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1. INTRODUCTION

1.1 Owrview

The Accounts Recedble module tracks amountsved by customers and permits the automatic or manual application of
customer payments to specifizdices.

The following sections provide a synopsis of the Accounts Radei features, he Accounts Recegble fits into your
accounting system, and thegamization of this uses' manual.

1.2 Features

The Accounts Recedble system surpasses other similar systems because it incorporates the best features our competition
has to offerplus marty design impreements based on user recommendations.

Below are some of these features:

« Provides for recurring billing.

« Allows selection and payment ofvoices by discount, due date, transaction dategiée number division, and/or
numerous other fields.

« Handles both open-item and balance-forward accounts.

« Allows unlimited partial receipts for gnnvace.

e Let's you customize statements.

« Prints the Aged Trial Balance report and the Statements ay ¢faansaction date range.
« Allows entry of nev months transactions before having posted last months transactions.
« Prints Statements for all clients or for a range of clients.

« Allows runtime selection of aging periods for Aged Trial Balance and Statements.

« Allows posting of inoices to ag period in aly year.

e Allows Prepayment of irvices.

« Maintains Receipt Register and allows/&sal of previously posted Receipts.

« Allows extensie m-screen inquiries such as customer balances, aging\aickihistory.
e Maintains multiple divisions.

e Maintains clear and concise audit trails\gimy source, transaction date, entry date, posting dates, descriptions, and all
original document reference codes (i.e. customer coda@c@numberetc.).

« Performs automatic error trapping to ensure data integrity.

* Includes comprehens wser manuals, on-screen help, on-screen report viewing, sample data and a weanus€ri
interface.
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1.3 Aboutthe Document

This manual is designed to be a comprelvenser guide for the AccountP{éAccounts Recgeble System. This guide is
organized into tvo levds, Chapter and Section. Each chapter describes a major function; each section destoibes v
aspects related to the chapter.

Chapter 1 Introduction

This chapter provides a synopsis ofvhihe Accounts Recedble System fits into your accounting system, somaratdges
of Accounts Recegble, and the @anization of this uses’ manual.

Chapter 2 General Operation Procedures

This chapter pnades general instructions onvado select AccountFle functions, mee aound screens, enter data, and run
reports. Thdeatures presented in this chapter are consistant throughout the accounting system. This chapter should be read
before tackling subsequent chapters.

Chapter 3 How to Get Started

This chapter provides instructions for the installation and setup of your AccountyaRkEc&ystem. The instructions
presented in this chapter need only be done once.

Chapter 4 Work Cycle

This chapter provides instructions for the Accounts Rebki Work Flow. The tasks described in this chapter are
performed on an on-going basis.

Chapter 5 Operations/Reference

This chapter prnades detailed instructions on Wao operate each Accounts Regable function. Each section in this
chapter is dedicated to a specific menu option.
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2. GENERAL OPERATIONAL PROCEDURES

2.1 Owerview

This chapter describes the general characteristics of the 3 major program types: menus, screens, and reports. Once you lear
these general characteristics you will be ready to hangllderountFle program.

One ley that is consistent for all Accountki@rograms and one that you should makmint to remember is thESCAPE
key (labeledEscon the leyboard). TheESCAPE key may be pressed at yatime to exit menus, screens, and repo8s.
wheneer you feel lost, press tHESCAPE key to get back from where you came.

The following sections describe each major program type.

2.2 Menus

The AccountFIg system consists of numerous menuganized in a hierarchical structuréfo move cdwn the menu
hierarcly, select a menu choice and then pressBNEER key. To move p the menu hierargh press theESCAPE key.
To slect a menu choice, you can either cursor to the desired choice or type its number then preBESRhkey.

An example of AccountFleMaster menu is displayed below:

mmenu

ACCOUNTFLEX Widget Company DATE: 07.-23-07
Version 3.4 Master Menu (M)

Welcome to ACCOUNTFLEX

1. Account Receivable 8. Sales

2. Account Payakle 9. Purchase Order

3. General Ledger 10. Job Cost

4. Payroll 11. Point-of-Sales

5. Bank Reconciliation - stem-Wide Control

6. Inventory 13. Queryflex Report Writer
7. Bill of Material 14. Test System

"The System You Can Account On"

Enter Selection > 12

In moving from one menu to anothgou may jump wer intermediate menus tow&atime and leystrokes. Jumpdirectly

from one menu to gnother menu by pressing the function key and then entering the menu code yoouwd like to jump

to, followed by the menu choice numb&ihe menu code is a unique identifier assigned to each menu and is displayed by the
menu title line in parentheseBor example, the menu displayed aledas a menu code of "M".

General Operational Procedures 2-1
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2.3 Sceens

Data entry screens alloyou to add, change, delete, orwieformation in a database.

There are 3 types of data entry scre€hSIGLE-RECORD, MULTI-RECORD, and a combination of bothThe SINGLE-

RECORD screen will allev you to work on one database record at a time.MU&TI-RECORD screen allows you to avk

on multiple database records at the same tifrtee MULTI-RECORD screen provides a spreadsheet-likterface to your
database.

All AccountFlex screens display functionely labels at the bottom of each screen. These functgnidbels inform you
which functions kys ae actve. Inactive function leys show dashes '----'. Throughout this document, we will refer to
function lkeys wsing their label names instead of their functiey kumber.

In the following subsections you will learnwado use the three screen types.

SINGLE-RECORD Screen

The initial mode forSINGLE-RECORD screens is normalfCHANGE. CHANGE mode allows you to modify
existing records. When you are ®HANGE mode, theCHANGE MODE message will appear at the top of the
screen.

An example of & NGLE-RECORD screen irfCHANGE mode is shown bela

actscrc
ACCOUNTFLEX CHANGE MODE Customer Entry Screen DATE: 07-23-2007
Customer Code TN Entry Date By Inactive |
— Billing Addres Shipping Addre
Company &CHME Gerard Menicucci
Name
Addrl 875 Mahler Road #2Z61 1015 Atwater
Addr2
Addr3
City Burlingame Burlingame
State Cay Zip [34010 W Cnty [ State CAd Zip (94010 Cnty |
Source Y Tax Code (1 ¥ SalesRep |1 Y
Contact Test Company Title|
Phone |(8500)343-0180 x| Fax (650169776396 [
E-mail =ales [ Resale# |
Method O Finance Charge N Inveices | Statements ¥ BackOrders
Terms 1 Credit Limit
Price Balance Due

code to identify this Customer throughout the syst
F& Fa Fi0 F11 F12 ~F3 ~F4 =

F4 F&S F7 F8
&dd | Srehl Qrv | Prev Wextl Frst Last Del | Hote Pric Shid Ach

Enter the Customer's

F1l F2 F3
Savé Helﬂ

There are s@ral function leys that will help you locate records yowuld like to change. Thé&=RST key will locate
the first record in order of thiedex field. Theindex field on all SNGLE-RECORD screens is where the cursor first
appears. PressingAST will select the last record. Entering a value in ithaex field and pressin@lEXT will bring

up the next record in ordeNEXT also enables you to locate records with a partihles Br example, if you kne
that theindex field begins with "AC", enter "AC" then preSlEXT to see the first record starting withCA PREV
works similarly but selects previous records.

The SRCH and theQRY keys provide tvo ather methods for locating recordSRCH locates records using altermnati
index fields andQRY locates records using yarcombination of fields with wild cards. These awnethods are
discussed in the subsequent sect®a®ens - SearchingndScreens - Query-by-Example
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Once you hee located a record andVenade your modifications, press tBAVE key to update the database.

If you do not wish to sg your changes, press tBE&SCAPE key to abort or exit the screen. If changes/édeen made
you will be prompted to confirm your choice.

TheDEL key is used to delete the recordou will be prompted to confirm the deletion.
The HELP key provides online documentation for the field where you are cursdfdtie field you are on is a code
field, a popup list of valid entries will be displayed. While on the popup list you may pré&sN TR or SAVE key to

select a code. More information about the help feature can be found in the subsequercesit- Help

The ADD key switches the screen ®®DD mode in order to add aweecord. Wheryou are inADD mode, theADD
MODE message appears at the top of the screen.

An example of & NGLE-RECORD screen iPADD mode is shown bela

actscra
ACCOUNTFLEX ADD MODE Customer Entry Screen DATE: 07-23-2007
tustomer Code | Entry Date 07-23-07 By infoflex Inactive |
Billing Addres Shipping Address
Company
Hame:
Addrl
Addrz
Addr3
City
State | 4 Zip W Cnty [ W State | W Zip Cnty |
Source i Tax Code W SalesRep i
Contact Title |
Phone % | Fax |
E-mail [ Resale# |
Method 6_ Finance Charge H Invaices ff Statements 7 BackOrders
Terms _ﬁ Credit Limit
Frice Balance Due
= Customer's code to identifv this Customer throughout the system
F1 Fz F3 F4 F3 Fa F7 F& Fa Fio0 F11 F12 ~F3 ~F4 ~F5 ~Fi
Savel Held Chey floted Pric Ship Ach

To ad a record fill in the screen with the appropriate data and Pr4S.

While in ADD MODE you may return toCHANGE mode by pressing theHG key.

MULTI-RECORD Screens
The MULTI-RECORD screen allows you to Add or Change more than one record at a time.

As with the SINGLE-RECORD screen the initial mode is usualGHANGE. When you are ilCHANGE mode, the
CHANGE MODE message appears at the top of the screen.

An example of atMULTI-RECORD screen infCHANGE mode is shown bela

General Operational Procedures 2-3

2-3



actarvc

ACCOUNTFLEX CHANGE MODE Becount Entry-Inguiry DATE: 072307
Account Description Tyvpe D-C Inactive
Cash in Bank B D i
102-000 Payroll Cash Account By D |
103-000 Cash in Hand By D |
107-000 FPetty Cash By D |
108-000 Prepaid Expenses A4 D |
10%-000 Adwv EIC Payment Ay D |
110-000 Account Receilvable A4 D |
120-000 Johs-in-Progress (M) A D |
121-000 Johs-in-Progress (L) Ay D |
130-000 Inventory By D |
130-0A0 Inventory Whs A By D |
130-0B0 Inventory Whs B By D |
150-000 Land Byl D |
152-000 Euildings Ay D |
155-000 Pof tware By D

F1 Fz F3 F4 Fa Fa F7 Fa Fa Fi0 F11 F1z ~F3 ~F4 ~F5 ~Fb
Savel Hely 2dd | Srchl Qry | Prev text Frstl Lastl Del

Each rav on the screen abe represents a recordeveral function leys ae available for locating recordsThe PREV,
NEXT, FRST, andLAST functions will enable you to scroll a page of records at a tidfeandDOWN arrows allov
you to mave Yo and down rows of th&MULTI-RECORD screen.

The SRCH and theQRY keys provide two other methods for locating records and are discussed in the subsequent
sections.

Once you hee located and modified a recordyisgy takes place by either moving the cursditioé rav or pressing the
SAVE key.

You can delete the record your cursor is positioned on by pressinDBEhekey. Upon pressing th®EL key the
current record will be deleted.

Adding a record is done by pressing ABD key (or moving to the end of the record list). Upon pressingMbB key
a Hank rav will open up for entry When you are iADD mode, theADD MODE message appears at the top of the
screen.

SINGLE-RECORD andMULTI-RECORD Screen Combination
Often both theSINGLE-RECORD and MULTI-RECORD screen types will be displayed togethédoving from a

SNGLE-RECORD screen to avMULTI-RECORD screen is done by pressing tB&VE key. The following is an
example of a combination Screen.

General Operational Procedures 24
2-4



actboth

ACCOUNTFLEX CHANGE MODE Division Entry Screen DATE: 072307
Division [1  Name Division #1
Addressl addressl
AddressZ address?
Address3 pity
-Account Overlay-
Alias Description Account Whse Group Cat Tax
5 Cash Receipts 101-000 M L | L - L
AR Accounts Receivable (110-000 ML L - |
B Bank Checks 101-000 ML L - |
C Credit Cards 101-000 ML L - |
CG Cost of Goods Sold 500-000 ML L - |
CGD Cost of Defect Goods |S05-000 ¥ L L - |
D Discounts Allowed 560-000 ¥ L L - |
F Freight 570-000 ML L - |
183 Inventory 130-000 ML L - |
PREPAY Bdwvance Payvment 230-000 W
F1 Fz F3 F4 Fa Fa F7 Fa Fa Fi0 F11 F1lz ~F3 ~F4 ~F3 ~Fb
Savel Hely Add Ory | Prev Wextl Frst Last Del

2.4 Sceens - Help

TheHELP function ley dlows you to get additional information concerning the field or screen you are on. This fuegtion k
is available for all screen types.

If you are on a table field, tHéELP key provides a popup list of valid code&elow is an ekample of the Help screen for a

table field.

acthelp
ACCOUNTFLEX CHAMNGE MODE Division Entry Screen DATE: 07.--23-07
Division |1 ¥ HName Division #1
Address]l addressl
Address? address:
Address3d city r_
r— select G-l Account Code
Alias Description 101-000 Cash in Bank L
~ 10z2-000 Payroll Cash Account A =
Cash s 103-000 Cash in Hand A
AR Aocounts Receiva 107-000 Petty Cash A
B Bank Checks 108-000 Prepaid Ezpenses A
C Credit Cards 109-000 Adv EIC Payment A
CcG Cost of Goods So 110-000 Account Receivahle A
CizD Cost of Defect G 120-000 Jobs-in-Progress (M) A
D Discounts Allowe 121-000 Jobs-in-Progress(L) A
F Freight 130-000 Inventory A
IN Inventory Press S3AVE to Select or ESCAPE to exit
PREPAY Advance Pavment
Fi F2 F3 F4 F5 Fa F7 Fa Fa Fio F11 F12 ~F3 ~F4 -~F5 -~ F&
Savel Help Srchl Qry | Prev Hext! Frst Last Zoom AlL

This Help screen is MULTI-RECORD screen. Inaddition to the standartfULTI-RECORD features, the Help screen

provides 2 special methods for locating records: cursor sorting and character positioning.

General Operational Procedures
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Cursor sorting means the rows will be sorted based on where the cursor is posionte: sample screen afepif the
cursor is positioned on th&/L Account Code field, the rows will be sorted b®/L Account Code. Likewise, if the cursor is
positioned on th®escription field the screen will be sorted by tBescription field. To cursor from field to field on a Help
screen, you must use thAa B key.

The character positioning feature allows you to type characters to locate records in the Help screen. Each character you
press will reposition the screen to the closest malchrestart the character positioning (tweway previously entered
characters and starve) press theUP or DOWN arrov keys. You may also press tHEAB key to perform character
positioning on a different field.

Another important feature of the Help screen isz®©M function key. This key dlows you to add or change codes.

Once you hee located the desired code on the Help screen, you may transfer the code to the original screen by pressing the
SAVE or ENTER key. You will then be returned to the original field with the selected code assigned.

PressingeSCAPE will exit without effecting the original screen.

2.5 Sceens - Search

As an alternatie o searching on the firghdex field of a screen, the search facility provides the capability to search on other
indexed fields of the record. Searching is @etiwhen the function &y label SRCH is displayed (usually i€CHANGE
MODE only).

Upon pressingSRCH, the screen fields that are searchable will be underlined an8BAKCH MODE message will
appear at the top of the screen.

While in SEARCH MODE, you may search on wrof the underlined fields by cursoring to the desired field then pressing
the FIND, PREV, NEXT, FRST, or LAST keys. Rartial values may be searched on by entering the partial value and then
pressingNEXT. The system will locate the first record matching the partial value.

Once you hee located the record you want, pressEdMT key to exit SEARCH MODE and return taCHANGE MODE
with the selected record.

2.6 Sceens - Query-by-Example

The Query feature, unlkkthe search feature, allows you to search gnfighd or combination of fields and use wildcard or
relational operators.

Query is actie when the function &y labelQRY is displayed. Upon pressif@RY, the screen fields that are queriable will
be underlined and th@UERY M ODE message will appear at the top of the scréafhile in QUERY M ODE you may
query on aw of the underlined fields by cursoring to the desired field then entering the value you wish to quéalpes.
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may be entered for as mafields as you want.

The query values you enter may include special operator characters that provide enhanced sapalbiiiiges. Belw is a
table of operators that may be included with the query value.

Compatable
Operator  Operatddame Datdlypes
= Equal all
> Greater than all
< Less than all
>= Greatorthan or equal all
<= Lessthan or equal all
<> Notequal all
| OR dl
& AND all
* Wildcard for aiy number of character CHAR
? Wildcard for 1 character CHAR
: Range all

When using ayof the first eight operators place the operator at the start of the query value.

Use the '=" operator only when you want to find NULL values in a character fielthis case you would just enter the '=’
operator by itself.

WILDCARD OPERATORS
Wildcard operators (*, ?) can only be used in character fi€d®rying with wildcard operators is best described with
examples. Br example, specifying the query value "*corp#/ould find all records with the word "corp"” anywhere in
that field. The following list of values would match this query value.
1) corporation
2) IBM Corporation
3) Marine Corp
Note that the query is not case sewusiti

The query value "corp*" would only find records where the field starts withatlue Vcorp®. In this case only the first
value in the abee list "corporation” would match.

The wildcard operator (?) is a one character wildc&a. example, the query value "????corp*" would only match
"IBM Corporation” on the abe list.
RANGE OPERATOR

The range operator (:) is used to specify a range. It lets you search for all values that lie between one value and another
The range is incluge.

For example, to search for all zip codes from 94010 and 95080, enter "94010:95080" as youmatuserQuerywill
find all records where the value of the field lies within the specified range.
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OR and AND OPERATORS
Query assumes that all entered quealpes must match the record for it to be selected. The OR (]) operator allows you

to select the record if either query values match. The OR (]) operator is placed aithenpeof each queryalue.
The example query screen hgldlustrates this operator.

EXAMPLE QUERY SCREEN

Below is an xample of a query screen with query values entered.

actarv
ACCOUNTEFLEX QUERY MODE Customer Entry Screen DATE: 07-23-2007
Customer Code W Entry Date | By | Inactive |
Billing Addre Shipping Addre
Company *CME*
Hame
Addrl ||B51*mahler*
Addr2
2ddr3
City
State Zip j Cnty r__j State r_ Zip Cnt r__j
Source W Taz Code W SalesEep i
Contact Title |
Phone % | Faxz |
E-mail | [ Resale# |
Method | Finance Charyge [ Invoices | Statements | BackOrders
Terms _a Credit Limit
Price Balance Dus

Enter the Customer's code to identifv this Customer throughout the syste

Fz F3 F4 FS F7 Fg Fo F10 Fl1l1 Flz ~F3 ~F4 Fy ~Fe
r

F1 Fa
Run Helﬂ Orun C1 Exiﬂ

The abee query values will find all records where

Company contains the string "CME" anywhere
AND

Addrl begins with "851" with "mahler" anywhere afterwards
OR

Addr2 begins with "851" with "mahler" anywhere afterwards
OR

Addr3 begins with "851" with "mahler" anywhere afterwards

To dart the querypress theRUN function key. After all of the records wva been found, a message will appear at the
bottom of the screen showing the number of matches foviod will then be returned to the original screen where you
will be able to use thHEXT, PREV, FRST, LAST function leys to view the selected records.

When you return to the original screen, the mode message will be appear with asBHIBRGE MODE* letting
you knaw you are looking at a query list.

To dear the query list, you must return to Q&JERY M ODE, clear all of the query values (press tBeR function
key), and then rerun the query (pressiéN function key). Whenyou return to the original screen you will be able to
access all records.
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2.7 Sceens - Control Keys

There are a number of Contrays that work on all on screens. These Cont@jskperform very useful functions and are
listed belav.

CTL-D Saves the current screen values asaldfs. Theseefaults will appear when iADD MODE or on report selection
screens. Eachser can hae his own deéults by setting the environmerdnableFXDEFAULT to a usesspecific
directory.

CTL-N Callsthe Accounfl® menu from wherger you are in the systemYou will be returned to your current postion
upon returning from the menu.

CTL-P Repeatthe previously entered value.
CTL-T Printsthe screen image to the default printer.

CTL-W Writesthe screen image to disklou will be prompted for a filename for storing the image. The filename you
enter will be appended with the suffix ".scr’.

2.8 Reports

When you select a report program from the AccoumtRienu, the Report Selection Screen will normally appear firse
Report Selection Screen allows you to choose the destination, number of copies, and scope of the report. The following is an
example of a Report Selection Screen.
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actrpt

ACCOUNTEFLEX

Print Trial Balance Report

DATE: 07-23-07

Date Range 070107

Report Destination

Report Copies 1 (1 - 10}
Report Title Page (Y=Yes, N=HNao)
Report Detail (Y=Yes, N=HNao)

(S=Screen, Pn=Printer, Dn=Disk, A=Aux)

to 072307

Becount Ranges |

Show ZERQO Balances |

vta |

Feport Destinations:
F1 Fz F3 F4 F35 Fe F7 F8
Run | Hely

(Diisk, (Eimail, (Flaz,

(Pirint, (3)cres

Fa F10 F11 élé .AFS ~F&

Eill

The first three fields---Destination, Copies, aftteTPage---will alvays appear on the Report Selection Screen, but the fourth

field, Detail, will appear only under certain conditions.
These fields are described below:

Report Destination
Enter the report destination. Four options asélable:

S - Sreen

P - Rinter

D - Disk

A - Auxiliary Port

Entering arS will output the report to the screen.

Entering aP will output the report to to the dailt printer To route output to alternat rinters, enter the printes’
device name after thE. To route output to alternat printers, enter the printex'device name after thB. If your site
has been set up with a printer configuration file, pressingiEie® key will show a valid list printers from which to

select. Entering@D will output the report to disk.

Report Copies

Enter the number of printed report copies yantv Oneo 10 copies can be specified.

Report Title Page

Enter "Y" for Yes or "N" for No to indicate whether or not a title page should be printed for the report. A report title
page is simply a cgpof the Report Selection Screen with the values you entered.

Report Detall

Enter "Y" for Yes or "N" for No to indicate whether or not the report detail should be printed on the report.

The Report Selection Sceenmay hae aher entry fields specific to the report you are running. The purpose of these
report fields is to narmthe scope of the report by prompting you for specific values or ranges of values to report on.
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For example, the screen may prompt you for a range of customers to report on. In this case the screem wil ha
customer fields. If you do not malan atry into either of the customer fields, the report will list all customErgou

malke an atry into the first customer field but not the second, you will get all customers greater than or equal to the first
customer If you male an entry into the second customer field but not the first, you will get all customers less than or
equal to the second customer.

Once theReport Selection Sceenis properly filled out, you may press tRUN key to generate the report or the

ESCAPEkey to exit.

If the report is directed to the screen, the first page of the report will appear on your screen with the ynltivriskas
shown belov.

actrpt
ACCOUNTFLEX Company Name
TRIAL BALANCE
From: 05/26/99 to 05/26/99 Account Range:
BEGINNING BALANCE

Account Account Name Debit Credit
101-000 Cash in Bank 1,759,544.10

102-000 Payrol | Cash Account 45,644.00

103-000 Cash in Hand 1,000,000.00
107-000 Petty Cash

108-000 Prepaid Expenses 200,000.00

110-000 Account Receivable

120-000 Jobs-in-Progress(M)

121-000 Jobs-in-Progress(L)

130-000 Inventory

130-0A0 Inventory Whs A

130-0BO Inventory Whs B

150-000 Land

152-000 Buildings

154-000 Office Equipment

160-000 Adv EIC Payment

F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12 F13 F14 F15 F16
EXIT ---- JUMP ---- SRCH ---- PREV NEXT FRST LAST PRNT C132 ---- SHFL SHFR PRN2

These kys povide a variety of \wys to mee through the reportNEXT pages forward through the repd?REV pages
backwardsFRST displays the first page of the repottAST displays the last page of the repdiMP prompts you for
a page in the report to displa3RCH prompts for a character string pattern to search for in the report.

You may pressSSHFR to right shift the display to we columns beyond 8GHFL will shift the display back leftSome
terminals will support character compression to 132-columnsCIB&key will put such terminals in that mode.

Finally, the PRNT key will direct the report to the default printer.
When you press th8RCH key, a prompt toEnter Search Stringwill appear Enter a character string you woulddilo
locate and then press tEENTER key. You will then be positioned to the report page where the string first occurs.

Pressing th&RCH key agan will find the next instance.

EXIT will return you to the Report Selection ScredBSCAPE from the Report Selection Sceen leaves the report
altogether.
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3. HOW TO GET STARTED

3.1 Owerview

This chapter describes the setup procedures for the Accountsd®éx&8ystem. These procedures are performed only once
when you install your system.

This chapter contains the following sections:

How to Start the System

Setup System-wide Control

Setup Accounts Reagble Control File
Setup Accounts

Setup Divisions

Setup Customers

Print Customers

Backup Accounts Reogible Data

3.2 How to Start the System

To dart the system typact at the command line and press RETURN key.
$ act

After you preslRETURN the following AccountFIg Master Menu will appear.

mmenu
ACCOUNTFLEX Widget Company DATE: 07-23-07
Version 3.4 Master Menu (M)
Welcome to ACCOUNTFLEX
1. Account Receivable 8. Sales
2. Account Payakle 9. Purchase Order
3. General Ledger 10. Job Cost
4. Payroll 11. Point-of-Sales
5. Bank Reconciliation 12, 2 em-Wide Contraol
6. Inventory 13. Queryflex Report Writer
7. Bill of Material 14. Test System
"The System You Can Account On"
Enter Selection > 12_
The following sections describe the various setup choices you will be using.
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3.3 SetupSystem-wide Control File

The first file you need to configure is the System-wide Control Piseameters you define in this file will apply throughout

the entire accounting system.

Select the System-wide Control option on the Master Mefhe System-wide Control File entry screen will appear as

follows.
svsfile
ACCOUNTFLEX System-Wide Control File Date: 07-23-07
Company wWidget Company Version
EvlhaN 1 100 Teck ‘ Phone |(415)340-0220
AddrZ Fax
City Burlingame TaxzID
State CAJ Zip [24010 Country | # E-Mail [info@infoflex.cam
Modules: AR AP 3L SALEE PO INVENWNTORY PAYROLL BoM JOBCOZT
Installed E E
Multiple (Y N) Format Default Reference Name EReference Abhrev
Divisions 1 Divisian 1+
Warshouses arshouse hs
Customer Subks
YVendor Subs
Code Formats: G-L RBccount [3 [3 0 0 Delimiter |-
Customer E Vendor E Employves E Inventory E Job E
Invoice Furchase Order AP Involce
Inventory Costing Method (R=Replacement.S=Standard.W-Weighted Average)

F1 F2 F3 F4 F& F& F7 Fa Fa Fio F11 F12 ~F3 ~F4 ~F5 ~Fk
Savé Helﬂ Prej Nexﬂ Frsﬂ Lasﬂ Fo;ﬂ Sec

This screen has a number of entry fields which you fill in witlues appropriate to your installation. These fields are
described belw.

When you are sure all your entries are correct press Fldgmar entries and return to the Master Menu.
Below is a description of each parameter field.

Company Name
Enter the companname exactly as you want it to appear on all printed reports and general ledger screens. Use up to
30 characters.
Company Addrl, Addr2, City, Sate, Zip, Country
Enter the companaddress. Wu may press thelELP function key o slect or search from a popup list ailid
entries for state code and country code.
Version

Leave Hank.

Phone

Enter the compantelephone numbel¥ou can use up to 15 characters. Note that this will print on sales quotes,
orders, and woices.

Fax

Enter the companfax numberYou can use up to 15 charactelMote that this will print on sales quotes, orders, and
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invoices.

TaxID

Enter the compang’Federal Tax ID. Note that this will print on sales quotes, orders, a&nité@s.

E-mail

Enter the compang’email address. Note that this will print on sales quotes, orders, anidds.

Modules Installed
Enter the modules installed using Y=Yes or N=No.

Divisions
Indicate whether you ke nultiple divisions, using Y=Yes or N=No. If you enter "Y" then you will be able to access
the fields to the right to specify divisional parameters.

Warehouses (Y/N)
Indicate whether you ka multiple warehouses, using Y®% or N=No. If you enter "Y" then you will be able to
access the fields to the right to specify warehouse parameters.

Customer Subs (Y/N)

Indicate whether you a austomers with subsidiaries, using Y=Yes or N=No. This feature will enable you to print
separate statements and trial balances for each subsidiagbsidiary can represent a propgejty, or location. If
you enter "Y" then you will be able to access the fields to the right to specify additional customer subsidiary
parameters.

Vendor Subs (Y/N)

Indicate whether your vendors veasubsidiaries, using Y=Yes or N=NoThis feature will enable you to print
separate checks and trial balances for each subsidiasybsidiary can represent a propgjtyp, or location. If you
enter "Y" then you will be able to access the fields to the right to specify additional vendor subsidiary parameters.

Account Code Format

Enter the account code formatolr'can use up to 12 characters including the delinfitarexample, entering the
following

Account: 33 0 O Delimiter -

would result in G/L codes being formatted ®NN-NNN. The following entry
Account: 30 0 O Delimiter

would result in G/L codes being formattedNBIN.

Delimiter

Enter the delimiter to be used for the account code described abus is a one character field.

Code Formats

There are a number of codes for which you may specify the justification (Customer €nder €ode, Emplgee
Code, etc.).Valid entries are "R" for Right justification or "L" for Left justification. If you are using numeric codes you
should use right justification so that yheill sort properly.

IMPORTANT: You may N change the justification once data has been entered.
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Inventory Costing Method

If you are using iventory you will need to specify the costing method, using "R" for replacement, "S" for standard, or
"W" for weighted &erage. Replacememost is the last purchase price. Standard cost is a manually assigned cost.
Weighted aerage cost is anvarage cost calculated from purchases.

3.4 SetupAccounts Recerable Control File

This section describes Wwao st up the Accounts Resable control file. This control file is used for defining parameters
that apply throughout the Accounts Reeble System.

From the master menu, select the menu opfiocounts Recerable. The accounts recgble menu will then appear as
follows.

armenu
ACCOUNTFLEX Widget Company DATE: 07.-23-07
Version Account Receivahble Menu (R)

INVOICES AUTOMATIC CHARGES———— —TABLE MAINTEMANCE —
IMNFnter Involce 15. Enter Recurring Invoice 30. Enter Customer
2. Print Batch 16. Copy Recurring Invoice 31. Print Customer
3. Post Batch 17. Generate Finance Charge 32, Enter Account
4. Print Journal 33. Print Account

ADJUSTMENTS REPORTE -/ INOUIRY——————34. Enter Diwvision
5. Enter Adjustment 19. Inguire Customer 35. Print Division
6. Print Batch 20. Inguire Invoice 36. Enter Subsidiary
7. Post Batch 21. Aged Trial Balance 37. Print SBubsidiary
8. Print Journal 22. Cash Flow Analvsis 38. Enter Terms

RECEIPTE———— 23. Statement 39. Enter Zalesman

9. Enter Receipt 24, Receipt Register 40. Enter Taz Code
10. Print Batch 23. Involce Journal 41. Enter Control
11. Print Checks 26. Distribution Journal 42. Purge
12. ACH Withdrawals 27. Customer Journal
13. Post Batch 28. Commission Report
14. Print Journal

Enter Selection > 1 _

To st up the control file select tHenter Control option on the Accounts Regeble menu. The Accounts Reeable
control file screen will appear as follows.
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arctl

ACCOUNTFLEX Accounts Receivable Control File Date: 07-24-07

Enter Customer Starting Number

Enter Invoice Prefiz Starting Number 2007
Enter Recurring Invoice Prefix Starting Number 1
Enter Finance Charge Prefix Starting Number 10

Retain Transaction Distribution when posting (Y-H0)7 [

Retain Receipt Register (Y-N)}? ¥

Send (T)ransaction or (S)jummary of Transactions to G-/L when posting S
Age by (T)ransacticn, (Pleriod, (Djue, or (X)Discount Date

Aging pericds by number of davs 0 [30 [e0 |90

Finance Charge Percent 2.000

Allew Multiple Batehes

Phone Format
Date Tolerance | 999 davs

=T L ing blank for manually entersed numbe
Fl F2 F3 F4 F5 Fa F7 Fa Fa Fi0 F11 Fl1:2 ~F3 ~F4 ~F%5

Savé Helﬁ Preﬂ Nexﬂ Frsﬂ Lasﬂ

“F&

This screen has a number of fields which you will need to fill in with values appropriate to your installation.

When you are sure all your entries are correct presSAWE key to saveyour entries and return to the Accounts Regtde
menu.

The following describes each parameter field.

Enter Customer Starting Number

This is an optional entry that determines whether customer codes are assigned automatically or marhaaity
the system assign customer codes enter a starting numbeClustemer codes will be assigned sequentially starting
with this number If you wish to enter customer codes manuallyéetis field zero or blank.

Enter Invoice Prefix & Starting Number

Enter the prefix (up to 3 characters) that will be prepended towbieemumber The starting number forwoices is
entered in the field immediately after the prefix fie¥bu may enter a zero or blank if you wish to enteroine
numbers manually.

Enter Recurring Invoice Prefix & Starting Number

Enter the prefix (up to 3 characters) that will be prepended to the recus@impinumber The starting number for
the recurring imoices is entered in the field immediately after the prefix fifldcurring imoices do NQ havean
option for manual entry.

Enter Finance Charges Prefix & Starting Number

Enter the prefix (up to 3 characters) that will be prepended to the Finance ChaiggsinThestarting number for
finance charge imices is entered in the field immediately after the prefix fi€lithance charge woice numbers do
NOT havean option for manual entry.

Retain Transaction Detail when posting(Y/N)

Enter "Y" to s&e transaction distribution history or "N" to discarBistributions are the account line items for each
invoice or adjustment. The downside of saving distiins is that the posting process will be slower and
significantly more disk space will be used up.

Retain Receipt Register(Y/N)
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Enter "Y" to s&e receipt register|f you plan to use our Bank Reconcilation module you MUST enter 'Y’ here.

Send (T)ransactions or (S)ummary of transactions to G/L when posting

Enter "T" if you would lile to rave each transaction posted to the General Ledger or "S" if you wowddxiiy
summary totals posted to the General Ledgéyu only need to answer this prompt if you are using the General
Ledger By posting each transaction (option "T"), you will be able to saeyeransaction responsible for period
totals while in the General Ledgefhe downside of posting inddual transactions to the General Ledger is that the
posting process will be sheer and significantly more disk space will be used up. There is one important restriction
when selecting "S" to post transaction summaries; all transactions within a batch MUST belong to the same time
period.

Age by (T)ransaction, (P)eriod, (D)ue, or (X)Discount Date

Enter the date you would Bksed when aging woices.

Aging periods by number of days
Enter the aging periods in number of daysu are provided with up to 5 aging periods. These aging periods should
be entered in ascending ord@eriods assigned a value of 0 or blank (other than the first period) will be ignored.
Finance Charge Percent

Enter the default finance charge percent to be used when applying late charges.

Allow Multiple Batches
Enter 'Y’ to allov multiple batch entry for A/R woices and adjustment$zor Demo purposes lea & 'N’ or blank
for ease of use.

Phone Format

Enter 'N’ to turn of phone number formatting. Enter 'Y’ or blank to turn on phone number formatfifedigit
phone numbers such as 6501234567 will be automatically formatted to (650)123748igit. phone numbers will
be formatted to 123-4567.

Date Tolerance

Enter the number of days that transaction or period dates may vary from the current date.
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3.5 SetupG/L Accounts

This section describes Wwao st up your accountslt is important that your accounts be set up properly prior to entering
daily transactions.

The first step in setting up your accounts is toew the existing accounts prigled for you. D print the existing accounts
select the menu optidPrint Accounts. Upon making this selection the Report Selection screen will appear as follows:

alcoar
ACCOUNTFLEX Print Chart of Accounts DATE: 07-23-07
Report Destination [S=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10}
Report Title Page (Y=Yes, N=HNoj
Account Range jto [ j(wild zards * or 7
Show Accounts to Level 9
Show Accounts only
Show Inactive Accounts
Feport Destinations: (D)isk, (Ejmail, (Flaz, (Plrint, (S)creen Alux.
F1 Fz F3 F4 F5S Fb F7 Fa F9 Flo F11 Flz <F3 ~F4 ~F5 ~Fh
Run | Help Eill

Once this screen appears enter "P" for the report destination and then pRigdIithenction ley © send the report to the
printer.

After the report has been run, pressESCAPE key to return to the menu.

Reviev the accounts on the report and determine if the accounts meet ysineds needs. If changes or additions are
required, you will need to use tBmter Accounts menu option.

To use the Account Entry screen, selectBEmeer Accountsmenu option. The Account Entry screen will appear asvallo

While on this screen you may change existing accounts or addnes as follows.

Change
To change anxsting account position the cursor on the account number using thekayo If the account is not on
the isting page, press tHeREV (previous page) oNEXT (next page) function &y 1o find the account. Once your
cursor is positioned on the account, you may tyee the existing information.

Add
To add an account press the Feykad the cursor will be positioned on a blank line. Enter theaneount code and its

associated information on this line. The data will beedavhen theSAVE key is pressed or you me the cursor dfthe
new account.
The following describes each field.

Account #
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Enter the account number so that it is consistent with the account code format specified in the jst€ontiol

File. You can use up to 12 characters including the delimiters. If you are using the General Ledger Module be sure
to carefully choose your account codes because once General Ledger transaatibasrhposted, you will NDbe

able to delete or change account Codes.

Description

Enter the account description as you woule likto gppear on your financial statementgou can use up to 30
characters.

Type & Subtype

Enter the account type and subtype. The possible account types are:

Type Code
Assets A
Expenses E
Liabilities L
Income |
Capital C

The account type and subtype assigned to the General Ledger account are discussed in the General Ledger Usel
Guide in Chapter 6 (Financial Reporting by Type).

Debit/Credit
Enter the debit/credit fieldvalid entries are "D" for debit or "C" for Credit.

Type Debit/Credit
Assets D
Expenses D
Liabilities C
Income C
Capital C

3.6 SetupDivisions

This section discusseswdo sstup your divisions (also called profit centers) and assign them their respg@ttiAccount
Codes.

If you did NOT select the multiple disions option on the System-wide Control file you will only be allowed to enter one
division.

To enter divisional account information, you will select tter Divisionsoption on the Accounts Regable Menu. Upon
selecting thé=nter Divisions option the following screen will appear:
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ardiv

ACCOUNTFLEX CHAWNGE MODE Division Entry Screen DATE: 07-24-07

Divisien [1 v Name Division #1
Addressl hddressl
Address2 haddress?2

City city ’_‘_?I '7

Description Account

Eecounts Beceivable

Bank 101-000
Discounts Allowed S60-000
Finance Charge 453-000
Advance Payments 230-000

F& F7

F2

Fl F3 F4 F5 Fa Fa Fi0 F11 F1z ~F3 ~F4 ~F5 ~F&
Savel Hely Qry | Prev Hext Frotl Last

The Division entry screen consists of botlfSaIGLE-RECORD and MULTI-RECORD portion. TheSINGLE-RECORD
portion prompts for the dision name and addres$he MULTI-RECORD portion prompts for the G/L account codes for
that division.

Below is a cescription of each field.

Division Screerf{SNGLE-RECORD).

If you did NOT select the multiple division option on the System-wide Control file you will bypass this portion and go
directly to theMULTI-RECORD portion

Division Code

Enter the Division Code.

Name

Enter the name for the @sion. You can use up to 20 characters.

Addressl, Address2, CityState, Zip

Enter the Address for the @sion. You can use up to 30 characters per field.

Once the abee data has been entered corregihess the SYE function ley b savethe information and proceed to the
MULTI-RECORD portion.

Division Account ScreefiMULTI-RECORD).

For each G/L account code description you will enter the appropriate G/L Account Code. These fields are described
below.

Accounts Recerable
Enter the G/L Account code for Accounts Reebles. Thisaccount MUST exist in the G/L Account file.

Bank
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Enter the G/L Account code for Cash Receipts. This account MUST exist in the G/L Account file.

Discount Allowed

Enter the G/L Account code for Discounts Alled. Thisaccount MUST exist in the G/L Account file.

Finance Charge

Enter the G/L Account code for Finance GJer. Thisaccount MUST exist in the G/L Account file.

3.7 SetupTax Codes

This section describes Wdo set up your tax codes.

To enter tax code information, you will select thater Tax Codesoption on the menu. Upon selecting tBeter Tax
Codesoption the following screen will appeatr.

sltax
ACCOUNTFLEX CHANGE MODE Tax Code Entry Screen Date: 07-23-07

Tax Code H__j State Eﬁj Description San Francisco

Press the SAVE function key to enter tax distribution

Description Rate

0.250
Countyv Tax 0.250
State Tax 6.750

Total 7.250

F1l Fz F3 F4 FS5 F& F7
Savel Hely Add Orv | Prev Next Frst Last Del

F& F9 F10 F11 F1z ~F3 ~F4 ~F5 -~ Ff

The tax code entry screen consists of botANGLE-RECORD and MULTI-RECORD portion. TheSINGLE-RECORD

portion prompts for a tax code and its descriptidax codes are usually equdent to counties since taxes are the same
within a county.

The MULTI-RECORD portion prompts for all of the tax rates that apply to each sale within the tax code area (or county).
Below is a description of each field.
Tax Code Screen(SINGLE-RECORD).

Tax Code

Enter the tax code.

Description

Enter descriptie information about the tax code.

How to Get Started 3-10
3-10



Once the abee data has been entered correctess theSAVE function ley b savethe information and proceed to the
MULTI-RECORD portion.
Tax Distribution Screen(MULTI-RECORD).

Tax Rate

Enter a tax rate.

Description

Enter descriptie information about the tax rate.
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3.8 SetupSalesman

This section describes Wwoto st up your salesmen. It is important that the salesmen table be set up properly prior to
entering orders.

The first step in setting up your salesmen is to sele&nher Salesmanoption from the menulUpon making this selection
the salesmen entry screen will appear as showmvbelo

slsale
ACCOUNTFLEX CHAMNGE MODE Salesman Entry Screen Date: 07-23-07
Caode Salesman Name Title Commiss User Code

Joe Salesman

F6 F7 F& Fa F10 F11 Fl12 ~F3 ~F4 ~F5 ~F&
Ory | Prev Hext| Fret Lastl Del |

Below is a cescription of each field.

Salesman Code

Enter the salesman code to uniquely identify the salesman on ordersaoeksin

Name

Enter the salesman name.

Commission

Enter the salesmantommission percent.
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3.9 SetupTerms

This section describes Wwoto st up your terms.lt is important that your Terms be set up properly prior to entering

transactions.

The first step in setting up your terms is to selectther Terms option from the Menu. Upon making this selection the

Terms Entry Screen will appear as shown belo

poterm

ACCOUNTFLEX CHAMNGE MODE Terms Code Entry Screen Date: 07-23-07

Code Description Type Disc.Days Disc.Rate BNet.Davs

Ml 1% NET 30 i 10 1.000 30

2 | 2% NET 30 | 10 2.000 30
Enter Terms Code
F1l Fz FS F& F8 F9 Fil0 F11 F12z ~F3 ~F4 ~F5 ~F6
Save Help add Orv | Prev Wextl Frst Last Del

Below is a cescription of each field.

Terms Code

This is the terms code that will uniquely identify the terms conditions you are about to enter.

Description

This is a description of the terms.

Type

This is the type of terms D=Days or P=Prox. This field is not currentlyeagttieave it blank.

Disc.Days

This is the number of days that will qualify awaite for a discount. The number of days is calculated based on the

invoice date.

Disc.Rate

This is the discount rate applied to the order if payment is made within discount days (see previous field).

Net.Days

The payment must be made within this number of days otherwise the order will be subject to the penalties.
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3.10 SetupCustomers

This section describes Wao st up your customerdt is important that your customers be setup properly prior to entering

invoices.

The first step in setting up your customers is to selecEtiter Customer option from the menu. Upon making this
selection the customer screen will appear as showmwbelo

arcus
ACCOUNTFLEX CHANGE MODE Customer Entry Screen DATE: 0%7~-23-2007
Customer Code TN Entrv Date By Inactive |

Billing Addre

Shipping Address——————

Company ACME

Gerard Menicuecci

Name

Addrl 575 Mahler Road #2561

1015 Atwater

Addr2

Addr3

City Burlingame

State Ca le 94010 W Cnty [

Burli 1nqame

State F ip 34010+ Cnt lj_j

Method 0
Terms (1
Price

Finance Charye ﬁ

Source Taxz Code i SalesRep (1
Contact Test Company Title |

Phone |(8003343-0180 x| Faz [[65016977696 [

E-mail gales [ Resale# |

Statements E BackOrders
Credit Limit

Balance Dus

Invoices [E_Z

o) []1_1:5:1'[11‘[1(-'1 5: [[1[1(-' to 1[1:-'11‘r1t.

F3 F&

F1 F2
Savé Help{

This screen is 8NGLE-RECORD screen.

Mﬂlmme_xtli‘da_stl

this Customer throughout the
Fa Fi0 F11 F12 ~F3 “Fb

ﬂﬁiﬂﬁdﬁ

While on this screen you ma&dDD a nrew Qustomer ofCHANGE existing ones. The following tev subsections describe

how to ADD or CHANGE.

ADD

To ADD a rew austomer press th&DD function key (F4) to switch the screen ADD mode. You will know whether

you are inADD mode by the mode message that appears at the top of the screen. AlDbDenode, the first field you

will enter is the customer cod&our customer code will identify the customer throughout the system. After entering
the customer code, press tRETURN key to enter the ngt field on the screen. When youvieafiled in all of the
customer fields, press tH®AVE function ley b savethe customer informationUpon pressing th&AVE key the
screen will clear and maktself ready for the next customer addition.

CHANGE

To CHANGE an existing customer first be sure you ar€HANGE mode by pressing theHG function lkey F4) if
necessary You will know whether you are iCHANGE mode by the mode message that appears at the top of the
screen. Oncgou are iINCHANGE mode, entethe customer code you wish to locate and presKREEURN key.

The customer information will then be displayed and you may cursorytdield (except the customer code) and
change its contents. If you would diko search for customers by name, you may do so by pressirgR@é&l function

key. The Search function is described in Chapter 2. After yoe hade all of the changes you wish, pressSWE

function ley b savethe changes.

Below is a cescription of each field.

How to Get Started

314
3-14



Customer Code

Enter the customer code to identify the customer in the systesnmay press thélELP function ley o select or
search from a popup list of valid entries.

Company
Enter the companname for billing and shipping.

Name

Enter the name for billing and shipping. This field is meant for a personal name and may be enlestthase,
firstname’. Thesystem will format the name as 'firstname lastname’, when printing mailing addresses,

Addrl,Addr2,Addr3
Enter the address for billing and shipping.

City
Enter the city for billing and shipping address.

State

Enter the state code for billing and shipping addr&ss: may press thélELP function key  slect or search from
a popup list of valid entries.

Zip Code
Enter the zip code for the billing and shipping address.

Country Code

Enter the country code for the billing and shipping addré&®s may press thedELP function ley b slect or
search from a popup list of valid entries.

Tax Code

Enter the Tax Code to represent the tax rate schedule for that custuemay press thelELP function key o
select or search from a popup list of valid entries.

Sales Represenatie

Enter the Sales Representatiepresenting that customer.

Contact

Enter the contact person in this field.

Phone, X

Enter the telephone number w/extension.

Fax

Enter the Fax number for the customer.

E-mail

Enter the customes’Email address.

Resale #
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Enter the Resale Number for the customer.

Method

Enter the method of payments applied "O" for Open Item, "B" for Balance Forward.

Finance Charge

Indicate if finance charges will be billed to the customédid entries are "Y" for Yes, and "N" for No.

Invoices

Indicate if irvoices will be produced for the customé&falid entries are "Y" for Yes, and "N" for No.

Statements
Indicate if statements will be produced for the custonvatid entries are "Y" for Yes, "N" for No, and "S" to print
seperate statements for each subsidiary.

Terms Code

Enter the Terms Code for the custom¥ou may press thelELP function key © slect or search from a popup list
of valid entries.

Price Code

This is the price code used for determining the sales price for this custéonemay press thEELP function ley
to select or search from a popup list of valid entriéa. further information about this field refer to the section on
setting up prices in theentory System.

Credit Code

Enter the credit code of the customer.

Credit Limit

Enter the credit limit for the customer.

Current Balance

This field displays the current balance.

Inactive

Enter 'Y’ if customer is inactie. This effect of this action is to exclude this customer on HELP popup lists.
While on the customer entry screen, you may also enter notes about each cuBtomtar notes you must first position to
an existing customer and then pressN@TE function key. Upon pressing thisdy a ppup notepad screen will appear
allowing you to enter as mgimote lines as you wish. The notepad screen operates exaetlidilULTI-RECORD entry
screens. Wheyou are finished entering notes pressSAWE key to return to the customer entry screen.

In addition to the note entry screen there is also a shipping address entry screen that may be accessed by Higsing the
function key. The shipping address screen will let you enter alternate shipping addresses for the same customer.

3.11 Print Customers Account

This section discusseswao print your Customers Account.
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The first step in ndewing your Customers Account is to select optionP2lit Customer. Upon making this selection the
Report Selection screen will appear.

arcusr

ACCOUNTFLEX Print Customers by Code Date: 07-23-07

Report Destination (S=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10}

Customer Range W to W

leport Destinations: (Dlisk, (Ejmail, (Flaz, nt, (Slcres (Ajux.
Fl F2 F3 F4 F5 Fa F7 Fa Fa Fli0 Fl11 F12 ~F3 ~F4 ~F5 ~F&

Run Held Kill

When this screen appears enftet for the report destination and then pressRhiN function key © send the report to the
printer The Customer Table Listing will appear as shownwelo

arcusr
ACCOUNTFLEX Customer Listing by Code PAGE : 1
12:55a 05/25/99

Account

Code Billing Address Contact Method

1 ACME Gerard Menicucci o
875 Mahler Road #261 Tel: (415)340-0220
Burlingame, CA 94010

2 CLOROX Gerard Menicucci B
840 Hinckley Road #261 Tel: (415)340-0220
Burlingame, CA 94010

3 Customware Computing Gerard Menicucci B
800 Airport Road #261 Tel: (415)340-0220
Burlingame, CA 94010

NOF NOT-ON-FILE o

Reviev the Customer Accounts for completeness andyifadditions or changes need to be performed select option 24 Enter
Customer.

When the printing has been completed, presE 8@APE key to return to the menu.
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3.12 SetupCustomers Subsidiaries

This section describes Wwao st up your customer subsidiaries. Customer subsidiaries carytténgrfrom multiple jobs,
properties, or locations that you or your customer want differentiated on reports and/or statéfmentsdo not hae
customer subsidiaries you may skip this sectido.use subsidiaries you shouldveadready set the System-wide control
parameter for Customer Subsidiaries to "Y".

The first step in setting up your custorsexibsidiaries is to select tHenter Subsidiaries option from the menuUpon
making this selection the Customer Subsidiary Entry Screen will appear as showmn belo

arsub

ACCOUNTFLEX CHANGE MODE Entry Screen DATE: 05/25/99

Customer Code : 1 ACME
Subsidiary Code: S1

Billing Address | Shipping Address

Company: SUB CUSTOM 1 |
Name :
Addrl: 8 Mahler

I

|

Addr2: |

Addr3: |

City: Burlingame |
State: CA Zip: 94010 | Zip:
| Tax Code:

| SalesRep:

Contact: G. Menicucci Tel:
Fax:

Enter company
F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12 F13 F14 F15 F16
SAVE HELP ---- ADD ---- QRY PREV NEXT FRST LAST ---- DEL ---- ---- SHIP ----

This screen is very similar in content and operation to the Customer entry screen.

3.13 BackupData Base

Once you hee <t up all of your modules, you should backup you database.

To backup your database, select Backup option on the Master Menu.
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4. WORK CYCLE

4.1 Owerview

This chapter gies instructions for the Accounts Reeable Work Cycle. The steps described in this chapter are performed
on an on-going basis.

4.2 DailyCycle
On a regular basis you will be performing the following steps faites, Receipts, and Adjustments.

1) Enter Invoicesinto the Ivoice file, using the entervynice menu selection.

2) Check Invoiceshy printing the batch listing and comparing it with the original documents.
3) Correct Mistakes if necessaryby using the change function while in thedice screen.

4) Backup DataYou can use the backup data base onto fldppction on the master menu.

5) Post Invoicesfrom the transaction file to the general ledger.

6) Review Posting Journalto ensure that all irvices were posted correctly.
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5. OPERATIONS/REFERENCE SECTION

5.0 Owerview

This chapter prnades detailed instructions onwdo operate each Accounts Regahle function. Each section within this
chapter cuers a specific menu optionThe sections are in the same order as the menu options on the AccountabiRecei
menu.

The Accounts Recedble menu appears as follows.

armenu
ACCOUNTFLEX Widget Company DATE: 07-23-07
Version Aecount Receivahle Menu (R)
INVOICES ——— — AUTOMATIC CHARGES——— — TABLE MAINTEMANCE —
I nter Involce 15. Enter Recurring Invoice 30. Enter Customer
2. Print Batch 16. Copy Recurring Invoice 31. Print Customer
3. Post Batch 17. Generate Finance Charge 32. Enter Account
4. Print Journal 33. Print Account
ADJUSTMENTS—— ——  REPORTS/INQUIRY ——  34. Enter Division
5. Enter Adjustment 19. Inguire Customer 35. Print Division
6. Print Batch 20, Inguire Invoice 36. Enter Subsidiary
7. Post Batch 21. Aged Trial Balance 37. Print Subsidiary
8. Print Journal 22, Cash Flow Analvsis 38. Enter Terms
RECEIPTE—— 23. Statement 3%, Enter Salesman
9. Enter Receipt 24. Receipt Register 40. Enter Tax Cade
10. Print Batch 25. Involce Journal 41. Enter Contraol
11. Print Checks 26. Distribution Journal 42. Purge
12. ACH Withdrawals 27. Customer Journal
13. Puost Batch 28. Commission Report
14. Print Journal
Enter Selection > 1 _
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5.1 EnterlInvoices

This section describes the process of enterimgidas into your Accounts Reegble program.

Invoices may be entered in groups or batches. Each batch may consist of one ovoit®s; ieach woice may hae avy
number of distribitions. Enablingnultiple batches is done via the A/R Control file.

To enter invoices select option 1 on the Accounts Redldle menu. The A/R woice batch entry screen will appear asveho
below.

arinv
ACCOUNTFLEX ADD MODE &R Invoice Batch Entry DATE: 07.-24-07
Batch 34 Entry Date [07-24-07 Total
Invoice Fx*xAUTO***y Customer W
Invoice Date 072407 Periecd Date (072407 Due Date
Discount Date Discount Allowsd |
PO#
Description |
Division 1 4 Job Ma. i
Account Account Title Description Amount
Total
Enter Customer Code (press HELP kev to ses list)
F1 Fz F3 F4 F3 Fa F7 Fa Fa Fio0 F11 Flz ~F3 ~F4 ~F3 ~Fi
Savel Help Chey Hof Cus

Below is a description of each field relating to the Batch.

Batch Screen(SNGLE-RECORD)

Batch

The batch number is automatically assigned. This number serves to identify a growgicekifor both editing and
auditing purposesTo return to an existing batch, press BEG function ley then press th&lEXT function ley
until the correct batch is displayetfou may press th&lELP key to slect from a list of batches.

Entry Date

The entry date defaults to the system date. The entry date represents the date the batch was entered into the computer.

Total

The total field will display the total amount of allaices within the batch.

The invoice and distribution information appears elbe batch information.
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arinvl

ACCOUNTFLEX ADD MODE AR Involce Bateh Entry DATE: 072407
Batch 34 Entry Date 0772407 Total 20900.00
Invoice 20074 Customer CSCO W Cisco Systems
Invoice Date (072407 Periocd Date [07-24-07 Due Date [08-23-07
Discount Date [08-03.--07 Discount Allowed | 209.00
PoO#
Description |
Divisien |1 Job Nao. \_;i
Account Account Title Description Amount
420-000 ardware 3Sales 2800.00
410-000 Software Zales 17500.00
452-000 Fental Income 600.00
Total 20,%00.00
Enter G-L Account Code (press HELP kev to see list)
F1 F2 F3 F4 F5 F& F7 Fa Fa Fi0 F11 F1z <F3 ~F4 ~F5 ~F&
Savé Helﬁ 2dd Q;yj Prej Nexﬂ Frsﬂ Lasﬂ Del

Below is a cescription of each field for thewvoice portion.

Invoice Screen(SINGLE-RECORD)

Invoice

The invoice number may or may not be automatically assigned. It will be automatically assignedafuthefvthe
starting irvoice number in the control file is non-zero. Theoine number represents a number assigned tovaitén
made up of possibly geral distritutions. Theanvoice field can accept a maximum of 10 alphanumeric characters.

Customer Code

The customer code is a required entry field. The maximum entry is 6 alphanumeric chafdisecede must exist in
the customer tableYou may press th&lELP function lkey o see a list of valid entries.

Invoice Date

The invoice date will default to the system date. Theioe date represents the date that theia@ commenced.

Period Date

The period date will also default to the system date The period date represents the period thatehehould be
posted.

Discount Date

This is not a required entry field. If thevaice is paid by the discount date the discountahb will be deducted from
the amount due.

Discount Allowed

This is not a required entry field. The discount is the amount that should be deducted froroi¢kefipaid by the
discount date. The field allows a 9-character numeric entry.

Due Date

This is not a required entry field. The due date represents the date thabite nmust be paid before it becomes past
due.

Description
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This is not a required entry field. The description allows you to describe the typeiogihe field holds a maximum
of 40 characters.

Once the data has been entered corrgutygs theSAVE function key © Savethe Invoice screen. The cursor will then jump to
the distribution screen where the distributions relating to treéda should be entered.

Below is a cescription of each field.
Distribution Screen (MULTI-RECORD)

Account #

Enter the Account CodeYou can use up to 12 characters including the deliméfthis code must exist in the Account
Code BRble. You may press thdELP function lkey o se a list of valid entries.

Account Title

The account title will automatically be displayed and is a non entry field.

Amount

The amount field allows a maximum entry of 8 digits.
A positive value will credit the G/L Account and agaive value will debit it.

Total

The Total field will display the total amount of all Distributions within thigloe.
Once the data has been entered correptfss theSAVE function key o Savethe distribution screen. The cursor will then
jump back to the woice screen to enter anothevaice. If there are no morevaices to be entered, you may return to the batch

screen by pressing tHeSCAPE key. Pressing theeSCAPE key while on the batch screen will return you to the Accounts
Recevable menu.

5.2 Print Invoice Batches

This section describes Woto print your invoice batches so that errors can be diewd and corrected prior to posting.
Posting will be discussed in the next section.

To print batches select option 2 and the Report Selection screen will be displayed as shawn belo
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arinvrl

ACCOUNTFLEX AR Invoice Batch Listing DATE: 07-24-07
Report Destination (S=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10)
Report Title Page (Y=Yes, N=Nao)
Report Detail (Y=Yes, N=Na)
Batch Range \_)I to \_)I
Invoice Range W to W
Customer Range i to i

Report Destinations: (Dlisk, (Eimail, (Flaxz, (Plrint, (3)lcreen, (Alux
F1l F2 F3 F4 F5 Fa Fr Fa Fa Fi0 F11 F12 ~F3 ~F4 ~F5 ~F&
Run | Hel }j Kill

This screen has a number of entry fields which you will need to fill in with appropaiatesyWhen you are sure all your
entries are correct press tREIN function key © run the A/R iwvoice batch Listing report.

Below is a cescription of each field.

The first 4 fields are standard on the Report Selection screen, and are described in CBapteral Operational
Procedures
Batch Range

Enter the range of batch numbers you would tikgint. If you do not enter a batch range the computer will print all
batches. Wu may press thdELP key to slect from a list of batches.

Invoice Range
Enter the range of Wwwice numbers you would l&kto gint. If you do not enter an ¥oice range the computer will
print all Invoices.

Customer Range

Enter the range of customer codes yawld like to pint. If you do not enter a customer range the computer will
print all customers. These codes must exist in the customer Mdemay press thélELP function key o se a list
of valid entries.

When you are sure all of your entries are correct pref’Uiefunction key t run theA/R Invoice Batch Listing Report as
shown belwv.
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arinvrl

07/24/07 Widget Company Page 1
7:29am A/R Invoice Batch Listing

Batch: 3 Entry Date: 07/24/07 Total: 20,900.00

Invoice-# Customer Name Invoice Period Due/Discount Amount

2007 CsCoO Cisco Syst 07/24/07 07/24/07 08/23/07 20,900.00

08/03/07 209.00

Account Description Amount

420-000 Hardware Sales 2,800.00

410-000 Software Sales 17,500.00

482-000 Rental Income 600.00

Invoice Total: 20,900.00

Batch Total: 20,900.00

Once the report is complete then pressBBEAPE key to return to the Accounts Regable menu.

5.3 Post Invoice Batches

This section describes Wwato post your batches to the Opervdite file. The General Ledger file will be updated if it is
interfaced with Accounts Reagble. Itis important that your woices be correctly entered before posting. This is because

once your data has been posted it can no longer be modified unless you enter and post an adjustments using option 5 on th
menu.

To post batches select option 3 on the Accounts Radei menu. The A/R woice posting screen will appear as who
below.

arinvo

ACCOUNTFLEX Post AR Invaices Date: 07.-24-07

Before Posting wvou should do the following
1) Backup data.
2) Print Batch Listing.

Enter Batch Range to Post _jto \_)I

Press SAVEEEY to begin POSTING
_OR_
Press ESCAPEEEY to Exit

After Posting do the following

1) Print Posting Journal.

2) Compare Batch Listing with Posting Journal.
Processing Statistics

Source = Batch Invoice Customer
Enter first hatch number to POST or leawve blank to POST all (press HELE for list)
Fil F2 F3 F4 F5 F& F7 F& Fa Fio F11 F1z ~F3 ~F4 ~F5 ~F6
Savé Held

You may press th&AVE function key to begn POSTING or theeSCAPE key to EXIT. Please note the before and after
posting instructions displayed on the screen.

As the posting takes place, the screen will display the following information.

Processing Statistics
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To the right of this screen label, the pass description will be displayed. There are three passes thatpaitietak
Pass 1 verifies the data, pass 2 posts the data, and pass 3 clears the data.

Batch

The batch number that is currently being posted will be displayed here.

Invoice

The irnvoice number that is currently being posted will be displayed here.

When the posting has been completed you will see the following message:

Posting has been Successfully Completed.

Once this message appears, you may then preESStBAPE key to return to the Accounts Rewgable menu.

5.4 Print Invoice Journal

This section describes Wwdo print the Posting Journal Report. This report will print the postedida batches. This report
should match with the batch report printed prior to posting.

To print the Posting Journal select option 4 on the Accounts Wabteimenu. The Report Selection screen will appear as
shown belov.

arinvorl

ACCOUNTFLEX AR Involce Posting Journal DATE: 07-24-07

Report Destination (S=Screen, Pn=Printer, Dn=Disk. A=Aux)

Report Copies 1 (1 - 10}

Report Title Page (¥=Yes, N=HNo)

Report Detail (Y=Yes, N=HNo)

Fost Ho SQ
Batch
Invoice Range j to j
Customer Range W o i

Report Destinaticons: (Dlisk, (Ejmail, (Flaz, (Plrint, (S)lcreen, (Ajux.
F1 Fz F3 F4 F5 Fi F7 Fa Fa Fi0 F11 Fl1Z ~F3 ~F4 ~F5 ~F&
Run | Hely Eill

Below is a cescription of each entry field.

The first 4 fields are standard on the Report Selection Screen, and are described in C@apieral Operational
Procedures

Post No

This field is the unique number assigned to the last posting and should already be filled in.

Batch
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Enter the batch number you woulddito gint. Thisis only useful if your last posting contained multiple batches.

Invoice Range

Enter the range of Wwice numbers you would l&to gint. If you do not enter an Voice range the computer will
print all Invoices.

Customer Range

Enter the range of customer codes you would tk pint. If you do not enter a customer range the computer will
print all customers. These codes must exist in the custoafde. TYou may press thelELP function ley b e a
list of valid entries.

When you are sure all of your entries are correct preRuiefunction lkey o run theA/R Invoice Posting durnal Report
as shown belw.

arinvprl
07/24/07 Widget Company Page 1
7:31lam A/R Invoice Posting Journal
PostNo 5 PostDate 07/24/07
Invoice-# Customer Invoice Period Due Amount
2007 CsCO Cisco Systems 07/24/07 07/24/07 08/23/07 20,900.00
R - | 3 1
Account Description Amount
420-000 Hardware Sales 2,800.00
410-000 Software Sales 17,500.00
482-000 Rental Income 600.00
Invoice Total: 20,900.00
Kok kK kK Kk kR kR kKK Kk K K K K K K K Kk kK
Grand Total: 20,900.00

Posting Log #5: 07/24/07 07:30:00

Post A/R Invoices has been completed successfully

When the printing is complete press E®CAPE key to return to the Accounts Regeable menu.
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5.5 Enter Adjustments

This section describes the process of entering adjustmentsdareis into your Accounts Reeeble program. Adjustments
are entered to alter an existingdice amount.

Adjustments are entered in groups or batches. Each batch may consist of one or more adjustments; each adjustment ma
have ane or more distributions.

To enter adjustments select option 5 on the Accounts Raseimenu. The A/R Adjustment batch entry screen will appear
as shown belg.

aradi
ACCOUNTFLEX ADD MODE AR Adjustment Batch Entry DATE: 072407
Batch 14 Entry Date [07.724-07 Total -900.00
Invoice j Customer j
Adjust Date 072407 Period Date 072407
Description |

Change Fields below to overide original Invoice

Invoice Date Due Date
Discount Date Discount Allowed
PO# |
Division (1 + Job No. \_;i

Account Account Title Description Amount

Total

Enter Invoice number (press HELP key to see list)
F1 F2 F3 F4 F& F& F7 Fa Fa Fi0 F11 F12 ~F3 ~F4 ~F5 “Fh

Save Helg  Chy | Cus |

Below is a cescription of each field relating to the batch.

Batch Screen(SNGLE-RECORD)

Batch

The batch number is automatically assign&tis number serves to identify a group of adjustments for both editing
and auditing purposedlo return to an existing batch, press @idG function ley then press thBIEXT function key
until the correct batch is displayetfou may press th&lELP key to slect from a list of batches.

Entry Date

The entry date defaults to the system date The entry date represents the date the batch was entered into the compute

Total

The total field will display the total of all adjustments within the batch.

The adjustment and distribution screen appears\tbie batch information.
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aradil

ACCOUNTFLEX CHANGE MODE 2-F Adjustment Batch Entry DATE: 07.-24-07
Batch lj Entry Date 072407 Total -500.00
Invoice 20074 Customer C2CO Wlisco Systems
Adjust Date [07-24-07 Pericd Date 07-24-07
Description
—  Change Fields below to overide original Invoice
Invoice Date 072407 Due Date 08-23-07
Discount Date 05-03-07 Discount Allowed 209.00
PO#
Divisien 1 + Job Ha. \_;i
Account Account Title Description Amount
ardware Zales -§00.00
410-000 Software Jales -100.00
Taotal -900.00

Enter G-L Account Code (press HELP keyv to see list)

F1 F2 F3 F4 FS Fé& F7 F& F9 Fio F11 Fl12 ~F3 ~F4 ~F5 ~F&
Savé Helﬁ Lddd QEXJ Prej Nexﬂ Frsﬂ Lasﬂ Del

Below is a description of each field for the adjustment transaction.
Adjustment Invoice Screen(SINGLE-RECORD)

Invoice
The invoice number is a required entry field. This is thevice that you will be adjusting. The field is alphanumeric
and accepts a maximum of 10 characters.

Customer
The customer code is a required entry field. The maximum entry is 6 alphanumeric characters. This codl& must e
in the customer tableYou may press thélELP function key o see a list of valid entries.

Adjustment Date
The Adjustment date will dafilt to the system date. The adjustment date represents the date that the adjustment took
place.

Peiod Date
The period date will also default to the system date. The period date represents the period tluitetshould be
posted.

Invoice Date

The field will default to the original \imice Date. Changing this date wiN@ride the original Imoice Date.

Description

This field is a non-enterable field. The originaldice description will appear here.

Discount Date
The field will default to the original Wimice Discount Date. Changing this date wilexride the original Iwoice
Discount Date.

Discount Allowed

The field will default to the original Wwice DiscountAllowed amount. Changing this amount wilterride the
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original Invoice Discount Allowed amount.

Due Date

The field will default to the original Wwice Due Date. Changintpis amount will @erride the original laoice Due
Date.

Once the data has been entered correatbss theSAVE function lkey b savethe Adjustment Imoice screen. The cursor
will then jump to the distribution screen where the distributions relating toubieénshould be entered.

Below is a cescription of each field.
Distribution Screen (MULTI-RECORD)

Account #

Enter the Account CodeYou can use up to 12 characters including the delimei@is code must exist in the
Account Code able. You may press thlELP function key © se a list of valid entries.

Account Title

The account title will automatically be displayed and is a non entry field.

Amount

The amount field allows a maximum entry of 8 numeric characters.

A positive value will credit the G/L Account and agaive value will debit it.

Total

The Total field will display the total of all Distributions within this Adjustment.

Once the data has been entered corrguthss theSAVE function key o savethe distribution screen. The cursor will then
jump back to the Adjustmentvaice screen to enter another adjustméhthere are no more adjustments to be entered, you

may return to the batch screen by pressingBBEAPE key. Pressing theESCAPE key while on the batch screen will
return you to the Accounts Reeable menu.

5.6 Print Adjustment Batches

This section describes Wao print your adjustment batches so that errors can be\aismband corrected prior to posting.
Posting will be discussed in the next section.

To print batches select option 6 and the Report Selection screen will be displayed as shawn belo
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aradirl

ACCOUMTFLEX

AR Adjustment Batch Listing

DATE: 07-24-07

Batch Range j to
Invoice Range j to
Customer Range j to

(S=Bcreen, Pn=Printer, Dn=Disk, A=Aux)

Report Destination

Report Copies 1 (1 - 10}
Report Title Page (¥Y=Yes, HN=Na)
Report Detail (¥Y=Yes, HN=Na)

o

o

Feport Destinations:

(Diisk, (Ejmail, (Flaxz,
F1l F2 F3 F4 FS F& F7 F& F9

Run Helﬁ

This screen has a number of entry fields which you will need to fill in with appropeaiatesyWhen you are sure all your
entries are correct press tREIN function key o run the A/R adjustment batch listing report.

Below is a description of each field.

The first 4 fields are standard on the Report Selection screen, and are described in Capteral Operational

Procedures

Batch Range

Enter the range of batch numbers you would tikrint. If you do not enter a batch range the computer will print all
batches. Wu may press thdELP key to slect from a list of batches.

Invoice Range

Enter the range of Woice numbers you would l&to gint. If you do not enter an ¥oice range the computer will

print all Invoices.

Customer Range

Enter the range of customer codes you would tk pint. If you do not enter a customer range the computer will
print all customers. These codes must exist in the custoafde. TYou may press thelELP function key b e a

list of valid entries.

When you run the A/R Adjustment batch Listing report it will appear as showw.belo
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aradjrl

07/24/07 Widget Company Page 1
7:33am A/R Adjustment Batch Listing
Batch: 1 Entry Date: 07/24/07 Total: -900.00
Invoice-# Customer Name Adjust Period Amount
2007 CsCoO Cisco Systems 07/24/07 07/24/07 -900.00
Invoice Date: 07/24/07 Div 1

Discount: 08/03/07 Discount: 209.00 Due: 08/23/07
Account Description Amount
420-000 Hardware Sales -800.00
410-000 Software Sales -100.00
Invoice Total: 900.00
Batch Total: -900.00

Once the report is complete then pressBBEAPE key to return to the Accounts Reweble menu.

5.7 Post Adjustment Batches

This section describes Wwato Past your batches to the Openvbice file. The General Ledger file will be updated if it is

interfaced with Accounts Recagble. It is important that your adjustments be correctly entered before posting. This is
because once your data has been posted it can no longer be modified.

To post batches select option 7 on the Accounts Raalei menu. The A/R Adjustment Posting screen will appear agrnsho
below.

aradip
ACCOUNTFLEX Post AR Adjustments Date: 072407

Before Posting yvou should do the following
17 Backup data.
2) Print Batch Listing.

Enter Batch Range to Post - :c W
Press SAVEEEY to hegin POSTING
- OR -
Press ESCAPEEEY to Exit

After Posting do the following

1) Print Pesting Journal.

2} Compare Bateh Listing with Posting Journal.
Processing Statistics

Source = Batch Invoice Customer

Enter first batch number to T or leave hlank to POST all (pr
Fl F2 F3 F4 F5 Fa F7 Fa F3 Fio0 F11 F12 ~F3

Savé Helﬁ

~F4 ~F5 ~F6b

You may press th&AVE function key 1o begn POSTING or theeSCAPE key to EXIT. Please note the before and after
posting instructions displayed on the screen.

As the posting takes place, the screen will display the following information.

Processing Statistics

To the right of this screen label, the pass description will be displayed. There are three passes thatpaitietak
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Pass 1 verifies the data, pass 2 posts the data, and pass 3 clears the data.

Batch

The batch number that is currently being posted will be displayed here. The message displayed in this field once
posting has been completed will reflect the last batch posted.

Tr ansaction

The irvoice number that is currently being posted will be displayed here. The message displayed in this field once
posting has been completed will reflect the lagtioce posted.

When the Posting has been completed you will see the following message:

Posting has been Successfully Completed.

Once this message appears, you may then preESStBAPE key to return to the Accounts Rewgable menu.

5.8 Print Adjustment Journal

This section describes Wwdo print the Posting Journal Reporthis report will print the postedwnice adjustment batches.
This report should match with the batch report printed prior to posting.

To print the Posting Journal select option 8 on the Accounts Wabteimenu. The Report Selection screen will appear as

shown belov.
aradinrl
ACCOUNTFLEX A-R Adjustment Posting Journal DATE: 07-24-07

Report Destination (S=3creen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10}

Report Title Page (Y=Yes, N=HNa)

Report Detail (Y=Yes, N=HNao)

Fost Ho Ej
Batch

Invoice Range v to j
Customer Range j to j

leport Destinations: (Dlisk, (Eimail, (Flax, (Plrint, (S)lcreen, (Ajux.
F1l F2 F3 F4 FS F& F7 F&8 F9 Fio F11 F12 ~F3 ~F4 ~F5 ~F&

Run Held Kill

Below is a description of each entry field.

The first 4 fields are standard on the Report Selection Screen, and are described in CBapteral Operational
Procedures

Post No

This field is the unique number assigned to the last posting and should already be filled in.
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Batch

Enter the batch number you woulddito gint. Thisis only useful if your last posting contained multiple batches.

Invoice Range

Enter the range of postedvbice numbers you would léto print. If you do not enter an ¥oice range the computer
will print all posted Inoices.

Customer Range

Enter the range of customer codes you would tik grint Invoices for If you do not enter a customer range the
computer will print all customersynices. Theseodes must exist in the customable. You may press theELP
function ley b see a list of valid entries.

When you are sure all of your entries are correct presRuitefunction key o run theA/R Adjustment Posting Report as

shown belov.
aradjprl
07/24/07 Widget Company Page 1
7:34am A/R Adjustment Posting Journal
PostNo 6 PostDate 07/24/07
Invoice-# Customer Name Invoice Period Due Amount
2007 CSCO Cisco Systems 07/24/07 07/24/07 08/23/07 -900.00
R - A 1 1

Account Description Amount

420-000 Hardware Sales -800.00

410-000 Software Sales -100.00

Adjustment Total: -900.00

KoKk KA A Kk kR kKK KK K K R A K KK Kk K Kk

Grand Total: -900.00

Posting Log #6: 07/24/07 07:33:52

Post A/R Adjustments has been completed successfully

When the printing is complete press B®CAPE key to return to the Accounts Reweble menu.
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5.9 EnterReceipts

This section describes the process of entering receipts into your AccountsBeqaiogram.

Receipts are entered in groups or batches; each batch consisting of one or more receipts. Each receipt may be applied t
specific ivoices and/or G/L AccountsTo enter a receipt batch select option 9 on the Accounts Yabbdeimenu. The A/R
receipts batch entry screen will appear as showmbelo

archk
ACCOUNTFLEX CHANGE MODE RECEIFT ENTRY SCREEN DATE: 07-24-07
Batech 1 Tvpe R Entry Date 07-24-07 Pericd Date 07-24-07
Bank |101-000 i Totals 28,130.00
Customer Check No Date Amount Unapplied
C3Co Cisco Systems 07-24-07 | 4000.00 o.oo
ATET ATET Company 07.-24-07 14500.00 o.oo
DELL Dell Computers 07-24-07 o.oo

Fl Fz F3 F4 FS Féb F7 F& Fa Fi100 F11 Fl1z ~F3 ~F4 ~F5 ~Fb
Save Help 2dd | Srchl Qrv | Prev Wext| Fret Lastl G-1 | Del | Zoom Sel | Rev | Misc

Below is a cescription of each field.

Batch Screen (SNGLE-RECORD)

Batch

The batch number is automatically assign&tis number serves to identify a group of adjustments for both editing
and auditing purposedlo return to an existing batch, press @idG function ley then press thBIEXT function key
until the correct batch is displayetfou may press th&lELP key to slect from a list of batches.

Entry Date

The entry date defaults to the system daf&e entry date represents the date the batch was entered into the
computer.

Peiod Date

The period date will also default to the system ddtee period date represents the period that the receipt should be
posted.

G/L Account

This field is the General Ledger account number to which the receipts will be

debited (usually a bank). This code must exist in the Account Catnle. TYou may press thdELP function key
see a list of valid entries.

Total
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The total field will display the total amount of all receipts within the batch.

Once the data has been entered corrguiyps theSAVE function key o savethe batch screen. The cursor will then jump to
the customer detail screen.

Receipt Entry Screen(MULTI-RECORD)

Customer Name
Enter the customer code and the customer name will then be displayed. This fiekl allmaximum of 6
alphanumeric characters.

Bank Ctl
This is not a required entry field and can be used to store the bank control numbérrmurAlBer This field allavs
a maximum of 10 alphanumeric characters.

Check Number

This is not a required entry field and can be used to store the check nudrisefield allows a maximum of 10
alphanumeric characters.

Date

Enter the Date of the Receipt. This date will be used to calculate aging.

Amount

Enter the Receipt Amount. This field is numeric and allows a maximum of 9 digits.
A positive value will debit the G/L Account entered aleand a ngative value will credit it.

Unapplied

This is not an entry field, but will display the amount of funds yote NOT gplied to Irvoices (via the ZOOM
function key) or G/L Accounts (via the G/L functiondy). ALL Receipts MUST hae Unapplied amounts of zero in
order to be Posted. Posting Receipts will be discussed in a later section.

While on the Receipt entry of the screen you mayeRe previously posted receipts or enter receipts manually line by line.
If you elected to retain a Receiptdister in the Control File, you will be able to REVERSE previously posted Receipts that

have NOT been puged. Reersing Receipts is done by pressing REV function key while on the Customer Receipt
screen. Upompressing this functiondy the popup screen for R&rsing Receipts will appear as follows:
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archkrev

ACCOUNTFLEX CHANGE MODE RECEIFT EWTEY SCREEN DATE: 07-24-07
Batch 1 Tvpe ﬁ Entry Date 072407 Period Date 0724707
Bank |101-000 i Tatals 28,150.00
Customer Check No Date Amount Unapplied
CSC0 wlisco Systems [ 07,2407 | 4000.00 0.0o0
ATET Select Receipt to Reverse 0.00
DELL G-L Account 101-000 o.oo
Check Mo
Customer Code j
Receipt Date
Amount

Press SAVE function key to Reverse Receipt or ESCAFPE key to exit
7ﬂ | | |
| | |

F1l F2 F3 F4 FS F& F7 F& F9 Flo0 F11 F1z ~F3 ~F4 ~F5 ~Fg
Save Help

After entering the appropriate information on this screen, you will presSAWE& function lkey b Revease the selected
Receipts.

With the manual method of entering Receipts, you will enter them line by line. The manual method i& gtso Wil edit

the results from your automatic selections. When using the manual method of entering Receipts, you may apply Receipt
amounts to imoices and/or anG/L Accounts. To goply a Receipt amount to G/L Accounts you will press the G/L function

key and the following screen will appear.

archkal
ACCOUNTFLEX CHANGE MODE RECEIPT ENTEY SCREEN DATE: 07..24-07
Batch 1 Type E Entry Date 07.-24-07 Pericd Date 072407
Bank |101-000 i Taotals 28,130.00
Customer Check No Date Amount Unapplied
C3C0 wlis 0.o0
ATET WATE| Customer ATET ATET Company Date 072407 0.00
DELL wlel | Account-# Account Title Amount 0.0o0
u 101-000 14500.00
i A~R -145804.20
v Discounts 4.20
v |
W Unapplied 0.00

;. HELP kev

nter G-/L Account Code (pre

F1 F2 F3 F4 F5 F& F7 F8
Zave Help add Orv | Prev Hext]

to see list)

F9 F10

Frsﬂ Lasﬂ

F11

Fi12 ~F3 ~F4 ~FS

Del

“F6

While on this screen you may apply the Receipt Amount acrgsawamber of G/L AccountsA positive value will debit

the G/L Account and a getive value will credit it.

It is also possible to enter receipts where there is naougy entered ivoice and/or customerPressing theMISC will

bring up the following screen for this purpose.
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archkmisc

ACCOUNT Enter Miscellaneous Receipt <07
= Customer Compan
Batch BT&T 3 BTET Company
Bank Name 50.00
_— Addrl 100 Mary Eoad
Custome Addr2 plied
- Addr3
C2C0 City Bedminster 0.00
ATET State NJu Zip [07921 4 [ o 0.00
DELL Contact Tom Jackson Phone |(908)1221-2000 0.00
ATET Check Mo
Check Date 072407
Description
Account-# Account Title Amount
620-000 ghdvertising 1000.00
Total Check 1oo0.00

Fi F2 F3 F4 F5 F6 F7 TFs F9 Flo Fll Flz ~F3 °“F4 ~F5 °F6

As you enter Receipts manuallyou will encounter additional entry screens for those customers wh@me Item
(customers where receipts are applied to specifioidas). Therest of this section on Receipt Entry deals with the
additional screens encountered @pen Item customers. I&ll of your customers amalance Forward you need not read
ary further.

The additional screens f@pen Item customers enable you to easily apply receipts to specifitcas. Thefirst of these
screens is thénvoice Payment screen. Thdnvoice Payment screen will appear automatically whgaeyou enter an
amount for an Open Item customeYou may also gain access to thedine Payment screen by pressing #@OM

function lkey while positioned on an Open Item custoraéeceipt line. The Imice Payment Screen appears as follows.

archkoav
ACCOUNTFLEX CHAMGE MODE INVOICE PAYMENT SCREER Date: 07.-24-07
Customer ET&T Check No Date 072407
Invoice Invoice Discount Orig Due To apply 0.00
o . Date Date Amount Amount Discount Paid
: 03-05-07 03~-15-07 g,600.00 0.00 G,600.00
2002 | 05-10-07 05-20-07 3.000.00 o.oo 3,000.00
2003 | 06-23-07 07-03-07 a75.00 o.oo 875.00
2004 | 07-05-07 07-15-07 3,200.00 3,200.00
2005 | 07~-24-07 08-03-07 420.00 o.oo 4.20 415.80
2006 | 07~-24-07 08-03-07 7.200.00 5.290.80 1,909.20
Discount Orig 86.00
Discount Taken Totals 4.20 14,500.00
Enter Invoice # or PREPAY prea order-invoice prepend ">
F1l F2 F3 F4 F5 F& F7 F8 Fa Fio F11 F1z ~F3 ~F4 ~F5 ~F6
Save Help add Orv | Prev Wext Frst| Last Del Sel

While on the Inoice Payment screen you may select a groupwaiidas to payby pressing theSEL function key. Upon
pressing th&EL function key the following selection screen will popup in the middle of thmibbe Payment screen:
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archk2

Fil F2
Savé Helﬁ

ACCOUNTFLEX CHAMGE MODE RECEIFT EWTREY ZSCREEMW DATE: 07.-24-07
Batch 1 Type ﬁ Entry Date 07-24-07 Pericd Date 07-24-07
Bank |101-000 i Taotals 29,150.00
Customer Check No Date Amount Unapplied
C3C0 Zelect Customers to be Faid ao.oo
BT&T Customer Range to W 0.00
DELL Division ao.oo
ATET Invoice Date Range to | 0.00
Due Date Cutoff |
Auto Pay (¥-H) ¥
Auto Discount (¥/N) Y After 07-24-07
ACH Customers Only M
Press SAVE function key to Pay Invoices or ESCAPE key to exit
Y | | |
F3 F4 F5 F& F7 F& Fa Fi0 F11 F12 ~F3 ~F4 ~F5 ~F&

The Selection screen allows you to enter a rangevofces to select for paymentf you do not enter an uwice range all
invoices with a non-zero amount due will be selectaéter entering the appropriate information on this screen, you will

press theSAVE function key o gart the selection process.

Prepayments may be recorded on this screen by enBERREFAY

for the Invoice number or entering anvoice number that

does not ®ist. Uponentering the latteyou will be informed that the Woice number does not exist and asked if you wish to

prepay the Imoice.

You may also delete a group ofvitices while on the Woice Payment screen by pressing L function key. Upon
pressing this functiondy the following Deletion screen will popup in the middle of theoloe Payment screen:

Press SAVE function key to Delete

archk3
ACCOUNTFLEX CHAWGE MODE INWVOICE PAYMEWT ZCREEW Date: 072407

Customer ATET Check Ho Date 072407
Invoice Invoice Discount Orig Due To apply 0.00

Ba. Date Date Amount Amount Discount Paid

2004 | 07-05-07 07-15-07 3.,200.00 3.100.00 | [ 100.00

Delete Invoice Payment oo

Invoice Range ! Lo 2004
Invoice Date Range to

Payments or ESCAPE key to exit

Discount Orig 32.00

Discount Taken Taotals 0.00 100,00
Fl FZz F3 F4 FS F& F7 F& F9 Fi0o F11 F12 ~F3 ~F4 ~F5 ~F&
Savel Hely

The Deletion screen alls you to enter a range ofviices to remwee from the list of inoices to pay If you do not enter an
invoice range all moices will be deletedAfter entering the appropriate information on this screen, you will pre<SAVE

function ley b gart the deletion process.
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5.10 Print Receipt Batch Listing

This section discusseswdo print your receipt batches so that errors can be désed and corrected prior to posting.
Posting will be discussed in the next section.

To print batches select option 10 and the Report Selection screen will be displayed as shown belo

archkrl
ACCOUNTIFLEX Feceipt Batch Listing DATE: 07.-24-07
Report Destination (S=Screen, Pn=Printer, Dn=Disk, A=iux)
Report Copies 1 (1 - 10}
Report Title Page (Y=Yes, N=No)
Report Detail (Y=Yes, N=No)
Batch Range j to j
G-L Account
Receipt Date Range to
Check MNumber Range to |
Customer Range j to j
Feport Destinaticons: (Dyisk, (Ejmail, (Flax, (Pirint, (S)lcresn, (Ajux.
F1 F2 F3 F4 F3 Fa F7 Fa Fa Fio0 F11 F12 ~F3 ~F4 ~FS5 ~F&
Bun | Helg Kill

This screen has a number of entry fields which you will need to fill in with appropaiatesyWhen you are sure all your
entries are correct press tREIN function key o run the A/R receipt batch listing report.

Below is a cescription of each field.

The first 4 fields are standard on the Report Selection screen, and are described in CGapteraR Operational

Procedures

Batch Range
Enter the range of batch numbers you would tikgint. If you do not enter a batch range the computer will print all
batches. Wu may press thlELP key to slect from a list of batches.

G/L Account
This is not a required entry field because the system wiluttefind print all General Ledger accounts. This code
must exist in the Account Codafile. You may press thllELP function lkey o se a list of valid entries.

Receipt Date Range
Enter the range of Receipt Dates you woulé li& rint. If you do not enter a date range the computer will print all
Receipts.

Check Number Range

Enter the range of check numbers you woulé ti& gint. If you do not enter a check number range the computer
will print everything.
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Customer

This is not a required entry field because the system waluttedind print all the customers. This code must exist in
the customer tableYou may press th&lELP function key o se a list of valid entries.

When you run the A/R Receipt batch listing report it will appear as showw.belo

archkrl
07/24/07 Widget Company Page 1
7:47am A/R Receipt Batch Listing
Batch No: 1 Period: 07/24/07 G/L Account: 101-000
Check-# Date Customer Amount

Invoice Inv-date Orig Amount Discount Amount -paid

07/24/07 CSCO Cisco Systems 4,000.00
2007 07/24/07 20,900.00 4,000.00

07/24/07 AT&T AT&T Company 14,800.00
2000 03/05/07 8,600.00 8,600.00
2002 05/10/07 3,000.00 3,000.00
2003 06/23/07 875.00 875.00
2005 07/24/07 420.00 4.20 415.80
2006 07/24/07 7,200.00 1,909.20
Totals: 20,095.00 4.20 14,800.00

07/24/07 DELL Dell Computers 9,350.00
2001 05/05/07 9,350.00 9,350.00

07/24107 AT&T AT&T Company 1,000.00
MISC: 620-000 Advertising 1,000.00

Batch Totals: 50,345.00 4.20 28,150.00 29,150.00

Once the report is complete then pressBBEAPE key to return to the Accounts Reweable menu.

5.11 Print Checks

This section discusseswao print Checks. These checks are to reimburse Customers.

Select thePrint Checks menu option 11 and tHeeport Selectionscreen will appear as shown helo
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archkw

ACCOUNTFLEX Print Checks DATE: 07-24-07

This program will print Checks for any hatch of payments. Below
enter the Batch and Check number range to assign. These Check
Mumbers will be assigned to payments hawving no Check Humbers

or payments having check numbers within the range.

¥You may also enter a range of Check Mumbers to VOID should checks
become destroyved as a result of printer alignment or paper jams.

Press the SAVEEKEY to start or ESCAPEEEY to exit

Check Destination (S=Screen, Pn=Printer, Dn=Disk, A=Rux)
Check Format
Batch j (Press HELF key to VIEW Batches)
Run Test Check Mumber

Print Check Number Range to
VOID Check Number Range to

Currency

This screen has a number of entry fields which you will need to complete with appropritate values.

Below is a cescription of each field.

Check Destination

This is equialent to theReport Destination prompt on report selection screens.

Check Format

Enter 'Y" if you are printing checks on a page printer such as a laser or deskjet pfipter are using a tractor feed
printer leae tis prompt empty or enter 'N’.

Batch

This is a required entry field. Enter the number of the Batch to print checkgdomay press thelELP function
key to e a list of valid Batches.

Run Test Check number

This is an optional entry and only used if you need to align the printer for the checkTionse this feaure, enter
the check number that will be used to test printer alignm&fier you enter the test check humbgnressRUN to
print the test check. The test check number will be printed withwKkere the data is to appeaFhe test check
number will also be voided in the check register.

Print Check Number Range

Enter the check number range that yoantwto assign to the printed checks. The program will assign these check
numbers to all checks within the batch that do not already Aaheck number assigned to theiou must enter a
beginning range for check numbers to be assigned.

VOID Check Number Range

Enter the check number range that you want@D/ Theprogram will MOID these checks numbers and enter the
VOID checks into the Check Bister You will want to use this option if checks were destroyed due to a paper jam
or paper misalignment.

Currency
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This is an optional entry for printing a currgraescription on the check. Enter the curredescription exactly as
you would like it to gppear on the check.

If some of the checks are damaged, for example checks 282-283 of the check run 275-285, you may VOID and reprint the
damaged checks only or VOID and reprint all checks starting with 282.

To VOID and reprint just the damaged checks you would enter the following:

Print Check Number Range:[ 286] to [ 287]
VOID CheckNumber Range:[ 282] to [ 283]

The program will reprint checks 282-283 as 286-287. Checks 282-283 will be assigned a VOID status in thedi¥teck Re
To VOID and reprint ALL checks starting with the damaged check 282 you would enter the following:

Print Check Number Range:[ 286] to [ ]
VOID CheckNumber Range:[ 282] to [ ]

The program will reprint checks starting with 282 using check numbers starting witiP28&isting checks starting with
282 will be assigned a VOID status in the Check Register.

NOTE: When reruning check run be sure to use all the same selections for Source and Batch on the Report Selection screen

When you are sure all your entries are correct preRuthefunction key o print the checks.

A sample of the printed checks is shown below:

archkw

05/24/99 260.00

TWo Hundred Sixty and 00/ L00* %% * & %k x k% ks k &k %k k% %ok k&K %ok KA K XA KA K XA Kk

ACME

875 Mahler Road #261
Burlingame, CA 94010
Vendor : ACME 1 Check No: 1000
Transaction Date Reference Gross Amount Deduction Net Amount
05/24/99 1 0.00 10.00
05/24/99 2 0.00 20.00
05/24/99 3 0.00 30.00
05/24/99 4 0.00 40.00
05/24/99 5 0.00 50.00
05/24/99 123 0.00 110.00
Check Date Check Number Total Gross Total Deduction Check Amount
05/24/99 1000 0.00 260.00
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5.12 ACH Withdrawals

This menu option (12) is for processing ACH Direct Withhla.

Upon selecting this option, the following popup menu will appear.

_ armenuach
I cnerate ACH file
2. Customer Table Test
3. Enter Contraol
Enter > 1_

The following describes each of the abairect withdraval menu choices.

The Generate ACH file option is for generating the ACH withdval file for the current payroll run. After selecting this
option the following screen will appear.

arachp
ACCOUNTFLEX Generate ACH File Date: 07.-°24-07
—————————————————————————— EELECTIOHE s-csosososcsomosmosoomocsooosoosooooss
Batch W

——————————————————————— AER TILE QPIINE ==s=sssssosssscocococssssssssssosos
Effective Date |

Type (1

ACH Directory [tmp

———————————————————— PROCESSING STATISTICS
Pass
Customer
ACH Path

Enter batch to generate ACH file (press .
F1l F2 F3 F4 F5 Fa F7 F& 7E) Fi0 F11 Fl12 ~F3 ~F4 ~F5 ~Fb

Savé Held

When you are satisfied with your entries, pres$iitidl function lkey o generate the file.

The Customer Table Test menu option is for generating anCA withdraval file useful for verifying Customer direct
withdrawal banking information. After selecting this option the following screen will appear.
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aracht

ACCOUNTFLEX Generate-Report Test ACH Withdrawals DATE: 07-24-07
Report Destination (3=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Title (Y=Yes, N=Na)
———————————————————— SELECTIONS ---------ommmm -
Custemer Range | dto | Y
Bank Info Last Modified | ta |

——————————— DIRECT DEPOSIT FILE CPTIONS --------—--—-
Path “tmp-achtestar
Show on Report

S (Dyisk, (Eimail, hid t, (S =1=] (A)jux.
Fl Fz F3 F4 F3 Fe F7 Fg F9 Fio0 F11 Fl12 ~F3 ~F4 ~F3 ~F&

Run Held Kill

When you are satisfied with your entries, pres$iitidl function lkey o generate the file.

The Enter Control menu option is for setting up parameters needed by your ACH files. This should be done before
generating ACH withdnaal files. Afterselecting this option the following screen will appear.

arctlach
ACCOUNTFLEX A-R ACH Receipt Control File Date: 07-24-07

Bank MName BAWE OF AMERICA
Bank Transit~-ABEZ number
Bank Assigned ID# (Usually Bank Transit-ABA, EIMN, or DUHSI)
Bank Service Allowed
Your Company Name
Your Company ID# (Usually EIN, DUNS, or User specfied
preceed EIN with '1°'
preceed DUNS with '3’
precead User specified with '9')

nter company ) for File Header (usu: =3
F1l Fz F3 F4 F35 Fo F7 Fa F9 Fi0o F11 F1z ~F3 ~F4 ~F5 ~Fb
Savel Help Prev Wext Frst Last

When you are satisfied with your entries, presitidl function ley o savethe information.

5.13 Post Receipt Batches

This section describes Wwato Past your batches to the Openvbice file. The General Ledger file will be updated if it is
interfaced with Accounts Reaable. Itis important that your receipts be correctly entered before posting. This is because
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once your data has been posted it can no longer be modified.

To post batches select option 13 on the Accounts Radei menu. The A/R Receipt Posting screen will appear agrsho
below.

archko

ACCOUNTFLEX Post A/R Receipts Date: 072407

Before Posting wou should do the following
1} Backup data.
2) Print Batch Listing.

Enter Batch Range to Post _\_/‘ito \_)i

Press SAVEEEY to bhegin POSTING
_OR_
FPress ESCAPEEEY to Exit

After Posting do the following
1) Print Posting Journal.
2) Compare Batch Listing with Posting Journal.
Processing Statistics
Source = Batch Customer Invoice

Enter first bhatch number to POST or leawve blank to POST allipr s HELP for list)
F1l F2 F3 F4 FS F& F7 F& F9 Flo0 F11 F1z ~F3 ~F4 ~F5 ~Fg
Savé Helﬂ

You may press th&AVE function ley © begn POSTING or theeSCAPE key to EXIT. Please note the before and after
posting instructions displayed on the screen.

As the posting takes place, the screen will display the following information.

Processing Statistics

To the right of this screen label, the pass description will be displayed. There are three passes thatpaitletak
Pass 1 verifies the data, pass 2 posts the data, and pass 3 clears the data.

Batch

The batch number that is currently being posted will be displayed here. The message displayed in this field once
posting has been completed will reflect the last batch posted.

Invoice

The invoice number that the receipt is being posted to will be displayed here. The message displayed in this field
once posting has been completed will reflect the last receipt posted.

When the Posting has been completed you will see the following message:

Posting has been Successfully Completed.

Once this message appears, you may then preEStBAPE key to return to the Accounts Reeable menu.

5.14 Print Receipt Journal

This section describes Wwdo print the Posting Journal Repofthis report will print the posted receipt batches. This report

Operations/Reference Section 5-27



should match with the batch report printed prior to posting.

To print the Posting Journal select option 14 on the Accounts ®ibbeimenu. The Report Selection screen will appear as

shown belov.
archkorl
ACCOUNTFLEX A-FE Feceipt Posting Journal DATE: 07-24-07
Report Destination [3=3creen, Pn=Frinter, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10}
Report Title Page (Y=Yes, N=No)
Report Detail (Y=Yes, N=HNoj
Fost HNo ?j
Batch Range to
G/L Account W
Check Date Range to
Check MNumber Range to
Customer Range i to W

Feport Destinations: (D)isk, (Ejmail, (Flax, (Plrint, (S)creen, (A)jux.
F1 Fz F3 F4 F5S Fb F7 Fa F9 FloO F11 Fl1z ~F3 ~F4 ~F5 ~Fh

Run Held Eill

Below is a cescription of each entry field.

The first 4 fields are standard on the Report Selection Screen, and are described in CBapieral Operational
Procedures
Post No

This field is the unique number assigned to the last posting and should already be filled in.

Batch

Enter the batch number you woulddito gint. Thisis only useful if your last posting contained multiple batches.

Invoice Range
Enter the range of Wwice numbers you would l&kto gint. If you do not enter an ¥oice range the computer will
print all Invoices.

Customer Range

Enter the range of customer codes yauld like to pint. If you do not enter a customer range the computer will
print all customers. These codes must exist in the customer Mdlenay press thélELP function key o sse a list
of valid entries.

When you are sure all of your entries are correct presRUtie function key o run the A/R Receipt Posting Journal
Report as shown belo
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07/241/07
7:53am

Widget Company

A/R Receipt Posting Journal
Pos tNo

7 PostDate

archkpri
Page

07/24107
Amount -paid

AT&T AT&T Company
Invoice

2000

2002

2003

2005

2006

Totals:

AT&T AT&T Company
G/L: 620-000

Totals:

CSCO Cisco Systems
Invoice
2007

Totals:

DELL Del |l Computers
Invoice
2001

Totals:

101-000
Inv-date
03/05/07
05/10/07
06/23/07
07/24/07
07/241/07

101-000
1,000.00
1,000.00

101-000
Inv-date
07/24/07

101-000
Inv-date
05/05/07

Discount

Discount

Discount

8,600.
3,000.
875.
415.
1,909.
14,800.

00

071/24/07

07/24/07
Amount -paid

4,000.
4,000.

00
00

07/24/07
Amount-paid

9,350.
9,350.

00
00

14,800.00

1,000.00

4,000.00

9,350.00

Kok kkkkkkkkkkkkkhkhkkkkkkkkk Ak kkkkkkkkkhkhkkkkkkkkkkkkkkkk ok kkk k k k ok ok k k %

Kok kkkkkhkkhkkhkhhkkhhkkhkkhkhkkhkkhkhkhkhkhkkhkkhk ko kkk khk ko k k ok Kk k ok k&

28,150.00

Grand Totals:

Posting Log #7: 07/24/07

1,000.00

07:52:38

4.20

Post A/R Receipts has been completed successfully

When the printing is complete press BE®CAPE key to return to the Accounts Reweble menu.

29,150.00
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5.15 EnterRecurring Invoices

This section describes the proces&nfering Recurring Invoicesinto your Accounts Recedble program.
Recurring Ivoices are entered individuallfeach Irvoice may hae any mimber of distributions.

To Enter Recurring Imoices select option 15 on the Accounts Restde menu. The A/R RecurringJaices screen will
appear as shown belo

ACCOUNTFLEX CHANGE MODE AR Recurring Invoices Date: [N

Re fHo WEEELYY Customer BT&T i VATET Company

Description [omputer Fental

Division |1

Account-# Account Title Amount

482-000 Rental Income 2800.00
Interest Income 200.00

Total 3.000.00

Fnter G-l Account Code (press HELP key for list)

Fio F11 F12 ~F3 ~F4 ~F5 ~F6

F3 FS F& F7 Fa Fo9
Q;yj Prej Nexﬂ Frsﬂ Lasﬂ Del

Fi F2 F4
Savé Helﬁ Add
Below is a cescription of each field.

Customer Screen(SINGLE-RECORD)

Customer

The customer code is a required entry field. The maximum entry is 6 alphanumeric chafduisectede mustyast
in the customer tableYou may press thélELP function key o see a list of valid entries.

RefNo

This is not a required entry field. The reference number allows you to group recuvoingsn The field holds a
maximum of 10 alphanumeric characters.

Description

This is not a required entry field. The desription allows you to describe the typeomeinThe field holds a
maximum of 40 alphanumeric characters.

Once the data has been entered correatdss theSAVE function key © Savethe customer screen. The cursor will then
jump to the distribution screen where the distributions relating to the recuwoigaishould be entered.

Below is a cescription of each field.
Distribution Screen (MULTI-RECORD)

Account #
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Enter the Account Code. This code must exist in the Account Calgle. TYou may press thdELP function ley o
see a list of valid entries.

Account Title

The account title will automatically be displayed and is a non entry field.

Amount

The amount field allows a maximum entry of 8 digits.
Once the data has been entered corrguthss theSAVE function lkey o Savethe distribution screen. The cursor will then
jump back to the customer screen to enter another recurxiaigen If there are no more recurring/gices to be entered,

you may return to the customer screen by pressindgEB@APE key. Pressing theeSCAPE key while on the customer
screen will return you to the Accounts Reeble menu.

5.16 CopyRecurring Invoices

This section describes Wao copy recurring ivoices. Coping recurring inoices will create a batch ofvaices. These
invoices can be reviewed and posted in the same mannaoaefthat are manually entered.

To oopy recurring ivoices select option 16 on the Accounts Reat#e menu. The cgoprecurring ivoice screen will appear
as shown belg.

arreco

ACCOUMTFLEX Copy Recurring A-R Invoices Date: 07-24-07

This program will copy Recurring Inveices to an Invoice Batch.
Last Date Run
Your answers to the following prompts will determine which
Dates are assigned to recurring Involices.
Invoice Date
FPericd Date 07-Z4-07
Your answers to the following prompts will determine which

Recurring Invoices are copied.
Customer Range to
Refno Range W to W

Press SAVEEEY to begin COPYING
_OR_
Press ESCAPEKEY to Exit

Processing Statistics
Source = Batch Cusno Refno

B qn this invoice date to a sls)s
F1l F2 F3 F4 F5 Fa F7 Fa Fa Fi0 F11 F12 ~F3 ~F4 ~F5 “Fb

Savé Helﬁ

Press th&AVE key to begn to Copy or Press th&SCAPE key to EXIT.
Below is a cescription of each field.

Customer Range

Enter the range of customer codes you would tik ®py invaices for If you do not enter a customer range the
computer will coy al customers Invoices. Theseodes must exist in the customer tabfeu may press th&élELP
function ley o see a list of valid entries.

Refno Range
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Enter the range of refr®you would like to @py invaces for If you do not enter a refno range the computer will
copy everything.

As the copying takes place, the screen fields will display the following data.

Processing Statistics

To the right of this screen label, the pass description will be displayed. Thereogmastes that will takpace.pass
1 verifies the data angass 2will copy the data.

Batch

The batch number that is created while copying will be displayed here.

Customer

The customer number that is currently being processed will be displayed here.

Refno

The reference number that is currently being processed will be displayed here.

When the copying has been completed you will see the following message:

Copying has been Successfully Completed.

Once this message appears, you may then preEStBAPE key to return to the Accounts Regable menu.

5.17 Generate=inance Charges

arfino

ACCOUWTFLEX Generate Finance Charges Date: 07-24.-07

This program will create an Invoice Batch for Finance Charges.

Charge Finances for involices prior to this date

Invoice date to assign to generated invoices 072407
Period date to assign to generated invoices 07.-24-07
Finance Charge Percent 2.000

Minimum Finance Charge 0.01

Finance G-/L Code 4583-000

Press SAVEEEY to Start
_OR_
Press ESCAPEEEY to Exit

Source = Batch Cusnao Refno

orior to this date will be charged for finan

F3 F4 F5 F& F7 F& F9 Fio F11

=1 fi

F1l
Savé Helﬁ

1z ~F3 ~F4 ~F5 ~F6&
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5.19 Inquire Customer History

This section describes the customer inquiry screen. With this screen, youveanst@mner inoices and balancestou will
not be allowed to makdanges while on this screen.

Select inquire customer history option 19 and the customer inquiry screen will appear as shawn belo

arcusi

ACCOUNTFLEX

YVIEW MODE

Customer Inguiry Screen

DATE: 07-24-07

Customer
Contact
Terms

ATET \_;i

ATET Company

Tom Jackson

1 1% MET 30

Credit Caode

Tel

(9083 221-2000
Credit Limit

Invoice

Date

Description

Amount Due

2000

03-05-07

2002

05-10-07

2003

06-23-07

2004

07.-05-07

2005

2006 0

072407

Last Post Date 07-24-07 [07.24-07 Total Due §.,4590.80
F1 F2 F3 F4 FS F& F7 F8 F9 Fi0 F11 Fl12 ~F3 ~F4 ~F5 “Fb
Savel Hely Srch Orv | Prev Next! Frst Lastl Zoon Inv

When the screen appears, enter the customer galdwke to view. The information about that customer will immediately
appear While on this screen you can display the custosn&ging amounts by pressing the functiayKabeledAGE. The
Aging Screen will popup as follows.

arcusi2

ACCOUNTFLEX WVIEW MODE Customer Inguiry Screen DATE: 07-24-07

Customer BTET W BT&T Company |

Contact Tom Jackson Tel |(9083221-2000
Terms |1 1% NET 30 Credit Code Credit Limit
I A GETD BEALANCE ]
i Balance Current 30 days B0 days 90+ days
g,4%0.80 g,4%0.80

i Fress ESCAPEEEY to exit I

Last Post Date [07-24-07 [07-24-07 Total Due 8.490.80
F1 Fz F3 Fd F5 Fa F7 Fa Fa Fio0 F11 F1z ~F3 ~F4 ~F3 ~F6
Save Hel

Press th&SCAPE key to return from the Aging screen.

To view the list of irvoices with balances due for this custonpeess theSAVE function key. The invoices will be displayed
in theMULTI-RECORD portion of the screen. While on thevtiice portion of the screen you may pressZEOM key to
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display detail information about wnnvoice that the cursor is positioned on. Theoine Detail screen will appear as
follows.

arcusil
ACCOUNTFLEX VIEW MODE Customer Inguiry Screen DATE: 07-24-07
Customer ATET W BT&T Company |
Contact Tom Jackson Tel [(908)221-2000
Customer BTET VATET Company Invoice | 2003 Date 0AR-23-07
Source B I Batch 1  Desc |
Date Source Batch Description Discount Amount
[n] 7] I 1 875.00
0772407 1 Chlk#: G-L:101-000 0.00 -875.00
Invoices + Adjustments - Discounts - Feceipts = Due
[ 875.00 + | - 0.00 - | 875.00 = | 0.o0
F1l F2 F3 -F4 FS F& F7 F& F9 Fio Fl11 F1Z2 ~F3 ~F4 ~F5 ~F&
Save Help Ory | Presd Mext Frst Last Zoon Inv

Again, to return to previous screens, presEB8EAPE key.

5.20 Inquire Invoice History

This section describes the Inquirerdite History screenWith this screen, you can wanvaces and their detailYou will
NOT be dlowed to male changes while on this screen.

Select the Inquire Woice History option 20 and the \roice Inquiry screen will appear as shown belo

aronen
ACCOUNTFLEX VIEW MODE AR Involice Inguiry Date: 07-24-07
Invoice ZDD?j Customer ICICO j Cisco Systems
Invoice Date 072407 Period Date 07.-24-07 Due [053-23-07
Discount Date [08-03-07 Disc Allowed 209.00 PO# |
Desc
Date Source Bateh Desecription Discount Amount
I 3 20,900.00
07.-24-07 1 -900.00
07.-24-07 1 Chlk#: 3-L:101-000 0.o0 -4.,000.00
Invoices + Adjustments - Discounts - Receipts = Due
| 20.900.00 + | -800.00 - 0.00 - | 4,000.00 = | 16.000.00
Latest Transaction Date 07.-24-07 [07-24-07 Diwv [1 Scurce F [ 3

Fl F2 F3 F4 FS F9 F10 F11 F12 ~F3 ~F4 ~FS5 “F6

Fo F7 F&
Save Held Ory | Prev Hextl Fret Last Zoom Inv

When the screen appears, enterltheice and customer you would Ekto iew. The information about this woice will
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immediately appear.

To view the list of transactions (Wices, adjustments, and receipts) for thigice, press th&SAVE function key. The
transactions will be displayed in thULTI-RECORD portion of the screen. While on the Transaction portion of the screen
you may press thEOOM key in order to display detail information aboutyatnansaction that the cursor is positioned on.
The Transaction Detail screen will appear as follows.

aronenl
ACCOUNTFLEX VIEW MODE AR Invoice Inguiry Date: 07-24-07
Invoice 20074 Customer CSCO W Cisco Svstems
Invoice Date 07-24-07 Period Date 072407 Due 05-23-07
Discount Date [08-03-07 Disc Allowed 209.00 PO# |
Desc
Account Account Title Description Amount
Hardware Sales 2800.00
Software Sales 17500.00
452-000 wRental Income 600.00
Total 20,5%00.00
| 20,900.00 + | -900.00 - 0.000 - | 4,000.00 = | 16,000.00
Latest Transaction Date [07-24-07 [07-24-07 Div [1 | Source R [T 3

Enter Account Code:
Fl Fz F3 F4 F5 F& F7 F& F9 Fi10 Fl11 Fl12 ~F3 ~F4 ~F5 ~F&
Save Held 0ry | Prev Mextl Frst Last

Again, to return to previous screens, presHEEAPE key.

5.21 AgedTrial Balance

This section describes Wdo print your Aged Trial Balance

Select the Aged Trial Balance option 21 and the Report Selection Screen will appear as stvawn belo
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artrial

ACCOUWTFLEX AR Aging Report Date: 07-24.-07

Report Destination THNNE (S-Screen, Pn-Printer, Dn-Disk, A-Aux)

Report Copies 1 (1 - 10}

Report Title Page N (¥Y=Yes, N=HNo)

Report Detail iy (Y=Yes, N=HNoj
Transaction Date Range 072407 to 072407

Ignore Transactions after 07-24-07

Ignors Balances hetwsen | -0.01 to | 0.01
3how Balances over days old
Customer Range W to j

to
Salesman W
Age by (Tlransaction., (Plericd, (Djue, or (¥)Diseount Date T
[ a0 [ &0 a0

Aging periods by davs

F1 Fz F3 F4 F5 F& F7 F& F9 Fi0 F11 F12z ~F3 ~F4 ~F3 ~Fh

Run Helﬁ Kill

Below is a description of each entry field.

The first 4 fields are standard on the Report Selection Screen, and are described in CBapieral Operational
Procedures

Transaction Date Range

All transactions having a transaction date between the specified range will be pfirstegiactions prior to the starting
date will be summarized as beginning balances. If you do not enter a date range the computer will print all transactions.

Ignore Customers with Balances between

Enter the customer balance range that you wouddttikamit. If you do not enter a Balance range the computer will print
all customers.

Customer Range

Enter the customer range that yoant/to print. If you do not enter a customer range the computer will default and print
evaything. Thesecodes must exist in the customer tab¥®u may press thélELP function key o se a list of alid
entries.

Age by (T)ransaction, (P)eriod, (D)ue, or (X)Discount Date

Enter the date you would Bkused when aging uoices.

Aging periods by number of days

Enter the aging periods in number of dayeu are prosided with up to 5 aging periods. These aging periods should be
entered in ascending orddferiods assigned a value of 0 or blank (other than the first one) will be ignored.

When you are sure all of your entries are correct pref®Uiefunction key t run the Aged Trial Report as shown helo
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07/24107
8:0lam

Statement Dates:

1 ACME
1000 INV 07/23/07
1001 INV 07/23/07
Total:

2 CLOROX
BAL 07/23/07
Total:

AT&T AT&T Company

2000 INV 03/05/07
2000 PAY 07/24/07
2002 INV 05/10/07
2002 PAY 07/24/07
2003 INV 06/23/07
2003 PAY 07/24/07
2004 INV 07/05/07
2005 INV 07/24/07
2005 PAY 07/24/07
2006 INV 07/24/07
2006 PAY 07/24/07
Total:

CSCO Cisco Systems
2007 INV 07/24/07
2007 ADJ 07/24/07
2007 PAY 07/24/07
Total:

GRAND TOTALS:

Widget Company

A/R Aging Report
07/24/07 to 07/24/07

60.
60.

8,600.
-8,600.
3,000.
-3,000.
875.
-875.
3,200.
420.
-420.
7,200.
-1,909.
8,490.

20,900.

-900.
-4,000.
16,000.

24,698.

06

115.
.18
147.

60.

3,200.

5,290.
8,490.

16,000.
16,000.

24,698.

artrial
Page 1

Customers: to

* AGED
30 days

BALANCE

60 days 90+ days
(800)343-0180
08

Test Company

26
(800)340-0990 Clorox Company
00

(908)221-2000 Tom Jackson

00

80
80

(408)526-4000 John Chambers

00
00

06

115

60.

8,600.
3,000.
875.

3,200.
3,620.
3,200.
10,400.
8,490.

20,900.
20,000.
16,000.

.08
147.

00

00

00

00
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When the printing is complete press BEf@CAPE key to return to the Accounts Reweble menu.
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5.22 CashFlow

This menu option (22) is for analyzing Cashvlo

Upon selecting this option, the following popup menu will appear.

armenucash

I e Adjustments
2. Print Cash Flow Report

Enter > 1_

The following describes each of the abaash flav menu choices.

The Enter Adjustments option is for entering cash floadjustments to the cash foanalysis report (next menu choice).
After selecting this option the following screen will appear.

cfar

ACCOUNTFLEX | ADD MODE CASH FLOW - A-R Adjustments Date: 07-24-07
Customer Invoice Due Date Description Amount
T&T 2006 08.-24-07 600.00

Lo o o o = K- ol = E- o - =

Custom

Enter Customer Code (press cey fto ses list)
F1l F2 F3 F9 Flo0 F11 F1z ~F3 ~F4 ~F5 ~Fg
Savg Helg

F4 FS F& F7 Fa&
2dd | Srchl Qryv | Prev Hextl Frstl Last Del

The Print Cash Flow Report menu option is for printing the Cash ®d\nalysis Report. After selecting this option the
following screen will appear.
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When you are satisfied with your entries, pres$it#l function lkey. Below is an ekample of the report.

07.,24,/07
o [ 7 [14 [21 [28 [e0 [390 [90

cfarrl
07/24/07 Widget Company Page
8:03am AI/R Cash Flow Report
Due Date: 07/24/07
Standard Transactions Amoun't Past Due 7 days 14 days 60 days 90 days 90+ day:
1 ACME (800)343-0180 Test Company
1000 08/22/07 115.08 115.08
1001 08/22/07 32.18 32.18
Total: 147 .26 147 .26
2 CLOROX (800)340-0990 Clorox Company
BAL PWRD 60.00 60.00
Total: 60.00 60.00
AT&T AT&T Company (908)221-2000 Tom Jackson
2004 08/04/07 3,200.00 3,200.00
2006 08/23/07 5,290.80 5,290.80
Total: 8,490.80 3,200.00 5,290.80
CSCco Cisco Systems (408)526-4000 John Chambers
2007 08/23/07 16,000.00 16,000.00
Total: 16,000.00 16,000.00
TOTALS: 24,698.06 60.00 3,200.00 21,438.06
AT&T AT&T Company (908)221-2000 Tom Jackson
08/24/07 600.00 600.00
Total: 600.00 600.00
TOTALS: 600.00 600.00
GRAND TOTALS: 25,298.06 60.00 3,200.00 22,038.06
5.23 Statements
This section discusseswao print your Customer Statements
Select Customer Statements option 23 andRéeort Selectionscreen will appear as shown belo
5-40
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arstmnt

ACCOUNTIFLEX Frint 3tatements DATE: 07.-24.-07

Report Destination *For laser printers only
Report Copies 1 (1 - 10}
Report Title Page F (Y=Yes, N=Na)

Transaction Date Range 072407 to 07.-24-07

Ignore Transactions after 072407

Ignore Balances between | 0.00 to 0.00

Show Balances over days old
Customer Range ¥ to W
Message

|
Age by (Tlransaction., (Pleriwd, (Djue, or (¥X)Discount Date T
Aging periods by days 0 30 60 90
FORMATTING OFTIONS

Show Your Address
Line Spacing

Shading [5 Separate Emails [

Report Destinaticns: (D)isk, (Eimail, (Flax, (Plrint, (Slcreen, (Alux.
F1 F2 F3 F4 FS Fa F7 Fa Fa Fio F11 F12 ~F3 ~F4 ~F5 ~Fk
Eun Helﬂ Eill

This screen has a number of entry fields which you will need to complete with appropritate values.
Below is a cescription of each field.

The first 3 fields are standardized on Beport Selectionscreen, and described in ChapteG@neral Operational

Procedures

Transaction Date Range
Enter the Transaction date range that you want to print. All transactions will print treatahansaction date
between the specified range. Balances will print for all transactions less than the date range. If you do not enter a
date range the computer will default and prirgrgthing.

Ignore Customers with Balances between
Enter the customer balance range that you would netdikrint. If you do not enter a date range the computer will
default and print\eerything.

Customer Range

Enter the customer range that you want to prihfou do not enter a customer range the computer will default and
print everything. Thesecodes must exist in the Customeable. You may press theELP function lkey o se a list
of valid entries.

Age by (T)ransaction, (P)eriod, (D)ue, or (X)Discount Date

Enter the date you would Bksed when aging woices.

Aging periods by number of days

Enter the aging periods in number of daysu are prosided with up to 5 aging periods. These aging periods should
be entered in ascending ord@eriods assigned a value of O or blank (other than the first one) will be ignored.

When you are sure all your entries are correct presSAWE key to run theCustomer Statementreport as shown belo
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Widget Company
1000 Technology Way
Burlingame, CA 94010

Phone:(415)340-0220

arstmntl

STATEMENT

Widget Company
1000 Technology Way
Burlingame, CA 94010

Phone:(415)340-0220

E-mail: info@infoflex.com ACCOUNT NO. STATEMENT DATE | ACCOUNT NO.
AT&T 07/24/07 AT&T
AT&T Company
100 Mary ROad PLEASE RETURN THIS PORTION
Bedminster, NJ 07921 STATEMENT DATE WITH YOUR PAYMENT
07/24/07
IF PAYING BY INVOICE - CHECK (x)
INDIVIDUAL INVOICES PAID
DATE PAID CHECK NO. - AMOUNT - AMOUNT REMITTED -
DATE INVOICE NO. DESCRIPTION AMOUNT BALANCE INVOICENO. | AMOUNT DUE
03/05/07 2000 INVOICE 8,600.00 2000 8,600.00
07/24/07 2000 PAYMENT -8,600.00 2000 -8,600.00
05/10/07 2002 INVOICE 3,000.00 2002 3,000.00
07/24/07 2002 PAYMENT -3,000.00 2002 -3,000.00
06/23/07 2003 INVOICE 875.00 2003 875.00
07/24/07 2003 PAYMENT -875.00 2003 -875.00
07/05/07 2004 INVOICE 3,200.00 2004 3,200.00
07/24/07 2005 INVOICE 420.00 2005 420.00
07/24/07 2005 PAYMENT -420.00 2005 -420.00
07/24/07 2006 INVOICE 7,200.00 2006 7,200.00
07/24/07 2006 PAYMENT -1,909.20 2006 -1,909.20
AGE Current 30 days 60 days 90+ days TOTAL DUE TOTAL DUE
AMOUNT 8,490.80 0.00 0.00 0.00 8,490.80 8,490.80

A Finance Charge of 2.00 % Per Month (ANNUAL RATE of 24.00 %) will be charged on any items that are Past Due.

The non-graphical version of the Statement is as follows.
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arstmnt

AT&T 07/24/07 AT&T
AT&T Company
100 Mary Road
Bedminster, NJ 07921
07/24/07
03/05/07 2000 INVOICE 8,600.00 2000 8,600.00
07/24/07 2000 PAYMENT -8,600.00 2000 -8,600.00
05/10/07 2002 INVOICE 3,000.00 2002 3,000.00
07/24/07 2002 PAYMENT -3,000.00 2002 -3,000.00
06/23/07 2003 INVOICE 875.00 2003 875.00
07/24/07 2003 PAYMENT -875.00 2003 -875.00
07/05/07 2004 INVOICE 3,200.00 2004 3,200.00
07/24/07 2005 INVOICE 420.00 2005 420.00
07/24/07 2005 PAYMENT -420.00 2005 -420.00
07/24/07 2006 INVOICE 7,200.00 2006 7,200.00
07/24/07 2006 PAYMENT -1,909.20 2006 -1,909.20
Current 30 days 60 days
8,490.80 8,490.80 8,490.80

Once the report is complete then pressBBEAPE key to return to the Accounts Reweble Menu.

5.24 ReceiptRegister

This section describes Wao print your Receipt Register In order to print a Receipt Register you mustéhalected the
option to Retain a Receipt Register in the control file.

Select Receipt Register option 24 and the Report Selection screen will appear as shewn belo

arrear2
ACCOUNTFLEX AR Receipt Reygister Date: 072407
Report Destination (S=Screen, Pn=Printer, Dn=Disk. A=Aux)
Report Copies 1 (1 - 10}
Report Title Page (Y=Yes, N=HNo)
G-L Bank Account W
Check MNumber Range to
Customer Range W to j
Check Date Range to
Statement Date Range | to
List G/L Amounts N [(Y=Yes, H=HNo)
List Invaices b (Y=Yes, N=HNo)

lestinations: (Djisk, (Eimail, % .
F1 Fz F3 F4 F35 Fe F7 F8 F9 Fil0 F11 F12 ~F3 ~F4 ~F5 ~Fh

Run Helg Kill
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This screen has a number of entry fields which you will need to complete with appropriate values.
Below is a cescription of each field.

The first 4 fields are standard on the Report Selection screen, and are described in CBapteral Operational
Procedures
G/L Account

Enter an account code rangéou may press thélELP function ley o see a list of valid entries.

Check Number Range
Enter the check number range that you want to print. If you do not enter a check number range the computer and
print all checks by defult. You may press thdELP function ley © see a list of valid entries.

Customer Range

Enter the customer range that you want to print. If you do not enter a customer range the computer will print
evaything by defult. Thesecodes must exist in the customer tabYeu may press th&lELP function lkey o e a
list of valid entries.

Check Date Range

Enter the Check date range that you want to pidt.transactions will print that hee a Gieck date between the
specified range. If you do not enter a date range the computer will default andrgitiiieg.

When you are sure all your entries are correct presfith¢ function key o run theReceipt Registerreport as shon

below.
arregr2

07/24/07 Widget Company Page 1
8:07am A/R Receipt Register

G/L Account: 101-000 Cash in Bank
Check No Date Status Customer Batch Amount
123456 07/24/07 CSCO Cisco Sy R C 1 4,000.00
123800 07/24/07 AT&T AT&T Com R C 1 14,800.00
123950 07/24/07 DELL Dell Com R C 1 9,350.00
130567 07/24/07 AT&T AT&T Com R C 1 1,000.00

G/L Account Total: 29,150.00

Once the report is complete then pressBBEAPE key to return to the Accounts Reweble menu.

5.25 Irvoice Journal

This section describes Wwdo print thelnvoice Journal.

When you select thimvoice Journal menu choice the following report selection screen will appear.
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nations: (Dlisk, (Ejmail, (Flazx, (Plrint,

This screen provides a number of prompts for controlling report output. When you are sure all your entries are correct press
theRUN function key o generate the report.

Below are 2 report output examples showing the Summary and Detaiions. Theeport selection fieldReport Detail
determines which version is generated.

Operations/Reference Section 5-45



Summary Report Example

07/24/07
8:09am

Widget Company
A/R Invoice Journal
to

aropenrls

Page

1002

2000

2001

2002

2003

2004

2005

2006

2007

ACME

CLOROX

AT&T Company
Dell Computers
AT&T Company
AT&T Company
AT&T Company
AT&T Company
AT&T Company

Cisco Systems

07/23/07

07/23/07

07/231/07

03/05/07

05/05/07

05/10/07

06/23/07

07/05/07

07/24107

07/24107

07/24107
07/24107

07/23/07

07/23/07

07/231/07

03/05/07

05/05/07

05/10/07

06/23/07

07/05/07

07/24107

07/24107

07/24107
07/24107

32.

60.

8,600.

9,350.

3,000.

875.

3,200.

420.

7,200.

20,900.
-900.

00

00

00

00

00

00

00

00

00
00

Kok kk kK Kk ok kA KKKk ok kKK KKk kk k& % % %

52,852.26

Grand

Total:
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Detai l

07/24/07
8:09am

Report Example

Widget Company
A/R Invoice Journal

aropenrld

Page

1001

1002

2000

2001

2002

2003

2004

2005

2006

2007

to
Customer Name
1 ACME
11
G/L: 130-000 Inventory
G/L: 500-000 Cost of Goods Sold
G/L: 420-000 Hardware Sales
G/L: 220-000 Sales Tax Liability
1 ACME
2 1
G/L: 130-000 Inventory
G/L: 500-000 Cost of Goods Sold
G/L: 420-000 Hardware Sales
G/L: 220-000 Sales Tax Liability
2 CLOROX
2 1
G/L: 130-000 Inventory
G/L: 500-000 Cost of Goods Sold
G/L: 420-000 Hardware Sales
AT&T AT&T Company
11
G/L: 410-000 Software Sales
G/L: 420-000 Hardware Sales
DELL Dell Computers
11
G/L: 482-000 Rental Income
AT&T AT&T Company
11
G/L: 401-000 Software Consulting
AT&T AT&T Company
11
G/L: 420-000 Hardware Sales
AT&T AT&T Company
11
G/L: 410-000 Software Sales
AT&T AT&T Company
2 1
G/L: 483-000 Finance Charges
AT&T AT&T Company
2 1
G/L: 401-000 Software Consulting
CSCO Cisco Systems
31
G/L: 420-000 Hardware Sales
G/L: 410-000 Software Sales
G/L: 482-000 Rental Income
1A
G/L: 420-000 Hardware Sales
G/L: 410-000 Software Sales

5.26 Distribution Journal

07/23/07

07/23/07

07/23/07

03/05/07

05/05/07

05/10/07

06/23/07

07/05/07

07/24107

07/24107

07/24107

07/24107

07/23/07

11.
-11.
110.

5.

07/23/07

3.
-3.
30.
2.

07/23/07

6.
-6.
60.

03/05/07

1,800.
6,800.

05/05/07

9,350.

05/10/07

3,000.

06/23/07

875.

07/05/07

3,200.

07/24107

420.

07/24107

7,200.

07/24107

2,800.
17,500.
600.

07/24107

-800.
-100.

00
00
00
18

00

00

00
00

00

00

00

00

00

00

00
00
00

00
00

32.18

60.00

8,600.00

9,350.00

3,000.00

875.00

3,200.00

420.00

7,200.00

20,900.00

-900.00

Kok kKK Kk ok kXK KKk h kKK KKk kk kX % % %

Grand

This section describes Wwdo print your Distribution Journal .

When you select thBistribution Journal menu choice the following report selection screen will appear.

Total:

52,852.26
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This screen provides a number of prompts for controlling report output. When you are sure all your entries are correct press
theRUN function lkey © generate the report.

Below are 2 report output examples showing the Summary and Detaiions. Theeport selection fieldReport Detail
determines which version is generated.
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Summary Report Example

aropenr2s
07/24/07 Widget Company Page 1
8:10am A/R Distribution Journal
to
G/L Account Invoice Customer Batch Amount
130-000 Account Total: 20.00
220-000 Account Total: 7.26
401-000 Account Total: 10,200.00
410-000 Account Total: 22,400.00
420-000 Account Total: 9,875.00
482-000 Account Total: 9,950.00
483-000 Account Total: 420.00
500-000 Account Total: -20.00

Kok k kKK k ok kXK kkkkk kK KKk kk kX % % %

Grand Total: 52,852.26

Detail Report Example
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07/24/07
8:10am

Widget Company
A/R Distribution Journal

to

aropenr2d
Page 1

130-000
130-000
130-000

130-000

220-000
220-000

220-000

401-000
401-000

401-000

410-000
410-000
410-000
410-000

410-000
420-000
420-000
420-000
420-000
420-000
420-000
420-000
420-000

482-000
482-000

482-000

483-000

483-000

500-000

500-000

500-000

500-000

1000
1001

2002
2006

2000
2004
2007
2007

1000
1001
1002
2000
2003
2007
2007

2001
2007

2005

1000
1001
1002

5.27 CustomerJournal

AT&T
AT&T

AT&T
AT&T
Csco
Csco

AT&T
AT&T
Csco
CSCo

DELL
CSCO

AT&T

[

ACME
ACME

AT&T Company
AT&T Company

AT&T Company
AT&T Company
Cisco Systems
Cisco Systems

ACME

ACME

CLOROX

AT&T Company
AT&T Company
Cisco Systems
Cisco Systems

Dell Computers
Cisco Systems

AT&T Company

ACME
ACME
CLOROX

Account Total: 7.26

Account Total: 10,200.00

11 1,800.00
11 3,200.00
31 17,500.00
1A -100.00

Account Total: 22,400.00

11 110.00
21 30.00
21 60.00
11 6,800.00
11 875.00
3
1

Account Total: 9,875.00

Account Total: 420.00

Account Total: -20.00

Kok kkkkkkkkkkkkk ok ok ok k ok kokkk ok kK Kk

Grand Total: 52,852.26

This section describes Wwdo print your Customer Journal.

When you select th€ustomer Journal menu choice the following report selection screen will appear.
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=stinations: (Dlisk, (Ejmail, (F) (Pirint.,

This screen provides a number of prompts for controlling report output. When you are sure all your entries are correct press
theRUN function ley o generate the report.

Below are 2 report output examples showing the Summary and Detailons. Theaeport selection fiel®Report Detail
determines which version is generated.
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Summary Report Example

07/24/07
8:12am

Widget Company
Journal

A/R Customer
to

aropenr3s
Page 1

2 CLOROX
1002

AT&T AT&T Company
2000
2002
2003
2004
2005
2006

CSCO Cisco Systems
2007

DELL Dell Computers
2001

NN R R R e

07/23/07 07/23/07
07/23/07 07/23/07

Customer Total

07/23/07 07/23/07

Customer Total

03/05/07 03/05/07
05/10/07 05/10/07
06/23/07 06/23/07
07/05/07 07/05/07
07/24/07 07/24/07
07/24/07 07/24/07

Customer Total

07/24/07 07/24/07
07/24/07 07/24/07

Customer Total

05/05/07 05/05/07

Customer Total

8,600.00
3,000.00

23,295.00

20,900.00
-900.00

Kk kk kXK Kk kh kR KKKk k kKK Kk kk kX % %

Grand Total:

52,852.26
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Detail Report Example

aropenr3d
07/24/07 Widget Company Page 1
8:12am A/R Customer Journal
to
Customer/Invoice Batch Date Period Amount
1 ACME
1000 1 1 07/23/07 07/23/07 115.08
130-000 Inventory 11.00
500-000 Cost of Goods -11.00
420-000 Hardware Sale 110.00
220-000 Sales Tax Lia 5.08
1001 2 |1 07/23/07 07/23/07 32.18
130-000 Inventory 3.00
500-000 Cost of Goods -3.00
420-000 Hardware Sale 30.00
220-000 Sales Tax Lia 2.18
Customer Total: 147.26
2 CLOROX
1002 2 |1 07/23/07 07/23/07 60.00
130-000 Inventory 6.00
500-000 Cost of Goods -6.00
420-000 Hardware Sale 60.00
Customer Total: 60.00
AT&T AT&T Company
2000 1 1 03/05/07 03/05/07 8,600.00
410-000 Software Sale 1,800.00
420-000 Hardware Sale 6,800.00
2002 11 05/10/07 05/10/07 3,000.00
401-000 Software Cons 3,000.00
2003 1 1 06/23/07 06/23/07 875.00
420-000 Hardware Sale 875.00
2004 11 07/05/07 07/05/07 3,200.00
410-000 Software Sale 3,200.00
2005 2 | 07/24/07 07/24/07 420.00
483-000 Finance Charg 420.00
2006 2 | 07/24/07 07/24/07 7,200.00
401-000 Software Cons 7,200.00
Customer Total: 23,295.00
CSCO Cisco Systems
2007 3 | 07/24/07 07/24/07 20,900.00
420-000 Hardware Sale 2,800.00
410-000 Software Sale 17,500.00
482-000 Rental Income 600.00
1 A 07/24/07 07/24/07 -900.00
420-000 Hardware Sale -800.00
410-000 Software Sale -100.00
Customer Total: 20,000.00
DELL Dell Computers
2001 1 | 05/05/07 05/05/07 9,350.00
482-000 Rental Income 9,350.00
Customer Total: 9,350.00

5.28 CommissiorReport

Kk ok ok kKK Kk kk kR KKKk k kKK Kk kk kX % %

Grand Total: 52,852.26

This section describes Wwdo print your Commission Report

When you select thEommission Reportmenu choice the following report selection screen will appear.
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arcomrl

ACCOUNTEFLEX

Commission Report

DATE:

07-24-07

Payment Date Range

G-L Account Range

Invoice Range

Include A-R Invoices
Include Sales Invaices

Salesman Range j to
Customer Range j d to

(S=Screen, Pn=Printer, Dn=Disk. A=Aux)

Report Destination
Report Test Mode (¥=Yes, N=HNo)

I
to j

W

o

Press G-L function key to define commissionable accounts

“.AFS
51

~F&
Eill

This screen provides a number of prompts for controlling report output. When you are sure all your entries are correct press

theRUN function lkey to generate the report.

Below is a smple report.

arcomrl
07/24/07 Widget Company Page 1
8:03am A/R Cash Flow Report
Due Date: 07/24/07
Standard Transactions Amount Past Due 7 days 14 days 21 days 28 days 60 days 90 days
1 ACME (800)343-0180 Test Company
1000 08/22/07 115.08 115.08
1001 08/22/07 32.18 32.18
Total: 147 .26 147 .26
2 CLOROX (800)340-0990 Clorox Company
BAL PWRD 60.00 60.00
Total : 60.00 60.00
AT&T AT&T Company (908)221-2000 Tom Jackson
2004 08/04/07 3,200.00 3,200.00
2006 08/23/07 5,290.80 5,290.80
Total: 8,490.80 3,200.00 5,290.80
CSCO Cisco Systems (408)526-4000 John Chambers
2007 08/23/07 16,000.00 16,000.00
Total: 16,000.00 16,000.00
TOTALS: 24,698.06 60.00 3,200.00 21,438.06
5.30 EnterCustomer
This menu option is described in ChapteH8w to Get Started
5-54
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5.31 Print Customer

This menu option is described in ChapteH8w to Get Started

5.32 EnterAccount

This section is discussed in ChapteH8w to Get Started

5.33 Print Account

This menu option is described in ChapteH8w to Get Started

5.34 EnterDivision

This menu option is described in ChapteH8w to Get Started

5.35 Print Division

This menu option is described in ChapteHB8w to Get Started

5.36 EnterSubsidiary

This menu option is described in ChapteH8w to Get Started

5.37 Print Subsidiary

This menu option is described in ChapteH8w to Get Started

5.38 EnterTerms

This menu option (38) is for enteringfs. Thisoption is described in the Setup Chapter.

5.39 EnterSalesman

This menu option (39) is for entering salesman. This option is described in the Setup Chapter.
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5.40 EnterTax Code

This menu option (40) is for entering tax codes. This option is described in the Setup Chapter.

5.41 EnterControl

This menu option is described in ChapteHB8w to Get Started

5.42 Pumge

This section describes the proces®ofging Data from the Accounts Recable system.

To Rurge Data, select option 42 on the Accounts Rebks menu. The A/R Purge screen will appear as showmbelo

arourae

ACCOUNTFLEX A~R Purge Date: 07-24-07

This program is run to Purge Paid Invoices and Receipts. Paid Invoices
are purged if all related transactions are less than or egqual to the
'New Purge Date' as specified helow. Receipts will be purged where the
transaction date is less than or equal to the 'New Purge Date' as
specified below.

Before running this program make sure BACEUPE hawve heen don

Furge Date Previous Purge Date
Purge Paid Invoices before * =

Purge Receipt Register before
Purge above for Customers from ﬁ
tao

Press SAVEEEY to begin Processing
_OR_
Press ESCAPEKEY to Exit

Processing Statistics Customer

Fl Fz F3 F4 FS F& EF7 F& Fa F10 F11 F1z2 ~F3 ~F4 ~F5 -~ Fb

Savg Helﬁ

Press theSAVE key to begn PURGING or press theESCAPE key to EXIT. Please mak a rote of the instructions

displayed on the screen.
Below is a cescription of each field.

Last Purge Date

This is a non-enterable field that displays the last date used to purge.

New Purge Date

Enter the Nev Purge Date. All inoices paid prior to this date will be purged.

Customer Range

Enter the customer range. If you do not enter a range the computer will default and print all customers. These codes

must exist in the customer tabl¥ou may press thélELP function lkey o see a list of valid entries.
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As the Purging takes place, the screen fields will display the following information:

Customer

The customer number that is currently being processed will be displayed here.

When the Purging has been completed you will see the following message:

Purging has been Successfully Completed

Once this message appears you may predsSRAPE key to return to the Accounts Reweble menu.
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