072382 68 BOI DISTRIBUTING 3675.00 3,675.00- 15118 4/07/99 4/07/99
4/01/99 LEASE Y/1/99 522 DESERT INN OFFICE CENTER 6299.88 6,299.88- 15110 4/01/99 4/01/99
4/01/99 2088-99 511 PLUMB BUILDERS, INC 4185.91 Y,185.91- 15111 4/01/99 4701199
4/02/99 8101-99 512 MELISSFI EFISLEY 315.00 315.00- 15114 4/02/99 4/02/99
4/06/99 5001-15 524 214.76 214.76- 15115 4/06/99 4/06/99
4/06/99 2086-99 525 [EIMMUNI[HTIEINS CENTER OF HAWAI 4y7.47 4y7.87- 15116 4/06/99 4/06/99
Rccount Total: 16,031.36-
1 5400 1 ROVERTISING
[NV DATE [NVOICE NUMBER VENDOR NAME [NV TOTRL G/L AMT CHECK PRID ON P/D  EXPEN
2/01/02 1234 47 APRD 1000.00 }ggggg 517y 2/28102 2101102




This report gives you the same information as the G/L Analysis Report with the invoice detail. The invoice
detail includes the invoice date, invoice number, vendor number, vendor name, invoice total, G/L account
amount, check number, paid date, purchase order number, and invoice expense date.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.

3.6 Accounts Payable Reports (APREPORT)
Several Accounts Payable reports are available for analyzing your data. All reports are parameter driven
allowing you maximum flexibility.

Aging Report (APAGERPT)
The Accounts Payable Aging Report provides a projected cash flow analysis used in determining future
payment requirements. The aging date determines the date from which aging is based.

Aging Rapart 1 BETR TEST 1B.B JFESMAE 9:08 en

Bagirnlng Vardor: | 4
Ersding Wardor: a

Date for AQing: E/2B7EE
Sort Dption: Wandor Humbar

Printar I0: LPE]
Corprass® Mo

Prags FO when filnlshad
entaring all pereneters

Imput tha begqlnning wendor nunber To ba includad

Aging Date
Enter the date you would like the A/P to run.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Compress
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



. Run Date: 3/14/02 RIF RAging Report Page: |1

5 Company:  LUCKY RENTAL PURCHRSE Aging Date: 2/28/02
. CVONOR NWOITE NV ORTE S INY AMIDNT DISC ANOUVT OUE OATE  BRLANCE  CUMRENT 17030 317050  OVER 0
35 AMTEL COMMUNICRTIONS

0 4070.00 4/01799  4070.00 4070.00
5 4070.00 4070.00

=

2088-99

Total for AMTEL COMMU
47 RPRO

123456 2/01/02 0 100.00 2/01/02 100.00 100.00

1234 210102 0 1000.00 2/01/02  500.00 500.00
Total for APRD 600.00 §00.00

§8 BDI DISTRIBUTORS

0072382 3/05/99 0 3675.00 3/05/99  3675.00 3675.00
Total for BDI DISTRIBUTORS 3675.00 3675.00

471 SIERRR HERLTH SERVICES

100012Y5-R001 3011 316/01
Total for SIERRA HERLTH SEHVIEES

522 DESEAT INN OFFICE CENTER

LEASE Y/1/89 4/01/99 0 6299.88 4/01/99  6299.68 §299.88
Total for DESERT INN OFFICE CENTER 6299.88 §299.88

610 YESCO

2015-99 4/01/99 0 1325.00 4/01799  1325.00 1325.00
Total for YESCO 1325.00 1325.00

§11 PLUMB BUILDERS, INC .
4011990  4185.91 Y0199 YIBS.91  Y185.81 :
Tulal m PLUMB aunnsns I U1g5.91  4Ig5.g1 |
612 MELISSA ERSLEY .
8101-99 Y0299 0 315,00 V02199 315.00  315.00 i
Total for MELISSR ERSLEY 3500 315,00 :
624 ANNIE DUN .
5001-15 YI0G/99 0 214.76 VI0GI99 21406 2146
Total for ANNIE DUNN U6 21476
625 COMMUNICATIONS CENTER OF HAURI .

4478 4/06/99  447.87 4u7.87
Tulal fur [UMMUNIEHTIUNS [ENTEH OF HHWHI 447.87 4y7.87




Bank Reconciliation Report (BKRECRPT)
The Bank Reconciliation Report is a detailed explanation of bank transactions within the specified ranges.

Bark Recon HepDrt 1 BETR TEST 1B.B AfESMEE 9:13 en

Bagirnlng Bark: | 4
Eredlng Bark: d

Bapinning Data:
Erding Data:

Ordar Tupa: All

Princar I0: LPE]
Comtrol® Mo

Prags FO when filnlshad
entaring all pereneters

[nput the taginnlng bark nuabar To be 1ncluded

Beginning Bank/Ending Bank
The report may be limited by entering a beginning and ending bank number or you may leave them blank to
get all banks.

Beginning Date/Ending Date
The report may be limited by entering a beginning and ending date or you may leave blank to get all dates.

Order Type
You may specify an order type. The different types are (C)heck, (D)eposit, (M)isc, or (A)ll.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



@ .. Bank Recanc I1ztion Repor! Page: | @
| OBANK DATE TYPE CLERRED  DOCUMENT  AMOUNT  DESCRIPTION :
.; 1102001 Check 3802 6142 342.19- :
: 1 103101 Check 18143 200.00 :.
: I 104001 Check 16144 134,18 :
: I 1I04101 Check 16145 121.38 :
: 1 1/04101 Check 16145 1800 :
.; 1 1I0U/01 Check 16107 184.53- ;
: I TI0401 Check 16148 28842 ;.
s 1 1I04101 Check 1614 3463 s
: 1 1/04101 Check 16150 184.52- :
: 1 1/08/0] Check 4525 247.25- :
@ ot W3 209.43- [ )
: 1 1106101 Check 44527 128. 13- :
: I 108/0] Check 44528 562.88- :
: 1 108/0] Check 44529 563.15- :
.; I TI06101 Check 44530 205.00- ;

: 1 1I06/01 Check 44531 302 4- .

: 1 1I06/01 Check (Ug32 21349 4- :

: I 108/01 Check 44533 251.80- :

: 1 1106101 Check Y43y 1259.00- :
‘; 1 1106101 Check 44535 72.30- :

; 1 1I06/01 Check 44536 21188 ;

: I TI0601 Check 44537 6. 04- :

s 1 1I06101 Check 44538 2223 s

: 1 1/06/01 Check 44539 300.00- :
.; 1 1/06/01 Check Yysd0 1134085~ .

: I 110601 Check 4y541 352.57- :

: 1 1I06101 Check 4y542 103. 26~ :

: I 108/0] Check (Y43 265084 :
.; 1 108/0] Check 4y54Y 905.29- :

: I TI06101 Check 4y545 133.32- .

: 1 1I06101 Check Y445 1750.00- :

3 1 1I06/01 Check 45y 159. 15~ :

: I 108/01 Check 4548 576.00- :
.; I 1106/01 Check YyENy 2326, 25~ :

: 1 1/06/01 Check 44gso  1i1.30- :

; 1 1I06/01 Check (4Es  1397.69- ;

: I TI06/01 Check 44552 68. 66- :

; 1 1106101 Check 44553 50. Y- ;
@ e che WESy 2305 ¥ )

; 1 108/0] Check 44555 101.90- :

: I TI06101 Check 44556 399.31- :

; 1 1I06101 Check 44557 6.00- ;

: I 108/0] Check 44558 200.36- :
@ i s e Wgsg  929.50- @
: I 1I0601 Check 44560 £30.04- :

: 1 1I06101 Check 44561 93.00- :

3 1 1I06/01 Check 44562 515.33- :
.s I 106/01 Check Yygs3 231735 :

: I 1I06101 Check 44559 15.00- :
: 1 1/06/01 Check 44565 20.53- :
: 1 T/06/01 Check 4yse6  2501.00- :




Cash Flow Report (FLOWANAL)
The Cash Flow Report is designed for companies using the Accounts Payable and Accounts Receivable
modules. It provides an analysis on expected incoming and outgoing funds.

Caeh Flow Rapari 1 BETR TEST 1B.B ESMIE 9:34 En

Irclude Oeteils? Bas

Rapart Oetes:

Primtar I0:
Control Printer:

Prags FO when filnlshad
entaring all pereneters

Irput [Yies if ell datalls should be Lncluded

Include Details
You may include any details that may apply.

Report Dates
You may specify up to five date ranges with your choice of increments.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer

or file name.

Control Printer
You may choose to let the software control the printer. This value also defaults to the setting found on your

operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.

‘ Date: 3/14/02 [ash Flow Analysis Repert Page: |

1101101 2/01101 3101101
INVOICE ~ DUE  DISCOUNT  THRU THRU THRU THRU THRU DISEEU“T [IIS[IELINT

 VENOR
. INVOICE NOMBER WE OATE  OATE 1310 200 313100 TAKE 0sT ‘

D6 EXTRA SPACE eemeeesesss weessseees sesesseeses seeseeeeses seeessesss sessesssess essesseees
: 3564 MARCH 313101 313101 192.94

o
.s




Check Report (APCHKRPT)

The Accounts Payable Check Report provides options for analyzing a wide range of check related events.
Multiple selection criteria give you the capability to narrow the scope of the analysis to include only the
information that you require. Voided checks are not included in the report total. It will print the
amount of the original check, but it doesn’t include that amount when totaling.

Check Report 1 OUR HOUSE 5SALES 5/17/64 12:54 pm

Beginning Bank: I [0}
Ending Bank: 0
Beginning Vendor:
Ending Vendor:
Beginning Check Mbr:
Ending Check Nbr: 0
Beginning Payment Date:
Ending Paument Date:
Beginning Date Cleared:
Ending Date Cleared:
Beginning Date Voided:
Ending Date Voided:

L=l e}
=

Sort Option: Mame
Order Status: All
Include Option: ALl Press F9 when finished

Include Inwvoices: No entering all parameters

Printer ID: LPO1
Compress? No

|

Input the beginning bank number to be included

Beginning Bank/Ending Bank
The report may be limited by entering a beginning and ending bank number or you may leave them blank to
get all banks.

Beginning Vendor/Ending Vendor
The report may be limited by entering a single or a range of vendor numbers. You may also leave them
blank to get all vendors.

Beginning Check Nbr/Ending Check Nbr
The report may be limited by entering a single or a range of check numbers. You may also leave blank to
get all check numbers.

Beginning Payment Date/Ending Payment Date
The report may be limited by entering a single or range of payment dates. You may also leave them blank
to get all payment dates.

Beginning Date Cleared/Ending Date Cleared
The report may be limited by entering a single or range of cleared dates. You may also leave them blank to
get all cleared dates.

Beginning Date Voided/Ending Date Voided
The report may be limited by entering a single or range of void dates. You may also leave them blank to get
all void dates.

Sort Option
This report has three sort options, (C)heck number, (N)ame,or (V)endor number.

Order Status
The report may be run by order status, (P)aid, (V)oided, or (A)Il.



Include Option
This option is to be used by those using the Bank Reconciliation module. You may select ( C)leared,

(O)utstanding, or (A)Il.

Include Invoices
You may select (Y)es to have the invoice information print on the report.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer

or file name.

Compress

You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



@® .. AIP Check Report e 1 @
: Company:  LUCKY RENTAL PURCHASE :
.; BANK  CHECK DATE  VENDOR NAME AMOUNT STATUS CLERRED INVDICE INV AMT NV DATE .
1 WuES 1/06/01 717 A-1 SECURITY, LT M7.25 Pald 137959 2405 100100
: 138058 250 12/18100
D1 W0 12601 717 A< SECURITY, LTD 2.50 Paid 130128 2.5 LN
.; | g [/06/01 51 AP, INC. 209,43 Paid 091517 00,03 12129100

1 4T 126/01 57 ADR) NG 302,80 Paid 089255 0670 12122100 ;.

: 094155 18610 1105001

L1 W61 1/06/01 13 ADVANCED AIR CONDITIONING 128.12 Pald 0014202 I 128012 1226/00

1 4ueer 1/16/01 17 RIRGAS 18.65 Paid 10331039 78,85 1231100
.; | 4628 1/06/01 20 ALERT ALAAN OF HAURII 682.88 Paid 100089 050 12/20/00 :.

: 40020542 116,60 12120/00

: 40021477 OUNERREIETETIE

: 40023yea 98.38 12/20100
.; 40022032 6950 12121100

: 40023033 7304 12/19/00 .

: 40033140 116.64 12121/00

"1 4628 1/06/01 1004 ALOHA INTERNATIONAL ENPLOYME  563.75 Paid 2458 563,75 12/20/00

L1 4uGe8 1/16/01 1004 ALOKA INTERNATIONAL ENPLOYME 1028.84 Pald 7 563,75 1/09/01
.; 2531 Us5.00  1/02/01 .

© 1 W2 1/26/01 109Y ALOHA INTERNATIONAL ENPLOYME  563.75 Paid Bl 563,05 (/1001

© 1 W93 1026/01 26 AMERICAN HERITAGE LIFE INS  147.40 Paid 63552 (TR TR

L1 443 1/06/01 29 AMERICAN MOBILE LUBE 205.00 Paid 27852 2060 12/01/00
° 1 1

: 61131 5771 12/01/00 .

: 61132 2059 12101/00

L1 W9 1/26/01 29 AMERICAN MOBILE LUBE 250.49 Paid 61120 005 1001
o " i @

: 5133 TR TITI.

s 5133) 615 102101

©1 IBISY 11001 34 AMERITAS Y87.87 Paid 010-20211 YN TR
.3 I W45 T/26/01 35 ANTEL COMMUNICATIONS 180.76 Pald | H8R8 347,13 11/08/00 .

: 124009 14000 12/04/00

: 1160002 20363 10101

L1 WUE31 1/06/01 37 ANDRELS ELECTRONICS 302,42 Palt 4171295 2800 12001000
.s 4191574 50,17 1212200

: 4131576 113.55 12/121/00

© 1 WYEBY 1/16/01 37 ANDRELS ELECTRONICS 231,55 Pait 4139268 10438 103/01

: 4197767 08 1001

L1 WU 1/26/01 37 ANDREWS ELECTRONICS 545,18 Paid 4207862 50508 1/1101
.; I Y4y 1126/01 721 ANDERSON ANDERSON & STRONG  3355.00 Paid LERGE #15 35,00 2101001 ;.

© 1 Y4748 1/26/01 1130 APPLIANCE SERVICE GROLP 21355 Pald 133 YI§) 12013000

: 1335 4§17 12113000

f i S0E Bl
.s 1872 4187 12/13/00 .

© 1 W49 1/26/01 Y3 ARIZONA FEDERAL 308,44 Paid 19872 g.uy 20001

L1 WUE32 1/06/01 940 ASSOCIATES FLEET SERVICES 21340742 Paid 520860 2N 100

© 1 W50 1/26/01 53 ASSOCIATIED PATHOLOGISTS 55070 Pald 200012-0 55070 1/0101
.; I W51 1/36/01 55 ATET WIRELESS SERVICE 143.60 Paid 808-263-4503 143.60 10101 .
A N




Expense Report (APEXPENS)
The Expense Report provides you with summary and detail level general ledger information.

A/P Exparse Rpt 1 BETR TEST 1B.B /ES/EE 149:39 en

Bagirning Rocount:
Erelng Rocount :

Begqinning Wendar Grp:
Endirg WVendor Grps:

Include Hold Ireplicas? Ho

Baginning Paripd Deie: EFE1/9E
Erding Period Dete: EfE9/9E

Prags FO when filnlshad
Printer 1D: LPEL entaring all pereneters
Conpress? Ho

[nput the taginnlng eccount Ta be lncluded

Beginning Account/Ending Account
The report may be limited by entering a single or range of G/L account numbers. You may also leave them
blank to get all G/L account numbers.

Beginning Vendor Grp/ Ending Vendor Grp
The report may be limited by entering a single or range of vendor groups. You may also leave them blank
to get all vendor groups.

Include Hold Invoices
Enter (Y)es to include on hold invoices.

Beginning Period Date/ Ending Period Date
Enter the beginning and ending dates of the periods you would like to report.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Compress
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



‘ Report Totals: 2072636 1200.00 sug.gg EATECIE . .
 Charged Rfter Ending Date: :
. Date: 3114102 : [
- Company:  LUCKY RENTAL PURCHRSE Dates: 2001102 - 2/28/02
‘ (WP ACCOUNT PFT CTR DESCRIPTION OEBIT CREDIT ‘
L1 1000 99 CASH CHECKING - HOME OFFICE 14,8313 :
© 11000 100 CASH CHECKING - HOME OFFICE 100.20 :
©o1 10 1 PETTY CASH 100.00 :
‘; ] 3000 8% RCCOUNT PRYRBLE 16,031.36 ;‘
Co1 s T RDVERTISING 1,000.00 3

. 16,031.36  16,031.3
. Date: 3/14/02 Rccounts Payable Report - B/L Analysis Page: 2 .
- Company:  LUCKY RENTAL PURCHASE Dates: 2101102 - 2/38/02
. (WP ACCOUNT PFT TR DESCRIPTION ‘
o1 99 CASH CHECKING - HOME OFFICE
1NV DATE NVOICE NOMBER VENDOR NAME INV TOTAL /L AMT  CHECK PRID ON PID  EXPENSED
‘; 4/01/99 LERSE 4/1 532 DESERT INN OFFICE CENTER 6299.88  5,299.88  [5110  ./01/99 401799 ;‘
© U/0]/89 2088-98 §11 PLONB BUILDERS, TN ylgs.e1  ueser 15111 u/01/9 4o/
© 4/02/39 8101-99 612 MELISSA ERSLEY 315.00 35.00 IS0y 4/02/9 4roajee
© U106/29 5001-15 624 ANNIE DUNN 21078 076 15115 4/06/a8 4/06/93
© 4/06/29 2088-03 625 COMMUNICATIONS CENTER OF HAUAI  447.87 e 1516 Y/0g/a8 4/05/9
‘; 3/05/39 0073383 68 BOJ DISTRIBUTING 675.00  3,625.00 15118 4/07/99 4078 .
© 3/13/01 3564 MARCH 1116 EXTRR SPACE 183,04 192,04 1812 3/1310] EINETTTI.

L 2101102 123 47 APRD 1020.00 500.00-  USIOY 2/2@i02 i
Account Total: 14,831.36
‘ I 1000 100 CASH CHECKING - HOME OFFICE .
[NV DATE INVOICE NOMBER VENDOR NAME INV TOTAL  G/L AMT  CHECK PRIDON PIO  EXPENSED
L 210102 123456 {7 APRD 100.00 100.00 o
.; Recount Total: 10000 ; ‘
S I PETTY CASH
[NV _DATE [NVOICE NOMBER VENDOR NAME INV TOTAL  G/L AMT  CHECK PRID ON P/D  EXPENSED
‘; 2122102 DIsC 785 ATTIA AMNSOUR 100.00 100.00 2122102 .
3 Account Total: 100.00 3
L1 3000 99 ACCOUNT PRYRBLE
‘ IV DRTE INVOICE NOMBER VENDOR NAME INV TOTAL  G/L AMT  CHECK PRID ON P/D  EXPENSED ‘
L 2I01/02 123456 17 APRD 100.00 100.00- 2o
L 2101/02 133y 47 APRD 1000.00 500.00- 4SOV 228002 2010
© 3113101 3584 MARCH 1116 EXTRA SPACE 183.94 192,84 1812 313101 EINET T
.; 2132102 D15t 785 ATTIA AMNSOUR 120.00 190.00- 222102 ‘
©3/05/89 0072362 68 BOI DISTRIBUTING 3675.00  3,625.00- 15118 4/07/99 ijo7199
© U/01/89 LEASE 4/1/99 532 DESERT INN OFFICE CENTER 6293.88  5,299.88- 15110  u/01/99 401/
© 4/0]1/89 2088-88 §11 PLONB BUILDERS, TN Ylgs.91 w9+ 18111 u/01/9 4/
© U/02/89 8101-88 612 MELISSA ERSLEY 315.00 305.00-  1510Y  4/03/98 4029

© 4I06/89 5001-15 624 ANNIE DUNN 214,76 2476- 15115 4/06/98 4/06/99 .
© 4/06/99 2088-93 625 COMMUNICATIONS CENTER OF HAURI  W7.87 Yr.81- 1516 4/06/99 4/05/98
Account Total: 16,031.36
@ ' | ROVERTISING .
1NV DATE INVOICE NOMBER VENDOR NAME INV TOTAL  G/L AMT  CHECK PAID ON PIO EXPENSED
;2101102 123 47 APRD 1000.00 }Egggg Usiy 228102 e




Invoice Report (APRPT)

The Accounts Payable Invoice report provides options for analyzing a wide range of vendor invoice related
information. Multiple selection criteria give you the capability to narrow the scope of any analysis to include
only the information that you require.

AP Rapari 1 BETR TEST 1B.B FESME LE:14 pa

Bapinning Wardor: Begjlnning Espenea Oeie:
Erding Wardor: Ending Expenca Deie:

Bapimning Dperetor: Begqlnning Entriy Oete:
Erding Dperator: Ending Entry O&ie:

Bapimning Inw Data: Begqlnning Oua Oete:
Erding Inw Data: Ending Oua D&ie:

Orcar Stetus: All Begglnning Wendar Groups:
Ending Wendar Group:

Includa HDIEsY Yes

Sort Dption: Wandor Humbar

Prags FO when filnlshad

Printar I0O: LPEI] entaring all pereneters
Comprass® Mo

Imput tha begqlnning wendor nunber To ba includad

Beginning Vendor/Ending Vendor
The report may be limited by entering a single or a range of vendor numbers. You may also leave them
blank to get all vendors.

Beginning Operator/ Ending Operator

The report may be limited by entering a single or a range of operator numbers. You may also leave them
blank to get all operators. This option is used in conjunction with the entry date option to batch out daily or
weekly entries by employee for auditing purposes.

Beginning Inv Date/Ending Inv Date
The report may be limited by entering a single or a range of invoice dates. You may also leave them blank
to get all invoice dates.

Beginning Expense Date/Ending Expense Date
The report may be limited by entering a single or a range of expense dates. You may also leave them blank
to get all expense dates.

Beginning Entry Date/Ending Entry Date

The entry date is a hidden date within the system, it is the actual date the invoice was entered into the
system. The report may be limited by entering a single or a range of entry dates. You may also leave them
blank to get all entry dates.

Beginning Due Date/Ending Due Date
The report may be limited by entering a single or a range of due dates. You may also leave them blank to
get all due dates.

Order Status
The order status may be one of the following, (O)pen, (H)old, (P)aid, (B)alance, or (A)ll.

Beginning Vendor Group/Ending Vendor Group
The report may be limited by entering a single or range of vendor groups. You may also leave them blank
to get all vendor groups.



Include Notes
Enter (Y)es to include any notes available on the invoices.

Sort Option
Two sort options are available. You may sort by (V)endor number or (N)ame.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Compress
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



. Date: 3/14/02 Accounts Payable Repert Page: |

3 Company:  LUCKY RENTAL PURCHRSE Entry: - Expense: IIUIIUI = 13101 lavoice
Due: - Broup: Operator:

VENDUH INVOICE P/O INV DRTE ENTERED 5 [NV AMOUNT DISC TAKEN DED AMOUNT DUE DRTE EXP DATE PAID AMT BANK CHECK
13 RDVANCED RIR CONDITIONING

.i 0014202- 1N 12026000 103001 P 138.12 10BI01 1/0EI01 12612 1 g
: ACCOUNT DESCRIPT iON (TR DEPT  AMOUNT

g 8201 MAINTENANCE & REPRIRS 50 13812
. 17 RIRGAS

: 103231039 12031100 1115001 P 78,65 116101 116101 BE 1 YR

ACCOUNT DESEHIPTIUN TR DEET HgUUNT

8207 (QFFICE SUPPLY & POSTAGE | 1
8207 OFFICE SUPPLY & POSTAGE 2 0 &N
8207 OFFICE SUPPLY & POSTAGE 4 0 8.
8207 OFFICE SUPPLY & POSTAGE § 0 8.1
8207 (QFFICE SUPPLY & POSTAGE 8 0 8.7
8207 OFFICE SUPPLY & POSTAGE 1Y 0 8N
8207 OFFICE SUPPLY & POSTAGE 18 0 8.
8207 OFFICE SUPPLY & POSTAGE 11 0 8.
8207 (QFFICE SUPPLY & POSTAGE 99 0 &N
20 ALEAT ALRAM OF HALRI |
1000897 12/20/00 1/04/01 P gy.59 1/06/01 1/06/01 9y.59 1 4628
ACCOUNT DESCRIPTION CTR DEPT  RMOUNT
8201 MAINTENANCE & REPAIRS 1 0
40020642 12/20/00 1/Qy/01 P 116.60 1/06/01 1/06/01 116.60 1 4628
ACCOUNT DESCRIPTION CTR  DEPT  RMOUAT
8201 MAINTENANCE & REPAIRS 15 0 116.60
yooz1yn 12/20/00 1/Q4/01 P 114.13 1/06/01 1/06/01 114.13 1 44628
ACCOUNT DESCRIPTION CTR DEPT  RMOUAT

8201 MAINTENANCE & REPAIRS b 0 11413
40023482 12/20/00 1/Q4/01 P 9g.38 1/06/01 1/06/01 96.38 1 44628

o
®
o
o
®
®
o
o
o
ACCOUNT DESCRIPTiON (TR DEPT MMOUMT ®
°
o
o
o
o
o
o
®

8201 MAINTENANCE & REPAIRS 13 0 9538




Preview Report (APPREVUE)

The A/P Preview Check Report provides a listing of all invoices that will be processed when the checks are
printed. In order for it to work properly you must fill in the same information as you will when you actually
print the checks.

[Check Prevlau Rpt 1 BETR TEST 1B.B JFESMAE B34 en

Benk:
Chack Humbar:
Chack Dete:

Oua O&tes
Digcount DOeie:

Sort Optlan

Mendar Group:

Printer ID: LPOL
Contral? Ho Prags FO when filnlshad
entaring all pereneters

Imgut tha benk nunber or e feu cherectars of The nama

Bank

The bank account number must be entered and must be a valid bank account on file. If the number is not
readily available, enter a few characters of the name and a lookup window will be provided from which you
may select the appropriate bank account. The bank account selected is the bank account from which the

funds will be drawn to write the checks in this check run.

Check Number

Enter in the next check number. This check number will appear on the first check to be actually printed.
The check numbers will be generated sequentially as needed and will appear on the check itself. You must
ensure that the check number generated matches the check number pre-printed on the checks. Once you
have ran a check run using these programs the system will automatically put the next check number in this
field. You will need to override the next check number if you pulled any checks out for manual in between
system check runs. You are not allowed to reuse check numbers on the same bank. If the range of num-
bers you are printing includes a duplicate, you will be notified with a message that a duplicate entry exists.

Check Date

Enter the check date you want to appear on the check. This date will determine if any discounts should be
taken. The discounts will automatically be taken if the invoice discount date is less than or equal to the
date entered for check date. This will also be the date that goes to General Ledger for the bank and A/P
trade account reduction.

Due Date

The due date field should be used if you want to use the automatic selection by entering the latest due date
you want selected for payment. If you have manually selected invoices using the ‘Select by Due Date’ or
‘Select by Vendor’ you need to leave the due date field blank.

Discount Date

The discount date field should be used if you want to use the automatic selection by entering the latest
discount date you want selected for payment. If you have manually selected invoices using the ‘Select by
Due Date’ or ‘Select by Vendor’ you need to leave the discount date field blank.



Sort Option
You have two options for the sequence in which the checks will be printed. You may either sort by vendor
name or vendor number, whichever is the most convenient for your company.

Vendor Group

Vendor group is set up within the vendor master file. It was initially designed for companies that had more
than one person responsible for check printing. This will then only print checks for vendors that have that
vendor group attached to their master file. Another use would be for different types of check runs, for
example, you could set up an ‘INV’ vendor group that would only be attached to inventory vendors, so you
could have a check run for strictly payment of inventory. If you have manually selected invoices using the
‘Select by Due Date’ or ‘Select by Vendor’ you need to leave the discount date field blank.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer

or file name.

Control

You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.

The resulting report should match the results if you were to process checks with the same values as sup-
plied.



. Date: 3/14/02 RIP Check Preview Report Page: |
© Company:  LUCKY RENTAL PURCHRSE

VENDOR NAME NUMBER CHECK NUMBER  DRTE
AMTEL COMMUNICATIONS EL] 9754 2/28/02
3120 WEST POST RD

LAS VEGAS NV 89118
INVOICE DATE  PID GROSS DISCOUNT ~ DEDUCTION NET PAID

2088-99  4/01/99 4070.00 4070.00
Total: 4070.00 0.00 0.00 4070.00

ANNTE DUNN B2y 9755 2/28/02

INVOICE DATE  PID 6ROSS DISCOUNT  DEDUCTION NET PRID

5001-15  4/06/99 214.76
14.76

Total: 2 0.00 0.00

COMMUNICATIONS CENTER OF HAUAI 625 9756 2/28/02

INVOICE DATE  PID GROSS DISCOUNT  DEDUCTION NET PRID

@ v i o e
; Total: 4y7.687 0.00 0.00 4y7.87
3 DESERT INN DFFICE CENTER 522 9757 2/28/02

.; 2785 E. DESERT INN RO.
- SUITE 130

© LRS VEGRS NV 89121
.3 INVOICE DATE  PID GROSS DISCOUNT  DEDUCTION  NET PAID

o
o
o
o
o
o
o
o
°
T T R — . °
°
o
®
o
o
o
o
o

‘ Tolal: 6239 68 0.00 000 529988
| EXTRR SPACE g a8 2038102

@ i
' 24-1550 LEDGLE STREET
- LRIPARY Hl 96797

@ v e R0 GSS DISOUNT DECTION  NETPAD

CwmeomRch i g T T
Total: 192.94 0.00 0.00 192.94

MELISSA ERSLEY b1d 9759 2/28/02




Requirements Report (CASHOUT)
The Requirements report provides you with means of projecting cash requirements for defined periods.

Caeh Requiramanie 1 BETR TEST 1B.B /E5/EE 12:53 pa

Baginning Wardor:
Erdlng WYardor:

Includa Deiglila? ¥

Fapart Oetes:

Printar I0: LPE1
Control Printer: Mo

Prags FO when filnlshad
entaring all pereneters

Imput tha begqlnning wendor nunber To ba includad

Beginning Vendor/Ending Vendor
The report may be limited by entering a single or a range of vendor numbers. You may also leave them
blank to get all vendors.

Include Details
Enter (Y)es to include any details that apply.

Report Dates
You may specify up to five date ranges with your choice of increments.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control Printer
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



.§ Date: 3/14/02 AIP Cash Requlrements Report Page: | : .

© VENDOR NAME INVOICE 3/01/01- 3/31/01 Y/01/01- Y/30/01 5/01/01- 5/31/01 &/01/01- §/30/01 7/001/01- 7/31/01 :
.; 1001 P.001089 01 0 0/ 250 0/ 0 0/ 0 0/ 0 ;

: 1001 :001090 0/ 0 0/ 12 0 0 0 0 0 0 : .

© A MC ENTERPRISES, INC P.001087 01 0 0/ 259 0 0 0 0 01 0 :

© R-1 SECLRITY, LTD 144415 2y 0 0/ 0 0/ 0 0/ 0 0/ 0 :

: R-1 SECLRITY, LTD 148384 2 | 0 0 0 0 0 0 0 0 0 3
.; A-RBLE LOCK & ALRAM, INC. 0097239 EL] 0 0 0 0 0 0 0 0 0 ;

© ALERT ALARM OF HAUATI 000897 9y | 0 0/ 0 01 0 0/ 0 01/ 0 : .

* ALERT ALARM OF HAWAII 40020642 116 | 0 0/ 0 0/ 0 0/ 0 0/ 0 :

© RLERT ALARM OF HRWAII ygoayry 1Y/ 0 0 0 0 0 0 0 0 0 :

© RLERT ALARM OF HRWAII 40023033 13 0 0/ 0 0/ 0 0/ 0 0 0 3
.; ALERT ALARM OF HAWAII 40029032 69 / 0 0/ 0 0/ 0 0/ 0 0/ 0 ; .

: ALERT ALARM OF HAWAII 4o03siyo 116 | 0 0/ 0 0/ 0 0/ 0 0/ 0 :

: ALOHA INTERNATIONAL EMPLOYMENTZ93 225 | 0 0/ 0 0 0 0 0 01 0 :

© RLOHA INTERNATIONAL EMPLOYMENT3?8 295 | 0 0/ 0 0 0 0/ 0 0 0 :
.g AMERICAN HERITAGE LIFE INS  63562-00E70 147 | 0 0/ 0 0/ 0 0/ 0 0/ 0 3

: AMERITAS 010-20811-00 327 | 0 0 0 0 0 0 0 0 0 ; .

: RNDREWS ELECTRONICS 4223744 23 | 0 0/ 0 0 0 0 0 0 0 :

© ANDREWS ELECTRONICS 4233831 52 | 0 0/ 0 01 0 0/ 0 01 0 :

- ANDREWS ELECTRONICS 42375857 54 | 0 0/ 0 0/ 0 0/ 0 0/ 0 3
.3 ANDREWS ELECTRONICS 4240415 gl / 0 0 0 0 0 0 0 0 0 3 .
© RNDREWS ELECTRONICS yauygay 85 | 0 0l 0 0l 0 01 0 01 0 :

: RNDREWS ELECTRONICS 4245391 150 | 0 0/ 0 01 0 0/ 0 01 0 :
© ANDREWS ELECTRONICS 4251926 50 | 0 0/ 0 0/ 0 0/ 0 0/ 0 :
© RNDREWS ELECTRONICS 4253609 12 0 0 0 0 0 0 0 0 0 :
.; ANDREWS ELECTRONICS 4254740 289 | 0 0/ 0 0 0 0/ 0 0 0 : .
© ANDREWS ELECTRONICS 4254869 188 | 0 0/ 0 0/ 0 0/ 0 01/ 0 ;

: RSSOCIATES FLEET SERVICES 1551427 21968 | 0 0 0 0 0 0 0 0 0 :

: ASSOCIATIED PATHOLOCISTS 200102-0 458 | 0 0 0 0 0 0 0 01 0 :

.3 ATET WIRELESS SERVICE 3549557 357 | 0 0/ 0 0/ 0 0/ 0 0/ 0 :
© RTET WIRELESS SERVICE 808-283-4503 132 | 0 0/ 0 0/ 0 0/ 0 0/ 0 : .
. BABWELL AGENCY 0214902 ELLN 0 0 0 0 0 0 0 0 0 ;
: BOI DISTRIBUTORS 0600942-IN 3876 | 0 0/ 0 0 0 0 0 0 0 :
. BOI DISTRIBUTORS 0600947-IN 969 | 0 0/ 0 0/ 0 0/ 0 0 0 3
.i BOI DISTRIBUTORS 0600862~ IN 9639 / 0 0/ 0 0/ 0 0/ 0 01 0 : '
: B0 DISTRIBUTORS P:001059 01 0 0/ 2458 0/ 0 01/ 0 01/ 0 :
: BDI DISTRIBUTORS P:001060 01 0 0/ 2458 0/ 0 0/ 0 0 0 3
: BOI DISTRIBUTORS P:001061 0 0 0/ 2458 01/ 0 01 0 0 0 :
. BOI DISTRIBUTORS P 001062 01 0 0/ Y816 01/ 0 01 0 01 0 3
.3 80! DISTRIBUTORS P 001067 0/ 0 0/ 1319 0/ 0 0/ 0 0/ 0 : .
: BI]LLMEH § BERRY'S 1020 9y | 0 0/ 0 0/ 0 0/ 0 0 0 :
DL 0L700-1001 M 559 | 0 0/ 0 0/ 0 0/ 0 0 0 3
: EHNYEIN RENT 10 DUN DELIVERY BON 285 / 0 0/ 0 01/ 0 01/ 0 0/ 0 :
- CRANYON RENT 70 OWN #04 DELIVERY CON 250 | 0 0/ 0 0/ 0 0/ 0 0/ 0 :
.3 CRANYON RENT T0 OWN #06 DELIVERY CON 250 / 0 0/ 0 0/ 0 0/ 0 01 0 : .
© CANYON RENT TO OWN #06 FEB 01-BONUS 290 | 0 0/ 0 0/ 0 0/ 0 0/ 0 :
: CANYON RENT TO OWN #09 FEB 01 BONUS 230 | 0 0/ 0 0/ 0 0/ 0 0 0 :
. CRNYON RENT TO OUN #10 FEB 01 BONUS 125 | 0 0/ 0 0/ 0 0/ 0 0 0 ;
.: CANYON RENT TO OUN #12 DELIVERY BON 100 / 0 0/ 0 0/ 0 0/ 0 0 0 :

: CRANYON RENT T0 OWN #15 FEB 07 BONUS 230 | 0 0/ 0 0/ 0 01/ 0 0 0 :

© CRANYON RENT T0 OUN #7 FEB 01 BONUS 215 | 0 0/ 0 0/ 0 0/ 0 0/ 0 :

: CHARLES WIMS 03/13/01 10000 | 0 0/ 0 0/ 0 0/ 0 0 0 3
.; CHILD SUPPORT ENFORCEMENT AGY 575887670 BA 180 / 0 0/ 0 0/ 0 0/ 0 0 0 : ‘




Trial Balance Report (APTRLBAL)
The Accounts Payable Trial Balance report provides you with a running balance by vendor.

A/P Trlal Balarce 1 BETR TEST 1B.B A/E5/EE  1:96 pa

Bagirning Wardor:
Erdlng Vardor:

Bapinning Data:
Erding Data:

Sort Dption: Wandor Humbar

Printar I0: LPE]
Comprass® Mo

Prags FO when filnlshad
entaring all pereneters

Imput tha begqlnning wendor nunber To ba includad

Beginning Vendor/Ending Vendor
The report may be limited by entering a single or a range of vendor numbers. You may also leave them
blank to get all vendors.

Beginning Date/Ending Date
The report may be limited by entering a single or a range of expense dates. You may also leave them blank
to get all expense dates.

Sort Option
Two sort options are available. You may sort by (V)endor number or (N)ame.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Compress
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.
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Vendor 1099's (AP1099)
The Vendor 1099 report prints IRS 1099 forms for those vendors flagged to receive them in their vendor
maintenance record and having invoices with G/L account numbers that also flagged for 1099's.

A/P Trlal Balarce 1 BETR TEST 1B.B AfE5MEE 1:16 pa

Bagirning Wardor:
Erdlng Vardor:

Bapinning Data:
Erding Data:

Sort Dption: Wandor Humbar

Printar I0: LPE]
Comprass® Mo

Prags FO when filnlshad
entaring all pereneters

Imput tha begqlnning wendor nunber To ba includad

Beginning Vendor/Ending Vendor
The report may be limited by entering a single or a range of vendor numbers. You may also leave them
blank to get all vendors.

Beginning Date/Ending Date
The report may be limited by entering a single or a range of expense dates. You may also leave them blank
to get all expense dates.

Sort Option
Two sort options are available. You may sort by (V)endor number or (N)ame.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Compress
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.

The print format on these will change depending the IRS form changing, therefore, no example will be
provided.



3.7 Bank Reconciliation (BKRECON)
The Bank Reconciliation module will automatically bring checks in from the A/P, all other transactions will be
manual using the following.

Bark Acoount Menu 1 BETR TEST 1B.B fES/EE E:49 pa

Bleer Outstending Itars

Ligt Bark Trargectione
Modlfy Bamk Trarsectione

HAeconcila Benk Rcoount

F1-DFH FE-MRAIL FA-CALEHDAR FS-HELF FT-SECLHITY FE-Pray

Clear Outstanding Items (BKRECCLR)

This program allows you to clear outstanding items once you have received naotification from the bank that it
has cleared. Checks voided from AP and all entries coming from G/L will automatically be cleared by the
system.

Clear [ten= 1 W% FRTTS, IMC. w=s 16/16,/832 185 pn
Bark Tupen ALl

Dater - 16/16/823 [Ooo Renger -

De=aript lam

Enter Date for Quick,/Mas= Clear: 16145832

ORTE TYPE DCUMENT AMOLNT CLEARED OESCRIPTION

Irput Bank Hunber |enter partial reme or =peoes for 1ist)

Bank
Enter the bank number or select it from the lookup window.

Type
Enter the type of document to clear. Options are (C)heck (D)eposit (F)ee (l)nterest (M)iscellaneous
(S)ervice Charge (T)ransfer (V)oid (R)eturned Check or (A)ll.



Date
Enter a range of transaction dates to be cleared.

Doc Range

Enter the beginning and ending document number to be cleared or leave blank for all documents. The auto
interfaced entries into Bank Reconciliation have document numbers coded with specific meanings. If it
comes from the Summary System or G/L, it is the date that it was interfaced into Bank Reconciliation in the
following date format YYYYMMDD. If it is an A/P check, the document number will be the check number.

Description

Enter in the description of documents to be cleared, you may enter in a partial description, or leave blank
for all. Example: if you wanted entries from the summary system, enter SUM in the description.

The auto interfaced entries into Bank Reconciliation have descriptions coded in the following format. The
first 3 digits are the origination indicator, “SUM” for summary, “G/L” from journal entries, and “A/P” from
accounts payable. A space will follow the origination indicator and the next 4 digits will be the location
indicator for the SUM or G/L entries, “0001” for location 1, “0002” for location 2 etc...; If itis an A/P check
entry it will read “VND#” (meaning A/P vendor number), followed by a space and the six digit vendor num-
ber. For the SUM and G/L entries, a space will follow the location indicator and the next 6 characters will be
a specific description of where the transaction came from. For deposits from the summary system, it will
read either “DEP-X" (X being the deposit number on the SUMEODS screen) for individual posting of depos-
its, or it will read “SALES”, “RTO” or “MOVIE” for lump sum posting of deposits. For returned checks from
the summary system it will read “RETCHK”. For the G/L journal entries it will give you the source code that
was used on the entry. Below are examples of each.

Summary System Description for Store #1, Deposit #1:
SUM 0001 DEP-1

G/L Journal Entry Description for Store #1, Source ‘ADJ’:
G/L 0001 ADJ

A/P Check Entry Description for Vendor # 286:

A/P VND# 000286

Enter Date for Quick/Mass Clear
Enter the date for a quick or mass clearing of items. The default will always be the day before the system
date. (This would be used with the F3 and F7 options once items have been listed.)

Once you have made your selections, your cursor will be positioned in the ‘cleared date’ field of the first
transaction. You may use the arrow keys to move up and down on the page, or the F1 to page forward and
F2 to page back. Press F8 to return to the selection criteria at the top of the screen (to return to the menu
press F8 again). Find the document(s) you want to clear and enter the cleared date, use F3 to have the
system put in the quick clear date you had selected above, or use the F7 to clear all documents in your
selection. If you choose F7, you will be given a prompt ‘Are you sure you want to CLEAR ALL selected
records? N’ you must enter a 'Y’ for it to insert a clear date in all documents. When finished with all of your

selections use the F9 to update.



List Bank Transactions (BKRECLST)
All documents for a particular bank may be viewed using the listing option. There are no update capabili-
ties on this screen.

Liet Trarsectione 1 BETR TEST 1B.B ESMAE 3:18 pa

Bark & 1 HEWADR STATE BAMK
Data: EM1782

DATE THPE CLEARED AMOLNT DESCRIPTION
2/E5/E2  Wolded ESESMIE B.6d
2/EEfEE [heck 8., B
Z/EE/EE  Wolded EYEDMOE ABTE . B9
Z/EE/EE  Wolded EYEOE £14. 75
Z/EE/EE  Wolded EYED/OE 447, BT
2/EE/EE  Wolded EYEDMOE GE98, B3-
Z/EE/EE  Wolded E/ED/OE 19E. B4~
2/EEFEE  Wolded E/ED/MOE 315, B4
Z/EE/EE  Wolded EYED/OE 4185.81-
2/EE/EE  Wolded E/ED/MOE 1325, Bd-
Z/EEFEE  Wolded FESME B.Ed

Fl-Haxi Pege FE-Prev PEQe Fla-Exit

Bank
Enter the bank number or select it from the lookup window.

Type
Enter the type of document to list. Options are (C)heck (D)eposit (F)ee (I)nterest (M)iscellaneous (S)ervice
Charge (T)ransfer (V)oid (R)eturned Check or (A)Il.

Date
Enter a range of transaction dates to list.

Doc Range

Enter the beginning and ending document number to be listed or leave blank for all documents.

The auto interfaced entries into Bank Reconciliation have document numbers coded with specific meanings.
If it comes from the Summary System or G/L, it is the date that it was interfaced into Bank Reconciliation in
the following date format YYYYMMDD. If itis an A/P check, the document number will be the check
number.

Description

Enter in the description of documents to be listed, you may enter in a partial description, or leave blank for
all. Example: if you wanted entries from the summary system, enter SUM in the description.

The auto interfaced entries into Bank Reconciliation have descriptions coded in the following format. The
first 3 digits are the origination indicator, “SUM” for summary, “G/L” from journal entries, and “A/P” from
accounts payable. A space will follow the origination indicator and the next 4 digits will be the location
indicator for the SUM or G/L entries, “0001” for location 1, “0002” for location 2 etc...; If itis an A/P check
entry it will read VND# (meaning A/P vendor number), followed by a space and the six digit vendor number.
For the SUM and G/L entries, a space will follow the location indicator and the next 6 characters will be a
specific description of where the transaction came from. For deposits from the summary system, it will read
either “DEP-x" (x being the deposit number on the SUMEODS screen) for individual posting of deposits, or
it will read "SALES”, “RTO” or “MOVIE” for lump sum posting of deposits. For returned checks from the
summary system it will read "RETCHK”. For the G/L journal entries it will give you the source code that was
used on the entry. Below are examples of each.



Summary System Description for Store #1, Deposit #1:
SUM 0001 DEP-1

G/L Journal Entry Description for Store #1, Source ‘ADJ’:
G/L 0001 ADJ

A/P Check Entry Description for Vendor # 286:

A/P VND# 000286

Status
Enter the status of transactions to be listed, (C)leared, (O)utstanding, or (B)oth.

Should the listing span more than one page, use the F1 to page forward and F2 to page back, press F8 to
return to the selection criteria at the top of the screen (to return to the menu press F8 again).

Modify Bank Transactions (BKRECCHG)
A bank document may be added, changed, and/or deleted using this module.

Hadify Hank Trans | w#w FRTTE, IHMC. w=s 16/22,/83 1266 pn

Bark e 3  SUMTRUST BAMKE, IHC Tupe: ALl

Oatmr 9081060 - G/20/42 Ooo Ranpgers -

De=aript lam Statu=1 Hoth
ORTE T¥RE DOCLUME HT AMOLHT CLERREOD DESCRIPTIOM
0/E2/82 Oepomit SEEdLiain 2dES. 18 1814063 EIW el OEP-1
O/E2 82 Oepomit SEEdiain G2T.30 1814063 GlM a1 OEP-4
0/e2 82 Oepemit SEEdLaig B3.80 1814/63 GEiWM eagl OEP-5
O/E2/82 Oepemit SEEdiain 2TEl.98 181463 ElW edEd OEP-1
0/e2/82 Oepemit SEEdiain d44.92 181483 ESUW e OEP-4
O/e2/82 Rtrn Chk SEEdiain Ta.ae 181463 EUW e RETCHE
O/E2 82 Oepemit SEEdLaig 21ed.65 1814063 EIW &ded OEP-1
O/E2/82 Oepemit SEEdiain T892 4814093 SUM EAEd OEP-4
O/e2/82 Oepemit SEEdiain Td.20 181463 EUM 64 OEP-5
O/E2/82 Oepemit SEEdiain 2588 1814063 SUM 64 OEP-8
0/e2 82 Oepemit SEEdLaig 174,12 1814583 BUW fAES OEP-1
O/E2 82 Oepemit SHEdiain 425.12 1814063 GSUW eEes OEP-4

Fi-Hamt Pg Fe-Prew Pg F3-Chp Fd4-0el FE-In==rt F7-0el all FA-Select

Bank
Enter the bank number or select it from the lookup window.

Type
Enter the type of document to list for modification. Options are (C)heck (D)eposit (F)ee (I)nterest
(M)iscellaneous (S)ervice Charge (T)ransfer (V)oid (R)eturned Check or (A)ll.

Date
Enter a range of transaction dates to list for modification.

Doc Range

Enter the beginning and ending document number to be listed for modification or leave blank for all docu-
ments. The auto interfaced entries into Bank Reconciliation have document numbers coded with specific
meanings. If it comes from the Summary System or the GJ/L, it is the date that it was interfaced into Bank
Reconciliation in the following date format YYYYMMDD. If it is an A/P check, the document number will be
the check number.



Description

Enter in the description of documents to be listed for modification, you may enter in a partial description, or
leave blank for all. Example: if you wanted entries from the summary system, enter SUM in the description.
The auto interfaced entries into Bank Reconciliation have descriptions coded in the following format. The
first 3 digits are the origination indicator, “SUM” for summary, “G/L” from journal entries, and “A/P” from
accounts payable. A space will follow the origination indicator and the next 4 digits will be the location
indicator for the SUM or G/L entries, “0001” for location 1, “0002” for location 2 etc...; If it is an A/P check
entry it will read “VND#" (meaning A/P vendor number), followed by a space and the six digit vendor num-
ber. For the SUM and G/L entries, a space will follow the location indicator and the next 6 characters will be
a specific description of where the number came from. For deposits from the summary system, it will read
either “DEP-x" (x being the deposit number on the SUMEOQODS screen) for individual posting of deposits, or it
will read “SALES”, “RTO” or “MOVIE” for lump sum posting of deposits. For returned checks from the
summary system it will read “RETCHK”. For the G/L journal entries it will give you the source code that was
used on the entry. Below are examples of each.

Summary System Description for Store #1, Deposit #1:
SUM 0001 DEP-1

G/L Journal Entry Description for Store #1, Source ‘ADJ’:
G/L 0001 ADJ

A/P Check Entry Description for Vendor # 286:

A/P VND# 000286

Status
Enter the status of transactions to be listed for modification, (C)leared, (O)utstanding, or (B)oth.

Once you have made your selections, your cursor will be positioned on the top document, you may use the
arrow keys to move up and down on the page, or the F1 to page forward and F2 to page back. Pressing the
F3 key on a transaction will allow you to make a change. F4 will select the transaction your cursor is on at
the time for deletion. It will then ask if you are sure you want to delete, press (Y)es to delete or leave the
default of (N)o if the transaction is not to be deleted. F5 will allow you to insert a transaction. F7 will select
all transactions within your entire selection criteria for deletion. It will then ask if you are sure you want to
delete, press (Y)es to delete or leave the default of (N)o if the transactions are not to be deleted. F8 will
take you back to the top to reselect transactions to be listed for modification (to return to the menu press F8
again).



Reconcile Bank Account (BKRECACT)
Once all entries have been made and all documents have been cleared, you may reconcile your bank
account.

Bank
Enter the bank number or select it from the lookup window. Press enter and the following screen will be
displayed.

Reconcile Account 1 =¥ ART'S, IHLC, =k= 18/2E/E3 1218 pn

Bank 2 3 ELUNTRUST BRHKS, INC

Your Present Check Book Ledpar Balance: £44, T5E. B3

Qutstending Chacks: 56,68

Qutstending Deposliss: g6, 68

Dutstandlng OThars: F6. 68

Your Conputed Benk Staiement Balance: £44, V5. E3

Entar Reotusl Benk Stetenment Balarce: 36,68

Entar Rocount Balance from Benk S1atement

Enter Actual Bank Statement Balance
Enter the ending balance that appears on your bank statement and press enter. The screen will then
display your out of balance amount. See example.

Reparclle Rooaunt 1 W= FRTTS, IMC. ®=g 188282 1016 pn

Bark e | SUMTRLIST BAMKS, IHC

¥our Pre=ant Check Book Ledger Balance:r g44,7E2.92

Dutstarding Cheaks: Bl L0

Dutstarding Depasitse B LA0

Out=tanding Other: B L.A0

Yaur Conputed Bark Statensant Balsnoer g44,7E2.02

Erter Actual Bark Statenart HBalancer g44,949 .62

Out af Balarce Paount : 305 . TE-

Print Detalled Report?c o Printer IO LPE1

Oo you want to print & Detalled Bank Recoroilistion Report? [¥ies ar (Mo




Print Detailed Report
Enter (Y)es to print a detailed bank reconciliation report with all outstanding items, or leave the (N)o if you
do not wish to print.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Once all parameters are entered, press F9 or Enter to begin the printing process.



‘ BANK  DATE  TYPE CLEARED DOCUMENT  AMOUNT  DESCRIPTION .
1102001 Check 02 BN RS-

I 103001 Check 6143 200.00-

1104101 Check B 1918

I 10401 Check BIY5 12038 ®

I 104101 Check 16196 180.00-

I 10401 Check B 184,63

110401 Check 5198 288.42- o

I 10401 Check 15149 .63

I 10401 Check 16150 184.62-

1108101 Check wes .-

110801 Check W 200.43- ®

1 106/01 Check Wi 1.0

I 108101 Check We  682.86-

1108101 Check we SELIS- o

I 1O8I01 Check WE  205.08-

I 108101 Check weal %4

I 108101 Check W3 213494 O

I 1O8I01 Check WE3 3180

1 106/01 Check WK 1259.00-

I 1106101 Check WeE 2.0 o

1108101 Check W% 20156

I 108I01 Check w637 16.04-

1 106/01 Check Wil v

I 108I01 Check Wl 300.00- ‘

1108101 Check WO 11990.85- |

I 1O8I01 Check we 35250 3

I 108101 Check W 103.2%- .

I 108101 Check W3 265Y.84- s

I 108101 Check Wew 90528

1108101 Check Wes 1333 ®

I 108I01 Check WeYs  1750.00-

1108101 Check wey  759.16-

I 108I01 Check W 596.00-

1 106/01 Check WS 2326.35 ®

I 108I01 Check Weso  1151.20-

1108101 Check wes| 1397.56-

I 1O8I01 Check w552 68. 65- o

I 108101 Check 4553 50.64-

I 108101 Check wesy 2205

1108101 Check WSS 100.00- o

1 106/01 Check WS 399.31-

I 108I01 Check w4557 6..00-

1108101 Check wess 2023 [ )

I 108I01 Check WS 90.50-

1 106/01 Check VB 639.94-

I 1105101 Check W56 93.00- o

1108101 Check wee  615.33-

I 1O8I01 Check W 2003

1 106/01 Check 564 15..00-

I 108101 Check T 20.53- ®

I 106I01 Check Wees  2501.00-




Bank Transaction Report (BKRECRPT)
The Bank Transaction Report is a detailed listing of bank transactions within the specified ranges.

Bark Trars Report 1 #=# FRTTS, IMC. w*& 16/22,/82 127 pn

Bark Mumb=r Ranges =
Oate Rarge: =
Ooounent Ranges =
Tupen ALl
De=ariptlan
Statu=1 Hoth

Printar I0r LPEI
Control? Ha

Pra== F8 vhen finishe=d
entering all paraneters

Imput the beginning bank runber to b= included | leawe blark for alll

Bank Number Range
The report may be limited by entering a beginning and ending bank number or you may leave them blank to
get all banks.

Date Range
The report may be limited by entering a beginning and ending date or you may leave blank to get all dates.

Document Range
The report may be limited by entering a beginning and ending document number or you may leave blank to
get all the dates.

Type
Enter a specified type or (A)ll for all types. The different types are (C)heck (D)eposit (F)ee (l)nterest
(M)iscellaneous (S)ervice Charge (T)ransfer (V)oid (R)eturned Check or (A)ll.

Description
Enter a specified or partial description, or leave blank to include all descriptions.

Status
Enter the status of the transaction, (C)leared, (O)utstanding, or (B)oth for all.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



.3 Date: 10/22/03 Bank Transaction Report Page: |
: BANK OF AMERICA
Bank # Range: - Date Range: 9/01/03- 9/30/03 Type: RII
Doc # Range: - Desription: Status: Both
BANK  DRTE  TYPE CLEARED DOCUMENT AMOUNT ~ DESCRIPTION

| 9/02/03 Deposilt 20031015 2550.65  SUM 0002 DEP-1
1 9/02/03 Deposilt 20031015 1364.36  SUM 0002 DEP-Y
1 9/02/03 Deposilt 20031015 100.00  SUM 0002 DEP-5
1 9/03/03 Deposilt 20031015 1633.32  SUM 0002 DEP-1
1 9/03/03 Deposilt 20031015 191.30  SUM 0002 DEP-Y
1 9/04/03 Deposit 20031015 720,33 SUM 0002 DEP-1
1 9/04/03 Deposit 20031015 230.84  SUM 0002 DEP-Y
1 9/04/03 Deposit 20031015 175.30  SUM 0002 DEP-5
1 9/05/03 Deposilt 20031015 2272.56  SUM 0002 DEP-1
1 9/05/03 Deposit 20031015 209.56  SUM 0002 DEP-Y
1 9/05/03 Deposilt 20031015 100.00  SUM 0002 DEP-5
1 9/06/03 Deposilt 20031015 3752.93  SUM 0002 DEP-1
| 9/06/03 Deposil 20031015 463.03  SUM 0002 DEP-Y
1 9/06/03 Deposit 20031015 200.00- SUM 0002 DEP-5
| 9/06/03 Deposit 20031015 78.07  SUM 0002 DEP-6
1 9/08/03 Deposilt 20030918 2049.93  SUM 0002 DEP-1
1 9/08/03 Deposit 20030918 764.65  SUM 0002 DEP-Y
1 9/08/03 Deposilt 20030918 140.00  SUM 0002 DEP-5
1 9/09/03 Deposit 20030918 1033.33  SUM 0002 DEP-1
1 9/09/03 Deposit 20030918 138.43  SUM 0002 DEP-Y
TYPE T0TAL
Deposit 171777.59
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*Only use if credit cards are deposited in same account as other deposits.




Once you have manually assigned the account numbers, using the worksheet, you may begin entering them
into Summary Account Maintenance (SUMGL)

GfL Sumery Rocie 1 BETR TEST 1B.B 3f14/8E 12:56 pa

FIELD  ACCOUNT  DESCRIPTION POETY
5Bl RENTAL IMCOHE

Jesk SALET THAS PAYRELE COMPANY
SEEE SECURITY LDEPOSIT RCCOLHT
SEE8 LATE FEES IHCIME

SE93 IMSTALLATION IHCOME

SE8  PRYMENT PROTELT ION

5011 0OTHER IHCIME

SB1T SVWCE COD & WARHAANTY IHCOME

L
e
3
4
5
B
T
B
g

5Bl REHTAL IMCOHE
1E91 CFASH CHECKIMG
8128 DEPOSITS + OA -

P B e R e B R

Imput tha account nunbar o~ 8 feud characters of Tha nene

Field
This is a preassigned number to coincide with the worksheet.

Account

Enter the General Ledger account number you would like that summary field to post to when interfacing, if
you do not know the account number, enter a few letters of the account description and select from the
lookup window.

Description
The description will automatically be filled in once the account number has been selected.

Post
Enter Y is you want this field to be posted when interfacing.



Valid Account Report (ACCTVAL)
This report provides detailed information about how the General Ledger accounts are used.

Walid Rocet Hpt 1 BETR TEST 1B.B 3144098 1:95 pa

Report Tupa

Bapimning Simi:
Eredlng STmt:

Printar I0: LPE]
Control® Mo

Prags FO when filnlshad
entaring all pereneters

Irput iha report Tupa: (Alssigned [Iirwelld or (Hlot Resipned

Report Type

The report type selected will detail one of the following account types: (A)ssigned, (I)nvalid, or (N)ot
Assigned. (A)ssigned accounts are valid G/L accounts that are assigned to a financial statement. (N)ot
Assigned accounts are valid accounts that are not assigned to a financial statement. (l)nvalid accounts are
accounts that no longer exist but are being referenced on a financial statement. The most helpful of all
report types is the (N)ot Assigned, this will help assist you, when financial statements no longer foot, to find
the account that is missing.

Beginning Stmt/Ending Stmt
Enter the beginning and ending statement layout number you would like to check.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



.5 Date: 3/14/02 G/L Accaunts Not Assigned to Siatements Page: | .

: Company: 1 BETA TEST 10.0 ;

: ACCOONT  DESCRIPTION COMPRNY BRLANCE  TYPE :

Lo Cash IDebit  Rssel L )

: 2092 UNAMORTIZED LOAN COSTS 1 Debit Rsset :

: 5400 AOVERTISING 1 Credit  Expense :

: 8237 REINSTRATEMENT FEE INCOME 1 Debit Expense :
.; 8238 LRTE FEES 1 Oebit  Expense .
a P

Year End Procedures (GLYREND)
It becomes necessary, at year end, to roll the actual amounts to the comparative amounts and set the
balance forward amounts to reflect the prior year’s business. This is done using this module.

Make sure the following things have been checked or done before doing the Year End.

. Verify all period dates for the fiscal year you are about to close are correct in the Company record
(CHGCOMP).

. Recalculate all balances (ACCTBAL).

. All financial statements have been printed.

. Trial Balance has been printed.

. Good system backup.

The first screen tells you exactly what the system does when this module is run.

GfL Yaer Erd 1 BETR TEST 1B.B 3f14/8E 1:26 pa

Bafora ProcaedinD. Plesse Raed This Informetlion Carefully!

Run the progran to receloulate belences before you run Thie progran
Thia procacdura ulll parforn the folloulng funct iongs:

Calculete Mat [ncora for The Spacif ied Flacal Yeer
Creata Belenca Forward Records for B/5 Accounis
Creata ZerD Balances for Incone Roocounts

Post Het Incomef/Loes to the Speclfled Earnlngs Acct
Updata Perlod Dates To tha next fiscel year

Creata Prioe Year Aeounte from actual emounts

Prags [RETURN] o procaed or [CHO] to Quit

Once you have read through this first page, press <ENTER> to continue or F8 to exit to menu.




GfL Yaer Erd 1 BETR TEST 1B.B 3f14/8E 1:26 pa

Aeckups conplete? i

Trial Balance printad?

Start of fiecel year:
Erd of fiscel years:

Purpga Trargect ione?

Eerninge Bccl numbar:

Prags FO when filnlshad
entaring all pereneters

[nput the full word “YES" 1f flles hewe baen beckad-up

Backups complete
Do you have a good backup? You must enter ‘YES’ to continue.

Trial Balance Printed
Do you have a printed Trial Balance? You must enter ‘YES' to continue.

Start of Fiscal Year/End of Fiscal Year
Enter the first and last date of the fiscal year you are closing.

Purge Transactions

Always answer NO to this question! This was originally put in here when hard drive space was an issue. If
you were to answer YES, it would purge all transactions for that year once the balances were brought
forward, which means you could never reopen the year or view any old information in account analysis.

Earnings Acct Number
Enter the General Ledger account number for retained earnings. This will bring all current profit/loss into
this account.

Once all parameters are entered, press F9 to begin the year end process.

When it has completed, recalculate balances (ACCTBAL) again. The year end will now be complete.



3.0 General Ledger (GL)
General Ledger provides multi-company, multi-store accounting with up to thirteen accounting periods per
fiscal year.

Before using the G/L module make sure you have completed the steps in the ‘Getting Started’ section.

Gararal Ladger 1 BETR TEST 1B.B FESMAE 4:1T pa

RAccount Anelusls Higtarical Sieienents
Bucget Menu Journel Eniries
Comperet ive Data Changes Leyout Malntanance

Fila Meinienanca Print Flnenciel Statemants

FrEquant /Aecurring J/E'S Heportg

F1-DFH FE-MRAIL FA-CALEHDAR FS-HELF FT-SECLHITY FE-Pray

Some of the features provided by the General Ledger module include:

. Support for 999 companies with up to 9999 stores each

. Interactive validation for in balance entries

. Lookup windows available for account numbers, stores, source codes and statement layouts
. Multiple operators can be entering journal entries at the same time

. Journal entry date validation against a defined current period

. Multiple line text descriptions for all journal entries

. On screen access to all account summary and detail information

. User-defined layouts for Financial Statements with multiple formats available

. Budget, Comparative and Actual amounts for each period

. Parameter driven report for maximum flexibility



3.4 Account Analysis (GLSTATUS)

Several options are available for on screen analysis of accounts, with all data available in both summary
and detail format. Additionally, you may choose to break the information into specific stores or to summa-
rize it at the company level.

The account analysis display provides on screen access to actual, budget, and comparative amounts.
Percentages are displayed for each period, with totals for the year.

Rccount 5TETuUS 1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Focaunt : [ Dapt MAudpat 2 B/l
Prof 1T Cemtar: gog0an Tiypa: Paripd

Imput tha account nunbar To be dieplayad

Account
Enter the G/L account number you would like to analyze.

Profit Center
Enter the profit center/store or leave the 999999 to default to total company.

Dept/Budget
Enter the department number or leave 0 to default to all. If you have multiple budgets set up you may enter
the budget number you would like displayed.

Period
You may select what type of analysis you would like displayed, (P)eriod or
( C)umulative.

Once the account is selected, the summary information is displayed.



Rccount 5TETuUS 1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Rccount 3 Sl REHTAL IHCIME Dapt fBudpat 3 Bl
PFrofli Centar: 959580 All Tupa: Pariod
———FERIO—— --BALAHE— -—%-- -—BRJGET— -—%- —-PRIA—- --%—
Bagin Balance ==» B.6d a.4a8

1/al/e2- 1/31/8E BEEITE. TE- 18,1 545351 .64~ 97.4 BSETHG.SE-
2/al/e2- BfE8/AE 5449816.59- 18.3 654319.6840- 98.B BE34EG.E3-
JfaLses- 3,318 G4658E. 15— 18.4 BEISEE.BO- 97.4  BEHIET.1B-
a1 /ee- 4388 BEGEE5. 3 - 8.7 GEITAL.EBO- HB.1  BIL947.24-
5/al/e2- 5/31/8E SHGEGE. 40— 9.4 BESEAT.EBO- 4.4  B1EG4E.39-
6/a1/82- 6S3/4E SEERd) . B3 TEQEE5.640- 85.1  BEESIT. 18-
ThaLfeE- TS3106E S3ETE. 15- TIATSE.BO- T4.4  BESEOB4.GE-
a/al/e2- BS31/8E 516749, 7d- TEAB45.640- TE.B  BE3T4ES.GE-
9/a1 /8- 83448 518893, 67~ T49E38.B0- TE.1 BES5OEE.63-
Lafalsee-16,/31/98 496321 . B4~ T51598.640- B6.B  B4TY9B1.E5-
L1/a1/e2-11,/ 398 ABAET V. B To9E99. 640~ Bl.6  BABAES.99-
L2falsee-1e/ 3198 B, TEGESE.B9-  B.B BTHOB4.51-
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d 2nddZTREIRRE
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Paripd Belenca =»  BE4IGA4.HT-
Ending Belenca =»  BE43604.0T-
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=]
a

BS1E457. 60— T3.3 TESE347.56-

Fl-Haxi FE-Prew F3-Sumery F4-J/E's F5-Mat Chp FE-Bdg/Conp ENTER-Raslert

Several options for analysis are available from the summary screen. These same options are also available
from some of the lower level screens.

Once you have selected the G/L account, profit center/store, department, budget and type, you can scroll
through the rest of the G/L account numbers by using F1 to view the next account number and F2 view the
previous account number.

F4-J/E’s
You may view any journal entries associated with this account number by pressing F4. You may specify a
starting and ending date or it will default to the beginning and ending dates of your current period.

Rccount 5TETuUS 1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Rocaunt 3 5Bl REMTHA. IMCDOME Dapt /Budgat 2 Bl
Prof 1t Centar: gEaean All Typa: Pariod
Stari Dete: L/P1/81 End Data: 1/31/81

CTR SRC  EXPLAHAT IOH ORTE OEB
LM L/Bafal
LM 1/B3al
LM L/ed Al
SN L/BSfal
1L L/e6fal
LM 1/Bd Al
LM 1/Ed Al
SN Lf1afal
LM Lf11al
LM Lf1gfal
LM 1/13/a1
SN 1f15/5a1
SN LA16fal

—

T CREDIT
1326, B3
1318, B35
2] |
B3, 44
148E. &1
7. B4
736, BS
B4B. 5
B.6d
1434.43
17a7.44
33, 35
6. £

Lo o R R B ol B e ol )

EEEEEEEEEEEEE

Fl-Haxi Pege FE-Prev PEQe Fla-Exit

The listing will include the profit center/store, source code, explanation if applicable, journal entry date, and
debit or credit amount for each entry.

You may scroll through the journal entries using F1 to page forward and F2 to page back. <ENTER> will
bring you back to the summary screen.



F5-Net Chg
Net change analysis is available for a single account within a given range of dates by pressing Fb5.

Rccount 5TETuUS 1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Rocaunt 3 5Bl REMTHA. IMCDOME Dapt /Budgat 2 Bl
Prof 1t Centar: gEaean All Typa: Pariod
Sierting Detes L1/P1/81 Erdlng Data: 1/31/81

BEG BALAMCE DEBITS CREDITS EMD BALAHCE HET CHAMGE

TTo66 .26 25468 26953 . 36 THEGES . 98- 2563 . TE-

Fl-Haxi FE-Prew F3-Sumery F4-J/E's F5-Mat Chp FE-Bdg/Conp ENTER-Raslert

From this screen you have the same functions as the summary screen.

F6-Bdg/Comp
The budget amounts represent projected amounts for the current year, where the comparative amounts
represent amounts for the same period last year.

Rccount 5TETuUS 1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Rccount 3 Sl REHTAL IHCIME Dapt fBudpat 3 Bl
PFrofli Centar: 959588 All Tupa: Pariod

————PFRD BOG-— -—-%T0 BOG-—- ——FAD [HP--— --%— -—-%T0 CWA—- —%—-
BAE3S5]1 A8 545351 . B BSETHG.SE- 97.4 BEETHE.5E- 97.4
54319 . 98- LEERETE . B BE34EE , 23— LIEGEEE. ¥5- 98.8
B35, A8 LIEIEEE . B4 BGE1ET . 16~ 19854408, 53— 90,4
BAETE] A8 EG51861 . B- E91947 .24~ BBETET.1T- 9R.T
E95547 . A8 JTI4TEAR. B- B1EG4E . 358~ FIe5EEa, 55— 141.3
TASEES A8 4051593, B~ B2ES 3T . 18- FEEEE, BE- 1938
T1E8754 A8 47133, B ESEEE . HE- 4569421 . 46— 193.9
TEEE45 , 8- SADEEER. B- E374BG . 6E- S2EGEDH. BE- 1A5.E
TAEE 30 98- E23HE18, B- ES5a8E .63~ SAE1EEE. T1- 196.1
o195 98- E981E616. B- BATHE] . E5- ESE9EST. 55— 147.1
TaEHEd a8 TTE1605, - BABAES 98- 7176083, 85— 198.B
TEEESE A8 B 18457, B- ETEEIE4.51- THES347. 55— 108.4

A0 - EN B G 1O e
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8518457 . 98- BES1E457 . B~ TESEO4T.56- 104.4 THES347. 55— 198.4

Fl-Haxi FE-Prew F3-Sumery F4-J/E's F5-Mat Chp FE-Bdg/Conp ENTER-Raslert

From this screen you have the same functions as the summary screen.

When you are finished with your analysis, press F8 to return to the menu.



3.5 Budget Menu (BDGMENU)
The Budget program allows you to create up to nine different budgets. This allows you to report different
budgets to different groups, for example, stock holders, regional managers, store managers, etc...

1 BETR TEST 1B.B J/EG/EE E2:43 pa

Data Changes

Capil

F1-DFH FE-MRAIL FA-CALEHDAR FS-HELF FT-SECLHITY FE-Pray

The first step is entering the budgets, this can be done either by manual entry using the Budget Data
Changes or by importing from an Excel spreadsheet using the Budget Import.

Budget Meint 1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Proflt Centar: [Eoooan
RC Ut 2
Budgat: 1

[nput the proflf centar nunber or B90959 for & 1ist

Profit Center
You must enter the profit center/store of which budget you are entering.

Account
Enter the G/L account number.

Budget
Enter the budget number you are working on, 1 through 9.



1B/B1 /81— BfE6/82

Budget Meint 1 BETR TEST 1B.B
Prof 1t Centars: I Cethy's Aent ta Own
Rccount 3 5Bl  RENTAL IMCOME

Budpgat: 1
————PFRD BOG-— -—-%T0 BOG-—- -———FAD [HP--
1 J5ES A6 JHEER. Bd- 45271 .35
2 JE501 .96 THSET . B 43219 .58
3 Jeal6 . a6 118443, Bx- A5ETE . 1B
4 41669 .96 1BAETE., - 43297 .65
3 AE164 06— 2e2181 . Bd- 350449 .48
= AEaEd A6 2456439, Bd- JTev4. 93
T A4544 , QE- 2E9E5 3. Bd- 39754, TE
g 444649 . E- JEISEE. B JBEES .23
g A5ATS A6 Jrasav. Bd- 38230 .88
14 456081 .96 AEAETH. Bd- JEE45 .37
11 46165 . 26— AT444., B- JvsEd .58
1 ABSE A6 516844, Bd- ABTEY .25
S1E944 98- 516844, Bd- 4E5HEE 95

- ——%— -—-%T0 CAP—- —&—-
- BG.E 45ET1.35- H6.E
- H1.4 B3498.B5- E8.7
- Ba.8 1533766, 85— 88.5
- 55,1 177EG4.64- 908.4
- 167.9 216195.86- 93.6
- 114.9 253379, 89~ 96.7
- 1149.8 283138, 71- 98.6
- 1E1.E JE9EES. Ba- 141.1
- 114.9 JEgeSE. B3 19E.B
- 118.5 ABTRAC.B9- 194.1
- 1E3.4 445138, T3~ 1495.7
- 114.1 AESEEL, 55— 196. 4

- 1BG.4 AESEES, 55— 196. 4

Input The budgeted amunt for this perlod or [ENMTER] uhan dora

Starting at period 1, enter the budget numbers for each period. The YTD budget will automatically be filled
in after each entry. Don't forget to use (-) on any account that carries a credit balance such as liabilities
and revenues. When finished entering amounts for that G/L account number, press F9 to save and move
on to the next account number. When finished with the overall budget entries, press F9 to save the

amounts on the last account number, then press F8 to return to menu.

Budget Copy (BDGCOPY)

The budget copy was designed to assist in the tedious reentry of like stores with similar budgets. You may

copy from store to store.

Copy G/L Budpat

1 BETR TEST 1B.B

B/el/ae- 2/26/88

Sterting Locetlan:
Ending Locetlan:
Budget Selectad:

Prags FO when filnlshad
entaring all pereneters

Starting Location

Enter the profit center/store you would like to copy from.

Ending Location

Enter the profit center/store you would like to copy to.

[nput the sterting locetlon nunber




Budget Selected
Enter the budget to copy from, 0 selects all.

When you have correct information to copy, press F9. When the copy is complete it will return you to the
menu.

Budget Import (BDGIMPRT)

The Budget Import module allows you to import budgets from Excel into the RSSS budget program. Call
RSSS for the format in which to use in Excel. You will need to save the Excel program as a comma delim-
ited file and place on your RSSS tower using a floppy or ftp.

1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Impori Fl1le Hama: JGLACGL
Budget: 3

Imput tha budpat runber inporting

Import File Name
Enter the pathname of the Excel budget file.

Budget
Enter the budget number you would like designated for this budget.

When finished entering all information, press F9 to begin importing. When the import is complete it will
return you to the menu.



Budget Report (RPTBDG)
An option is provided to print the budgets entered.

Rapari Hudpat 1 BETR TEST 1B.B B/el/ae- 2/26/88

Etertirg Accourt: [l
Ending Acoount @

Aeport Option: Budgets Budpat Salacted: 1
Rooount Typa: All
Prof it Canter: SG90GEG

Printar I0: LPE]
Control® Mo

Prags FO when filnlshad
entaring all pereneters

Imput tha starilng eccount nunber

Starting account/Ending Account
Enter a range of G/L accounts you would like to report on or leave blank for all.

Report Option
Select either (B)udget amounts or (C)omparative amounts.

Budget Selected
Enter the budget number you would like to print.

Account Type
Enter the account type you would like to print (A)sset, (L)iability, (C)apital/Earnings, (R)evenue, (E)xpense,
or leave blank to get all types.

Profit Center
Enter the profit center/store you would like to print or leave the 999999 to get all.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



‘II’% Date:

: Company

3/13/02 G6/L Rccount Budget Amount Report Page:
1 BETA TEST 10.0

© Account: Al Profit Center: 1 Cathy's Rent to Qun Type: Al
Account: 1000  CRSH CHECKING - HOME OFFICE Normal Balance: Debit Type: Rsset
-CTR- =---PRD [-=--  ----PRD 2---- -=-PR0 3-=--  +==-PR) Y----  ----PRD 5---- --PRD § ~==-PRD 7----
1 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
-C'TR-  ----PRD §----  ----PRD 9---- ---PRD 10---  ----PRD I]--- ---PRD 12--- -PRD 13 ---T0TALS----
1 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
Account: 1001  CRSH CHECKING Normal Balance: Deblt Type: RAsset
-CTR- =---PRD {-=--  ----PRD 2---- ==-PRD 3-=--  -==-PRD Y---- =-=PRD §---- ----PRD §----  ----PAD 7----
1 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
-C'TR-  ----PRD §----  ----PRD 9---- ---PRD 10---  ----PRD I]--- ---PRD 12--- ----PAD 13---  ---T0TALS----
1 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
Account: 1002 CRSH CHECKING - CANYON PAYROLL Normal Balance: Debit Type: RAsset

(TR ==e-PRD fewax  wee-PRD 2zerr  =eeoPRD 3arxe wesoPRD Uresr  wosPRD Seere ceoRD oes -en<PRD Jree-
0.00 0.00 0.00 0.00 0.00 0.00 0.00

“[TR  ==c-PRD Beesx  weePRD Qxere  esoPRD 10exs wesPRD [fex weesPRD (Rere weoPRD [3es -eTOTALG:--
0.00 0.00 0.00 0.00 0.00 0.00 0.00

Account: 1010 PETTY CASH Normal Balance: Debit Type: Asset

-CTR-  ----PAD 1----  ----PRD 2---- ---PAD 3----  ----PRD Y---- ---PRD 5---- ----PAD §----  ----PAD )----

1 0.00 0.00 0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00 0.00 0.00

-CTR- ----PRD §---- -=-PRD 9---- ==-PRD 10==-  -==-PRD []--- =-=PRD 12--- ----PRD 13---  ---TOTALS----

1 0.00 0.00 0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00 0.00 0.00

Account: 1011 Cash Normal Balance: Debit Type: Asset

-CTR- ----PAD 1---- ---PRD 2---- ---PAD 3----  ----PRD Y---- ---PRD 5---- ----PAD §----  ----PAD ----
0.00 0.00 0.00 0.00 0.00 0.00 0.00




3.3 Comparative Data Changes (COMPMNT)

In addition to maintaining summary level amounts per account and profit center/store, budget and compara-
tive amounts are retained for each financial period. The comparative amounts may be manually entered for
years prior to using the RSSS accounting system. Of course, once you have been on our system for a full
fiscal year, this information will automatically be retained.

Corgeret Lves 1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Proflt Centar: [Eoooan
RC Ut 2
Budgat: 1

[nput the proflf centar nunber or B90959 for & 1ist

Profit Center
You must enter the profit center/store of which comparative you are entering.

Account
Enter the G/L account number.

Budget
Enter the budget number you would like to view with the comparative.

Corgeret Lves 1 BETR TEST 1B.B 1B/B1 /81— BfE6/82
Prof 1t Centars: I Cethy's Aent ta Own
Rccount 3 5Bl  RENTAL IMCOME
Budpgat: 1
————PFRO BOG-— -—-%T0 BOG-——- -———FAD [HP--— --%— -—-%T0 CWA—- —%—-
1 J5ES A6 79626, 29— ] 45271.35- B6.E 45ET1.35- H6.E
2 JE501 .96 THSET . B 43219.568- B1.4 B3498.B5- E8.7
3 Jeal6 . a6 118443, Bx- 45276, 18- BE.E 1533766, 85— 88.5
4 41669 .96 1BAETE., - 43287.68- 55.1] 177EG4.64- 908.4
3 AE164 06— 2e2181 . Bd- 350449 .48- 167 .9 216195.86- 93.6
= AEaEd A6 2456439, Bd- Jev4.93- 114.9 253379, 89~ 96.7
T 44344 06— £EHESS. B- 3975, TE- 114.8 £E313e.71- 98.6
g 444649 . E- JEISEE. B JBEES .23 1E1.E JE9EES. Ba- 141.1
g A5ATS A6 Jrasav. Bd- J=23.88- 114.9 JEFeSE. B3 19E.B
14 456081 .96 AEAETH. Bd- JE545.37- 118.5 ABTRAC.B9- 194.1
11 46165 . 26— AT444., B- Jvsed .56 163.4 445138, T3~ 1495.7
1 ABSE A6 516844, Bd- 4B7TEY.25- 114.1 AESEEL, 55— 196. 4
S1E944 98- 516844, Bd- 4855599, 95— 166.4 AESEES, 55— 196. 4

Irput ihe comparative amount for thls perlod or [ENMTER] uhan dora



Starting at period 1, enter the comparative numbers for each period. The YTD comparative will automati-
cally be filled in after each entry. Don’t forget to use (-) on any account that carries a credit balance such as
liabilities and revenues. When finished entering amounts for that G/L account number, press F9 to save
and move on to the next account number. When finished with the overall comparative entries, press F9 to
save the amounts on the last account number, then press F8 to return to menu.

3.4 Frequent/Recurring J/E's (GLRECUR)
Recurring journal entries are standard in most every business accounting. They can be entered once, with
time frames or without, and then transferred as their intervals dictate.

Racurring Encry 1 BETR TEST 1B.B A/ETSEE 9:5E en

Add Aecurring Eniries
Charge Racurrlng Entrlas
Oelete Racurrlng Entrlas
List Racurrlng Entrlas
Report Racurrlng Entrlas
Shaw Racurrlng Entrlas

Trarafar Entrles ta Journal

F1-DFH FE-MRAIL FA-CALEHDAR FS-HELF FT-SECLHITY FE-Pray

Modules are available to add, change, delete, list, print, show, and transfer recurring G/L entries.

Add Recurring Entries (ADDRECUR)
The format for the recurring entries is very similar to that of regular journal entries. Instead of an entry date,
an entry type is entered.

Rdd Racurring 1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Tupa: Bonthly
e H
REnETBET MO
Bag Data:
End Data: Lest Lpdatad:

ACCOUNT DESCHIPTION CTR DEPT CEBRIT CREDIT

Irput tha tupe: [Deily [Wieakly (Mlonthly or [D)ther



Type
Enter in the type of recurring entry you are putting in, (D)aily, (W)eekly, (M)onthly, or (O)ther.

Source

A valid source code must be entered to identify the category in which this journal entry belongs. If you do
not know the source code you want to use <ENTER> and a lookup window will be provided. You have all

options available to change or add a source code from this lookup window or just <ENTER> on the source
code of your choice.

Reverse
Enter (Y)es if this entry should be reversed at the beginning of the next period.

Beginning Date
Enter the date in which this recurring entry should begin being transferred to the General Ledger.

Ending Date
Enter the date in which this recurring entry should stop being transferred to the General Ledger.

Last Updated
This field is updated by the system. It is for informational purposes only to show the last date this entry was
sent to the General Ledger.

Account/Description
Enter the G/L account number, the description will be displayed automatically.

CTR
Enter the profit center/store.

Dept
Enter the department number if applicable.

Debit/Credit

Enter the amount to be posted to this G/L account number for this entry in the appropriate debit or credit
column. As you enter the journal entry the total balance is displayed in the upper right portion of the
screen, it is updated after each line item is entered. In order to post the entry, the entry balance must be
zero. When all G/L distributions have been posted, press F9.

You may enter any text explanation to the journal entry. Instead of having to maintain a separate written
journal for the real journal entries, you can actually document journal entries in the journal itself. The
comment field can be up to fifty lines of text. These comments are carried into the General Ledger Transac-
tion file. Once you have finished with the comments, press F9.



Rdd Racurrlng

1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Tupa: Manthly

Sourca: FC FCCHUALS Balenca:

Heverea®™ Mo

Bap Data:

End Data: Lest Lpdatad:

ACCOUNT OESCHIPTION CTR DEPT CEBRIT CREDIT
S4Ed ACWERT ISIMG 1 5] P )
S4Ed ADWERTISIMG g 5] s )
BEd PREPALID EXPENZES 164 (2l %

TO ACCRUE AOWVERTISING EXPEMSE

Is avarythlng elright on this Jourmal entry? I

After the text description is entered, you have the option to redo anything that you might have entered
incorrectly. If you have entered something incorrectly answer (N)o and make your corrections, if it is all
correct answer (Y)es and continue on to the next recurring entry or press F8 to return to the menu.

Rdd Racurrlng

1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Tupa: Manthly
Sourca: FAC
Heverea®™ Mo
Bap Data:
End Data:

FCCHUALS alenca:

Lest Lpdatad:

ACCOUNT OESCHIPTION
S4Ed ACWERT ISIMG
S4Ed ADWERTISIMG
BEd PREPALID EXPENZES

CTR DEPT CEBRIT CREDIT
1 5] P )
g 5] s )
164 (2l %

TO ACCRUE AOWVERTISING EXPEMSE

00 you really want 1o ebort thils J/EF H

If at any time you want to abort the entry, press F8. You will be asked if you really want to abort and answer
accordingly.



Change Recurring Entries (CHGRECUR)
When necessary you may change an existing recurring entry.

As soon as you go into the Change Recurring Entry module, the first recurring entry will be displayed. If
this is not the one you want changed, use the F1 to go to the next recurring entry, or the F2 to go to the

Chp Racurring

1 BETR TEST 1B.B

1B/B1 /81— BfE6/82

Tijpa: Wanthly
Sourca: RE
REWEFrEAT MO
Bag Data:
End Data:

Lest Lpdatad:

B/eafal

ACCOUNT OESCHIPTION
B1E49 GEHERAL IMSLHFARNCE
B3 PREPALID EXPENZES

CTR DEPT
=7
=7

CEBRIT
5 0

CREDIT

5 0

EHLOY

Fl-Haxi J/E

previous recurring entry.

Once you have found the recurring entry that you wish to change, press <ENTER>. You may how make any
necessary changes to the entry, when finished with changes, press F9. You will be prompted to verify your

FE-Prav J/E

FE-Hari

ENTER-Salactll

changes before updating, (Y)es if the entry is correct, (N)o if more changes need to be done.

Delete Recurring Entries (DELRECUR)

When an entry is no longer needed you may remove it by using this module.

As soon as you go into the Delete Recurring Entry module, the first recurring entry will be displayed. If this
is not the one you want deleted, use the F1 to go to the next recurring entry, or the F2 to go to the previous

recurring entry.

Dal Racurrlng

1 BETR TEST 1B.B

1B/B1 /81— BfE6/82

Tijpa: Wanthly
Sourca: RE
REWEFrEAT MO
Bag Data:
End Data:

Lest Lpdatad:

B/eafal

ACCOUNT OESCHIPTION
B1E49 GEHERAL IMSLHFARNCE
B3 PREPALID EXPENZES

CTR DEPT
=7
=7

CEBRIT
5 0

CREDIT

5 0

EHLOY

Fl-Haxi J/E

FE-Prav J/E

FE-Hari

ENMTER-Galact




Dal Racurring 1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Tijpa: Wanthly
Sourca: RE
Rewerea? Ha
Bag Data:
End Data: Lest Updated: E/E9faL

ACCOUNT OESCHIPTION CTR DEPT CEBRIT CREDIT
B1E49 GEHERAL IMSLHFARNCE =7 5 0
B3 PREPALID EXPENZES =7 5 0

EHLOY

Fre you Burd That you want 1o dalate thie JFET I

Once you have found the recurring entry that you wish to delete, press <ENTER>. You may now delete the
entry. You will be prompted to verify your delete selection before updating, (Y)es if the entry is to be de-
leted, (N)o if it is to remain.

List Recurring Entries (LSTRECUR)
You may view on screen all recurring entries using this module.

Liet Recurring 1 BETR TEST 1B.B 1B/B1 /81— BfE6/82
TYPE SAC REV MESSAGE
Honthly FE H EHWOY
Homthly RE M EBED
Honthly RE N LUSFA
Honthly RE N M PERZOHAL PROPERTY TR®ES EC
Honthly RE N TO HRITE OFF 1 WO IHS EXP EC
Homthly RE N TO RECOAD [EPH EXPEHSE EC
Honthly RE N JEHELER"S BLIOCK
Monthly RE M TO HRITE OFF 1 MIDNTH FA% MACHIME
Fl-Haxi Pege FE-Prev PEQe Fla-exit I

You may page through the listing using F1 to page forward and F2 to page back, press F8 to return to the
menu.



Report Recurring Entries (RPTRECUR)

The Recurring Entries report provides you with a detailed listing of your recurring entries.

Print Racurring

1 BETR TEST 1B.B

1B/B1 /81— BfE6/82

Entry Tupe: EL1
Bourca Codes

Primer ID: LPOL
Conmpress? Ho

Prags FO when filnlshad
entaring all pereneters

Irput fraguency: (A111 (0lally (Wleekly [MWionthly ar (011har

Entry Type

Enter in a specific entry type (D)aily, (W)eekly, (M)onthly, (O)ther, or (A)ll.

Source Code

Enter a specific source code or leave blank for all.

Printer ID

The Printer ID defaults to that on your operator record. This value may be overridden with another printer

or file name.

Compress

You may choose to let the software control the printer. This value also defaults to the setting found on your

operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.




.§ Date: 3/14/02 6/L Recurring Entrles Report Page: 1 : .
. Company: 1 BETR TEST 10.0 Source: Rl :
.; TYPE SRC REY BEG DATE END DATE ACCOUNT DESCRIPTION tTR DEBIT CREDIT ; .
D Monlhly  RE N 8109 GENERAL INSURANCE w0 §0.00 s
: 2083 PREPRID EXPENSES 1w 60.00 :
.; ENVOY ; .
Do Monlhly  RE N 8101 ACCTING, LEGAL, & PROFESSIONAL 11 0 2,500.00 3
; 2088 PREPRID EXPENSES M0 2,500.00 :
o 0 o
D Monlhly  RE N 8109 GENERAL INSURANCE I 51.79 s
: 2083 PREPRID EXPENSES w0 51.79 :
.; ISR .
Do Menlhly  RE N 8117 TAXES LICENSE & FEES 1 i 282.00 s
: 8117 TAXES LICENSE & FEES 21 313,00 :
.; 8117 TAXES LICENSE § FEES o 282.00 .
: 8117 TAXES LICENSE & FEES 51 210.00 :

: 8117 TAYES LICENSE & FEES P 310.00 :

1 8117 TAYES LICENSE & FEES 0 335.00 1
: 8117 TAXES LICENSE § FEES 0 282,00 :
.; 8117 TAXES LICENSE & FEES 1 150.00 ; .
; 3067 ACCAUED AC VALOREM TAXES 1w 2,113.00 ;

s NV PERSONAL PROPERTY TRXES EC s
.; Monthly  RE N 8109 GENERAL INSURANCE ] i 60.00 .
: 8103 GENERAL INSURANCE 10 41,00 ;

; 8103 GENERAL INSURANCE {1 41.00 ;

: 8103 GENERAL INSURANCE 51 41,00 :
.; 8109 GENERAL [NSURRNCE § i §2.00 :

; 8103 GENERAL INSURANCE 110 41.00 ;
; 8103 GENERAL INSURANCE P10 4i.00 ;
: 8103 GENERAL INSURANCE 11 41.00 :

3 8103 GENERAL INSURANCE n0 41,00 3
.; 8109 GENERAL INSURANCE i i 41,00 : .
; 8103 GENERAL INSURANCE I ui.00 ;

g T0 WRITE OFF 1 MO INS EXP EC g
.; Monthly  REI N O 1,085.00 8107 DEPRECIATION i i 1,085.00 .
; 8107 DEPRECIATION 10 497.00 ;

: 8107 DEPRECIATION {0 512.00 :

s 8107 DEPRECIATION 50 Ju5° 00 s

.3 8107 DEPRECIATION § 0 709,00 :
: 8107 DEPRECIATION 10 808,00 .
; 8107 DEPRECIATION i1 368.00 ;
; 8107 DEPRECIATION T 0 40800 ;

: 8107 DEPRECIATION 1m0 405.00 :
.s 8107 DEPRECIATION 11 0 901.00 .
: 8107 DEPRECIATION 20 130.00 :

; 8107 DEPRECIATION 130 315,00 ;

; 8107 DEPRECIATION oo 4y 00 :

.; 8107 DEPRECIATION 50 331,00 ;
: 8107 DEPRECIATION 50 12.00 .
: 8107 DEPRECIATION 0 489,00 :
; 8107 DEPRECIATION B0 44800 ;

; 8107 DEPRECIATION % 0 53.00 ;
.; 8107 DEPRECIATION B0 113.00 ;.
3 8107 DEPRECIATION w0 2,188.00 3
: 2006 OEPR. RLLOUANCE - BUILDING w0 215.00 :

; 3010 OFPA. ALLOWANCE - FURN & FIX 83 0 505,00 ;

; 3012 DFPA. ALLOWANCE - STORE EQUIP 83 0 2,303.00 ;
.; 2016 DEPR. ALLOUANCE - S16NS 0 1,173.00 : .
s 2018 DEPR. ALLOUANCE - VEWITLES w0 518,00 s
: 3002 DFPA. ALLOWANCE - ALT JEUELRY 83 0 55.00 :
.; 3072 AMORT. ALLUANCE - LWold WP 88 0 5,928.00 ; .




Show Recurring Entry (SHORECUR)
You may view recurring entries by using this module.

Shos RECurring 1 BETR TEET 1B.B 1B/e1/81- B/FB/E8
Tijpa: Wanthly
Sourca: RE
Rewerea? Ha
Bag Data:
End Data: Lest Updated: E/E9faL
ACTOUHT DESCHIPTION CTR DEPT CERIT CHEDIT
B1EY9 GENERA. IHMSLAANCE =21 B .88
BB PREPAID EXPENSES =2 B .88
EHWOY
Fl-Haxt J/E FE-Prav J/E FEl-HEII'l..

As soon as you go into the Show Recurring Entry module, the first recurring entry will be displayed. If this
is not the one you want view, use the F1 to go to the next recurring entry, or the F2 to go to the previous
recurring entry, press F8 to go to menu.

Transfer Recurring Entry (TRNRECUR)

At the defined interval, all entries with a corresponding type are transferred to the General Ledger using this
module.

Tren Recurring 1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Emtry Tigpa: ALl
Spurce Codas
Entry Data: 3597708

Frevlaw Each? Yae

Prags FO when filnlshad
entaring all pereneters

Irput freguency: (AI11 (Dlally (Wleexly [Wionthly or (Oltrar
Entry Type
Enter the specific type to transfer, (D)aily, (W)eekly, (M)onthly, (O)ther, or (A)ll for all types.

Source Code
Enter a specific source code or leave blank for all.



Entry Date

The date will default to today’s date, you will want to replace with whatever date you want these recurring
entries to post to your General Ledger. This date must fall between the dates displayed in the upper right
corner of the screen. These dates represent the current operating period specified in (DATES) for the
General Ledger.

Preview Each
You are given an option to view each recurring entry before it goes to the General Ledger, this will also give
you the option to NOT send specific entries within the group you selected from the above parameters.

Once all parameters are entered, press F9 to begin transferring.

Tren Recurring 1 BETR TEST 1B.B 1B/B1 /81— BfE6/82

Tijpa: Wanthly
Sourca: RE
REWEFrEAT MO
Bag Data:
End Data: Lest Updatad: EfEd/al

ACCOUNT OESCHIPTION CTR DEPT CEBRIT CREDIT
B1E49 GEHERAL IMSLHFARNCE =7 5 0
B3 PREPALID EXPENZES =7 5 0

EHLOY

Should thie Journal entry ba trarefarad? ¥

When you choose to preview each recurring entry, you have the option to transfer each entry to the General
Ledger or not. You will be asked for each recurring entry within batch, when you have gone through all
recurring entries that fall within the parameters selected, it will return you to the menu.



3.5 Journal Entries
Our system offers two journal entry modules.

The first (GLJE) is very user friendly with all information of the entry at your fingertips and allows up to 1000
lines of account distribution, it immediately posts to the journal when the entry is in balance and you have
verified that all is correct.

The second (ADDJE) module is used by the system for the automatic posting of the Summary System and
Depreciation. This module allows you to enter the journal entry, view, edit, report, and/or delete before
sending to the journal. You may also work on more than one entry at a time, but all must be in balance
before posting.

Journal Entries (GLJE)
Multiple users can be posting to the General Ledger at the same time. An unlimited number of journal
entries can be entered at one time.

Jourral Entrles 1 BETR TEST 1B.B 1EfB1 91~ E/2R/BE
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Imput tha dete for the journal entry

Entry Date

Enter in the date you want this entry to go to the journal. It will default to today’s date. This date, however,
must fall within the dates specified in the upper right corner of the screen. These dates represent the
current General Ledger operating dates specified in (DATES).

J/IE Number
This is a freeform field for informational purposes only, it will default to today’s dates period for the first part
and the number 1 for the second. You may enter any number to reference the journal entry you are enter-

ing.

Source Code

Enter a valid source code to identify the category in which this journal entry belongs. If you do not know the
source code, you may <ENTER> and a lookup window will appear. You may page forward using F1 and
page back using F2. Source code maintenance modules are provided from within the window. If you do not
find the source code you would like to use, you may add it by pressing F4. This will take you to the ‘Add
Source Code’ module. After adding the necessary code, press F9 and you will be returned to the journal
entry process. The newly added code will be displayed in the source code field. You may also change a
source code from the lookup window by pressing F6. You will be taken to the ‘Change Source Code’
module where you may make your changes, press F9 after changes have been made and it will bring you
back to the journal entry process with the newly changed source code displayed.



Reverse

If you would like this entry to be reversed in the next period enter (Y)es. This will store the reversing entry
in a data file until you close out the current month. The reverse side of the entry will not post to the journal
until activated by closing out the current G/L period. This is done by going into ‘Set Operating Dates’
(DATES) and changing the ‘Beginning Date’ for the G/L to be the first day of the new period.
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Once you have changed the G/L operating dates, go into the Journal Entry module (GLJE) and a message
will pop up to post reversing entries.

Use Template
Enter (Y)es to use an A/P distribution template and enter the distribution template or leave blank for a list to
select from. Once you have selected one to use, enter the dollar amount you would like to distribute.

Account

Enter a valid G/L account number. If you do not know the G/L account number, you may <ENTER> or type
in a few letters of the G/L account description and a lookup window will appear. You may page forward
using F1 and page back using F2. G/L account number modules are provided from within the window. If
you do not find the G/L account number you would like to use, you may add it by pressing F4. This will take
you to the ‘Add Account’ module. After adding the necessary G/L account number, press F9 and you will be
returned to the journal entry process. The newly added G/L account number will be displayed in the ac-
count field. You may also change a G/L account number from the lookup window by pressing F6. You will
be taken to the ‘Change Account’ module where you may make your changes, press F9 after changes have
been made and it will bring you back to the journal entry process with the newly changed G/L account
number displayed.



B/T (Bank Transaction and Type Indicators)

This is actually two one-character fields. The first field (bank transaction indicator) indicates if a bank
transaction will be created by this journal entry line item to this G/L account and is a display only field It will
either be “Y” (yes) or “N” (no) based on the ‘Bank Interface’ indicator on the associated G/L account. The
second field (bank transaction type) is only enterable and required if the first field is a ‘Y’, otherwise it is left
blank. If the G/L account number is not set up to interface with bank reconciliation, then the ‘bank transac-
tion type’ field will be skipped over completely. If the G/L account number selected is setup as a bank
interface G/L account, a ‘Y’ will be placed in the ‘(B)ank Transaction’ field, which means it will be sending
this transaction to Bank Reconciliation. The cursor will then stop in the ‘(T)ransaction Type’ field and you
will be given type options at the bottom of the screen to select from: (C)heck, (D)eposit, (F)ee, ()nterest,
(M)iscellaneous, (S)ervice Charge, (T)ransfer, (V)oid, or (R)eturned Check. Once the journal entry is
updated, this transaction will automatically be created and cleared in the Bank Reconciliation System.

CTR
Enter the profit center/store for this entry.

Debit/Credit

Enter the amount in the appropriate debit or credit column. As you enter the journal entry, the total dis-
played in the upper right portion of the screen is automatically updated. In order to post the entry the debit
and credit total must match. This will result in a journal balance of zero. Once all entries have been made
press F9 to go to the comment box.

You may enter any text explanation to the journal entry. Instead of having to maintain a separate written
journal for the real journal entries, you can actually document journal entries in the journal itself. The
comment field can be up to fifty lines of text. These comments are carried into the General Ledger Transac-
tion file. Once you have finished with the comments, press F9.

After the text description is entered, you have the option to redo anything that you might have entered
wrong. If you have entered something wrong, answer accordingly and correct the error.
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Once everything is correct, the journal will be updated and the journal entry will print.



Journal Entries (JE)

This is the other journal entry module used by the Summary System and Depreciation to do automatic

postings. You may also use for any other journal entry that you may want to enter and the report before
posting to the General Ledger.
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Add Journal Entries (ADDJE)

You may use this module to add a journal entry, this module allows you to add the entry, and then maintain it
without posting immediately to the ledger.
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Account Number

Enter a valid G/L account number. If you do not know the G/L account number, you may <ENTER> or type
in a few letters of the G/L account description and a lookup window will appear. You may page forward
using F1 and page back using F2. G/L account number modules are provided from within the window. If
you do not find the G/L account number you would like to use, you may add it by pressing F4. This will take
you to the ‘Add Account’ module. After adding the necessary G/L account number, press F9 and you will be
returned to the journal entry process. The newly added G/L account number will be displayed in the ac-
count field. You may also change a G/L account number from the lookup window by pressing F6. You will
be taken to the ‘Change Account’ module where you may make your changes, press F9 after changes have
been made and it will bring you back to the journal entry process with the newly changed G/L account
number displayed.

Profit Center
Enter the profit center/store for this entry.

Entry Date

Enter in the date you want this entry to go to the journal. It will default to today’s date. This date, however,
must fall within the dates specified in the upper right corner of the screen. These dates represent the
current General Ledger operating dates specified in (DATES).

Source

Enter a valid source code to identify the category in which this journal entry belongs. If you do not know the
source code, you may <ENTER> and a lookup window will appear. You may page forward using F1 and
page back using F2. Source code maintenance modules are provided from within the window. If you do not
find the source code you would like to use, you may add it by pressing F4. This will take you to the ‘Add
Source Code’ module. After adding the necessary code, press F9 and you will be returned to the journal
entry process. The newly added code will be displayed in the source code field. You may also change a
source code from the lookup window by pressing F6. You will be taken to the ‘Change Source Code’
module where you may make your changes, press F9 after changes have been made and it will bring you
back to the journal entry process with the newly changed source code displayed.

Amount
Enter the amount you would like to post to this account.

When you have completed all of the information for this journal transaction, press F9.

You may enter any text explanation to the journal entry. Instead of having to maintain a separate written
journal for the real journal entries, you can actually document journal entries in the journal itself. The
comment field can be up to fifty lines of text. These comments are carried into the General Ledger Transac-
tion file. Once you have finished with the comments, press F9.
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After the text description is entered, you have the option to redo anything that you might have entered
wrong. If you have entered something wrong, answer accordingly and correct the error.

Once you have the entry correct, you will be taken back to the top to enter the next journal transaction. The
bottom of the screen keeps a running balance of the number of journal transactions ‘J/E’s’, debit entry
amounts ‘Debit’, credit entry amounts ‘Credit’, and balance of the entire journal entry ‘Balance’. The entry
must be a zero balance before it will posted to the ledger.

Change Journal Entries (CHGJE)

Once journal entries have been added using (ADDJE), you may make changes to them before posting to
the journal using this module.
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Account Number

Enter the account number of the journal transaction that you would like to change, if you do not know the
account number, type in part of the account description or <ENTER> to get a lookup window.



Profit Center
Enter the profit center/store of the journal transaction that you would like change.

Entry Date
Enter the entry date of the journal transaction that you would like to change.

The journal transaction will then appear on the screen, if this is the one you would like to change, press
<ENTER> and make any changes needed, press F9 when finished with the changes.

If it is not the journal transaction that you would like to change you may press F1 to go to the next journal
transaction, F2 to go to the previous journal transaction, F7 to restart the lookup, or F8 to exit to menu.

Delete Journal Entries (DELJE)
Once journal entries have been added using (ADDJE), you may delete them before they get posted to the
journal using this module.
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Account Number
Enter the account number of the journal transaction that you would like to delete, if you do not know the
account number, type in part of the account description or <ENTER> to get a lookup window.

Profit Center
Enter the profit center/store of the journal transaction that you would like delete.

Entry Date
Enter the entry date of the journal transaction that you would like to delete.

The journal transaction will then appear on the screen, if this is the one you would like to delete, press
<ENTER>, you will then need to verify that this is the journal transaction you would like to delete.

If it is not the journal transaction that you would like to delete you may press F1 to go to the next journal
transaction, F2 to go to the previous journal transaction, F7 to restart the lookup, or F8 to exit to menu.



Export Journal Entries (EXPORTJE)
You may export your journal entries to a file to later be put on a floppy or ftp'd to another system.
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Starting Account/Ending Account
Enter the starting and ending account number you would like included in the export, or leave blank to
include all.

Starting Date/Ending Date
Enter the starting and ending entry date you would like included in the export, or leave blank to include all.

Profit Center
Enter the profit center/store you would like to export, or leave 999999 to include all.

Source Code
Enter the source code you would like to export, or leave blank to include all.

Output Filename
Enter the pathname for this export.

Once you have entered all of your selections, press F9 to begin the file creation.



List Journal Entries (LSTJE)
You may list all journal entries that have been entered using this module.

Liet Entries 1 BETR TEST 1B.B L/e1/aE- BSER/EE

FCCOUWNT CTH OATE  SAC AMOLKT HE S5 AGE
1EG8 1 EfE9/MIE ADJ L8, B

Fl-Haxi Pege FE-Prev PEQe Fla-exit I

Once you go into this module the list will immediately appear. You will see the account number, profit
center/store, entry date, source code, amount and any comment attached to the journal transactions. You

may scroll through the pages using F1 to page forward and F2 to page back, F8 will take you back to the
menu.

Post Journal Entries

When all journal entries have been entered and are correct, you may use this module to post to the journal.
It will not allow you to send to the journal if it is not a zero balance entry.

Poet Eniries 1 BETR TEST 1B.B L/e1/aE- BSER/EE
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The system will not let you go any further with the post until you have balanced the entry.

Once you have a zero balance entry, go into the ‘Post Journal Entries’.
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Printer ID

The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Compress

You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the posting/printing process.

You will receive a print out of the journal entry that was just posted to the journal.

..................................................................................................................................................................................

. Date: 3/12/02 B/L Journal Transaction Repart for Posted Entries Page: |1 .
© Company: 1 BETA TEST 10.0 ;
© Account: Al W/0 Subtotals WO Descriptions  Profit Center: RII  Date: - Source: Al :
. RCCOUNT DESCRIPTION CTR  DRTE  SOURCE DEBIT CREDIT .
© 1000 CASH CHECKING - HOME DFFICE 1 2/28/02 AD) 100.00 §
.; 5001 RENTAL INCOME 1 2/28/02 AD) lal 000 }EHE :
: olal: . . .
a P




Purge Journal Entries (PURGEJE)

This module is used to wipe out a range or all transactions to be posted. For example, if you have sent
Summary to be posted, and find that you are not ready yet, use this module to wipe out the entries before
they ever get to the journal.
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Starting Account/Ending Account
Enter the starting and ending account numbers that you would like to purge, or leave blank to include all.

Profit Center
Enter the profit center/store that you would like to purge, or leave 999999 to include all.

Starting Date/Ending Date
Enter the starting and ending entry date that you would like to purge, or leave blank to include all.

Once you have entered all of you selections, press F9 to begin purging, press F8 to go to menu.

Report Journal Entries (RPTJE)
You may run a report to view all entries waiting for posting using this module.
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Starting Account/Ending Account
Enter the starting and ending account number you would like included in the report, or leave blank to
include all.

Starting Date/Ending Date
Enter the starting and ending entry date you would like included in the report, or leave blank to include all.

Profit Center
Enter the profit center/store you would like to report, or leave 999999 to include all.

Source Code
Enter the source code you would like to report, or leave blank to include all.

Subtotal Breaks
Enter (Y)es to include subtotal breaks.

Descriptions
Enter (Y)es to include the entry descriptions.

Sort Option
You have two sort options for this report, (A)ccount, (L)ocation.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Compress
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



.§ Date: 3/12/02 GBI Journal Transaction Repart for Unposted Entries Page: |1 : .
© Company: 1 BETR TEST 10.0 :
© Account: AN W/0 Subtotals WO Descriptions  Profit Center: RIT  Date: 1/01/01- 1/31/01 Source: Rl :
© ACCOUNT DESCRIPTION CTR  DRTE  SOURCE DEBIT CREDIT .
© 1000 CASH CHECKING - HOME OFFICE 1 11101 SUM 471.49 :
1000  CASH CHECKING - HOME DFFICE 1 11101 SUM 38.80 ;
. 1000  CASH CHECKING - HOME DFFICE 1 1123/01  5UM §4.08 :
1000  CASH CHECKING - HOME DOFFICE 1 1123/01  SUM 4,65 : .
1000  CASH CHECKING - HOME DFFICE 1 1130/01  SUM 9].36 :
1000  CASH CHECKING - HOME DFFICE 1 1130/01  SUM :
1001 CASH CHECKING 1 1/02/01  SUM 1,522.55 :
@ s cecue 1110301 S0 115098 [ )
1001  CASH CHECKING 1 1/04/01  5UM 1,051.12 :
1001  CASH CHECKING 1 1105/01  SUM 935.84 3
1001 CASH CHECKING 1 1/06/01 SUM 1,668.27 :
. 1001  CASH CHECKING 1 1/08/01 5SUM 1,050.23 ;
1001  CASH CHECKING 1 1/09/01 SUM 954.39 : ‘
1001 CASH CHECKING 1 1110/01  SUM §82.00 :
1001 CASH CHECKING 1 11101 SUM 246.00 :
1001  CASH CHECKING 1 112/01  SUM 1,487.57 3
‘ 1001 CASH CHECKING 1 113/01  SUM 1,946.83 : ’
1001 CASH CHECKING 1 1115/01  SUM 1,078.00 :
1001  CASH CHECKING 1 1[16/01  SUM 439.54 :
1001  CASH CHECKING 1 117/01  SUM 275.00 :
1001 CASH CHECKING 1 1118/01  SUM 534.00 :
@ o i chEccing 111800 S 520. 04 X )
1001  CASH CHECKING 1 1/20/01  SUM 2,814.47 :
1001  CASH CHECKING 1 1122/01  5UM 1,100.39 :
1001  CASH CHECKING 1 1123/01  SUM 428.58 :
' 1001 CASH CHECKING 1 1/24/01  SUM 465.91 :
1001  CASH CHECKING 1 1/25/01 SUM 1,377.98 : .
1001  CASH CHECKING 1 1126/01 SUM 1,133.00 :
1001 CASH CHECKING 1 1121101  5UM 170.49 :
1001 CASH CHECKING 1 1/29/01  SUM 556.88 :
. 1001  CASH CHECKING 1 1130/01  SUM §34.00 :
1001 CASH CHECKING 1 113101 SUM 250.86 :
2076 RECEIVABLES 1 1102/01  SUM 11.65 :
2076 RECE|VABLES 1 1103/01  SUM 1.85 :
2076  RECEIVABLES 1 1/04/01  SUM 4.18 :
.3 2076 RECE|VABLES 1 1/05/01 SUM 16.78 : .
: 2076  RECEIVABLES 1 1/06/01 SUM 10.4Y :
. 2076 RECEIVABLES 1 1/08/01 5UM 0.31 ;
. 2076  RECEIVABLES 1 1/09/01  SUM 105.34 :
: 2076  RECEIVABLES 11101 SUM 11.48 :
: 2016  RECEIVABLES 1 110 SuM 23. : .
2076 RECEIVABLES 1 112/01 SUM 132.21 :
2076 RECEIVABLES 1 113/01  SUM 32.90 :
2076 RECEIVABLES 1 1/15/01  SUM 12,44 :
. 2076 RECEIVABLES 1 116/01  SUM 2.58 :
2076 RECEIVABLES 11101 SUM 18.47 :
2076 RECEIVABLES 1 1/18/01  SUM 35.94 :
2076 RECEIVABLES 1 119/01  SUM 3.3 :
. 2076 RECEIVABLES 1 1/20/01  SUM 24.02 » ; .




Show Journal Entries (SHOJE)
You may view journal entries on screen using this module.
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Account Number
Enter the account number of the journal transaction that you would like to show, if you do not know the
account number, type in part of the account description or <ENTER> to get a lookup window.

Profit Center
Enter the profit center/store of the journal transaction that you would like show.

Entry Date
Enter the entry date of the journal transaction that you would like to show.

The journal transaction will then appear on the screen. You may scroll through the journal transactions
using F1 to the next journal transaction and F2 to the previous journal transaction, F8 will take you back to
the menu.



3.6 Layout Maintenance (LAYOUTS)

Financial statements are configured by the user. You can specify an unlimited number of different state-
ments. The type of statements can be any of the following, balance sheet, Income Statement, or Miscella-
neous.
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Add a Statement Layout (ADDLAY)

You will add the statement layouts by inserting appropriate information in the predefined programmed fields.
You can add new records, insert new records, delete records and change existing records. Full cursor
control is available for movement up and down the screens.
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Layout
Enter the number you would like to assign to this layout, it may be up to 4 digits.

Type
Enter what type of statement you will be creating. (B)alance Sheet, (I)ncome Statement, (M)iscellaneous.



Description
Enter a brief description of the layout you are creating, for example, Owner’s Balance Sheet.

You may now begin the actual layout of your statement.
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POS
The position for the description should be entered, if this line is to be included in a total but not printed,
leave the position blank.

PRINT

The print identifier should be one of the following:
Print ID Description
Ejct Eject a page
Id Print the literal in the description
Co Print the company name being processed
Date Print the date range for the statement
Hdr Print the column heading
Skip Skip the number of lines specified in value
Lit Literal to be printed
Acct Account number to be acted upon
Tot Total accumulator to be acted upon
Pft Print the store name being processed
Net Net Income

Value/Value

The value field depends on the print identifier entered in the second column.

Print ID Value Description
Skip Number of lines to skip
Acct Account number(s) to be acted upon

(you may enter a beginning account
number in the first value column
and the ending account number to
have a range of accounts)

Tot Total Accumulator to be acted upon
(it looks at the accumulator field)



If the account number option was selected in the print identifier field, a lookup window is available by typing
in some of the account description and pressing <ENTER>.

Description

The description field will be filled in automatically when you select account number or company as the print
identifier, although you may change the description by typing over the default. If you choose an Id or
Literal, you will type the description in at this time.

POS
Enter in the print position for the dollar amounts.

A

The accumulator field contains the accumulator level at which to add the dollar amount. If a number is
specified, it must be between 1 and 9. Normally you start with 1 and move to a new level when you want to
include a total in with a calculation.

C
This is the clear field. Enter the accumulator level to be cleared after the dollar amount is processed.

$

You have the option to specify parenthetical control for either (D)ebits or (C )redits. For example, you may
want your revenue accounts to show on the statements as positive numbers if they are credits, so you
would want to place a (D)ebit in this field so it will put parenthesis around accounts that have a debit
balance.

uU/L
Enter the number of underlines to print after this line. It can only be 1 or 2 or leave blank for no underline.

%
The (B)eginning and (E)nding lines can be specified for ratio percent calculations.

If at any time you need to change, delete, or insert a line, read the instructions at the bottom of the screen.
F1 will page forward, F2 will page back, F3 will allow you to make a change to line you are currently on, F4
will delete the line you are currently on, and F5 will insert a line and move the line you are currently on
down.

Once you have entered in all lines you would like for your layout, press F8 to return to menu.



Change a Statement Layout (CHGLAY)
Once a layout has been added, you must use this module to make any modifications to you existing layout.
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Enter the layout number you would like to change, if you <ENTER> you will be provided with a lookup

window to choose a layout.

Chenpga Leyout

1 BETR TEST 1B.B

AL3MEE 9:496 en

Layaut &

Tupe: Incone Stetenent Oesc:

PIE PRIHT LALUE

Id
Co
Pi1
Oete
Skip
Hdr
Jkip
Aot
Aot
Aot
Aot
Aot
Aot
Aot
Aot

1

1
el
SE43
SE4
S5
SEAT
SE8
SB11
SEE

WALLE

el
Sed
564
HES
SeT
Saed
Sl
SIEE

DESCRIPT IOH
IMCOME STATEMEHT
Beta Tast

RENMTAL IMCIME
IMSTALLATION IHCOME
PROCEZSING FEE IHCIME
TRAMSFORTAT ION IHCTHE
SALE OF ERMIPHEHT IHCOME
PAYHMEMT PROTELCT IOH
OTHER IHCIME

SECLRITY DEPOSIT RCCOUNT

FOS ACE UL %

Fl-Haxi Pege

FE-Prav Papa

F3-Chenpa F4-Dalata

F5-Ineart FBE-Haru

Once you have the layout on the screen, you may F1 will page forward, F2 will page back, F3 will allow you
to make a change to line you are currently on, F4 will delete the line you are currently on, and F5 will insert
a line and move the line you are currently on down.

Once you have changed all lines you would like for your layout, make sure you <ENTER> through the
complete line that you changed to save, press F8 to return to menu.



Delete a Statement Layout (DELLAY)
If a statement layout is no longer needed it may be removed using this module.

Dalata Leyout 1 BETR TEST 1B.B fL3MEE 19:98 en

Lagaut = 1111 Tupe: Belenca Shaset Oesc: Owner's Copu

PIE PRIHT LALUE WALLE DESCRIPT IOH FOS ACE UL %

Aot

[8 this the correct layout 1o dalata? I

Enter the layout number you would like to delete, or you may <ENTER> and you will be given a lookup
window to select. Once you have selected the layout, you will be asked to verify if this layout is to be
deleted, answer accordingly. Once the delete is done, it will return you to the menu.

Format a Sample Statement (FORMLAY)
This module will print out a statement sample to verify the looks of the layout.

Formet Leyout 1 BETR TEST 1B.B B/el/ae- 2/26/88

Layaut Humbars: I L Incone 5telenent

Format? Yes
Aun DeTET Ye3
Papa Humbar? Yeg

Primer ID: LPOL
Compress? Ho

Prags FO when filnlshad
entaring all pereneters

[nput the steiement nunber to B8 printed or zara for @ 1lst

Layout
Enter the layout number you would like to test the format, if you <ENTER> you will be provided with a
lookup window to choose a layout.



Format

Enter (Y)es to test the print positions as well as the rest of the formatting. You have two different ways of
printing income statements, (F)ormat, ( R)eport. ( R)eport has a preset print position and only looks at what
you set up for it to print, not where it prints on the paper, (F)ormat, looks at everything, what you have setup
to print, and where you have told it to print in the POS fields of the layout.

Run Date
Enter (Y)es if you want the statement to include the date the statement was ran.

Page Number
Enter (Y)es if you want the statement to include page numbers.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Compress
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.

‘s INCOME STATEMENT :
: Company Name : .
: Profit Center Name :

: (99/99/88 thry 98/39/99) ;
.3 ---ANT P1D--- g .
; 999999999, 99 ;

3 COME
.; RENTAL [NCOME 199999099, 49 ;
© INSTALLATION |NCOME 999988909 39 :.
© PROCESSING FEE INCOME 99998899 80 !
© TARNSPORTATION INCOME 999988909 .89 ;
: SALE DF EQUIPMENT INCOME 999988909 99 :
.; PRYMENT PROTECTION 999988909 89 .
© OTHER INCOME 999988209 .89 ;
: SECURITY DEROSIT ACCOUNT 909999999, 89 :
© CELLULAR RIR TIME 99998899 89 ;
.; REINSTATEMENT FEE INCOME 999988209 .89 :

© LATE FEES [NCOME 999988999 99 ‘

© ACCESSORY INCOME 999988909 89 :

© CASH DISCOUNTS INCOME 999988208 .30 !

© SVCE COD & WRRRANTY [NCOME 999938999.39 :
.; TOTAL INCOME 999999999.99 ; ‘

: DECLINE IN VALUE & INTEREST ;
@ v 939999999 99 @

© DECLINE - FREIGHT 999988909 89 :

© C10 SKIPS & STOLENS 999988208 .30 !

© ADJ COST ON UNIT SALES 909999999, 89 !
.s INTEREST 999988999 .89 .

© TOTAL DECLINE IN VALUE & INT 999999999.99 :
.; GROSS PROFIT 999899999.99 : .




Print a Statement Layout (PRTLAY)
You may print the layouts using this module.

PFrint Layouise 1 BETR TEST 1B.B B/el/ae- 2/26/88

Layaut Humbars: B

Primer ID: LPOL
Compress? Ho

Prags FO when filnlshad
entaring all pereneters

[nput the steiement nunber to B8 printed or zara for @ 1lst

Layout Number
Enter the layout number you would like to print or <ENTER> for a lookup window for you to choose.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Compress
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



@ v Page: | @
* Company: 1 BETR TEST 10.0 :

o Layout: | Type: Income 5tatement :
.3 POS PRINT VALUE  VALUE DESCRIPTION POSACSUILY .
oo INCOME STATEMENT s
: 25 [o Bets Test :

o i |
. ale .
s Skip 1 s
3 Hdr i 3 .
: Skip | :
; Rect 5001 5001 RENTAL INCOME I ;
o Bect 5003 5003 INSTALLATION INCOME 1 L )
: Reet 5004 5004 PROCESSING FEE INCOME I ;
s Rect 5005 5005 TRANSPORTATION INCOME I s
: Rect 5007 5007 SALE OF EHuwmsm INCOME I :
.; Reet 5009 5009 PAYMENT FROTECTION I :

R ST 5011 OTHER INCOME i L )

: Rect 5002 5002 SECORITY DEROSIT RCCOUNT I :

s Reet 5095 5025 CELLULAR AIR TIME I s

; Reet 5020 5027 REINSTATEMENT FEE INCOME I ;
.; Rect 5029 29 LATE FEES [NCOME I ; .

: Rect 5013 5013 ACCESSORY |NCOME I :

s Reet 5019 5019 CASK DISCOUNTS INCOME I s

: ?c%t sm% 5017 SVCE COD & WRARANTY [NCOME 1 ] : :

s ! s

L Lt INCOME :
.3 | Beet 5001 5001 RENTAL INCOME 01 1 3 .

: | Bect 503 5003 |Nsmunr|uu INCOME B 10 :

s | Beck 5004 5004 PROCESSING FEE [NCOME 01 1 s
.; | Beck 5005 5005 TRANSPORTATICN INCOME 01 1 ;

: I Beck 5007 5007 SALE OF EQUIPMENT INCOME 01 1 : .

; | Beck 5009 5009 PAYMENT PROTECTION 01 1 ;

; I Bect 5011 5011 OTHER INCOME 01 1 ;

s | Bect 5002 5002 SECURITY DEPOSIT ACCOUNT 01 1 s
.; I Aect 5035 5025 CELLULAR AIR TIME 1 0 :

; I Becl 5027 5027 REINSTATEMENT FEE INCOME 01 1 ;

: | Bect 5029 5039 LATE FEES [NCOME 01 1 :

s I Beet G013 5013 ACCESSORY [NCOME 01 1 s

s I Beck 5019 5019 CASH DISCOUNTS INCOME 01 1 :
.; [ Beck 5017 5017 SVCE COD & WAARANTY INCOME 601 O 1 : .

: 5}3? } T0TAL INCOME 210 1 :

: ip :

DLt DECLINE IN VALUE & INTEREST 3

s I Bect 2000 7001 DECLINING VALLE 10 s
.; I Bect 2000 1007 DECLINE - FREIGHT 01 1 ; .

: I Beek 8111 8111 C/0 SKIRS & STOLENS 11 ;

: I Beck 8112 8112 ADJ COST ON UNIT SALES 01 1 :

s [ Bect 2003 7003 INTEREST EYPENSE 101 s
.3 5 Tal i TOTAL DECLINE IN VALDE & INT  BO2110 1 3

: 5kip 2 : .

-+ eqt 2 GROSS PROFIT B30 2 ;

. ][ :
.5 11 PAYROLL EXPENSE : .




Reproduce a Statement Layout (CPYLAY)
You may copy a statement layout using this module.

Copy Leyouts 1 BETR TEST 1B.B 1388 11:98 en

originel Leyout: B B

MEs Lot B

Prags FO when filnlshad
entaring all pereneters

[nput the origlnel statemant leyout number ar zard for 11&t

Original Layout
Enter the layout number you would like to copy from or you may <ENTER> to get a list of layouts to choose.

New Layout
Enter a new layout number to copy to.

When finished entering parameters, press F9. When the layout is done copying you will be returned to the
menu.

Show a Statement Layout (SHOLAY)
You may view a statement layout using this module.

Shou Legyouts 1 BETR TEST 1B.B AL3MEE 11:13 en

Layaut & 1 Tupe: Incone Stetenent Oesc:

PIE PRIHT LALUE WALLE DESCRIPT IOH FOS ACE UL %

Id THCDME STATEMENT
Co Bete Taet

PEt

Dete

Skip

Hor

Skip

Acat RENTAL IHCIME

Acat THGTALLATION INHCOME

Acat PROCESSING FEE INCTIME
Acot TRANSPORTAT ION THCTIME
Acat SALE DF EQUIFAMENT IMCOME
Acct PRYMENT PROTECT IOM

Acat OTHER THCOME

Acot SECURITY DEPOSIT RCCIUNT

Fl-Haxi Pege FE-Prev PEQe Fla-Exit

Enter the layout number you would like to view or you may <ENTER> to get a list of layouts to choose.



You may only view the layout in this module, no editing options are available, press F1 to page forward, F2
to page back, or F8 to exit to menu.

3.7 Print Financial Statements (FINSTATE)

Several options are available when the statements are actually printed. You may print statements by stores
or consolidated, you may include year to date amounts, budget amounts or comparative amounts, you may
print multiple copies, you may include or exclude the date ran and page numbers, and you may export the
statement information to a file.

Firanclals 1 BETR TEST 1B.B LfB1MAE- B/ERSBE

LEyout nunber: a

Starting Date: 1091782
Erding Data: E2/EBSEE

Stetement Typa: Rapart Titla:
Salect Loce By: 1 ALl Locetlons

Copies: 1
Corapllideted™ Yae
Export Fila¥ Ho
Includa YTO7T ‘Yae
[nclude Budget® Yee Budpgat Salacted: 1
Corperet IWEST YaE
Papa Humbara® Yae Praes FB when flnlshad
Run Data? Yas grtaring all pereneiers
Primtar I0: LPB]
Control® Mo L

Imput tha legyout nunber for The Statemant or zard for @ 1lst

Layout Number
Enter the statement layout number you would like to use or <ENTER> for a lookup window for you to
choose.

Starting Date/Ending Date
Enter the starting and ending date for the period you would like to report.

Statement Type

There are 3 different statement types to print. (N)et and (R)eport will print what you have created in the
layout maintenance with the options of year to date, budget, or comparatives amounts to go along with the
current amounts. The (F)ormat option will only give you current amounts. The (F)ormat option is usually
used for Balance Sheet printing so you get just the year to date amounts for the accounts instead of a
month change and a year to date.

Title
Enter a title name for this particular statement, for example, Mr. Feldser’s Copy.

Select Locs By
You have many options for profit centers/stores: 1=All Locs 2=Any 10 Locs 3=Range of Locs 4=Any 10
Groups 5=Range of Groups. Enter the selection of your choice.

Copies
Enter the number of copies you would like to print of this statement.

Consolidated

You may choose to consolidate the stores, obviously this would be if you selected all stores are a group or
range of stores. If you want individual statements for profit centers/stores you will put (N)o for consolida-
tion.



Export File

Enter (Y)es to create a file for export then press <ENTER>. Enter the path for the export file (e.g. /tmp/
statement.csv). This would be used to export the statement to a file to be put on a floppy or ftp’d to another
spreadsheet.

Include YTD/Include Budget/Comparatives
If you have selected statement type (N)et or (F)ormatted, you may include two of three selections, year to
date totals, budget amounts, and/or comparative amounts.

Budget Selected
If you entered (Y)es to print budget amounts, you need to enter which budget number you want printed.

Page Numbers
Enter (Y)es to print page numbers on the statement.

Run Date
Enter (Y)es to print run date on the statement.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



. 3013102 Mr. Feldser's Copy Page 1

INCOME STATEMENT

Beta Test

All Profit Centers)

02/01/028 Thru 02/28/02)

RCT PTD- --§-- ---RCT YTD---  --%--

INCOME
RENTAL INCOME 543,016.59 89.1 1,271,393.35 88.7
INSTALLATION INCOME 6,742.27 0.9 13,6096.95 0.9
PROCESSING FEE INCOME Y 34y.83 0.6 8,720.38 0.6
TRANSPORTATION INCOME 3,075.59 0.y b,185.17 0.4
SALE OF EQUIPMENT INCOME 6,579.98 0.9 20,197.13 1.4
PAYMENT PROTECTION 37,017.00 5.1 13,449.45 5.1
OTHER INCOME 7183.8Y 0.1 1,868.87 0.1
SECURITY DEPOSIT ACCOUNT .74 24y
CELLOLAR RIR TIME 00 00
REINSTATEMENT FEE INCOME 8,708.65 1.2 17,174.21 1.1
LATE FEES [NCOME 1,333.43 1.0 15,945.30 1.1
ACCESSORY IN[IJME 00 00
CASH DISCOUNTS INCOME 3,276.13 0.y 3,045.44 0.2
SVCE C0D & UJHFIFIFINTY INCOME .00 LTI
TOTAL INCOME 720,894.85 100.0  1,433,191.54 100.0
DECLINE N VRALUE & INTEREST
DECLINING VRLUE «156,432.59» ¢1.6-  «312,2234.99 21.1-
DECLINE - FREIGHT «|,588.04» 0.2- <3,101.84» 0.2-
CI0 SKIPS & STOLENS «17,392.3D 2.y- 5, BLILI Ik 3.1
ADJ COST ON UNIT SALES «13,256.73 1.8- «34,849.43> 2.4-
INTEREST «23,949.07» 33 <L|5,939.II> 3.2-
TOTAL DECLINE IN VALUE & INT «212,618. 74 294 «4ur1,960.01> 30.8-
GROSS PROFIT 508,276.11 10.5 991,231.53 69.1




3.8 General Ledger Reports (GLREPORTS)
The General Ledger module offers many different report that are parameter driven for extreme flexibility.

G/L Reporie

1 BETR TEST 1B.B

AfLIMEE 1:4T pa

Bistorlcel Statamnts

Budget /Conparat 1va Aeport
IngulryfSaerch Aeport

Morit hly Corperet lve Rapart

Proflt Centar Anelysls Aeport

PAcE 1t Centar Trlal Balarce Repart
Enurca Code Rapart

Trial Balarce Rapart

Varienca Aralusis Rapart

Horkeheat Rapart

F1-DFH

FE-MAIL

Fa4-CA_EHDAR FS-HELP

Historical Statements (GLHIST)
Historical Statements present your financial information over a twelve month period allowing you to see the

trend all on one page.

FT-SECLHITY

FE-Praw

Historlcel Stats

1 BETR TEST 1B.B

3f13fee B2:49 pa

5t Bt emEnt 3
Tupe:

Hagk Cradit?
Cor|olldet e?

Printars:
Cortral?

Budget Selectad: 1

Prags FO when filnlshad
entaring all pereneters

Imgut tha statamant nunbar or Zero To0 Select from a 1lst

Statement

Enter the statement layout number you would like to print or press enter to get a lookup menu to make your

selection.

Type

Enter the report type you would like to print, (A)ctual (B)udget or (C)omparative.

Budget Selected

If you selected (B)udget for the report type, enter the budget number you would like to print.



Mask Credit
Enter “Y” to mask credit balances.

Consolidate
Enter (Y)es to consolidate multiple profit centers/stores.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



.3 313102 Page: 1
: BETA TEST 10.0
fActual Amounts
INCOME STRTEMENT

(01/01/02 Thru 12/31/02)

ACCOONT (TR Jan Feb Mar Rpr May Jun Jul Aug Sep Ocl Noy Dec

RENTAL INCOME RIl 628376 643016 645582 GOGGES 586838 599041 534972 516709 518883 496321  W6e277 0
INSTALLATION INCOME RIl 5954 8742 5510 4333 5673 5202 5808 6137 4357 4767 5279 0
PROCESSING FEE [NCOM Rl Y4375 434y 3770 2683 3481 3349 2488 2413 2762 2400 2410 0
TRANSPORTATION [NCOM A1 3109 3075 4006 3854 31y yiue 2901 2129 3387 3088 2634 0
SALE OF EQUIPMENT IN RI1 13617 §579 2784 4765 2084 2512 3641 6429 EIE]] 0
PAYMENT PROTECTION RI| 36482 37017  374e2 35081 33822 36173 32519 31678 31773 30151 28533 0
OTHER INCOME RIL 1085 783 1449 1495 2890- 2487 2914 3 2175 1598 271 0
SECURITY DEPOSIT ACC A1l 10 Iy 14- 0 0 45 15 0 | 5 5 0
CELLULAR RIR TIME A1 0 0 0 0 0 0 0 0 0 0 0 0
REINSTATEMENT FEE IN RI|  B8Y65 8708 9545 9452 8793 11299 9641 10151 9887 9052 1161 0
LATE FEES INCOME RIl 8611 1333 9533 1267 7933 8y11 6718 6570 6948 6088 5302 0
ACCESSORY INCOME Rl 0 0 0 0 0 0 0 0 0 0 0 0
CASH DISCOUNTS INCOM A1 667 32718 1M 0 80 0 43 505 141 97 0 0
SVCE COD § WARRANTY A1l 540 0 1081 2679 1041 200 80 0 970 0 0 0
TOTAL INCOME 712291 720889 735700 678294 650139 672857 GOI740 586698 GSBG6Y4l 557000 527795 0

DECLINING VALUE Al 155792- 156432~ 15918Y- 148220- 142125- 143161- 125825- 121619- 122633- 174y13- 105927-
DECLINE - FREIGHT ~ AIl 1513~ 1588~ 1664~ 1537~  [583-  1500-  1y05- 1398~  1370-  1397- 1210~
C/0 SKIPS & STOLENS AI| 26452 [7392- 3038Y- £1553- 2288Y- 25306-  16312-  26042-
ADJ COST ON UNIT SAL A1 - - - - - - -
INTEREST Al

£

TOTAL DECLINE IN VALU
6ROSS PROFIT 482952 508272 508851 472356 452904  u69518 430208 405796 399768 355693 372355 0

SALARY CLERICAL H.0.
SALARY CUSTOMER SERV
SALARY COPORRTE OFFI
SALARY MANRGER
REGIONAL MANRGER

0
SRLARY RSST MANRGER 2 Y4y 257I4 23550 32704 17276 15206 18345 17843 18162
SRLARY MANAGER TRAIN 1 14042 563 12467 3906 9615 5181 i 11457 12111 11808
9028 330 8815 9386 6106 4268 4200 403y 3985
EXECUTIVE SALARY | 18110 16110 16110 I6110 23648 16110 16110 16110 16110 19714
SALARY CLERICAL 11892 11329 (1294  [1019 11148 11469 7603 659y 7617 9210 eelIs
FICA EXPENSE - SOCI 1543 15295 15055 13563  [26BY 19142 11949 11906 11773 12197 1168]
17859 508 32 13303 264 539 10656 327 gqag 1043

STATE & FED UNEMPLO
MEDICAL INSURANCE E

WORKERS" COMP EXPEN 18576 5792 5765 20754 5025 7990 21901 5340 5365 18300  yg@so

TOTAL PRYROLL 266745 237049 224873 252801 201481 294321 223959 195678 189143 213568 200700 0
REFERRALS Al 120 410 671 215 350 220 200 200 190 300 210 0
YELLOW PAGES Al 4172 4175 4172 467y 467y 467y 5094 4704 4704 740 y740 0
MEDIA PLACEMENT Al 29089 32691  2YYsg 8567 18223 15221 20950  1§9BY 4759 37 18677 0
OTHER ROVERTISING  RIl 8795 5602 a0 13735 1873 5928 4059 4oer  SGBY 5534 e3ve 0
TOTAL RDVERTISING U2T16 43078 32045 27091 41981 26043 30303 25895 15337 11211 32025

ACCTING, LEGAL, & PR AI1 1900 3564 15360 10599 10492 4300 go18 4300  G6B? 7715 I3

Al
Al
Al
Al
Al
Al
Al
SALARY SERVICE EH
Al
Al
All
All
Al

A
i
X
5




Budget Report (RPTBDG)
An option is provided to print the budget or comparative amounts.

Rapari Hudpat 1 BETR TEST 1B.B B/el/ae- 2/26/88

Etertirg Accourt: [l
Ending Acoount @

Aeport Option: Budgets Budpat Salacted: 1
Rooount Typa: All
Prof it Canter: SG90GEG

Printar I0: LPE]
Control® Mo

Prags FO when filnlshad
entaring all pereneters

Imput tha starilng eccount nunber

Starting account/Ending Account
Enter a range of G/L accounts you would like to report on or leave blank for all.

Report Option
Select either (B)udget amounts or (C)omparative amounts.

Budget Selected
Enter the budget number you would like to print.

Account Type
Enter the account type you would like to print (A)sset, (L)iability, (C)apital/Earnings, (R)evenue, (E)xpense,
or leave blank to get all types.

Profit Center
Enter the profit center/store you would like to print or leave the 999999 to get all.

Printer ID

The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



.3 Date: 3/13/02 6/L Account Budget Amount Report Page: |
: Company: 1 BETR TEST 10.0
© Account: Al Profit Center: 1 Cathy's Rent to Qun Type: Al

3 Account: 1000  CRSH CHECKING - HOME OFFICE Normal Balance: Debit Type: Rsset
-CTR- ----PRD {=---  ----PRD @----  ----PRD 3----  ----PRQ Y----  ----PRD 5---- =+==PRD f=---  ----PAD 7----
1 0.00 0.00 0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00 0.00 0.00
-CTR- ----PAD 8----  ----PRD 9---- ---PRD 10---  ----PRD 11---  ----PRD 12--- ----PAD 13---  ---TOTALS----
| 0.00 0.00 0.00 0.00 0.00 0.00 0.00
: 0.00 0.00 0.00 0.00 0.00 0.00 0.00
% Account: 1001 CRSH CHECKING Normal Balance: Debit Type: Rsset

[T ===-PRD === ===-PRD 2 <oPRD 3wex wweePRD Yzxs weeoRD Bress ceePRD fecx -eoPRD Jae-
1 0.00 0.00 0.00 0.00 0.00 0.00

0.00

0.00 0.00 0.00 0.00 0.00 0.00 0.00

-CTR- ----PAD 8----  ----PRD 9---- ---PRD 10---  ----PRD 11---  ----PRD 12--- ----PAD 13---  ---TOTALS----

0.00 0.00 0.00 0.00 0.00 0.00 0.00

: 0.00 0.00 0.00 0.00 0.00 0.00 0.00
3 Account: 1002 CRSH CHECKING - CANYON PRYROLL Normal Balance: Debit Type: Rsset

P oCTR- ----PAD 1=+--  --=-PRD 2-+--  ----PRD 3----  ----PRD Y=---  ----PRD §---- ----PAD §----  ----PAD 7----

0.00 0.00 0.00 0.00 0.00 0.00 0.00

-C'R- ----PAD 8----  ----PRD 9----  ----PRD 10---  ----PAD 1]---  ----PAD 12--- ----PAD 13---  ---TOTALS----

: 0.00 0.00 0.00 0.00 0.00 0.00 0.00
3 Account: 1010 PETTY CASH Normal Balance: Debit Type: Rsset

(TR wwe-PRD frwsx wwePRD 2zerx  =weoPRD 3eres weoPRD Yoesr  woooPRD Seesx cesoRD Goese wen<PRD Joee-
1 0.00 0.00 0.00 0.00 0.00 0.00 0.00

o
° ®
¢ o
° o
¢ ®
¢ ®
° o
¢ o
° °
® M 1o 0.00 0.00 0.00 00 - PS
® o
¢ o
° o
° o
° o
¢ o
¢ o
° ®

“[TR  wwc-PAD Bresx  wePRD Qxere  esoPRD 10es wesPRD [fesr woesPRD 3w wesoRD 13ss s TOTRLG:-:
1 0.00 0.00 0.00 0.00 0.00 0.00 0.00

‘ 0.00 0.00 0.00 0.00 0.00 0.00 0.00

3 Rccount: 1011 Cash Normal Balance: Debit Type: Rsset

| -(TR-  ----PRD 1----  ----PRD 2----  ----PRD 3----  ----PRQ §----  ----PRD 5----  ----PRD G----  ----PRD 7----
0.00 0.00 0.00 0.00 0.00 0.00 0.00




Inquiry/Search Report (GLSRCH)

The General Ledger Search report provides a general purpose approach to locating transactions that meet
certain selection criteria.

Saerch Accis 1 BETR TEST 1B.B L/e1/aE- BSER/EE

Sterting Account :
Ending Account :

Praof it Canter:
Source Coda:

Tupa Entry:
Low Rmpount @
Hlgh Fmpuni :
Descrlption:

Starting Date: 1091782
Erding Data: E/EBSEE

Prags FO when filnlshad
Printar I0: LPEI] entaring all pereneters
Control® Mo

Imput tha starilng eccount nunber

Starting Account/Ending Account
Enter the starting and ending account numbers you would like to report on or leave blank to select all.

Profit Center
Enter the profit center/store you would like to report on or leave 999999 for all.

Source Code
Enter a specific source code you would like to report on or leave blank for all.

Type Entry
Enter (D)ebit or (C)redit for specific types of entries or leave blank for all.

Low Amount/High Amount
You may specify a low and/or high amount to report on or leave blank for all.

Description
You may specify a description to report on or leave blank for all.

Printer ID

The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



. Date: 3/13/02 6/L Transaction Search Report Page: | .

§ Account: Al Profit Center: Al Date: 1/01/01- 1731701 Debits & Credits
Amount - Entry Description: :
HE[IJUNT DESCRIPTION SRC DESCRIPTION CTR  DATE DEBIT AMT CREDIT AMT .
1000 CASH CHECKING - HOME OFFICE  SUM INTERFRCE 111l 471.49 :

1000 CASH CHECKING - HOME OFFICE  SUM INTERFACE 11l 38.80
1000 CASH CHECKING - HOME OFFICE  SUM INTERFRCE 11723101 §4.08
1000 CASH CHECKING - HOME OFFICE  SUM INTERFACE 11723101 4.65
1000 CASH CHECKING - HOME OFFICE  SUM INTERFRCE 11730101 91.3§
1000 CASH CHECKING - HOME OFFICE  SUM INTERFACE 11730101 §.64

1000 CASH CHECKING - HOME DFFICE  JE  JOURNRL ENTRIES 1131101 677.02
0 RECLASSIFY RTD ITEMS BACKED OUT EC

1000 CASH CHECKING - HOME OFFICE  SUM INTERFRCE 2 1123101 92.87
1000 CASH CHECKING - HOME DFFICE  SUM INTERFACE 2 1123101 5.98
1000 CASH CHECKING - HOME OFFICE  SUM INTERFRCE 2 1130101 296.03
1000 CASH CHECKING - HOME OFFICE  SUM INTERFACE 2 130101 a1.27

1000 CASH CHECKING - HOME DFFICE  JE  JOURNRL ENTRIES 2 1131101 416.15
0 RECLASSIFY RTD ITEMS BACKED OUT EC

0 O
® O
® O
® O
® O
. 1000 CASH CHECKING - HOME OFFICE  SUM INTERFRCE 41l 358.39 .
1000 CASH CHECKING - HOME DFFICE  SUM INTERFACE 1ol 25.59

.: 1000 CASH CHECKING - HOME OFFICE  SUM INTERFRCE 4 1ol 109.79 .

1000 CASH CHECKING - HOME OFFICE  SUM INTERFACE 41l 1.60

1000 CASH CHECKING - HOME OFFICE  SUM INTERFRCE 4 1r23i0l 155.82
. 1000 CASH CHECKING - HOME OFFICE  SUM INTERFACE U 1/23/01 9.18 .

| 1000 CASH CHECKING - HOME OFFICE  SUM INTERFRCE 4 1126101 126.28
. 1000 CASH CHECKING - HOME OFFICE  SUM INTERFACE i 1/26/01 8.19 | .
® O
® O
® O
® O
® O
® O
® O

1000 CASH CHECKING - HOME DFFICE  JE  JOURNRL ENTRIES 4 1/3tiel 801.44
0 RECLASSIFY RTD ITEMS BACKED 00T EC

1000 CASH CHECKING - HOME OFFICE  SUM INTERFRCE § 1102101 95.1§
1000 CASH CHECKING - HOME DFFICE  SUM INTERFACE 5 1/02101 4.8Y




Monthly Comparative Report (GLMONTH)
This report provides a monthly comparative by profit center/store.

HWonthly Corp AR 1 BETR TEST 1B.B AfL3fEE A:ET A

Etatement:

Bapimning Siore: a
Erding Store: 4

Hagk Cradit Bal? Yes

Printar: LPIL
ContralT Mo

Prags FO when filnlshad
entaring all pereneters

Imgut tha statamant nunbar or Zero To0 Select from a 1lst

Statement
Enter the statement layout number you would like to use or <ENTER> for a lookup window for you to
choose.

Beginning Store/Ending Store
Enter the beginning and ending profit center/store you would like to run the report for or leave blank for all.

Mask Credit Bal
Enter “Y” to mask credit balances.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



: BETA TEST 10.0
©o 3 Monthly Comparative HsEnrl By Indlvidual Store - 1 Page
: INCOME STRTEMENT
(01101702 Thru 12131102)
LAST YR THIS ¥
AVERRGE Jan Feb Mar fpr Ma Jun Jul Hug Sep Oct Nov Dec TOTAL AVERRG|
RENTAL INCONE youg U906 30147 33380 3385 W3 333 30866 AWI Al 20638 23212 33734 3043
INSTALLATION [NCOME 40 ] 55y 34 3y 836 29 34 297 25 1 483 433 30
PROCESSING FEE INCOME i 13 11 3 2 15 1 5 a5 b 109 60 55 5]
TRRANSPORTATION INCOME 15 F 2 11 2680 | 80 85 § 1 10 899 82
SALE OF EELIIPMENT INCONE 50 1000 15 20 0 90 0 0 [ 16 3869 LT
PAYMENT PROTECTION 258 233 XN 01 187 2136 2037 1705 1614 152 146 185 20630 1875
OTHER INCOME y 235- B0y 183- 203- 6y [ 35 435 1 83 91 2400 2l
SECURITY DEPOS|T ACCOUNT 0 ] 3 0 E
CELLULAR RIR TINE 0 0
REINSTRTEMENT FEE INCOME 142 1260 1040 110 81 978 126 9 115 15 N 680 1067 97
LATE FEES INCOME 0 0
ACCESSORY INCOME ]
CASH DISCOUNTS INCOME 0
SVCE COD & WARRANTY INCOME 0
TOTAL INCOME
DECLINING VALUE
DECLINE - FREJGHT
C/0 SKIPS & STOLENS
ADJ COST ON UNIT SALES
INTEREST

TOTAL DECLINE IN VALUE & INT
BROSS PROFIT

SRLARY CLERICAL H.0, 0 0 0 0 0 0 0 0 0
SALARY CUSTOMER SERV REP LTI 1)} 0l 197 238 2580 3] 2099 1708 501 1288 1390 20357 1851
SRLARY COPORATE OFFICERS 0 0 0 0 0 0 0 0 0
SALARY MRNRGER 43 23 FEL ELE] 2701 2769 4353 2763 459 1384~ 0 192 25293 208
REGIONAL MANAGER 0 0 0 [ 0 0 0 0 0
SALARY ASST MANRGER 1215 20 197 186 1856 1051 26 2 2062 1661 578 4G 19920 1811
SALARY MANAGER TRAINEE 0 0 0 0 0 0 1565 204y 1 5148 L[]
SRLARY SERVICE 0 0 0 0 0 0 0 0 0 0
EXECUTIVE SALARY 0 0 0 0 [ 0 0 0 0 0
SRLARY CLERICAL yug 21 65 178 1536 0 0 1] 0 1053 2180 1299 8779 198
FICA EXPENSE - SOCIAL SECURITY 608 5 5 83 B15 {17} 54y 53§ 476 )] 463 56 5063 533
STATE & FED UNEMPLOYMENT 232 36 3 | 520 3 3 415 11 3 560 5 2132 194
MEDICAL INSURRNCE EXPENSE 360 25 3 3 m B- 107 258 258 183 0 2100 19]
WORKERS' COMP EXPENSE LT 180 1246 0 1347 0 1702 5075 L[]
TOTAL PAYROLL 9628 9567 8917 9584 11568 669! 7614 9528 9084 3663 @IS 921 0 94667  B606
REFERRALS 1 20 | 3] [} 0 | [}

338 3l 113 EDy] 357 357 407 LIl 418 4022 368
MEDIR PLACEMENT 1108 1945 203 1515 8 839 0 124 1037 19] 122 10101 918
OTHER RDVERTISING 1268 4l 260 1733 2020 1778 180 1198 L[ 1000 i 9786 888
TOTAL ADVERTISING 730 M3 T ene 2108 36 1A 1831 2592 1049 Wig 213 0 23980 2180
RCCTING, LEGAL, & PROFESSIONAL 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0




Profit Center Analysis Report (GLANAL)
This report provides a comparative between profit centers/stores.

Fit Cir Anelysls 1 BETR TEST 1B.B AfL3MEE  4:35 pa

Gtatement: | B

Tupe: Actual Budget Selectad: 1
Hagk Cradit: Yes

Start Dete: 1/B1ME
Erd Deiges 1E/31/8E

Printar: LPIL
ContralT Mo

Prags FO when filnlshad
entaring all pereneters

Imgut tha statamant nunbar or Zero To0 Select from a 1lst

Statement
Enter the statement layout number you would like to use or <ENTER> for a lookup window for you to
choose.

Type
Enter the report type you would like to print, (A)ctual (B)udget or (C)omparative.

Budget Selected
If you selected (B)udget for the report type, enter the budget number you would like to print.

Mask Credit Bal
Enter “Y” to mask credit balances.

Starting Date/Ending Date
Enter the starting and ending date for the period you would like to report.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



.3 3113002 Page: 1
: TET 100

BETA

Actual Amounts

|NCOME_STRTEMENT

(01701702 Thrw 01731702]

ACCOUNT DESCRIPTION 1 2 ] 5 b 7 B
RENTAL INCOME 34996.83 35526, 0§ 37428.65 3196Y.58 51270.08 59634.4Y 50254.4y
INSTALLATION INCOME 410.19 694,37 1018.85 373.54 611.54 257,85 935. 4
PROCESSING FEE INCOME 130.00 210.00 47.00 113.13 42y 319.01 2].88
TRANSPORTATION _INCOME 25.00 315.92 50,00 83.30 413.58 236.00 528.17
SALE OF EQUIPMENT INCOME 1000.00 917.06 1557.00 950.16 1428.16 720.00 .00
PRYMENT PROTECT ION FEEERN 1859. 58 194Y.62 1790.97 3327.09 3971.88 2631.26
OTHER INCOME 235.73 174.26 151.04 91.00 150.22 6Y.90 264.17
SECURITY DEPOSIT ACCOUNT 0.00 10.00 0.00 .00 0.00 .00 .00
CELLULAR RIR TIME 0.00 00 0.00 .00 0.00 .00 .00
REINSTATEMENT FEE INCOME 1260.00 1030.06 475.00 1195.16 0.00 .00 1636.00
LATE FEES INCOME 0.00 | 0.00 00 1185.01 1810.68 .00
ACCESSORY INCOME 0.00 00 0.00 00 0.00 .00 .00
CASH DISCOUNTS INCOME 29.50 2.3 63.8Y 92.76 Y.16 81 35.80
SVCE COD & WARRANTY [NCOME 0.00 00 0.00 .00 0.00 00 .00
TOTAL INCOME 39949.55 40827.73 42735.00 36653.60 58813.58 67024.57 56313.45
DECLINING VHlUE 8737.58- 900y, 32- 9500, 18- 8158.33- 12387.94 14781.54 12279.48-
DECLINE - HT 0.00 0.00 0.00 .00 0.0 .00
/0 SKIPS E TOLE 9168.3y- 1017.40- 1955.51- 2118.51- | yeg.2 3949.86-
ADJ COST ON UNIT SHlES 2583.55- 140118~ 1724.98- 2119.4¢- 1235.68 1209.28 1040.47
INTEREST 0.00 . 0.00 .00 0.0

TOTAL DECLINE IN VALUE & IN

GROSS PROFIT

SALARY CLERICAL H.0, 0.00 0.0 0.00 0.00 0.00

SALARY CUSTOMER SERV REP 2813.43 1597.02 1878.48 1623.79 3635.79 4568.94
SALARY COPORATE OFFICERS 0.0 0.0 0.00 0.00 0.00 .00
SALARY MANAGER 2607.70 297117 2307.70 4387.42 2769.24 3076.94
REG IONAL MANAGER 00 0.00 0.00 00 0.00 .00
SALARY RSST MANAGER 1990.90 03741 2089.31 1355.88 2227 .42 1967.53
SALARY MANRGER TRAINEE 0.00 0.00 0.00 0.00 0.00 00
SRLARY SERVICE 0.00 0.00 0.00 0.00 0.00 00
EXECUTIVE SALARY 0.00 0.00 0.00 0.00 0.00 .00
SALARY CLERICAL 1390.43 0.00 1335.57 1338.66 1897.42 00
FICA EXPENSE - SOCIAL SECUR b31.48 499,53 568.20 §48.60 182.41 40.23
STATE & FED UNEMPLDYMENT 486.52 540,22 71,20 162.72 1275.08 833,32
MEDICAL INSURRNCE EXPENSE 269.72 435.01 517,18 345.99 581.5 129,29
WORKERS' COMP EXPENSE 851.09 1251.65 878.56 316.48 4.7 1933.62
TOTAL PRYROLL 11041.27 9322.11 10046. 18 10779.54 13639.52 13409.87
REFERRALS 20.00 20.00 60.00 40.00 100.00 50.00 40.00
YELLOW PAGES B 313.88 313.88 313.86 193.40 193.40 313,
MEDIR PLACEMENT . 134598 1345, 98 1945, 98 1329.17 1329.18 194538
OTHER RDVERTISING A 320.24 009 200 1030.14 1321n ELCIEL

Fal
Ler-yin
e —

o

=




Profit Center Trial Balance Report (GLPFTBAL)
This report provides a detail level audit trail of all activity for a range of accounts and/or profit centers/store.

Fit Cir Trl Bal 1 BETR TEST 1B.B L/e1/aE- BSER/EE

Sterting Account :
Ending Account :

Salect Loce By: 1 ALl Loceilors

Starting Date: 1091782
Erding Data: E/EBSEE

Includa Deiplils? Yae
Build Export File® Mo Fllenene:

Sort Order: Location

Printar I0: LPE] Prags FO when filnlshad
Control® Mo entaring all pereneters

Imput tha starilng eccount nunber for tha report

Starting Account/Ending Account
Enter the starting and ending account numbers you would like to report on or leave blank to select all.

Select Locs By
You have many options for profit centers/stores: 1=All Locs 2=Any 10 Locs 3=Range of Locs 4=Any 10
Groups 5=Range of Groups. Enter the selection of your choice.

Starting Date/Ending Date
Enter the starting and ending date for the period you would like to report.

Include Details
Enter (Y)es if you would like comments included on each entry.

Build Export File/Filename

Enter (Y)es to create a file for export then press <ENTER>. Enter the path for the export file (e.g. /tmp/
statement.csv). This would be used to export the statement to a file to be put on a floppy or ftp’d to another
spreadsheet.

Sort Order
You have two sort options, (L)ocation or (A)ccount for which the report may be printed.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



.i Date: 31302 BIL Profil Cenler Trizl Balance Report Page: |
. Company: 1 BETA TEST 10.0
. R:cnun?: Al Date: 1/01/02- 1/31]02 With Detalls

CTR ACCOUNT  J/E # DESCRIPTION BEG BALANCE  DEBIT CREDIT NET CHANGE  END BALANCE
11000 CASH CHECKING - HOME DFFICE

Account Totals:
11001 CASH CHECKING

Recount Totals: 3156.46 3156.46
11010 PETTY CASH

Account Totals: 170.00 170.00
1 2078 CUSTOMER RACCTS REC

Account Totals: 535.59 535.59
1 3050 SALES TAX PAYRBLE COMPANY

Account Totals:
1 4014 RETAINED ERRNINGS

Recount Totals: 89297.53- 89297.53-
1 5007 RENTAL INCOME

Account Totals:
1 5002 SECURITY DEPOSIT ACCOUNT

Account Totals:
1 5003 INSTALLATION INCOME

Account Totals:
1 5004 PROCESSING FEE INCOME

Account Totals:
. 1 5005 TRANSPORTATION |NCOME .




Source Code Report (RPTTRAN)
This report provides an analysis of transactions based upon the source code on the journal transactions.

Rapari Trars 1 BETR TEST 1B.B L/e1/aE- BSER/EE

Etert irg Source: fi
Endirg Source:

PFroflt Centar: SSa590

Sierting Dete: L/B1/OE
Ending Dete: EfEDSOE

[nclude Datalls? Yes
Sort Bu: Account

Primer ID: LPAL
ContralT Mo

Prags FO when filnlshad
entaring all pereneters

[nput the sterting source coda

Starting Source/Ending Source
Enter the starting and ending source code you would like to report or leave blank to get all.

Profit Center
Enter the profit center/store you would like to report on or leave 999999 to include all.

Starting Date/Ending Date
Enter the starting and ending date for the period you would like to report.

Include Details
Enter (Y)es if you would like comments included on each entry.

Sort by
You have three options to sort by, (A)ccount number, (J)/E Number, or (D)escription of journal entry.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



o Date:r 3/14/02 BIL Transaction Seurce Report Page: |
- Company: 1 BETA TEST 10.0
Snurtes fll Profit Cenfer: 1 Date: 1/01/01 - 1/31/01 With Defails
‘II’ SUUHEE DESCRIPTION DEBITS CREDITS
ACCOUNTS PAYRBLE
ACCOUNT DESCRIPTION SAC (TR DATE
8201 MAINTENANCE & REPRIRS AP ACCOUNTS PAYABLE 1 1/00/01 400.00
Check # 16151 to J & J GLASS (Vendor # 842
Description Tolal: 400.00
5011 QTHER [NCOME AP ACCOUNTS PAYABLE 1 1/23/01 2.56
Check # 16168 to JVC COMPANY OF AMERICA (Vendor # 252
5011 OTHER [NCOME AP ACCOUNTS PAYRBLE 1 1/23101 1.56
Check # 16168 to JVC COMPANY OF RMERICA (Vendor # 252
Description Tolal: 4.12
8201 MAINTENANCE & REPRIRS AP ACCOUNTS PAYRBLE 1 1/06/01 25.00
Check # 44625 to A-1 SECURITY, LTD (Vendor # 717

Description Tolal: 25.00

§203 THU[K MHINTENHNEE AP ACCOUNTS PAYABLE 1 1/06/01 56.31
Check Y4630 to AMERICAN MOBILE LUBE (Vendor #  20)

Description Tolal: 58.31

8119 TRUCK LERSE AP ACCOUNTS PAYRBLE 1 1/06/01 436.44
Check #  4uB32 to RSSOCIATES FLEET SERVICES (Vendor #  949)

8205 FUEL AP ACCOUNTS PAYABLE 1 1/06/01 205.79
Check #  4uB32 to RSSOCIATES FLEET SERVICES (Vendor #  949)

Description Tolal: 6Y2.23

g2l [UMPUTEH RENTAL AP ACCOUNTS PAYRBLE 1 1/06/01 460.00
Check WUG4O to DAVID MANTHE! OR CRRL MANTHEI (Vendor # 607)

Description Tolal: 460.00

@
@
@
@
@
@
@
@
°
5133 EUPLOVAENT B BCCOUNTS PAYRBLE b e o
°
®
@
@
@
@
@
o

Check # Y648 to LRS VEGRS EMPLOYMENT GUIDE (Vendor #  962)

8133 EMPLOYMENT AD AP ACCOUNTS PAYRBLE 1 1/06/01 48.00
Check # YYGuB to LRS VEGRS EMPLOYMENT BUIDE (Vendor # 962)

Description Tolal: 96.00

8127 UTILITIES AP ACCOUNTS PAYRBLE 1 1/06/01 128.43
Check # 44651 to NEVADR POWER COMPANY (Vendor # 5UE)




Trial Balance Report (TRIALBAL)
This report provides a detail level audit trail of all activity for a range of accounts.

Trial Balance 1 BETR TEST 1B.B L/e1/aE- BSER/EE

Sterting Account :
Ending Account :

Praf it Canier: S95R09

Starting Date: 1091782
Erding Data: E/EBSEE

Includa Deiplils? Yae

Printar I0: LPE]
Control® Mo

Prags FO when filnlshad
entaring all pereneters

Imput tha starilng eccount nunber for tha report

Starting Account/Ending Account
Enter the starting and ending account numbers you would like to report on or leave blank to select all.

Profit Center
Enter the profit center/store you would like to report on or leave 999999 to include all.

Starting Date/Ending Date
Enter the starting and ending date for the period you would like to report.

Include Details
Enter (Y)es if you would like comments included on each entry.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



o Dater 314
Company: |
: Recount:

/02 B/L Account Trial Balance Report Page: |
BETR TEST 10.0
- 3909 Profit Cenfer: Al Date:  1101/01- 1/31/01 With Defails

. RCCOUNT DESCRIPTION BEG BALANCE OEBIT CREDIT NET CHRNGE END BALANCE

@
@
Rccount Tolals:
@ oot oosh cherkins o
Rccount Tolals: 45330.47 45330.47
. 1002 CRSH CHECKING - CANYON PAYROLL .
Rccount Tolals: 1000.00 1000.00
1010 PETTY CRSH
. Recount Tolals: 3120.00 3120.00 .
1011 Cash
‘ Account Totals: .
1031 INVENTORY-OFF ICE SUPPLIES
Aecount Tolals: 19782.73 19782.73
. 1035 INVENTORY-SERVICE LAS VEGAS .
Aecount Tolals: 20193.41 28193.41
. 1036 INVENTORY-SERVICE OAHU .
Rccount Tofals: 29014.23 29014.23
1038 INVENTORY-COMPUTER PARTS
.‘ Rccount Tofals: 1527.11 1527.11 .
L1039 INVENTORY CLERRING
(] Aecount Tlals: 86599.40 N @)
: 1040 RENTAL INVENTORY
3 Recount Tolals: 5301585.97 5301585.97
. 1041 ALLOWANCE FOR DECLINE IN VALLE .
Recount Tolals: 2186407.67- 2188407.67-
. 1042 MATTRESSES & FREIGHT .
Recount Tolals: 18990.36 18990. 36
® O
® O
® @
® O
® O
® O




Variance Analysis Report (RPTANAL)
This report provides a variance analysis for a range of accounts during a given period of time. The vari-
ance is compared from actual to either budget or comparative amounts.

Anelysls Report 1 BETR TEST 1B.B L/e1/aE- BSER/EE

Sterting Account :
Ending Account :

Starting Date: 1091782
Erding Data: E/EBSEE

Prof it Canter: SG90GEG
Marienca Percant : . B4

Rocount Tupa:
Totels Dnly® Yas
Dwer fUrder &
Budgata/Conpa: Budget Bikdgat Salected: 1
PerlodfYaer:
Repori Formet : Exparded
Het AmoUNTE? Ha Prags FE when finlshad
entaring all pereneiers

Primtar I0: LPB]
Control® Mo L

Imput tha starilng eccount nunber for tha report

Starting Account/Ending Account
Enter the starting and ending account numbers you would like to report on or leave blank to select all.

Starting Date/Ending Date
Enter the starting and ending date for the period you would like to report.

Profit Center
Enter the profit center/store you would like to report on or leave 999999 to include all.

Variance Percent
Enter a variance percent to report or enter zero for all. If an amount is entered all accounts varying this
amount when compared to the budgeted or comparatives will be shown.

Account Type
Enter the account type you would like to report on, (A)sset, (L)iability, (C)apital/Earnings, (R)evenue,
(E)xpense or leave blank to include all.

Totals Only
Enter (Y)es to include profit center amounts.

Over/Under
You may report on only (O)ver or (U)nder variances or leave blank to get both.

Budgets/Comps
Enter which amounts you would like the actual to be compared to, (B)udgets, (C)omparatives, or leave
blank to get both.



Budget Selected
If you selected (B)udget or left blank for all, enter the budget number you would like to do the variance.

Period/Year
Enter what time frame you would like to base the variance, (P)eriod to date, (Y)ear to date, or blank for
both.

Report Format
Enter the type of print format you would like, (E)xpanded format or (S)ummary line format.

Net Amounts
Enter (Y)es to choose to show budget and comparatives as net amounts.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



; PIO§-= ==Y
e 12138335+ 1000

: Account:

© RAccount:

‘ Do -
L] 13696.95- 100.0

© Account:

Date: 3/14/02 G6/1 Account Analysis Report Page
Eumpan?: 1 BETA TEST 10.0
Account: 5001 5949 Profit Cenfer: Rl Date 1/a1/02 - 2/28/02

: Variance: None

------- ([
1271383,35- 100.0
5002 SECURITY DEPOSIT ACCOUNT
RCTU
------- e e
e - 0D 24,74 100.0
5003 INSTALLATION [NCOME
(R--zce- RCTURL:------
------- Sy e
1363695~ 100.0

Account: 5004 PROCESSING FEE INCOME

PIO-=- =cer eeVIDfeesr <o
e 812038 1000 8720.38- 100.0

Account: 5005 TRANSPORTATION INCOME
(Re-zce- RECTURL - - - -
------- PO e reVIDgeeer <o

e GBS 1000 61851+ 100.0
Account: 5007 SALE OF EQUIPMENT INCOME

(R--zce- RCTURL------
------- PIO§e=s e eeyT0feeer <o
e 00003 1000 2018213+ 100.0
5009 PRYMENT PROTECT 0N

PIO--- e reyTDfeear <o
be N8 UG- 1000 7348945+ 100.0

Summary Only

Type: Rl Without Net

-=--pT0§---  --§--  ---YID§---- --%-- i --PTD§--- --§--  ---YT0§-
1301794.00- 97.7  1301794.00- 97.7 1325292 75- 95.9 1326282, 75-
Normal Balance: Credlt Type: Revenue
------- BUDGET --~----- --- [0 M P H R H T |y E - -
----pT0§--- === ---YTD§----  --%-- --P10§-- -
0.00 0.0 0.00 0.0 285, UU- 9.7 255 UU-
Normal Balance: Credlt Type: Revenue
------- B U i E E | TR --- [0 M F H R H T |y E - -
----p10§--- --%-- --P105-- -
23690.00- ST.E 23590 ﬂﬂ 57.8 IMIQM UB- 95 5 IMIQM UB-
Normal Balance: Credlt Type: Revenue
------- BUDGET-----=-- ----COMPAR H TIVE - -
----pT0§---  --%--  ---YTD§----  --%-- --P1D§--- --§--  ---YTD§---- -
0.00 0.0 0.00 0.0 13723 BU- 63.5 13723, BU-

Normal Balance: Credlt Type: Revenue

=00 M PAA H Ty E - -

.%..
111.6

------- BUDGET --=----- -- 00 M PRA H T |y E R
----PT0§---  --f-- ---Y1Q§---- --%e- -PTD§---  --§--
9350.00- 66.2 9350.00- 68.2 5539.95- 111.8 5539 95
Normal Balance: Credlt Type: Revenue
------- BUD E E | TR --- [0 M F H R H T |y E - -
----pT0§--- --%--  ---YID§---- --%-- --PT0§-- -
12200, UU §2.7 32200. ﬂﬂ §2.7 EUEMT 83- 97 B 2DEM7 aa-

Normal Balance: Credlt Type: Revenue

e LTSRS SO 4
N800 5.1 8043 B3 914

- COMPAR H TIVE - ---
S5 S A (/|- LR Ryt
80y3s. 93-




Worksheet Report (GLWRKSHT)
This report provides a worksheet for use in preparing journal entries prior to their actual entry.

GfL HWarkshest 1 BETR TEST 1B.B L/e1/aE- BSER/EE

Sterting Account :
Ending Account :

Praf it Canier: S95R09

Starting Date: 1091782
Erding Data: E/EBSEE

Printar I0: LPE]
Comtrol® Mo

Prags FO when filnlshad
entaring all pereneters

Imput tha starilng eccount nunber for tha report

Starting Account/Ending Account
Enter the starting and ending account numbers you would like to report on or leave blank to select all.

Profit Center
Enter the profit center/store you would like to report on or leave 999999 to include all.

Starting Date/Ending Date
Enter the starting and ending date for the period you would like to report.

Printer ID

The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.
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8.8 File Maintenance (GLUTIL)
File maintenance provides the means for entering most master
ware.

records that are used throughout the soft-

GfL tllltles 1 BETR TEST 1B.B

/1488 11:99 en

‘Il:l.ll'l'[ Meint enenca Set Oparating O&tes

Compary Meiniensnca Surce Coda Maintenenca

Oepertnent Malntanance Sumnary Suystan [nterfece

Purpa G/L Deteils Welld Account Report

RAeceloulata Aelencas Year

End Procedures

F1-DFH FE-MAIL Fa4-CA_EHDAR FS-HELP

FT-SECLHITY FE-Pray

Please see chapter one “Getting Started” for the documentation on Account Maintenance, Company Main-
tenance, Department Maintenance, Set Operating Dates, and Source Code Maintenance.

Purge G/L Details (PURGEDET)

This module allows you to purge out journal transactions based off of entry date and source code. This

module is used a lot when interfacing from within the system, s

uch as Summary, Accounts Payable, and

Depreciation. If you have interfaced Accounts Payable and found it was too soon, you could use this

module to get rid of the first interface, make your corrections in

Accounts Payable and interface again. This

module should be used with great caution! Always make sure you have a back up of the entries you

want to purge.

1 BETR TEST 1B.B

1488 11:14 en

Bag Data: 1091782
End Data: 1/31/82

Sourca: AP

Prags FO when filnlshad
entaring all pereneters

Imput tha beglnning deie o

Beg Date/End Date

bE purged

Enter the date range of journal transactions you would like to purge.



Source
Enter the source code of journal transactions you would like to

purge.

When you have entered the parameters and are sure they are correct, press F9 to begin the purge. When

the purge is finished you will be back to the menu.

Recalculate Balances (ACCTBAL)

This module is used to recalculate account balances. It is a necessary step during the year end process,
and may become necessary at other times as well. This program can be run at any time with no harm.

Calc Belencas 1 BETR TEST 1B.B

1488 11:31 en

Bapimning Acot:
Erdlng Rcct :

Prags FO when filnlshad
entaring all pereneters

Imput tha begqlnning account nuebar ©

Beginning Acct/Ending Acct

a0 be racalculsted

Enter the beginning and ending accounts that you wish to recalculate or leave blank to do all. Unless you

are in a time crunch, your best bet is to do all.

When finished entering your parameters, press F9 to begin the recalculating process.



Summary System Interface (SUMGLMNU)
This module is also documented in the ‘Big Book’ Documentation under Setup 4. It is the process to use to
interface the Summary to the General Ledger.

Surmery I[ntarfece 1 BETR TEST 1B.B /1488 11:56 en

Poat Surmery SUETER
Journel Eniries

Sumnary Account Meiniensnca

F1-DFH FE-MRAIL FA-CALEHDAR FS-HELF FT-SECLHITY FE-Pray

Post Summary System (SUMGLINT)
This program is used to verify and or create journal transactions from the Summary System.

Harge Sumnery 1 BETR TEST 1B.B 3f14/8E 12:45 pa

Updata GALT Yae
[nclude Datall? Yae
Warify Aecords? Yas

Bagirmning Daca: 101782
Erding Data: 1/3176E

Siore Mumber; D959

Printar I0: LPE]
Control® Mo

Prags FO when filnlshad
entaring all pereneters

Entar (¥lae To updete the GFL with tha journel antries

Update G/L
Enter (Y)es for the system to create a journal entry to later be posted to the General Ledger. Enter (N)o if
you just want to run a verification of the Summary journal entry.

Include detail
Enter (Y)es if you want a journal transaction for every day included in the range of dates selected. Enter
(N)o if you want a consolidated journal entry posted using the ‘Ending Date’ as the journal entry date.

Beginning Date/Ending Date
Enter the date range that you want to verify and/or create the summary records.



Store Number
Enter the profit center/store you would like to verify and/or create the summary or leave 9999 to select all.

Printer ID

The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.
Important note: You must be careful not to send the same days to the General Ledger more than once.

Because of our systems flexibility it will allow you to double post and you will then have to purge and repost
the summary system.

. Summary System Inferface for 1/01/02 thru 1/31/02 .

No errors defected!

Journal Entries (JE)

This is the other journal entry module used by the Summary System and Depreciation to do automatic
postings. You may also use for any other journal entry that you may want to enter and the report before
posting to the General Ledger. When using for Summary System and Depreciation you can just go directly
to ‘Post Journal Entries’ after you have created the entries through ‘Post Summary System’ (SUMGLINT),
‘Income Forecasting Depreciation’ (DEPIFST), or ‘Depreciation’ (DEPRPT).

Jourral Entrles 1 BETR TEST 1B.B 3FL1ME L1:E4 en

lﬂﬂ Jourral Entrlas Poat Journal Entrles

Chenga Journel Eniries PUrga Journel Entries
Dalata Journel Eniries HAeport Journal Entrles
Expart Journel Eniries Show Journal Entrlas

Liet Journel Eniries

FE-MRAIL FA-CALEHDAR FS-HELF FT-SECLHITY FE-Pray




Add Journal Entries (ADDJE)
You may use this module to add a journal entry, this module allows you to add the entry, and then maintain it
without posting immediately to the ledger.

| Rdd Entrles 1 BETR TEST 1B.B LfB1MAE- B/ERSBE

RAccount Munber :
Praf it Canter: 9 Ohip Walley Seles & Hental

Entry Data: E2/20/BE

JIE"E Dakit: Cradit; Bal:

[nput the eccount nunber or 8 feu cheraectars of the daecriptlaon

Account Number

Enter a valid G/L account number. If you do not know the G/L account number, you may <ENTER> or type
in a few letters of the G/L account description and a lookup window will appear. You may page forward
using F1 and page back using F2. G/L account number modules are provided from within the window. If
you do not find the G/L account number you would like to use, you may add it by pressing F4. This will take
you to the ‘Add Account’ module. After adding the necessary G/L account number, press F9 and you will be
returned to the journal entry process. The newly added G/L account number will be displayed in the ac-
count field. You may also change a G/L account number from the lookup window by pressing F6. You will
be taken to the ‘Change Account’ module where you may make your changes, press F9 after changes have
been made and it will bring you back to the journal entry process with the newly changed G/L account
number displayed.

Profit Center
Enter the profit center/store for this entry.

Entry Date

Enter in the date you want this entry to go to the journal. It will default to today’s date. This date, however,
must fall within the dates specified in the upper right corner of the screen. These dates represent the
current General Ledger operating dates specified in (DATES).

Source

Enter a valid source code to identify the category in which this journal entry belongs. If you do not know the
source code, you may <ENTER> and a lookup window will appear. You may page forward using F1 and
page back using F2. Source code maintenance modules are provided from within the window. If you do not
find the source code you would like to use, you may add it by pressing F4. This will take you to the ‘Add
Source Code’ module. After adding the necessary code, press F9 and you will be returned to the journal
entry process. The newly added code will be displayed in the source code field. You may also change a
source code from the lookup window by pressing F6. You will be taken to the ‘Change Source Code’
module where you may make your changes, press F9 after changes have been made and it will bring you
back to the journal entry process with the newly changed source code displayed.

Amount
Enter the amount you would like to post to this account.



When you have completed all of the information for this journal transaction, press F9.

You may enter any text explanation to the journal entry. Instead of having to maintain a separate written
journal for the real journal entries, you can actually document journal entries in the journal itself. The
comment field can be up to fifty lines of text. These comments are carried into the General Ledger Transac-
tion file. Once you have finished with the comments, press F9.

Rdd Entrles 1 BETR TEST 1B.B L/e1/aE- BSER/EE

Rocount Humber: L9Es CARSH CHECKIMG - HOME DFFICE
Praof it Canter: lOCathy"s Rant to Dun
Entry Data: E/2B7EE
Sourcas AL ARJLUSTIMG JOURMAL EMTRIES

Fmount & L8, B

Dakit: Cradit; Bal:

[3 awarything elright on this Journal entry? I

After the text description is entered, you have the option to redo anything that you might have entered
wrong. If you have entered something wrong, answer accordingly and correct the error.

Once you have the entry correct, you will be taken back to the top to enter the next journal transaction. The
bottom of the screen keeps a running balance of the number of journal transactions ‘J/E’s’, debit entry
amounts ‘Debit’, credit entry amounts ‘Credit’, and balance of the entire journal entry ‘Balance’. The entry
must be a zero balance before it will posted to the ledger.



Change Journal Entries (CHGJE)

Once journal entries have been added using (ADDJE), you may make changes to them before posting to
the journal using this module.

Chenpa Eniries 1 BETR TEST 1B.B L/e1/aE- BSER/EE

RAccount Munber :
Praf it Canter: 9 Ohip Walley Seles & Hental
Entry Data: E/2B7EE

J/E"B 1 Dabkit: 198, B Cradit; Bal: 164,98

[nput the eccount nunber or 8 feu cheraectars of the daecriptlaon

Account Number
Enter the account number of the journal transaction that you would like to change, if you do not know the
account number, type in part of the account description or <ENTER> to get a lookup window.

Profit Center
Enter the profit center/store of the journal transaction that you would like change.

Entry Date
Enter the entry date of the journal transaction that you would like to change.

The journal transaction will then appear on the screen, if this is the one you would like to change, press
<ENTER> and make any changes needed, press F9 when finished with the changes.

If it is not the journal transaction that you would like to change you may press F1 to go to the next journal
transaction, F2 to go to the previous journal transaction, F7 to restart the lookup, or F8 to exit to menu.



Delete Journal Entries (DELJE)

Once journal entries have been added using (ADDJE), you may delete them before they get posted to the
journal using this module.

Dalata Eniries 1 BETR TEST 1B.B L/e1/aE- BSER/EE

RAccount Munber :
Praf it Canter: 9 Ohip Walley Seles & Hental

Entry Data: E/2B7EE

J/E"B 1 Dabkit: 198, B Cradit; Bal: 164,98

[nput the eccount nunber or 8 feu cheraectars of the daecriptlaon

Account Number
Enter the account number of the journal transaction that you would like to delete, if you do not know the
account number, type in part of the account description or <ENTER> to get a lookup window.

Profit Center
Enter the profit center/store of the journal transaction that you would like delete.

Entry Date
Enter the entry date of the journal transaction that you would like to delete.

The journal transaction will then appear on the screen, if this is the one you would like to delete, press
<ENTER>, you will then need to verify that this is the journal transaction you would like to delete.

If it is not the journal transaction that you would like to delete you may press F1 to go to the next journal
transaction, F2 to go to the previous journal transaction, F7 to restart the lookup, or F8 to exit to menu.



Export Journal Entries (EXPORTJE)
You may export your journal entries to a file to later be put on a floppy or ftp'd to another system.

Expori J/E'S 1 BETR TEST 1B.B L/e1/aE- BSER/EE

Sterting Account :
Ending Account :

Starting Date: 1091782
Erding Data: E/EBSEE

Praf it Canier: S95R0G
Source Coda:

Output Filanama:

Prags FO when filnlshad
entaring all pereneters

Imput tha starilng eccount number or default to firel account

Starting Account/Ending Account
Enter the starting and ending account number you would like included in the export, or leave blank to
include all.

Starting Date/Ending Date
Enter the starting and ending entry date you would like included in the export, or leave blank to include all.

Profit Center
Enter the profit center/store you would like to export, or leave 999999 to include all.

Source Code
Enter the source code you would like to export, or leave blank to include all.

Output Filename
Enter the pathname for this export.

Once you have entered all of your selections, press F9 to begin the file creation.



List Journal Entries (LSTJE)
You may list all journal entries that have been entered using this module.

Liet Entries 1 BETR TEST 1B.B L/e1/aE- BSER/EE

FCCOUWNT CTH OATE  SAC AMOLKT HE S5 AGE
1EG8 1 EfE9/MIE ADJ L8, B

Fl-Haxi Pege FE-Prev PEQe Fla-exit I

Once you go into this module the list will immediately appear. You will see the account number, profit
center/store, entry date, source code, amount and any comment attached to the journal transactions. You

may scroll through the pages using F1 to page forward and F2 to page back, F8 will take you back to the
menu.

Post Journal Entries

When all journal entries have been entered and are correct, you may use this module to post to the journal.
It will not allow you to send to the journal if it is not a zero balance entry.

Poet Eniries 1 BETR TEST 1B.B L/e1/aE- BSER/EE

The Jourral 13 out of bBalance!

J/E"5: 1 Deblt: 169,98 Credli:

The system will not let you go any further with the post until you have balanced the entry.

Once you have a zero balance entry, go into the ‘Post Journal Entries’.



Poet Eniries 1 BETR TEST 1B.B L/e1/aE- BSER/EE

Prirter: lPe:

Comprass® Mo

J/E"5: 2 Debli: 169,98 Credli:

Prags FO when filnlshad
entaring all pereneters

Imput tha printer 1D on which 1o print the rapart

Printer ID

The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Compress

You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the posting/printing process.

You will receive a print out of the journal entry that was just posted to the journal.

..................................................................................................................................................................................

. Date: 3/12/02 B/L Journal Transaction Repart for Posted Entries Page: |1 .
© Company: 1 BETA TEST 10.0 ;
© Account: Al W/0 Subtotals WO Descriptions  Profit Cenfer: RII  Date: - Source: Al :
. RCCOUNT DESCRIPTION CTR  DRTE  SOURCE DEBIT CREDIT .
© 1000 CASH CHECKING - HOME DFFICE 1 2/28/02 AD) 100.00 §
.; 5001 RENTAL INCOME 1 2/28/02 AD) lal 000 }EHE :
: olal: . . .
a P




Purge Journal Entries (PURGEJE)
This module is used to wipe out a range or all transactions to be posted. For example, if you have sent

Summary to be posted, and find that you are not ready yet, use this module to wipe out the entries before
they ever get to the journal.

Purge Entrilae 1 BETR TEST 1B.B Aflesae 9:51 en

Etertirg accourt: [l
Ending account &

Praf it Canier: S95R09

Startlng data:
Erding data:

Prags FO when filnlshad
entaring all pereneters

[nput the sterting account nuabar To be purged

Starting Account/Ending Account
Enter the starting and ending account numbers that you would like to purge, or leave blank to include all.

Profit Center
Enter the profit center/store that you would like to purge, or leave 999999 to include all.

Starting Date/Ending Date
Enter the starting and ending entry date that you would like to purge, or leave blank to include all.

Once you have entered all of you selections, press F9 to begin purging, press F8 to go to menu.



Report Journal Entries (RPTJE)
You may run a report to view all entries waiting for posting using this module.

Rapari Eniries 1 BETR TEST 1B.B L/e1/aE- BSER/EE

Sterting Account :
Ending Account :

Starting Date: 1091782
Erding Data: E/EBSEE

Praf it Canier: S95R0G
Source Coda:

Subtortal Breaks? HO
Daecript larg? Mo

Sort Dption: Location

Prags FO when filnlshad

Printar I0O: LPEI] entaring all pereneters
Comprass® Mo

Imput tha starilng eccount number or default to firel account

Starting Account/Ending Account
Enter the starting and ending account number you would like included in the report, or leave blank to
include all.

Starting Date/Ending Date
Enter the starting and ending entry date you would like included in the report, or leave blank to include all.

Profit Center
Enter the profit center/store you would like to report, or leave 999999 to include all.

Source Code
Enter the source code you would like to report, or leave blank to include all.

Subtotal Breaks
Enter (Y)es to include subtotal breaks.

Descriptions
Enter (Y)es to include the entry descriptions.

Sort Option
You have two sort options for this report, (A)ccount, (L)ocation.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Compress
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



.§ Date: 3/12/02 GBI Journal Transaction Repart for Unposted Entries Page: |1 : .
© Company: 1 BETR TEST 10.0 :
© Account: AN W/0 Subtotals WO Descriptions  Profit Center: RIT  Date: 1/01/01- 1/31/01 Source: Rl :
© ACCOUNT DESCRIPTION CTR  DRTE  SOURCE DEBIT CREDIT .
© 1000 CASH CHECKING - HOME OFFICE 1 11101 SUM 471.49 :
1000  CASH CHECKING - HOME DFFICE 1 11101 SUM 38.80 ;
. 1000  CASH CHECKING - HOME DFFICE 1 1123/01  5UM §4.08 :
1000  CASH CHECKING - HOME DOFFICE 1 1123/01  SUM 4,65 : .
1000  CASH CHECKING - HOME DFFICE 1 1130/01  SUM 9].36 :
1000  CASH CHECKING - HOME DFFICE 1 1130/01  SUM :
1001 CASH CHECKING 1 1/02/01  SUM 1,522.55 :
@ s cecue 1110301 S0 115098 [ )
1001  CASH CHECKING 1 1/04/01  5UM 1,051.12 :
1001  CASH CHECKING 1 1105/01  SUM 935.84 3
1001 CASH CHECKING 1 1/06/01 SUM 1,668.27 :
. 1001  CASH CHECKING 1 1/08/01 5SUM 1,050.23 ;
1001  CASH CHECKING 1 1/09/01 SUM 954.39 : ‘
1001 CASH CHECKING 1 1110/01  SUM §82.00 :
1001 CASH CHECKING 1 11101 SUM 246.00 :
1001  CASH CHECKING 1 112/01  SUM 1,487.57 3
‘ 1001 CASH CHECKING 1 113/01  SUM 1,946.83 : ’
1001 CASH CHECKING 1 1115/01  SUM 1,078.00 :
1001  CASH CHECKING 1 1[16/01  SUM 439.54 :
1001  CASH CHECKING 1 117/01  SUM 275.00 :
1001 CASH CHECKING 1 1118/01  SUM 534.00 :
@ o i chEccing 1118001 S 520. 04 X )
1001  CASH CHECKING 1 1/20/01  SUM 2,814.47 :
1001  CASH CHECKING 1 1122/01  5UM 1,100.39 :
1001  CASH CHECKING 1 1123/01  SUM 428.58 :
' 1001 CASH CHECKING 1 1/24/01  SUM 465.91 :
1001  CASH CHECKING 1 1/25/01 SUM 1,377.98 : .
1001  CASH CHECKING 1 1126/01 SUM 1,133.00 :
1001 CASH CHECKING 1 1121101  5UM 170.49 :
1001 CASH CHECKING 1 1/29/01  SUM 556.88 :
. 1001  CASH CHECKING 1 1130/01  SUM §34.00 :
1001 CASH CHECKING 1 113101 SUM 250.86 :
2076 RECEIVABLES 1 1102/01  SUM 11.65 :
2076 RECE|VABLES 1 1103/01  SUM 1.85 :
2076  RECEIVABLES 1 1/04/01  SUM 4.18 :
.3 2076 RECE|VABLES 1 1/05/01 SUM 16.78 : .
: 2076  RECEIVABLES 1 1/06/01 SUM 10.4Y :
. 2076 RECEIVABLES 1 1/08/01 5UM 0.31 ;
. 2076  RECEIVABLES 1 1/09/01  SUM 105.34 :
: 2076  RECEIVABLES 111001 SUM 11.48 :
: 2016  RECEIVABLES 1 110 SuM 23. : .
2076 RECEIVABLES 1 112/01 SUM 132.21 :
2076 RECEIVABLES 1 113/01  SUM 32.90 :
2076 RECEIVABLES 1 1/15/01  SUM 12,44 :
. 2076 RECEIVABLES 1 116/01  SUM 2.58 :
2076 RECEIVABLES 1 1101 SUM 18.47 :
2076 RECEIVABLES 1 1/18/01  SUM 35.94 :
2076 RECEIVABLES 1 119/01  SUM 3.3 :
. 2076 RECEIVABLES 1 1/20/01  SUM 24.02 » ; .




Show Journal Entries (SHOJE)
You may view journal entries on screen using this module.

Shou Entries 1 BETR TEST 1B.B L/e1/aE- BSER/EE

RAccount Munber :
Praf it Canter: 9 Ohip Walley Seles & Hental
Entry Data: E/2B7EE
Sourca:

Ampount &

J/E"E 484l Dabit: G14338.EE Cradit: G14338.EE Bel:

[nput the eccount nunber or 8 feu cheraectars of the daecriptlaon

Account Number

Enter the account number of the journal transaction that you would like to show, if you do not know the
account number, type in part of the account description or <ENTER> to get a lookup window.

Profit Center
Enter the profit center/store of the journal transaction that you would like show.

Entry Date
Enter the entry date of the journal transaction that you would like to show.

The journal transaction will then appear on the screen. You may scroll through the journal transactions
using F1 to the next journal transaction and F2 to the previous journal transaction, F8 will take you back to
the menu.



Summary Account Maintenance (SUMGL)
You will need to work off of the worksheet provided to know what accounts to enter into Summary Account
Maintenance.

Summary Interface Field Descriptions Worksheet

Field # Summary Data Your GL Account # Post?
1 Payment Amount RTO Revenue R Y
2 Tax Amount L Y
3 Security Deposit Amount R Y
4 Late Charge R Y
5 Delivery Fee R Y
6 GRP Amount R Y
7 Misc Charge R Y
8 Extended Service Policy R Y
9 Movie Payment Amount R Y
10 Movie Tax Amount L Y
11 Movie Misc Charge R Y
12 Movie Receivable Amount A Y
13 Movie Deposit Amount R Y
14 Movie Over-Short Amount E Y
15 RTO Adjustment R (use only if not using over/short) N
16 *RTO Bank Deposit A Y
17 RTO Over-Short E Y
18 RTO Petty Cash Amount E N
19 Sale Amount R Y
20 Sale Tax Amount L Y
21 Sale Cost E (use only if not posting COGS from reports) N
22 Total Sale Amount N
23 Sale Receivable Amount A Y
24 Sale Trade-In Amount E Y
25 Sale Discount Amount E Y
26 *Sale Bank Deposit A Y
27 Sale over-Short Amount E Y
28 NSF Bank Charges (use cash acct if using the NSF system) Y
29 NSF Returned Checks RTO & Sales AR AorE N
30 NSF Paid Checks N
31 NSF Charge-Offs N
32 Special Discount E Y
33 Advertising Prt E Y
34 Auto/Van Gas/Oil E Y
35 Auto/Van Repairs E Y
36 Auto Lic/Inspect E Y
37 Cleaning Expense E Y
38 Contract Labor E Y
39 Copier Expense E Y
40 Freight E Y
41 Legal & Recovery E Y
42 Office Supplies E Y
43 Outside Services E Y
44 Postage E Y
45 Printing Expense E Y
46 Refunds/Referrals E Y
47 Rental-Equipment E Y
A = Asset R = Revenue
L = Liability E = Expense

*Only use if credit cards are deposited in same account as other deposits.



Field #
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62
90
91
92
93
94
95
96
97
98
99
106
107
108
109
110
111
112
113
114
115
116
117
118
119
120
121
122
123
124
125
126
127
128
129
130
131
132
136

Summary Data
Repairs-Units
Repairs-Bldg
Service Parts
Supplies Maint
Telephone
Travel Entertainment
Unit Accessories
Other
Computer Supplies
Processing Fee
Returned Check Charge
In Home Collection Charge
RTO Receivable Amount
Sale Receivable Amount
AR Interest Received
Service Sales
Service Misc Charge 1
Service Misc Charge 2
Service Discount Amount
Service Sales Tax
Service Labor Charge
Service Freight Charge
Service Cleaning Charge
Service Trip Charge
Service Delivery Charge
Inventory Account
Airtime Fees Received
Club Fees Received
Other Fees Received

AR Credits (Free Pmts) DR Income (Sales) a CR Acct
AR Credits (Free Pmts) CR Receivables (AR) a DR Acct

AR Processing Fee
AR Returned Check Charge

AR In-Home Collection Charge

AR Misc. Charge
AR Late Charges

AR Charge Off DR Charge off - a DR expense account
AR Charge Off CR Receivable (AR) a DR Acct
Deposits on Layaway, Stock, Special Orders

Non-Cash Tax Refunds
AR Interest Earned

AR GRP Insurance Earned
AR Late Charges Earned
AR Sales Tax

AR GRP/Insurance

AR Interest - Refund

AR GRP/Insurance Refund
AR - Bad Check - Amt

Cash deposit account for deposit 1

Cash Deposit 2

Cash Deposit 3

Charge deposit account
Foresight Club Fees

A = Asset
L = Liability

Your GL Account # Post?

(use only if not posting COGS from reports)

(Trade In)

(use cash account if using the NSF system)
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R = Revenue
E = Expense

*Only use if credit cards are deposited in same account as other deposits.



Field # Summary Data Your GL Account # Post?
(use 178 thru 200 if interfacing Income Forecasting)

178 Depreciation Expense E Y
179 Accumulated Depreciation A Y
180 Inventory Account Payoffs A Y
181 Inventory Account Early Buyouts A Y
182 Inventory Account Sold A Y
183 Inventory Account Payoffs A Y
184 Inventory Account Skip A Y
185 Inventory Account Stolen A Y
186 Inventory Account Charge Off A Y
187 Payoff Expense E Y
188 Early Buyout Expense E Y
189 Sales Expense E Y
190 Credit Expense E Y
191 Skip Expense E Y
192 Stolen Expense E Y
193 Charge Off Expense E Y
194 Accum Depreciation Payoff A Y
195 Accum Depreciation Early Buyouts A Y
196 Accum Depreciation Sold A Y
197 Accum Depreciation Credit A Y
198 Accum Depreciation Skip A Y
199 Accum Depreciation Stolen A Y
200 Accum Depreciation Charge Off A Y
A = Asset R = Revenue

L = Liability E = Expense

*Only use if credit cards are deposited in same account as other deposits.

Once you have manually assigned the account numbers, using the worksheet, you may begin entering them
into Summary Account Maintenance (SUMGL)
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Field
This is a preassigned number to coincide with the worksheet.



Account

Enter the General Ledger account number you would like that summary field to post to when interfacing, if
you do not know the account number, enter a few letters of the account description and select from the
lookup window.

Description
The description will automatically be filled in once the account number has been selected.

Post
Enter Y is you want this field to be posted when interfacing.

Valid Account Report (ACCTVAL)
This report provides detailed information about how the General Ledger accounts are used.

Walid Rocet Hpt 1 BETR TEST 1B.B 3144098 1:95 pa

Report Tupa

Bapimning Simi:
Eredlng STmt:

Printar I0: LPE]
Control® Mo
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Irput iha report Tupa: (Alssigned [Iirwelld or (Hlot Resipned

Report Type

The report type selected will detail one of the following account types: (A)ssigned, (I)nvalid, or (N)ot
Assigned. (A)ssigned accounts are valid G/L accounts that are assigned to a financial statement. (N)ot
Assigned accounts are valid accounts that are not assigned to a financial statement. (l)nvalid accounts are
accounts that no longer exist but are being referenced on a financial statement. The most helpful of all
report types is the (N)ot Assigned, this will help assist you, when financial statements no longer foot, to find
the account that is missing.

Beginning Stmt/Ending Stmt
Enter the beginning and ending statement layout number you would like to check.

Printer ID
The Printer ID defaults to that on your operator record. This value may be overridden with another printer
or file name.

Control
You may choose to let the software control the printer. This value also defaults to the setting found on your
operator record but may be overridden.

Once all parameters are entered, press F9 to begin the printing process.



.5 Date: 3/14/02 G/L Accaunts Not Assigned to Siatements Page: | .

: Company: 1 BETA TEST 10.0 ;

: ACCOONT  DESCRIPTION COMPRNY BRLANCE  TYPE :
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Year End Procedures (GLYREND)
It becomes necessary, at year end, to roll the actual amounts to the comparative amounts and set the
balance forward amounts to reflect the prior year’s business. This is done using this module.

Make sure the following things have been checked or done before doing the Year End.

. Verify all period dates for the fiscal year you are about to close are correct in the Company record
(CHGCOMP).

. Recalculate all balances (ACCTBAL).

. All financial statements have been printed.

. Trial Balance has been printed.

. Good system backup.

The first screen tells you exactly what the system does when this module is run.

GfL Yaer Erd 1 BETR TEST 1B.B 3f14/8E 1:26 pa

Bafora ProcaedinD. Plesse Raed This Informetlion Carefully!

Run the progran to receloulate belences before you run Thie progran
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Creata Prioe Year Aeounte from actual emounts

Prags [RETURN] o procaed or [CHO] to Quit

Once you have read through this first page, press <ENTER> to continue or F8 to exit to menu.
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Backups complete
Do you have a good backup? You must enter ‘YES’ to continue.

Trial Balance Printed
Do you have a printed Trial Balance? You must enter ‘YES' to continue.

Start of Fiscal Year/End of Fiscal Year
Enter the first and last date of the fiscal year you are closing.

Purge Transactions

Always answer NO to this question! This was originally put in here when hard drive space was an issue. If
you were to answer YES, it would purge all transactions for that year once the balances were brought
forward, which means you could never reopen the year or view any old information in account analysis.

Earnings Acct Number
Enter the General Ledger account number for retained earnings. This will bring all current profit/loss into
this account.

Once all parameters are entered, press F9 to begin the year end process.

When it has completed, recalculate balances (ACCTBAL) again. The year end will now be complete.



