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PREFACE

This manual is designed to assist you in the use of the Starr Computer Systems Inc. Accounts
Payable module. In addition to describing and explaining the module, this manual will guide you
step-by-step through the operation of each program. For information regarding starting the sys-
tem, how to operate the screens, how to operate the menus, function keys, file names, how to a-
locate/expand files, and how records are accessed, please refer to the "Introduction to Starr Ac-
counting”, which is Section Two at the beginning of this set of documentation.

If you are the person in charge of Starr Accounting at your installation, you should also refer to
the System User’ s Guide. That manual describes how to install and configure Starr Accounting.
Please read the current Starr Accounting Release Notes for late-breaking information on this
product.

STARR DOCUMENTATION ON THE WEB
The latest versions of our documentation are available free from our Web site at

“http://www.starrcs.com/”. The documents are in Adobe PDF format. These files can be viewed
and printed using the free Adobe Acrobat reader. The reader is available from our Web site.

READER’'S COMMENTS FORM

Please note the Reader’ s Comments form at the back of this manual. Y our suggestions are im-
portant to us, and we'll use them to improve later versions of this manual.
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Page vi Preface

GRAPHICS CONVENTIONS

This manual conformsto other Alpha Micro publicationsin its use of a standard set of graphics
conventions. We hope these conventions simplify our examples and make them easier for you to
use. Unless stated otherwise, al sample commands are assumed to be entered at AMOS command
level.

SYMBOL MEANING

filespec An AMOS file specification that identifies a specific file within an ac-
count. A complete filespec for the local computer is made up of the
device name, the file name, the file extension, and the account number.
For example: DSKO:SY STEM.INI[1,4]

A file specification may also consist of an ersatz name, which
specifies a particular disk account, and afile name, like this:
SCSLIB:COMPNY .DAT.

TEXT Thisbol d typeface represents characters you type. Variable parts of
the entry are in italics, as noted below.

Text Weusethisbol d ital i c typefor variable parts of command ex-
amples. Replace the text shown with the appropriate entry.

The key symbol indicates a reference to akey on your keyboard. The
name of the key appears inside the key symbol.

crU-C This indicates a control sequence you press on the keyboard. Press
(ctrg) and hold it down while you press the indicated key.

A When displayed in front of a capital letter, this means the letter isa

control character. For example, when you press (cTrL-C, it appears on
your screen as * C (*C is the control character that cancels most pro-
grams and returns you to AMOS command level).

This Halt! symbol indicates an important note you should read carefully
before going further in the documentation. Usually, text next to this
symbol contains instructions for something you must or must not do, so
read it carefully.

This Hint symbol indicates a helpful bit of information, or a“short cut”
that could save you time or trouble.

This Remember symbol indicates something you should keep in mind
while following a set of instructions.

e s le
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CHAPTER ONE INTRODUCTION

WHAT CAN IT DO FOR ME

The Accounts Payable system will save you time. Our clients have repeated reported tremendous
time savings compared to paying bills manualy. It has been our observation that manually paying
bills on a monthly schedule takes al day (eight hours). With Starr Accounting it takes less than
one hour. These savings are possible for severa reasons:

Organizing the data takes no time. Although the reporting system presents the data in a vari-
ety of formats, the cash requirements report is usualy all that is needed.

The pay selection module makes deciding whom to pay trivid. In automatic pay you define a
date range then push a key. If you are short of cash, you can use the manual pay method to
fine-tune the automatic pay (not pay or partially pay selected invoices).

No more hand written checks. Timeis too valuable to waste it manually writing checks.
Because the Accounts Payable system interfaces to both the General Ledger and the Check
Reconciliation systems, it takes no time to pass information to those systems. This eliminates
double work and also eliminates the possibility of entry errors.

The Accounts Payable system will save you money. Y ou will never miss a discount again.

With our Accounts Payable system, you always have up to the minute information on current ob-
ligations. Since vouchers are entered daily, you can aways make wise purchase decisions.

FEATURES OF THE SYSTEM

The Starr Computer Systems Inc. Accounts Payable System is designed to keep track of current
and aged accounts payable. The system incorporates programs to:

Maintain a complete record for each vendor

Help determine which vouchers to pay by due date or discount date or within certain cash
requirements

Accounts Payable User’s Guide, Rev. 03



Page 1-2 Introduction

To automatically print checks and a check register
Each program within the system contains a complete set of prompts and other helpful messages to
allow even an inexperienced operator to make full use of the system with minimal instruction
time.
The Accounts Payable System is designed to interface with the Starr Computer System's General
Ledger System to provide automatically monthly journa entries to the General Ledger, or it may
be run independently to be used with your existing accounting system.
Particular features of the Starr Computer Systems A ccounts Payable System include:

Interactive, menu-driven programs

Sdlf-instructing user documentation

Automatically postsinvoices to the Accounts Payable account and expense accounts in the
Genera Ledger

Y ou can start a new accounting month or year without closing out the previous month or
year. Your have up to 364 days after the end of a year before closing the previous year.

Interfaces to Job Costing

Maintains a vendor master file

Enters and updates vendor vouchers via transaction entry
Up to sixteen expense distributions per voucher

Handles partia payments

By use of accounting period, you do not need to close one period before entering transac-
tionsfor later periods

Provides open accounts payable reports
Provides user defined aging dates with aging reports
Prints checks with full stub, printing multiple vouchers per check

Allows for handwritten and voided checks
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Automatically writes Check Reconciliation transactions from checks
Provides for automatically generated recurring auto vouchers
Vendor |abels

Special features for cash basis accounting

Sample data for training

HOW THE SYSTEM IS DESIGNED

The Accounts Payable System is designed to maintain a record for each vendor which is set up
using the "Vendor file maintenance" program. This file consists of permanent information such as
company name, address, phone number, and information that is automatically updated by the sys-
tem such as year-to-date debits and credits.

Vouchers may be applied at any time to the vendor file through the "Transaction file maintenance"
program. Voucher transactions contain such information as invoice date and amount, discount
date, due date, and terms. There can be up to sixteen expense distributions per voucher. The
transactions may be printed by viathe "Transaction file" report program.

Three report programs exist which assist the user in deciding which vendors to pay. These reports
are the "Open vouchers' report, the "Cash requirements’ report, and the "Aging" report. After
analyzing these reports and considering the amount of cash the user has available, the user may
then use the "Pay selection™ program to select the exact vendors and vouchers he wishes to pay.
Partial payments may also be applied.

After the "Pay selection” program has been run, the "Print checks' program will print a check for
each vendor, listing al vouchers paid by this check. The user has the option of printing a check
register, which will list the check information for each vendor.

The "End of period processing” program accumulates the debit and credit transactions to be

passed to the General Ledger. A transaction audit Trail is printed first, followed by a General
Ledger transaction register.

BRIEF DESCRIPTIONS OF THE MAIN PROGRAMS
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Page 1-4 Introduction

The Accounts Payable System contains thirty-nine programs that collectively perform the creat-
ing, maintaining, updating, and report generating functions of the system. Each main program is
briefly described below.

Control File Maintenance

This program alows the user to set up and maintain the A/P Control file parameters.

Terms File Maintenance

This program allows the user to set up and maintain the A/P Terms file. Up to sixteen dif-
ferent user-defined payment terms can be defined.

Vendor File Maintenance

This program maintains vendor records changed, deleted, and queried from the Master
File.

Alternate Key File Maintenance

This program maintains vendor records changed, deleted, and queried from the Master
File.

Transaction File Maintenance
This program maintains bill-to and ship-to vendor keys.
Account Inquiry Display

This program is used to display the Vendor Master record and all corresponding vendor
transactions on the terminal screen.

Generate Pre-Paid Payments

This program is used to automatically generate payment transactions for previousy en-
tered pre-paid vouchers.

Void a Check

This program is used to void (reverse out) a check, and optionally recreate the origina
voucher.

Pay Selection

This program alows the user to select vouchersto be paid in two ways:

Accounts Payable User’s Guide, Rev. 03
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1. All vouchers with a specific due or discount date may be automatically marked to
be paid.

2. The user may select only specific vendors or vouchers to be paid. As this program
marks vouchers to be paid, the total cash required to print checksis displayed on
the CRT.

End of Period Processing

This program summarizes and updates all activity for this period, clearing certain balances
to zero in preparation for anew period. G/L distribution records are automatically passed
to the G/L Transaction file by this program.

End of Year Processing

This program changes unpaid transactions to accounting period zero and resets the vendor
master balances. It then automatically runs the "Purge A/P transactions" program, to de-
leted paid transactions.

Reset Transaction File

This program resets the transaction file entry numbers, batch numbers, and accounting pe-
riods, in preparation for a new year.

A/P interface

This program provides an import/export interface to other computer systems, software
packages, spreadsheets, etc. Both the Vendor master and the Transaction file (with distri-
butions) can be imported/exported.

Auto Voucher File Maintenance

This program maintains auto voucher transactions. Auto vouchers are used to generate
A/P transactions for vendors that you pay the same amount on arecurring basis.

Auto Voucher Inquiry Display

This program is used to display the Vendor Master record and al corresponding auto
voucher transactions on the terminal screen.

Generate A/P Transactions

This program allows the user to automatically generate A/P transactions from auto vouch-
ers.

Accounts Payable User’s Guide, Rev. 03



Page 1-6 Introduction

Auto Vouchers Report

A complete listing of the Auto Voucher file is produced by this program.
Vendor Master Report

A complete listing of the Vendor Master file is produced by this program.
Vendor Name & Address Report

A vendor name and address listing is produced by this program.

Vendor Balances Report

A Vendor Master File balances listing is produced by this program.
Vendor comments report

Prints vendor comments (free form comments associated with VVendor Master records).
Alternate Key File Report

An Alternate Key Filelisting is produced by this program.

Transaction File Report

A complete listing of the Transaction file is produced by this program.
Vendor A/P Activity Report

This program produces a detailed listing of each vendor's account. Either individual ven-
dors or all vendors may be printed.

Open Vouchers Report
This program produces a report of all vouchersin the system that have not been paid.

Selecting to process only marked for payment transactions provides a "preview" of the
checks before checks are actually printed.

Cash Requirements Report

This program produces alist of all open vouchers and cash required to pay these vouch-
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ers. Prints daily and running totals.
Aging Report

This program provides a single line aged summary for each vendor, with aged report
grand totals. Optionaly prints transaction detail.

Print Checks

This program scans the vendor records for vouchers that were marked to be paid during
the "Pay selection” program. Only one check is generated for each vendor with a check
stub listing all vouchers that are being paid.

Check Register Report

This program prints a complete register of all vouchers paid on a specified date.

G/L Distribution Report

This program is provided so that the G/L account distribution can be verified to be in bal-
ance, before the "End of period processing” program is run.

It produces a detailed G/L distribution of al vendor transactions. All accounts are summed
and balanced. Any accounts that do not exist within the G/L Master file are flagged.

Print Vendor Labels

This program prints one to four up labels for selected vendors. Includes many select and
print options.

Display A/P Total

This program calculates the current A/P total and displays the total on the CRT screen.
1099 Processing

This program prints end-of-year 1099's and clears the Vendor Master 1099 amount.
Purge A/P Transactions

This program purges paid vouchers from the Transaction file, and prints an audit trail of
purged transactions.
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CHAPTER TWO PROCEDURES

UNDERSTANDING THE TRANSACTION TYPES

The Starr Computer Systems A/P System uses a unique method to obtain full G/L distribution of
transactions. Thisisthe A/P Contral file, which is used to define up to thirty transaction types.
Each transaction type has associated with it:

1. A transaction description

2. A debit G/L account

3. A credit G/L account

The transaction types and their associated fields are used by the A/P system to control internal
processes, as well as provide the G/L distribution accounts.

Most transaction types and their associated fields are optional, and user defined. Starr Accounting
achieves this flexibility by using the transaction description for internal controlling purposes.

Some descriptions are required, and all description must adhere to certain rules; also, spelling
counts.

m Y ou must enter the following transaction types:
1. Invoice transaction type
There must be one transaction type with a description starting with "INVO".

The system uses the invoice transaction type to find the A/P account. The debit account
must be null, and the credit account must be Accounts Payable.

2. Payment transaction type
There must be one transaction type with a description starting with "PYMT".

The system uses the payment transaction type to obtain the A/P and Cash accounts for
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Page 2-2 Procedures

5.

payments. The debit account must be Accounts Payable, and the credit account must be
cash (the account upon which checks are drawn).

Discount taken transaction type
There must be one transaction type with a description of "DISC-TAKEN".

The system uses the discount taken transaction type to obtain the discount taken account.
The debit account must be null, and the credit account must be discounts taken (an income
account).

When a discount is taken, the A/P system creates one additional distribution on the pay-
ment transaction. The credit to cash is adjusted by the discount amount, and is replaced by
acredit to discounts taken.

Discount lost transaction type
There must be one transaction type with a description of "DISC-LOST".

The system uses the discount lost transaction type to obtain the discount lost accounts.
The debit account must be discounts lost (an expense account). The credit account must
be a discounts lost clearing account (an expense account). They can be the same account,
but will not be able to report discounts lost in the General Ledger, if the same account.

When a discount islost, the A/P system creates two additional distributions on the pay-
ment transaction. A debit is written to the discounts lost account, and a credit is written to
the discounts lost clearing account. Although these two distributions net to zero, the dis-
counts lost account will correctly report any discounts lost.

All other transaction types are free format, but must not violate the above rules.

We recommend the following transaction types:

1.

2.

INVO

PYMT

DISC-TAKEN

DISC-LOST

SPECIAL PROCEDURES
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There are several specia cases that may arise in running the Accounts Payable System. The han-
dling of each of these specia casesis described in the following section:

1. Delete an incorrect voucher
a) Voucher not paid or posted to G/L
Delete the transaction.
b) Voucher not paid, but posted to G/L

If the voucher has been posted to General Ledger, areversing voucher must be
entered, and both vouchers paid, the next time you pay this vendor.

If you won't ever be writing this vendor a check again, mark the vouchers for
payment and include on the next check run; the system will process this vendor,
but won't write a zero check.

C) Voucher paid
If the voucher has been paid, areversing pre-paid voucher must be entered.

2. A manual check iswritten

If you wrote a manual check to a vendor and you have already entered the voucher.

a) Voucher not paid or posted to G/L
Delete the transaction.

b) Voucher not paid, but posted to G/L

If the voucher has been posted to General Ledger, areversing voucher must be
entered, and both vouchers paid, the next time you pay this vendor.

If you won't ever be writing this vendor a check again, mark the vouchers for
payment and include on the next check run; the system will process this vendor,
but won't write a zero check.

3. Void a check

To void a check run the “Void a check” program; see the documentation for that program.

In some rare cases it may be necessary to manually void a check using “Transaction
maintenance”. To manualy void a check perform the following steps:
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a) Enter a negative voucher with the same distribution accounts as the original
voucher.

b) Enter a positive voucher with a distribution to cash (and possibly to discounts
taken).

These transactions will void the check and correct the General Ledger, but not affect the
vendor’ s balance. The next time you pay this vendor, “pay” these transactions so that they
will wash out of the system.

LOADING INITIAL DATA

The following procedure is used to load your initial accounts, which are unpaid, and aready
posted to your General Ledger when you started using the Starr A/P system.

An dternate method is to pay those initial payables the old way (before using the Starr A/P sys-
tem), and enter only new payables via the Starr A/P system. The only penalty is that the vendor
balances will not reflect the "startup” payables. With the alternate method, manual G/L transac-
tions will need to be entered for the vouchers paid using the old way.

Theinitia dataload procedure follows:

A special program exists for loading your initial data. This program uses accounting period zero
transactions, which must be entered via the "Transaction file maintenance”" program. Each ac-
counting period zero transaction will represent an open voucher. This program will set balance
forward date. It computes balance forward, Y TD debits, YTD credits, and current balance, based
on the sum of the accounting month zero transactions. This program can be run during the year to
re-compute the vendor balances, but only if al transactions for the current year are in thefile; i.e.
no periods transactions have been purged.

m It is best to try this procedure out on the XY Z company to see how it works before you
enter your accounting period zero transactions for your company.

Toinitial load your open vouchers:

1. Enter your vendorsin the A/P Vendor file. Do not enter balance forward date, balance
forward, YTD debits, YTD credits, or current balance.

2. Enter an accounting period zero transaction for each open voucher.

These transactions must be entered very carefully, as the system processes them based on
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the data being structured exactly as defined below. It is your responsibility to enter the
initial data correctly.

Enter the fields as follows:

a) Vendor key

b) Voucher number
Enter zero.

C) Transaction type

Enter the invoice transaction type, as defined in the A/P Control file (usualy a
"1").

d) Terms code
Enter zero.
€) Invoice number
Enter the invoice number.
f) Invoice description
Description of what your paying.
0) Invoice date
Enter the invoice date.
h) Discount date

Enter the invoice discount date, based on the invoice terms. If no discount offered,
enter the due date.

)} Due Date
Enter the invoice due date.
) Invoice amount

Enter an invoice amount as a positive number, or a credit memo as a negative
number.
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k) Discount amount

Enter the invoice discount amount as a negative number. If no discount, enter
zero.

) Apply amount
Enter areturn (will default to spaces).
m) Job key
Enter areturn (will default to spaces).
n) Job code
Enter areturn (will default to zero).
0) Job cost code
Enter areturn (will default to zero).
9)] Job warranty code
Enter areturn (will default to zero).
Q) Dist G/L Acct. (X)
Enter a General Ledger distribution account.
r Dist amount (x)
Enter a General Ledger distribution dollar amount.
S Dist account (x)
Enter a General Ledger distribution account.

3. Use the "Transaction file" report to verify your accounting period zero transactions are
correct. Make corrections as necessary.

4. Run program "APMBLD" program using the "Run a program" option on the Starr Ac-
counting Utility Menu.

Thiswill set balance forward date, balance forward, Y TD debhits, Y TD credits, and current
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balance in the Vendor Master records. It will also internally mark the transactions as
"posted”.

An option existsin this program to process a selected vendor. This option can be used to
avoid processing all vendors when corrections exist for only afew vendors. Remember to
run this program after making corrections to transactions.

DAILY PROCEDURES

This procedure is performed to after all A/P activity for the day.

Run the "Transaction file", "Cash requirements’, or "Open voucher" reports to get a transaction

listing.

MONTH END PROCEDURES

This procedure is performed after the daily procedures for the last day of the month have been
completed.

1.

Run the "G/L distribution” report. Since this report processes transactions by accounting
period, activity for the next period(s) can be entered before processing the period you are
closing.

Thisreport isa"preview" of the summary transactions that will be passed into the G/L in
the next step. A/P transactions cannot be changed after being posted into the G/L, so look
for errors at this step. Y ou should scan the detail listing looking for transactions that are in
the wrong expense account. And lastly, you must make sure that the report total is zero
(debits equal credits).

Run the "End of period processing” program. Since this report processes transactions by
accounting period, activity for the next period(s) can be entered while processing the pe-
riod you are closing.

This program writes summary transactions into the G/L. The audit trail report is similar to
the "G/L distribution” report, and should be in balance, since you "verified" the "G/L dis-
tribution” report.

If the audit trail report total is non-zero (debits not equal to credits), then you must make
adjusting G/L Transaction file entries to correct the account balances.
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YEAR END PROCEDURES

This procedure is performed after the monthly procedures for the last month of the year, including
"End of period processing” have been performed. Y ou must not enter any new A/P transactions
for the new year until after the year is closed.

At end-of-year, do the following steps:

1. Run the "Customer balances' report, so you have a printed listing of the yearly totals for
each customer. Save this report, so you can refer to it in the future.

2. Run the "G/L distribution" report, to make sure you are in balance.

3. Run the "Aging" report in key order.

4. Run the "End of period processing” program.
5. Run the "End of year processing” program.

The "Purge A/P transactions" program will then be automatically run.

6. Run the "Print transactions' program, for accounting periods "00" through "12". Print in
“vendor, voucher, invoice, date" order.

There should only be accounting period zero transactions remaining. There should be one
transaction for every unpaid voucher. Payment transactions of partial payments will remain
in the file, and will be automatically purged once the voucher is fully paid.

Any "other" transactions should be deleted via the " Transaction file maintenance” pro-
gram.

7. Run the aging report in key order, with detail. This report must match the aging report
printed earlier.

SPECIAL NOTE AT END OF YEAR

m Starr Accounting uses accounting period for A/P transactions. This means that you can
enter transactions for a new period without closing an existing period. Thisis also true at end of
year. In Starr Accounting, up to twenty-six periods can be defined in the G/L Accounting Period
file; this means you can wait up to one year after the end of the year before closing the year. The
first period after the end of year will be period "13", the next will be period "14", etc. However, it
important to remember that all of the Starr Accounting modules use the G/L Accounting period
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file. This means that all modules must be closed at the same time. See the General Ledger
documentation for further information.
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CHAPTER THREE PROGRAMS

CONTROL FILE MAINTENANCE

This program is run during system creation and is used to define the transaction types as well as
other information. Please refer to separate section titled "Understanding the Transaction Types'
for a complete discussion of the transaction types.

Maintain the data using the normal ESP screen features, using the EXECUTE key to update
changed records, or the MENU key to ignore changes and return to the previous menu.

Use the ESP print key to print the data to the default printer.

Record Fields

The record fields are:

1. The control file record number.

2. Custom option
Used to control custom A/P features. No custom options are currently defined.
Enter the sum of the features to turn on multiple features.

3. Batch number

The current transaction batch number. Automatically maintained by the system; incre-
mented by one every time a batch of transactions is added.

4, Entry number

The current transaction entry number. Automatically maintained by the system; incre-
mented by one every time a transaction is added.
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10.

N |
L It's very important that this field not be changed to alower number, when transactions
aready exist with the same lower numbers. If you do, you will get "record aready exist"
errors when adding transaction, since the entry number is aready used by a previous rec-
ord.

Voucher number

The current transaction voucher number. A voucher number is an internal control number
for each source document represented in the transaction file.

The voucher number is incremented from within the "Transaction file maintenance” pro-
gram by pressing a function key.

Cash method

When "Yes', turns on special features for cash method accounting. Causes "Pay selection”
program to not alow partia payments; partial payments can be accomplished by splitting a
voucher transaction into multiple vouchers. Causes only paid transactions to be passed
into the General Ledger.

Write check reconciliation

When "Yes', writes check reconciliation records from the "Print checks' program (if
Check Reconciliation isimplemented); else enter "No".

AV batch number

The current auto voucher transaction batch number. Automatically maintained by the sys-
tem; incremented by one every time a batch of transactions is added.

AV entry number

The current auto voucher transaction entry number. Automatically maintained by the sys-
tem; incremented by one every time a transaction is added.

It's very important that this field not be changed to a lower number, when transactions al-
ready exist with the same lower numbers. If you do, you will get "record already exist" er-
rors when adding transaction, since the entry number is aready used by a previous record.

AV voucher number

The current auto voucher transaction voucher number. A voucher number is an internal
control number for each auto voucher represented in the transaction file.
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11.

12.

13.

14.

15.

16.

17.

18.

The voucher number is incremented from within the "AV transaction file maintenance"
program by pressing a function key.

Age by document
When "Yes', aging will be based on the document date.

When "No", aging will be based on the due date. Aging by due date will provide better
cash flow anadysis.

Aging description (x)

User defined aging description.

Aging days (X)

User defined aging days; corresponding to the aging description.

Display distributions

When "Yes', will display the G/L account distributions on the " Account inquiry display”
program. When "No", will not display these distributions, and thus will display more
transactions per screen.

Allow duplicate invoice numbers

When "Yes', will allow duplicate invoice numbers during transaction entry.

When "No", will not allow duplicate invoice numbers for avendor during transaction en-
try.

Transaction description (x)

The transaction description. Must conform to the rules defined in the section titled "Un-
derstanding the Transaction Types'.

Transaction debit account (X)

A valid G/L account for the debit side of this transaction type. Must conform to the rules
defined in the section titled "Understanding the Transaction Types'.

Transaction credit account (x)

A valid G/L account for the credit side of this transaction type. Must conform to the rules
defined in the section titled "Understanding the Transaction Types'.
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TERMS FILE MAINTENANCE

This program is run during system creation and is used to define up to thirty-two different pay-
ment terms. The terms code within the Transaction file record corresponds with a terms definition
in the Termsfile. In addition, terms code zero is predefined as "NET", terms code “33” is prede-
fined as"COD" and terms code “34” is predefined as "PREPAID".

When invoices are entered in the "Transaction file maintenance" program, the terms code is used
to obtain information from the Termsfile. Thisinformation is used to calcul ate the default dis-
count date and due dates, as well as the discount amount.

Maintain the data using the normal ESP screen features, using the EXECUTE key to update
changed records, or the MENU key to ignore changes and return to the previous menu.

Use the ESP print key to print the data to the default printer. See the “xyz company” sample data

for examples of the various types of terms.

Record Fields

The record fields are:

1. Discount description (x)

2. Terms description.
When a discount description contains the word "EOM" (end-of-month) the bill is due on a
specified due day on the following month. For example, "NET 10 EOM" meansthe bill is
due on the 10th of the month after the date of the bill. The specified due day is obtained
from the "due days’ field of the term (not from the terms description). The "discount
days' field is not used for end-of-month terms.

3. Discount rate (x)
Enter the discount rate, as a decimal fraction. The discount rate is the percentage sales
adjustment you wish to allow the customer for payment within the number of discount
days. For example: arate of 2% would be entered as ".02".

Not used for end-of-month terms.

4. Discount days (x)
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Enter the number of days within the discount period. If no discount, enter the due days.
Not used for end-of-month terms.
5. Due days(x)

Enter the number of days before payment is due.

VENDOR FILE MAINTENANCE

This program is used to maintain vendor master records. It contains both name, address, and dol-
lar information.

Vendor comments can be entered from this program using the "Update comments" subprogram;
see the "SUBPROGRAMS' section of the "System User's Guide" for more information.

Maintain the data using the normal ESP screen features, using the EXECUTE key to update

changed records, or the MENU key to ignore changes and return to the previous menu. The
change/delete password is required to change/del ete records, unless the password is blank.

Record Fields

1. Vendor key

The vendor record key. An alphabetic abbreviation of the vendor's name is suggested, al-
though any combination of letters and numbers may be used.

2. The vendor company name

Enter as"last name; first name". The system will print it as "first name last name" on the
checks.

3. First line of address
Second line of address
4. City

In add mode, the city is defaulted from the SAZIPC subprogram (which uses the zip
code).
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10.

11.

12.

13.

14.

15.

16.

State or country

In add mode, the state is defaulted from the SAZIPC subprogram (which uses the zip
code).

Zip or postal code

In add mode, now uses the new get city/state from zip code subprogram to default the city
and state fields from the zip code field. Based on the new System Control file “zip con-
vert” option, this feature can be turned off, or set to default the city/state as either up-
per/lower case or upper case.

Main phone number

Main contact name

Contact person's name as "last name; first name".

Second phone number

Second contact name

Contact person's name as "last name; first name'.

Third phone number

Third contact name

Contact person's name as "last name; first name".

Account number

Y our account number with this vendor.

Default terms code

User defined vendor code

A number in the range O - 255.

Send 1099 Y es/No indicator

Caendar year 1099 balance
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17.  Typeof TIN
TIN number
18.  First check date
The first check generated after the account opened.
19. BBF date
The start of the current accounting year.
20.  Last check date
21. Last check number paid
22. Last check amount paid
23. BBF amount
Balance brought forward at the start of the accounting year.
24.  Year to date debits
25.  Year to date credits
26.  Current balance
Display only field.
27.  Default account (x)
Default transaction G/L account. Used to default the first eight account distributions,

when entering vouchers for this vendor. Leave blank when vouchers for this vendor do
not usualy fall under specific account numbers.

ALTERNATE KEY FILE MAINTENANCE

This program is used to alternate key records. Alternate keys are the bill-to and ship-to keys asso-
ciated with vendor master records. The “Print Checks’ program uses the bill-to key to determine

the check address when the check is to be mailed an alternate address. The ship-to key is not cur-

rently used by the software.
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Maintain the data using the normal ESP screen features, using the EXECUTE key to update
changed records, or the MENU key to ignore changes and return to the previous menu. The
change/delete password is required to change/del ete records, unless the password is blank.

Record Fields

1. Vendor key

The vendor record key. An alphabetic abbreviation of the vendor's name is suggested, al-
though any combination of letters and numbers may be used.

2. Key type

Enter “Bill” when the check address is determined by the alternate address. “ Ship” is not
currently used.

3. Sequence Number

Automatically assigned by the system, starting with “0010” and incrementing by “0010”
for each new record for a vendor/key type. However, can be assigned manually to change
the access order for a set of vendor/key type records.

4, Alternate key

The key of the vendor record that contains the bill-to or ship-to information.

TRANSACTION FILE MAINTENANCE

This program is used to maintain A/P debit and credit transaction records. Voucher transactions
are entered manually. Payment transactions are created automatically by the check posting pro-
gram.

Maintain the data using the normal ESP screen features, using the EXECUTE key to update
changed records, or the MENU key to ignore changes and return to the previous menu. The
change/delete password is required to change/del ete records, unless the password is blank. The
master password is required to change a transaction that has already been posted to the General
Ledger or is paid, unless the password is blank.

Each record contains a field called the transaction flag. Thisflag is used by the system to identify
the status of that transaction. The value of the flag will be the SUM of the status conditions. The
various conditions follow:
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1. Status condition 1

This condition exists when the A/P transaction has been posted to it's corresponding Ven-
dor Master record.

2. Status condition 2

This condition exists when the A/P transaction has been posted to it's corresponding G/L
Master record.

3. Status condition 4
This condition exists when the A/P transaction has been marked to hold payment; e.g. a
disputed invoice. This voucher will not be paid, even it if falls within date ranges, until it is
taken off "hold status”.

4, Status condition 8
This condition exists when the A/P transaction has been marked to be paid.

5. Status condition 16

This condition exists when the A/P transaction has been paid. Partial payments do not set
this condition.

6. Status condition 128

This condition exists when the A/P transaction has been posted to it's corresponding Job
Costing Master record.

Prepaid Vouchers

Prepaid vouchers are entered exactly like other vouchers, except that they have a terms code of
"34" (prepaid), and require that the check date, check number, and check amount fields be en-
tered. These transactions are internally marked as "paid" when they are entered, so that they can-
not be paid again.

The payment side of these transactions is generated by the "Generate pre-paid payments' pro-
gram, which should be run in the same accounting period as the pre-paid voucher transactions.
We recommend running the "Generate pre-paid payments' program the same day as you enter the
corresponding pre-paid vouchers.
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The terms code of pre-paid vouchers are changed to zero once the corresponding payments are
generated, to keep duplicate payment transactions from being generated for the same pre-paid
voucher.

Discountable prepaid vouchers are entered just like any other discountable voucher. The invoice
amount and distributions will be for the full invoice amount (without the discount); the discount
amount is entered as a credit in the discount amount of the transaction. When the " Generate pre-

paid payments’ program is run, the discount taken distribution will be created in the payment
transaction if the check date is not past the voucher discount date.

Record Fields

The record fields are:
1. Entry number

The transaction entry number.

m In add mode, ignore thisfield. It will fill in automatically as records are added.
When not in add mode, this field is used to access specific records by entry number. To
access the first record in afile, press the F9 key; to access the last record in afile, press
the F10 key.

2. Vendor key
The vendor key. The system immediately verifiesthat it isavalid vendor.

3. Voucher

Y our internal voucher number. In add mode, press the F2 key for the next automatically
assigned voucher number. If left blank, the system will automatically assign the number.

4, Transaction type

The invoice transaction type.
5. Payment terms code
6. Vendor's invoice number

This program has aways automatically created an invoice number from the voucher num-
ber, when no invoice number was entered. It preceeds this automatic invoice number with
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10.

11.

12.

13.

14.

15.

16.

“V7”, to better identify it as an automatically generated number (i.e. voucher number
“00001234" will generate invoice number “V1234").

Invoice description

Invoice date

The date of thistransaction in MMDDY'Y format.
Invoice discount date

The date of thistransaction in MMDDY'Y format.

In add mode, if aterms code was entered, the discount date will default based on the
terms code, else the default is the invoice date.

If no discount, enter the due date.
Invoice due date
The date of thistransactionin MMDDY'Y format.

In add mode, if aterms code was entered, the discount date will default based on the
terms code, € se the default is the discount date.

Invoice dollar amount
Invoice discount amount
If non-zero, must be the opposite sign of the invoice dollar amount.

In add mode, if aterms code was entered, the discount amount will default based on the
terms code, €lse the default is zero.

Voucher date

The date of this voucher in MMDDY'Y format. Default is the system date.
Accounting period

The accounting period that corresponds to the voucher date.

Payment check date

Payment check number
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17.

18.

19.

20.

21.

22.

23.

24,

Payment check amount

Job costing key

Job Cost posting code

Job Cost warranty code

Operator key

The operator key of the person who added this transaction.
Batch number

Y our internal batch number. In add mode, press the F3 key for the next automatically as-
signed batch number. If left blank, the system will automatically assign the number.

Distribution amount (x)

General Ledger distribution amount.

In add mode, press the F4 key for the distribution balance remaining.

In add mode, function key F5 can be used to set a distribution amount to a percentage of
the voucher invoice amount. The syntax is"xx.xxF5" where xx.xx is a percentage (e.g.
5.6% would be entered as "5.6F5").

Distribution account (x)

Genera Ledger distribution account. The system immediately verifiesthat it isavalid G/L
account.

ACCOUNT INQUIRY DISPLAY

This program is used to display the Vendor Master information on the terminal screen, aswell as
all transactions that are associated with this vendor.

Transactions are displayed in either invoice number or voucher number order.

The lower right hand corner of the display contains three numbers in the format "beginning-
line/ending-line total lines'. The "total lines' number represents the total set of transactions that
can be displayed. The "beginning-line" and "ending-line" numbers represent the subset of transac-
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tions that are currently displayed (e.g. if you were displaying the last twelve transactions in a set
of one hundred transactions the display would be "0089/0100 0100").

m Twelve transactions at atime are displayed, and the user can "browse" through the transac-
tions in both the forward and the backward direction; either aline at atime or twelve lines at a
time. Use the F1 key to go to the next line. Use the F2 key to go to the previousline. Use the F3
key to go to the next page (ahead twelve lines). Use the F4 key to go to the previous page
(twelve lines back). Use function key F5 to set the beginning transaction display at a specified line
number.

Account Master Display Fields

The Vendor Master fields are displayed at the top of the screen. The vendor fields are:
1. Vendor key

2. Vendor name & address

3. Terms code

4. Send 1099 indicator

5. First check date

6. Balance brought forward date

7. Check date

8. Current balance

9. Balance brought forward amount
10.  Year-to-date debits

11.  Year-to-date credits

12.  Last check number

13. Last check amount
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Transaction Display Fields

The Transaction fields are displayed on the bottom of the screen. The fields are:

1. Transaction type
2. Voucher number
3. I nvoice number

4, Accounting period
5. Invoice date

6. Discount date

Only the month and day are displayed.

7. Due date
8. Transaction amount
9. Hag

10. Entry number

GENERATE PREPAID PAYMENTS

This program automatically generates payment transactions for previoudy entered prepaid
voucher transactions. It also updates the prepaid voucher terms and apply amount, and the corre-
sponding Vendor Master record last check fields.

Prepaid vouchers with aterms code of “34” (prepaid) are used to create the corresponding pay-
ment transactions. After the payment is generated, the terms code of the prepaid voucher is set to
zero, so a duplicate payment cannot be generated.

The payment transaction will have the same information as the corresponding prepaid voucher,
with the following exceptions:

1. Operator key will be the person running this program.

2. A new batch number will be assigned.
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3. Terms code will be zero.

4. Will be payment transaction type.

5. Document, discount, and due dates will be set equal to the prepaid voucher invoice date.
6. Dollar amounts will have reverse sign.

7. GI/L distributions will be the same as other payments; i.e. cash and discounts taken or |ost.

The program produces an audit trail of al transactions generated. The transactions are printed in
check number order.

See the "Transaction File Maintenance" documentation for how to enter prepaid vouchers.

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.

4, Enter the run date in MMDDY'Y format. Default is the system date.

5. Enter the accounting period low to high range to process.

6. Enter "Yes' to print G/L account distributions. Enter "No" to not print G/L account dis-
tributions.

7. Enter the "Write C/R" option. Enter "Yes' to write Check Reconciliation records from the

payment total; else enter “No”. The program will not write Check Reconciliation records
if C/R isnot implemented.
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Report Fields

The report has two lines for each transaction, and an optional third line for distributions. See the
"Transaction File Report” documentation for alisting of the fields.

VOID A CHECK

This program voids a check (reverses the voucher and payment transactions for a specified check
number) by generating a new voucher number for each invoice/payment set of void transactions
(when the check paid more than one invoice). For every voucher and corresponding payment
transaction associated with the voucher, it will create corresponding reversing entries with new
voucher numberss. An option exists to write areversing Check Reconciliation entry for the total
amount of the check.

The program will not reverse the check unless al transactions with that check number add up to
zero. Thiswill be the case unless the voucher was paid with severa different checks. See the
“Specia procedures’ section for how to manually void a check.

The reversing transaction will have the same information as the corresponding original transac-
tion, with the following exceptions:

1. Operator key will be the person running this program.
2. A new batch number will be assigned.
3. A new voucher number will be assigned, when the check paid more than one invoice.

4, Voucher date will be the system date.
5. Dollar amounts will have reverse sign.
The program produces an audit trail of al transactions generated. The transactions are printed in

vendor/voucher order.

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.
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The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen a atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.

4, Enter the run date in MMDDY'Y format. Default is the system date.

5. Enter the vendor key to process.

6. Enter the check number to process.

7. Enter "Yes' to print G/L account distributions. Enter "No" to not print G/L account dis-
tributions.

8. Enter the "Write C/R" option. Enter "Yes' to write Check Reconciliation records from the
payment total; else enter “No”. The program won't write Check Reconciliation records if
C/R is not implemented.

9. Enter “Yes’ to add back the invoices that were paid by the check. A new voucher number
will be“AB” followed by the voucher number, The vendor’ s invoice number will be stored
in the transaction description.

Report Fields

The report has two lines for each transaction, and an optional third line for distributions. See the
"Transaction File Report” documentation for alisting of the fields.

PAY SELECTION

The Pay Selection Program is the key to using the Accounts Payable system. It has been designed
to handle amost any function the user may desire in selecting which vouchers are to be paid.

Vouchers may be marked to be paid in two ways; a manual selection or an automatic selection.
The automatic selection compares the pay selection dates with the voucher dates in the vendor
records and marks all vouchers containing these dates to be paid. The manual selection allows the
user to view vendor records within the pay selection dates on the CRT and individually mark that
vendors or vouchers are to be paid.
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The Pay Selection program may be run as many times as the user wishes with any number of
changes. Only those vouchers, which are marked to be paid when the “Print checks’ program is
run will be paid.

A voucher is marked as paid when the payments applied against the invoice, plus the absolute
value of the discount is greater than or equal to the voucher document amount. This sum will ex-
ceed the document amount when the discount is lost (not taken).

N | |
Please recall that only records that fall within the specified date range will be processed; this
istrue for all of the Pay Selection options.

Preliminary Operating Steps

These steps should aways be performed, no matter what else you are going to do next. The pre-
liminary operating steps are:

1. Define selection parameters

The date ranges must be defined before either the automatic or the manual pay selection
options are taken.

The discount date range is used to select discountable vouchers; i.e. vouchers who have a
non-zero discount amount. If discountable vouchers have a discount date that falls within
the discount date range (including first and last discount date), then the voucher will be
selected for further processing. When a discount date range is specified, it is possible for a
discountable voucher to be selected, even though not yet due; as Starr Accounting always
tries to take any discounts offered.

The due date is used to select vouchers that are due to be paid, regardless of their discount
status.

a) First discount date

Thefirst discount datein MMDDY'Y format. This date is usually the date the
checks will be printed. Any voucher with a non-zero discount amount, whose dis-
count date greater than or equal to the beginning discount date, and whose dis-
count date is less than the ending discount will be marked to pay.

b) Last discount date
The last discount date in MMDDY'Y format. This date is usually a date in the near

future. Y ou may wish to enter the next date on which vendors will be paid. Avail-
able discounts after that date will be paid during the next pay selection. Any

Accounts Payable User’s Guide, Rev. 03



Programs Page 3-19

voucher with a non-zero discount amount, whose discount date greater than or
equal to the beginning discount date, and whose discount date is less than the
ending discount will be marked to pay.

C) The due date
The due datein MMDDYY format. The due date is used to mark vouchers that do
not have a discount date or have a discount date that has already past. This may be
today's date or a date in the future. Any due dates through this date will be marked
to be paid.

d) Select non-discounts
The Pay Selection program requires that you either select or exclude non-
discountable vouchers (i.e. vouchers that have a discount amount of zero). The
default isto select vouchers with a discount amount of zero.

2. Calculate system cash requirements

This process determines if there are any vouchers aready marked for pay, and computes
the total of those vouchers.

3. Reset marked to pay transactions

This option should be taken only if you want to "unmark” vouchers that have been previ-
ously marked for payment, and are within the selection parameters.

Used to "start over” within a set of selection criteria, to get to a zero marked for pay total
within that selection criterion.

Auto Pay Operating Steps

This option should be taken only if you want to pay all vendors who are within the selection pa-
rameters. The total dollar amount of al vouchers marked to be paid, any open credits applied, and
the cash required to pay these vouchers is displayed on the CRT.

1. Do preliminary operating steps

2. Enter the auto pay selection option

Manual Pay Operating Steps
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This option should be taken only if you want to pay individual vendors who have vouchers within
the selection parameters.

All vouchers for each vendor will be displayed one by one in invoice number order. Y ou can scroll
forward and backward through the vendor's invoices, to determine which should be paid or not

paid.

Each time a change is made the System and Vendor displays are updated with the change.

1.

2.

Do preliminary operating steps

Enter the manual pay selection option

Enter the vendor key to process

The first voucher within the selection criteriawill appear at the bottom of the screen. Press
F1 to display the previous invoice, F2 to display the next invoice, and F3 to go to the next

vendor.

For each transaction you may:

a)
b)

d)

Not pay

Hold payment
Mark payment

When selecting this option, the payment amount must be entered. On accrua ac-
counting, either apartial or full payment may be made. Press the EXECUTE key
to mark the record for payment.

When the cash method accounting option is set, only full payments may be made.
Under the cash method, partial payments may still be accomplished by splitting the
invoice transaction into two or more transactions.

The open amount is the gross invoice amount minus partial payments previousy
paid against this invoice; this open amount is further reduced by the discount
amount, if within the discount range (discount allowed).

It is possible to take the discount even when the discount should not be allowed.
However, the default values will always be controlled by the discount date range
(i.e. the discount date of the invoice must be within the specified discount date
range).

Skip this transaction
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4, Press the MENU key to stop the manual pay process

END OF PERIOD PROCESSING

This program summarizes and updates al activity for this period, clearing certain balancesto zero
in preparation for a new period. G/L distribution records are automatically passed to the G/L
Transaction file by this program.

The "G/L Distribution” report program should be run for the current accounting month before
running the "End of period processing” program. Thisisthe only way that we know in advance
whether the G/L accounts are in balance.

This program accumulates totals for each account, marks the transaction as posted to the G/L,
and writes an A/P summary transaction to the G/L Transaction file for each account.

This program generates two reports: an audit trail of al transactions posted to the G/L, and a G/L

transaction register.

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.
4, Enter the run date in MMDDY'Y format. Default is system date.
5. Enter the end of period datein MMDDY'Y formeat.

6. Enter the accounting period low to high range to process. To be sure to pick up any old
transactions that may have been posted, accounting period low should be zero.
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7. Enter the detail option. Enter "Yes' to print transaction detail. Enter "No" to skip trans-
action detalil.

Audit Trail Report Fields

The report fields are:
1. G/L account

2. Vendor key

3. Transaction type

4. Voucher number

5. Invoice number

6. Transaction description
7. Accounting period

8. Invoice date

9. Invoice amount

G/L Transaction Report Fields

The report has two lines for each transaction. The report fields are:

Lineone:

1. Account number
2. Description

3. Reference

4. Document amount
5. Job key
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6. Job cost code

7. Job warranty code
8. Source code
9. Accounting period

10.  Document date
Linetwo:

1. Running total

2. Flag

3. Operator key

4. Batch number

5. Document number

6. Entry number

END OF YEAR PROCESSING

This program prepares the system to begin processing a new year's transactions.

It resets the Vendor Master file to the sum of the vendor transactions, and zeros the year to date
fields.

It then automatically runs the "Purge A/P transactions' program, which deletes sets of paid trans-
actions, and changes the accounting period of the remaining transactions to zero. The purge pro-
gram prints a complete audit trail.

m If the "Keep current year" optionis"Yes", then it purges the previous year's paid account-
ing period zero transactions but keeps the current year (the year just past) transactions as ac-
counting period zero transactions. This means that you can have up to two years of vendor trans-
actionson line.
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Operating Steps

The operating steps are:

1.

Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

Enter the number of copies of the report desired. Default is 1.
Enter the run date in MMDDY'Y format. Default is system date.
Enter the end of year datein MMDDY'Y format.

Enter the print detail option.

Enter "Yes' to print the purge program transaction detail. Enter "No" to not print the
purge program transaction detail.

Enter the print distributions option.

Enter "Yes' to print the purge program transaction distributions. Enter "No" to not print
the purge program transaction distributions.

Enter the keep current year option.
Enter "Yes' to keep the current years paid transactions as accounting period zero transac-

tionsin the new year, else enter "No" to purge current year accounting period zero trans-
actions.

Report Fields

See the "Purge A/P transactions' program documentation.
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RESET TRANSACTION FILE

This program resets the Transaction file entry numbers, voucher numbers, and batch numbers. It
can also renumber non-zero accounting periods, and resets the Control file to correspond to the
new entry, voucher, and batch numbers. It is normally run after the year-end purge of the Trans-
action file.

Resetting the entry numbers and accounting periods involves changing the ISAM record keys. If

the system is unable to change a key, an error listing will be created.

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.
4, Enter the run date in MMDDY'Y format. Default is system date.

5. Enter the renumber entries option. Enter "Yes' to renumber entry numbers starting with
entry number "00000001", else enter "No".

6. Enter the renumber vouchers option. Enter "Yes' to renumber voucher numbers starting
with voucher number "00000001", else enter "No".

7. Enter the renumber batch option. Enter "Yes' to renumber batch numbers starting with
document number “1” else enter "No".

8. Enter the period offset. This +/- offset will be added to each non-zero accounting period.
Thisisusually a negative number. Often, we roll past the end of the year several months

before closing the year. This causes the first month of the new year to be accounting pe-
riod 13, the second month of the new year to be accounting period 14, etc. After closing
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the year we need a period offset of -12 to reset the first month to 1, the second month to
2, etc.

If you don't want to change the accounting periods, use a period offset of zero.

Report Fields

The report is only printed if errors occur. The report fields are:
1. Old entry number
2. New entry number

3. Error message

A/P INTERFACE

This program provides an import/export interface to other computer systems, software packages,
spreadsheets, etc. Both the Vendor master and the Transaction file can be imported/exported. The
text data must be in ASCII, comma delimited format with each data element within quotes. Each
text record must end with a carriage return line feed pair. See the on-line help for complete text
file requirements.

When importing, the program always adds to the Master/Transaction database. Any errors are
printed on an error report.

This program can be used to export data to a spreadsheet, manipulate the data in the spreadshest,
and then import the new data back in to the database. In this case, you would need to allocate a
new empty database before importing to avoid duplicate database entries.

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
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case, ascreen a atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.
4, Enter the run date in MMDDY'Y format. Default is system date.

5. Enter the Import/Export option.

6. Enter the database option. Either Vendor Master or Transaction file can be im-
ported/exported.
7. Enter the ASCII comma delimited text file name. When exporting, the database output

will be written to this file. When importing, text records will be read and then used to add
new database records.

Report Fields

The error report fields are:
1. Error message
2. Database text fields
The text record fields are printed in quotes with a comma between the fields. Thisisn't the

actual text record; the quotes and commas are added to the output to distinguish between
the data el ements.

AUTO VOUCHER TRANSACTION FILE MAINTENANCE

This program maintains auto voucher transactions. Auto vouchers are used to generate A/P trans-
actions for vendors that you pay the same amount on arecurring basis.

Maintain the data using the normal ESP screen features, using the EXECUTE key to update
changed records, or the MENU key to ignore changes and return to the previous menu. The
change/delete password is required to change/del ete records, unless the password is blank.

Accounts Payable User’s Guide, Rev. 03



Page 3-28 Programs

Record Fields

The record fields are:
1. Entry number

The transaction entry number.

m In add mode, ignore thisfield. It will fill in automatically as records are added.
When not in add mode, this field is used to access specific records by entry number. To
access the first record in afile, press the F9 key; to access the last record in afile, press
the F10 key.

2. Vendor key
The vendor key. The system immediately verifiesthat it isavalid vendor.

3. Voucher

Y our internal voucher number. In add mode, press the F2 key for the next automatically
assigned voucher number. If left blank, the system will automatically assign the number.

4. Transaction type

The invoice transaction type.

5. Payment terms code

6. Invoice description

7. Invoice dollar amount

8. Invoice discount amount

If non-zero, must be the opposite sign of the invoice dollar amount.

In add mode, if aterms code was entered, the discount amount will default based on the
terms code, €lse the default is zero.

9. Voucher date

The date of thisvoucher in MMDDY'Y format. Default is the system date.
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10.

11.

12.

13.

14.

15.

Invoice date

Automatically maintained by the system. Contains the specified invoice date when an A/P
transaction was last generated from this auto voucher.

AV frequency

The frequency that this auto voucher isto generate an A/P transaction. Every time the
"Generate A/P transactions' is run the AV counter isincremented in each auto voucher
transaction. When the AV counter equals the AV frequency, an A/P transaction is created
from the auto voucher and the AV counter is reset to zero.

AV counter

Automatically maintained by the system. Represents the number of times that the " Gener-
ate A/P transactions' program has been run. When adding a new record, set the counter to
zero.

Batch number

Y our internal batch number. In add mode, press the F3 key for the next automatically as-
signed batch number. If left blank, the system will automatically assign the number.

Distribution amount (x)

General Ledger distribution amount. In add mode, press the F4 key for the distribution
balance remaining.

Distribution account (x)

Genera Ledger distribution account. The system immediately verifiesthat it isavalid G/L
account.

AUTO VOUCHER ACCOUNT INQUIRY DISPLAY

This program is used to display the Vendor Master information on the terminal screen, aswell as
all auto voucher transactions that are associated with this vendor.

Transactions are displayed in voucher number order.

The lower right hand corner of the display contains three numbers in the format "beginning-
line/ending-line total lines'. The "total lines' number represents the total set of transactions that
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can be displayed. The "beginning-line" and "ending-line" numbers represent the subset of transac-
tions that are currently displayed (e.g. if you were displaying the last twelve transactions in a set
of one hundred transactions the display would be "0089/0100 0100").

m Twelve transactions at atime are displayed, and the user can "browse" through the transac-
tions in both the forward and the backward direction; either aline at atime or twelve lines at a
time. Use the F1 key to go to the next line. Use the F2 key to go to the previousline. Use the F3
key to go to the next page (ahead twelve lines). Use the F4 key to go to the previous page (back
twelve lines). Use function key F5 to set the beginning transaction display at a specified line num-
ber.

Account Master Display Fields

The Vendor Master fields are displayed at the top of the screen. The vendor fields are:
1. Vendor key

2. Vendor name & address

3. Terms code

4. Send 1099 indicator

5. First check date

6. Balance brought forward date

7. Check date

8. Current balance

9. Balance brought forward amount
10.  Year-to-date debits

11.  Year-to-date credits

12.  Last check number

13. Last check amount
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Transaction Display Fields

The Transaction fields are displayed on the bottom of the screen. The fields are:
1. Voucher number

2. Voucher date

3. Description

Only the first twenty-two characters are displayed.

4, I nvoice amount
5. Discount amount
6. Invoice date

1. Frequency
8. Counter

9. Entry number

AUTO VOUCHER GENERATE A/P TRANSACTIONS

This program automatically generates A/P transactions from auto vouchers.

Each time this program is run the AV counter field is incremented by one. When the AV fre-
guency is positive and the AV counter field is greater than or equal to the AV frequency, an A/P
transaction will be generated from the auto voucher and the AV counter will be reset to zero.

Y ou can run this program in any recurring period: weekly, semi-monthly, monthly, etc. The key
point isto run it each period, so that the AV counter will be updated.

To generate a transaction each period set the frequency to "1". To generate a transaction every
other period set the frequency to "2". Frequency can be in the range 1-99.

The program produces an audit trail of al transactions generated. The transactions are printed in
vendor, voucher number, voucher date order.
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Operating Steps

The operating steps are:

1.

Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

Enter the number of copies of the report desired. Default is 1.

Enter the run date in MMDDY'Y format. Default is the system date.

Enter the transaction date in MMDDY'Y format. Default is the system date.

Each generated transaction will have this date as the invoice date. The discount and due
dates will be computed from the invoice date using the specified terms. This date will aso
be stored into the auto voucher invoice date, to indicate what invoice has been generated

in the A/P Transaction file.

Each generated transaction will have a voucher date corresponding to the current system
date.

Enter the transaction accounting period.

Each generated transaction will have this accounting period.

Enter the vendor key group, or "All" for al vendors. If avendor group is specified, only
that group will be processed. The AV counter will not be updated for auto voucher trans-

action not in the specified vendor group.

Enter "Yes' to print G/L account distributions. Enter "No" to not print G/L account dis-
tributions.

Report Fields
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The report has two lines for each transaction, and an optional third line for distributions. See the
"Transaction File Report” documentation for alisting of the fields.

AUTO VOUCHER TRANSACTION FILE REPORT

A complete listing of the auto voucher transactions can be obtained using this program.
The transactions can be printed in the following orders:
1. entry number order

2. vender, voucher number, voucher date, order

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.

4, Enter the run date in MMDDY'Y format. Default is the system date.

5. Enter the batch number low to high range to process.

6. Enter the vendor key group to process, or "All" for all vendors.

7. Enter "Yes' to print G/L account distributions. Enter "No" to not print G/L account dis-
tributions.
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Report Fields

The report has one line for each transaction, and an optional second line for distributions. The re-
port fields are:

Lineone

1. Vendor key

2. Voucher number
3. Transaction type
4. Description
5. Terms code

6. Voucher date

7. Invoice date
8. I nvoice amount
0. Discount amount

10.  Auto voucher frequency

11.  Auto voucher counter

12.  Operator key

13.  Batch number

14.  Entry number

Linetwo:

Only printed when the G/L distributions option is"Yes'.
1. Distribution amount(x)

2. Distribution account(x)
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VENDOR MASTER REPORT

A complete listing of the Vendor Master file is produced by this program.

The report can be produced in either vendor key or vendor name order.

Operating Steps

The operating steps are:

1.

Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

Enter the number of copies of the report desired. Default is 1.
Enter the run date in MMDDY'Y format. Default is the system date.

Enter the vendor code to match. Enter the vendor code, or "All" for all codes.

Report Fields

The following fields are printed:

1.

2.

Name
Address
Phone
Contact name

Vendor key

Accounts Payable User’s Guide, Rev. 03



Page 3-36

Programs

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

21.

VENDOR NAME & ADDRESS REPORT

An abbreviated listing of the Vendor Master file is produced by this program.

The report can be produced in either vendor key or vendor name order.

Send 1099 flag

Vendor type code
Terms code

First check date
Balance forward date
Last check date
Typeof TIN

TIN number

Last check number

Last check amount
Balance forward amount
Y ear to date debits

Y ear to date credits
Current balance
Distribution account (x)

Amount

Operating Steps

The operating steps are:
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Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

Enter the number of copies of the report desired. Default is 1.
Enter the run date in MMDDY'Y format. Default is the system date.

Enter the vendor code to match. Enter the vendor code, or "All" for all codes.

Report Fields

The following fields are printed:

1.

2.

Vendor key
Vendor name
Address line one
City

State

Zip code

Phone number one

Vendor code

VENDOR BALANCES REPORT

An abbreviated listing of the Vendor Master file is produced by this program.

The report can be produced in either vendor key or vendor name order.
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Operating Steps

The operating steps are:

1.

Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

Enter the number of copies of the report desired. Default is 1.
Enter the run date in MMDDY'Y format. Default is the system date.
Enter the vendor code to match. Enter the vendor code, or "All" for all codes.

Enter "Yes' to print zero vender balances. Enter "No" to skip zero vender balances.

Report Fields

The following fields are printed:

1.

2.

Vendor key

Vendor name

Phone number one
Terms code

Balance forward amount
Y ear to date debits

Y ear to date credits
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8. Current balance

ALTERNATE KEY REPORT

An listing of the Alternate Key file is produced by this program.
The report can be produced in the following orders:
1. Vendor key, key type, sequence number order

2. Vendor key, dternate key, key type order

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.
4, Enter the run date in MMDDY'Y format. Default is the system date.
5. Enter the vendor code to match. Enter the vendor code, or "All" for all codes.

6. Enter "Yes' to print zero vender balances. Enter "No" to skip zero vender balances.

Report Fields

The following fields are printed:

1. Vendor key

Accounts Payable User’s Guide, Rev. 03



Page 3-40 Programs

2. Vendor name

3. Phone number one

4. Terms code

5. Balance forward amount

6. Y ear to date debits
7. Y ear to date credits

8. Current balance

TRANSACTION FILE REPORT

A complete listing of the transactions can be obtained using this program.
The transactions can be printed in the following orders:

1. entry number

2. vendor, invoice number, invoice date
3. vender, voucher number, invoice date
4. voucher, vendor, invoice date

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.
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2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.

4, Enter the run date in MMDDY'Y format. Default is the system date.

5. Enter the accounting period low to high range to process.

6. Enter the batch number low to high range to process.

7. Enter the entry number low to high range to process.

8. Enter the transaction type to process, or “All” for al transaction types.
9. Enter "Yes' to print G/L account distributions; else enter "No".

Report Fields

The report has two lines for each transaction, and an optional third line for distributions. The re-
port fields are:

Lineone

1. Vendor key

2. Voucher number
3. Transaction type
4. Invoice number

5. Description

6. Terms code

7. Accounting period

8. Voucher date

9. Invoice date

10. Discount date
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11.  Duedate

12.  Invoice amount

13.  Discount amount

Line two:

1. Apply amount

2. Check date

3. Check number

4. Check amount

5. Job key

6. Job cost code

7. Job warranty code

8. Transaction flag

9. Operator key

10.  Batch number

11. Entry number
Linethree:

Only printed when the G/L distributions optionis"Yes'.
1. Distribution amount(x)

2. Distribution account(x)

VENDOR ACTIVITY REPORT

This program produces a detailed listing of each vendor's account. All current A/P transactions,
and a computed ending balance is printed for all vendors.
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Optionally, asingle vendor (or vendor group) may be selected.
The report is produced in vendor key order.

The transactions can be printed in either invoice or voucher number order.

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.
4, Enter the run date in MMDDY'Y format. Default is the system date.
5. Enter the accounting period low to high range to process.

6. Enter the transaction sort option. Enter "Invoice" to print transactions in invoice order.
Enter "Voucher" to print the transactions in voucher number order.

7. Enter "Yes' to print with zero account balance. Enter "No" to skip zero balances.
8. Enter “Yes’ to print Transaction detail.

9. Enter the G/L distributions option. Enter "Yes' to print G/L distributions and applied.
Enter "No" to skip G/L distributions and applied.

10. Enter "Yes' to print distribution totals; else enter "No".

11. Enter the G/L distribution account to match, or “all” for all accounts.
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Report Fields

The report has two lines for each transaction, and an optional third line for distributions. See the
"Transaction File Report" documentation for the report fields.

OPEN VOUCHER REPORT

This program produces a listing of all open vouchersthat are in the system.

Optionally, the user may process only those vouchers which have been marked for payment. With
this option, a"preview" of the checks can be obtained prior to running the "Print checks' pro-
gram.

The transactions can be printed in the following orders:

1. vendor, discount date, due date
2. vendor, due date, invoice number
3. Vendor, invoice number, invoice date

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.

4, Enter the run date in MMDDY'Y format. Default is the system date.
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If printing the transactions in discount date order, enter the first discount date to process.
If printing the transactions in due date order, enter the first due date to process.

If printing the transactions in discount date order, enter the last discount date to process.
If printing the transactions in due date order, enter the last due date to process.

Enter "Open" to print al open vouchers, or enter "Marked" to only print the marked to

pay vouchers.

Enter "Yes' to print G/L account distributions. Enter "No" to skip G/L account distribu-

tions.

Report Fields

The report has two lines for each transaction. The report fields are:

Lineone:

1. Vendor key

2. Voucher number
3. Transaction type
4. Invoice number
5. Description

6. Terms code

7. Accounting period
8. Voucher date

9. Invoice date

10.  Discount date
11. Duedate

12. Invoice amount
13. Discount amount
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Linetwo:
1. Net amount
2. Open amount

3. Marked to pay amount
4. Check number

5. Check amount

6. Job key

7. Job cost code

8. Job warranty code

9. Transaction flag

10.  Operator key

11.  Batch number

12. Entry number

CASH REQUIREMENTS REPORT

This program produces alisting of all open vouchers and the cash required to pay those vouchers.
Both daily totals and accumulated required-to-date totals are summed.

The report is produced in either discount date or due date order.

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
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case, ascreen a atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.
4, Enter the run date in MMDDY'Y format. Default is the system date.

5. If printing the transactions in discount date order, enter the first discount date to process.
If printing the transactions in due date order, enter the first due date to process.

6. If printing the transactions in discount date order, enter the last discount date to process.

If printing the transactions in due date order, enter the last due date to process.

Report Fields

The following fields are printed:
1. Document date

2. Discount date

3. Due date

4, Vender key

5. I nvoice number
6. I nvoice amount
7. Open amount

Document amount minus payments applied amount.
8. Discount amount
9. Net amount

Open amount plus discount amount.

10. Daily tota
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11. Amount required to date

12. Accumulated total.

AGING REPORT

This program provides a single line aged summary for each vender, with aged report grand totals.
The report can be produced in either vendor key or vendor name order.

Payments will be aged with the invoice to which they apply. The matching invoice is found by
searching for an invoice with the same apply number as the payment.

The “print detail” option prints the document date and document number of the open transactions.

Y ou can age through an accounting period. In this way you can balance to an end-of-period clos-
ing to the G/L

The grand totals are printed for each one of the aging ranges. The aging ranges are defined in the
A/P Control file.

The transactions are printed in voucher number order.

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.

4, Enter the run date in MMDDY'Y format. Default is the system date.
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5. Enter the "Print detail" option. Enter "Yes' to print transaction detail. Enter "No" to not
print transaction detail, and only print transaction totals.

6. Enter the aging date. Transactions will be aged based upon this date.
7. Enter the accounting period to age through.

8. Enter the vendor key group to process, or “All” for al vendors.

Report Fields

The following fields are printed:

1. Vendor key

2. Vendor name

3. Vendor phone

4. Vendor total

5. Amount due current

6. Amount due in the first user defined date range

7. Amount due in the second user defined date range
8. Amount due in the third user defined date range
9. Amount due in the fourth user defined date range

10.  Amount due in the fifth user defined date range

PRINT CHECKS

This program scans the vendor records for vouchers that were marked to be paid by the "Pay se-
lection" program. One check is generated for each vendor, with a check stub listing each voucher
that is being paid. The check portion has full name and address positioned for a window envelope,
and check amount security protection.

If abilling record existsin the Alternate Key file for avendor, it uses the billing record for the
check address. It does not use the billing record name.
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This program “prints’ zero checks (a check doesn't print, but the transactions are closed). This
effectively “closes’ a set of transactions that net to zero. The associated vendor master check date
will be updated, and the check number will be set to zero.

An option exists to automatically generate Check Reconciliation transactions from the checks, if
the Check Reconciliation system isimplemented.

Either individual vendors, or al vendors may be processed.

After the checks are printed totals are displayed on the CRT screen, and you are asked if the
checks are OK. If the checks are OK, then the check-posting program will be automatically run.

The check posting program marks transactions as paid and clears the marked to pay flag and the
marked to pay amount in each transaction. It also generates the payment transactions corre-
sponding to the check, and posts these amounts to the corresponding Vendor Master record. It
also records the check number and amount in each Vendor Master record, in the "last check
written” fields; these fields are overwritten each time a new check is written for this vendor.

Note: The print checks program obtains the G/L accounts for cash, discounts lost, and discounts
taken from the A/R Control File; an error message is generated if these are not correct. Refer to
the section "Understanding The Transaction Types' for further details.

The check stub lists detail information on each invoice being paid. Up to fifteen invoices can be
printed on a check stub. If you are paying more than fifteen invoices on one check the stub will
say "**** See attached invoice detail ****", and the invoice detail for that check will be written
to astub file. The stub file can be printed via an option in the “ Print checks’ program or later via
the AMOS PRNT command. AMOS commands can be executed via the Starr Accounting "Exe-
cute an AMOS command" option on the utility menu. If astub file is generated, the “Print

checks’ program will tell you the name of the stub file; if printing the stub file later be sureto
write this file name down, as you will need the file name to print it later. The stub file should be
printed on elghty-column plain paper. The check printer page length is used to determine the page
length of the stub overflow file (it is not used by the check printer logic that counts lines).

Operating Steps

The operating steps are:
1. Line up the checks on the printer by printing dummy forms.
2. Enter the process option. The "all vendors' option will automatically process al vendors

that have been marked for payment. The "individual vendors' option will let you enter the
specific vendors to process; however, they must have vouchers marked for payment.
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10.

11.

Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

Prepare the printer by loading it with checks. Set the paper in the printer to the first line of
anew page.

Enter the number of copies of the report desired. Default is 1.
Enter the run date in MMDDY'Y format. Default is the system date.

Enter the check date in MMDDY'Y format. This date will appear on the check and the
stub.

Enter the accounting period for the payment transactions that will be generated.

Enter the number that you want to appear on the first check printed. This number will be
incremented by one for each check printed.

Enter the "Write C/R" option. If the Check Reconciliation system isimplemented and you
want this program to generate a C/R transaction from each check, enter "Yes'; else enter
"No".

Enter “Yes’ to have your printer do aform feed when exiting this program (you want to
put regular paper/formsin this printer); else enter “No” (you want to leave checks in this
printer).

Report Fields

The following fields are printed on the check stub for each voucher paid:

1.

2.

Invoice date
Invoice number
Invoice description
Invoice amount

Discount allowed
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6. Payment amount

CHECK REGISTER

This program prints a check register for a date/accounting period range, as well as a check num-
ber range. Includes an option to print prepaid checks. With these capabilities you can re-print or
combine old registers on a single report; this can be very helpful in reconciling your checks.

This program reads payment transactions and finds the matching invoice. It matches payments and
invoices via the invoice number, voucher number, and description.

The report is printed in check number order.

To make the invoice and discount amount grand totals correct when printing a date range which
has partial payments, we zero the report invoice and discount amount fields unless the check date
matches the invoice check date. This meansthat a partia payment will show the invoice amount

on it's check register, but will show zero invoice amount on a monthly check register except for
the last partial payment for that invoice.

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.
4, Enter the run date in MMDDY'Y format. Default is the system date.
5. Enter the check date low to high range to process.

6. Enter the accounting period low to high range to process.
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7. Enter the check number low to high range to process.
8. Enter the “print prepaid” option. Enter “Yes’ to include prepaid checks on the check reg-

ister; else enter “No”.

Report Fields

The following fields are printed:
1. Check number

2. Vendor key

3. Document date

4. Discount date

5. Due date

6. Invoice number
7. Description

8. Invoice amount
9. Discount amount

10. Payment amount

G/L DISTRIBUTION

This program is provided so that the G/L account distribution can be verified to be in balance,
before the "End of Period Processing” program is run. The report total must be zero, before the
"End of period" processing program is run; otherwise your General Ledger will be out of balance.

It produces adetailed G/L distribution of all transactions through an accounting period. All ac-
counts are summed and balanced. Any accounts that do not exist within the G/L Master File are
identified with an "*INVALID ACCOUNT*" account description.

The transactions are printed in G/L account number, vendor key order.
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Operating Steps

The operating steps are:

1.

Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

Enter the number of copies of the report desired. Default is 1.
Enter the run date in MMDDY'Y format. Default is the system date.
Enter the ending date of the last accounting period to process.

Enter the accounting period low to high range to process. To be sure to pick up any old
transactions that may have been posted, accounting period low should be zero.

Enter the "Print detail" option. Enter "Yes' to print transaction detail. Enter "No" to not
print transaction detail, and only print account totals.

Report Fields

The following fields are printed:

1.

2.

G/L account number
Vendor key

Vendor name
Transaction type
Voucher number

I nvoice number
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7. Transaction description
8. Accounting period

9. Invoice date

10. Invoice amount

A total lineis printed for each General Ledger account. It contains account description and ac-
count total.

VENDOR LABELS

This program produces 3.2 x 15/16 x 1 to 4-up labels. Labels can be printed by various selection
criteria. A label lineup option is provided. Moves the “ city, state, zip” data up when address line
two isnull.

The labels may be printed in the following orders:

1. vendor key

2. company name

3. Zip, company name

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with labels. Set the paper in the printer to the first line of
anew page.

3. Enter the number of copies of the report desired. Default is 1.
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4.

10.

11.

12.

13.

Enter the run date in MMDDY'Y format. Default is the system date.

Enter the attention line, or "None" for no attention line. Default is"None". If an attention
lineis entered, the attention line will replace the vendor contact name. If you want a blank
attention line, enter the DELETE LINE key in the attention line.

Enter the beginning zip code to process, or "All" for al zip codes. Default is"All".

Enter the ending zip code to process, or "All" for all zip codes. Default is"All".

Enter the vendor type code to process, or "All" for all vendor type codes.

Enter the vendor key group to process, or "All" for al vendor keys. Default is"All".
Enter how many labels across the page.

Enter how many copies of each set of labels to print. For example, if two were entered,
the program would print two labels for the first record, then two labels for the second rec-

ord, etc.

Enter how many lines per label, measuring from the top of one label to the top of the next
label. There are six lines per inch.

Enter “Yes’ to have your printer do aform feed when exiting this program (you want to
put regular paper/formsin this printer); else enter “No” (you want to leave labels in this
printer).

Report Fields

The report has six lines for each vendor. The report fields are:

1.

2.

Vendor contact name number one; or attention line
Company name

Addressline one

Address line two

City, state, and zip code (if room)

Will either be blank, or will contain the zip code
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DISPLAY A/P TOTAL

This program calculates the current A/P total and displays the gross, discount, and net total on the
CRT screen. The A/P total is calculated by summing all A/P transaction that have an A/P account
number.

1099 PROCESSING

This program prints end of year 1099"s, and clears the vendor master 1099 fields, in preparation
for anew year. Starr Accounting accumulates 1099 amounts in the vendor master records for
those vendors whose "Send 1099" field is"Yes'. It is your responsibility to process 1099's at the
end of the calendar year before any checks are written to vendors in the new calendar year.

Both individual or all vendors can be processed. A form lineup option is provided. The 1099 are

printed in either vendor key or vendor name order.

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 1099 forms. Set the paper in the printer to the first
line of a new page.

3. Enter the number of copies of the report desired. Default is 1.
4, Enter the run date in MMDDY'Y format. Default is the system date.

5. Enter the posted option. Enter "Yes" if you have posted the last run of checks; else enter
"No".

6. Enter the dollar minimum to receive a 1099. If avendor has a 1099 tota less than this
amount, no 1099 will be printed for that vendor.
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Enter the payer's federal identification number

After all 1099's are printed, run the "Clear 1099 data’ option to clear the 1099 fields in the Ven-
dor Master records.

Report Fields

A standard misc. 1099 is printed.

PURGE A/P TRANSACTION FILE

This program purges the A/P Transaction file for an accounting period low to high range.

It purges closed sets of transactions that net to zero and meet all of the following criteria:

1. Posted to General Ledger

2. Posted to Vendor Master file

3. Fully paid

If the purge was automatically run by the "End of year" program, the purge also sets the ac-

counting period of the not purged transactions to zero.

Operating Steps

The operating steps are:

1. Select the printer number for this report. One of sixteen different printers may be selected.
The printer name will appear to the right of the printer number. The printer number will
default to the operator printer number.

The report can be displayed on the screen by selecting the "CRT Screen” printer. In this
case, ascreen at atime will be displayed, and you will be asked to press the MENU key to
abort the report, or any other key to display the next screen.

2. Prepare the printer by loading it with 132 column paper. Set the paper in the printer to the
first line of anew page.

3. Enter the number of copies of the report desired. Default is 1.

Accounts Payable User’s Guide, Rev. 03



Programs Page 3-59

4, Enter the run date in MMDDY'Y format. Default is system date.
5. Enter the beginning accounting period to purge.
6. Enter the ending accounting period to purge.
7. Enter the print detail option.
Enter "Yes' to print the transaction detail. Enter "No" to not print the transaction detail.
8. Enter the print distributions option.
Enter "Yes' to print the transaction distributions. Enter "No" to not print the transaction

distributions.

Report Fields

All transaction fields are printed. See the "Transaction file" report documentation.
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CHAPTER FOUR SAMPLE REPORTS

This section contains some selected sample reports (edited for brevity).
See Chapter One for a complete listing of all the standard reports available.
Control file reports are not included in this section; see the control file documentation.




07/11/96 15:04:21

NAME, ADDRESS, PHONE, CONTACT
NORTHWESTERN BELL TEL

CENTRAL REM TTANCE CENTER

85 ANNEX

OVAHA NE 68100

402- 393- 4511

WALLACE WHOLESALERS, | NC
3880 FULTON | ND. BLVD.

OVAHA NE 68102
402- 691- 8888

XEROX CORPORATI ON
7101 WEST CENTER ROAD

OVAHA NE 68126
402- 351- 7920

15 records printed.

KEY

WALLWH

XEROX

VENDOR MASTER FI LE

XYZ ( SAMPLE) COVPANY
ACCOUNTS PAYABLE
BY VENDOR KEY

FLAGS CODES DATES
SEND 1099 =N VEND TYP= 0 FIC =

TERMS = 0 BBF =12/31/91

LAC =12/ 25/ 81

e DI STRI BUTI ON' ACCOUNTS- - -

SEND 1099 =N VEND TYP=
TERME =

0 FIC =
0 BBF =12/31/91
LAC =12/01/81

SEND 1099 =N VEND TYP=
TERME =

0 FIC =
0 BBF =12/31/91
LAC =01/ 20/ 82

VEND TYPE CODE Al |

PAGE 3

TIN, LAST CHECK BALANCES
TYP TIN= BBF= 0. 00
TIN NO = YDR= 0. 00
LAC NO. = 792 YCR= 0. 00
LAC AMI= 105. 00 CUR= 0. 00

T99= 0. 00
TYP TIN= BBF= 0. 00
TIN NO = YDR= 0. 00
LAC NO. = 808 YCR= 0. 00
LAC AMI= 5800. 00 CUR= 0. 00

T99= 0. 00
TYP TIN= BBF= 0. 00
TIN NO = YDR= 0. 00
LAC NO. = 2327 YCR= 0. 00
LAC AMI= 80. 00 CUR= 0. 00

T99= 0. 00



07/11/96 15:04: 33 XYZ ( SAMPLE) COVPANY PAGE 1
ACCOUNTS PAYABLE
VENDOR NAME & ADDRESS : BY VENDOR KEY : VEND TYPE CODE Al l

VEND KEY  VENDOR NAME ADDRESS LINE 1 & 2 aTy ST ZIP PHONE #1 VDC
ALLEN ALLEN EQUI PMENT CO. 4436 ROSWELL RD. NE. OVAHA NE 68342 402- 255- 9999 0
BANKAM BANKAMERI CARD/ VI SA FI RST NAT. BANK OF OVAHA OVAHA NE 402- 231- 7643 0
2400 PI EDMONT RD. NE.
COoX COX PROPERTI ES, | NC. 17- C PERI METER PARK LI NCOLN NE 68123 402- 394- 6666 0
256 PERI METER CENTER PKWY
EVANS EVANS OFFI CE SUPPLY 2550 PI EDMONT RD. NE OVAHA NE 68345 402- 262- 8888 0
FI CA NATI ONAL BANK OF OVAHA FEDERAL DEPCSI TORY 1400 DODGE STREET OVAHA NE 68409 402- 586- 8000 0
FRTVWAY FREI GHTWAYS TRANSI T LI NES 4280 FULTON | ND. BLVD. SE OVAHA NE 68124 402- 691- 3333 0
HARLEN HARLEN | NSURANCE AGENCY 2336 HARVEL ROAD SU TE 619 OVAHA NE 68123 402- 238- 1212 0
| BM I NTERN. BUS. MACH. OFFI CE PROCUCTS DIV. 148 CAIN ST. NE. OVAHA NE 68452 402- 659- 3232 0
JOHNDE JOHNSON DELI VERY SERVI CE 430 PHARR RD. NE. OVAHA NE 68144 402- 262- 2555 0
JOUR- C NEBRASKA JOURNAL CONST. ADVERTI SI NG DEPT. 72 MARI ETTA ST. NW  OVAHA NE 68152 402-577-5127 0
MARSH MARSHALL, ALLEN & BOCSE 17 EXECUTI VE PARK OVAHA NE 68124 402- 634- 6666 0
2670 N. DRUI D HI LLS RD.
NEPONR NEBRASKA POVNER COMPANY 96 ANNEX OVAHA NE 68152 402-522- 6060 0
NVBELL NORTHWESTERN BELL TEL CENTRAL REM TTANCE CENTER 85 ANNEX OVAHA NE 68100 402- 393- 4511 0
WALLWH WALLACE WHOLESALERS, | NC. 3880 FULTON | ND. BLVD. OVAHA NE 68102 402- 691- 8888 0
XEROX XEROX CORPORATI ON 7101 WEST CENTER ROAD OVAHA NE 68126 402- 351- 7920 0

15 records printed.



07/11/96 15:06: 42
ALTERNATE KEY FI LE :

VEND KEY  TYPE SEQ# VENDOR NAME

XYZ ( SAMPLE) COVPANY
ACCOUNTS PAYABLE
VEND, KEY TYPE, SEQ# ORDER : VENDOR KEY GROUP Al l

ALT KEY ALT NAME

EVANS Bi Il 0010 EVANS OFFI CE SUPPLY EVANS2 Evans Billing Nane

1 records printed.

ALL BILL/SH P :

ALT KEY GROUP Al l

PAGE

1



99999999

DUE DATE

01/ 10/ 82
0 0

01/ 01/ 82
0 0

01/ 10/ 82
0 0

01/ 31/ 82
0 0

01/ 14/ 82
0 0

01/ 21/ 82
0 0

01/ 25/ 82
0 0

01/ 20/ 82
0 0

01/30/91
0 0

02/10/91
0 0

09/30/91
4 0

I NV AMT

17

17

17

17

17

12z

129 z

500.

235.

32.

48.

10.

- 80.

1100.

100.

400.

00

00

00

00

00

00

00

00

00

93

94

95

PAGE 2

DS AMT

0. 00
00000015

0. 00
00000016

0. 00
00000017

0. 00
00000018

0. 00
00000019

0. 00
00000020

0. 00
00000021

0. 00
00000022

0. 00
00001013

0. 00
00001014

0. 00
00001015

07/11/96 15:08:12 XYZ (SAMPLE) COVPANY
ACCOUNTS PAYABLE
TRANSACTI ON FI LE : ENTRY NUMBER ORDER : PERIODS 01 - 01 : BATCHES O -
ENTRI ES 00000000 - 99999999 : TRAN TYPE Al |
VEND KEY  VOUCHER# TY | NVO CE# DESCRI PTI ON TC AP VOU DATE | NV DATE DI S DATE
APPLY AMI CHECK DT CHECK# CHECK AMI JOB KEY
JOUR- C STMI STMI ADVERTI SI NG DEC. 0 01 01/01/82 01/01/82 01/10/82
185. 00 0 0. 00
NEPONR 00002089 00002089 PAYMENT ON ACCOUNT 0 01 01/01/82 01/01/82 01/01/82
0. 00 0 0. 00
NEPONR AUTO- VCH AUTO- VCH BUDGET PLAN 0 01 01/01/82 01/01/82 01/10/82
500. 00 0 0. 00
NVBELL STMI STMI SERVI CES THRU 12/ 31/81 0 01 01/15/82 01/15/82 01/31/82
0. 00 0 0. 00
XEROX 5547 5547 COPY SERVI CES 0 01 01/04/82 01/04/82 01/14/82
32.00 0 0. 00
XEROX 5590 5590 COPY SERVI CES 0 01 01/11/82 01/11/82 01/21/82
48. 00 0 0. 00
XEROX 5622 5622 COPY SERVI CES 0 01 01/15/82 01/15/82 01/25/82
0. 00 0 0. 00
XEROX 2327 2327 PAYMENT ON ACCOUNT 0 01 01/20/82 01/20/82 01/20/82
0. 00 0 0. 00
COX 00001009 125872 P/ O# 00000001 1 01 01/20/91 01/20/91 01/30/91
0. 00 0 0. 00
COX 00001010 5544 P/ O# 00000002 1 01 01/31/91 01/31/91 02/10/91
0. 00 0 0. 00
COX 00001011 1 8879 PURCHASE FOR A JOB 1 01 01/31/91 09/20/91 09/30/91
0. 00 0 0.00 JoB1
***Total invoice anmount = 3013. 17
***Total di scount anount= -5.11
***Total net anobunt = 3008. 06

25 records printed.



07/11/96 15:08: 37

VEND KEY  VOUCHER# TY | NVO CE#

*Totals for ALLEN EQUI PMENT CO.

COoX 00002084 2 00002084
COoX 00001009 1 125872
COoX 00001010 1 5544
COoX 00001011 1 8879
COoX AUTO- VCH 1 AUTO VCH

*Total s for COX PROPERTIES, | NC.

***Di stribution tota

***Total vendors
***Total invoice anount

XYZ ( SAMPLE) COVPANY PAGE 1
ACCOUNTS PAYABLE
VENDOR ACTIVITY : PERIODS 01 - 01 : TRANSACTI ONS PRI NTED BY I nvoice
DESCRI PTI ON TC AP VOU DATE | NV DATE DI S DATE DUE DATE I NV AMT DS AMT
APPLY AMI CHECK# CHECK AMI JOB KEY JC JW FLAG OPR BATCH ENTRY
0. 00 0. 00
PAYMENT ON ACCOUNT 0 01 01/01/82 01/01/82 01/01/82 01/01/82 -2000. 00 40. 00
0. 00 0 0. 00 0 0 17 1 00000003
P/ O# 00000001 1 01 01/20/91 01/20/91 01/30/91 01/30/91 1100. 00 0. 00
0. 00 0 0. 00 0 0 12z 93 00001013
P/ O# 00000002 1 01 01/31/91 01/31/91 02/10/91 02/10/91 100. 00 0. 00
0. 00 0 0. 00 0 0 12z 94 00001014
PURCHASE FOR A JOB 1 01 01/31/91 09/20/91 09/30/91 09/30/91 400. 00 0. 00
0. 00 0 0.00 JoB1 4 0 129 z 95 00001015
RENT 0 01 01/01/82 01/01/82 01/05/82 01/15/82 2000. 00 -40. 00
1960. 00 0 0. 00 0 0 17 1 00000004
1600. 00 0. 00
2
1600. 00
0. 00

***Total di scount anount=

5 records printed



07/ 11/ 96

VEND KEY

15: 08: 52

OPEN VOUCHERS :

XYZ ( SAMPLE) COVPANY

ACCOUNTS PAYABLE

VENDOR, DI SCOUNT DATE, DUE DATE ORDER :

TC AP VOU DATE | NV DATE DI S DATE

DATE RANGE THRU

07/ 11/ 96

DUE DATE

I NV AMT

PAGE 1

DS AMT

COoX

*Tot al s=

EVANS

*Tot al s=

FI CA

*Tot al s=

FRTVWAY

*Tot al s=

NVBELL

*Tot al s=

XEROX

*Tot al s=

***Tot a
***Tot a
***Tot a
***Tot a

VOUCHER# TY | NVO CE# DESCRI PTI ON
NET AMT OPEN AMT MARKED- PAY
00001009 1 125872 P/ O# 00000001
1100. 00 1100. 00 0. 00
00001010 1 5544 P/ O# 00000002
100. 00 100. 00 0. 00
00001011 1 8879 PURCHASE FOR A JOB
400. 00 400. 00 0. 00
1600. 00 1600. 00 0.00 for
2110 1 2110 M SC SUPPLI ES
149.70 154. 81 0. 00
149.70 154. 81 0.00 for
1 501 DEPCSI T
925. 00 925. 00 0. 00
925. 00 925. 00 0.00 for
6675 1 6675 SHI PPI NG
88. 36 88. 36 0. 00
88. 36 88. 36 0.00 for
STMI 1 STMI SERVI CES THRU 12/ 31/81
235.00 235.00 0. 00
235.00 235.00 0.00 for
5622 1 5622 COPY SERVI CES
10. 00 10. 00 0. 00
10. 00 10. 00 0.00 for
vendor s = 6
net anount = 3008. 06
open anount = 3013. 17
mar ked- pay = 0. 00

8 records printed

1 01 01/20/91
0

1 01 01/31/91
0

1 01 01/31/91
0
COX PROPERTI ES, | NC

0 01 01/04/82
0

EVANS OFFI CE SUPPLY

0 01 01/15/82
0

NATI ONAL BANK OF OVAHA

0 01 01/15/82
0

01/20/91 01/30/91
0. 00

01/31/91 02/10/91
0. 00

09/20/91 09/30/91
0.00 JoB1

01/ 04/ 82 01/ 14/ 82
0. 00

01/15/82 01/ 15/ 82
0. 00

01/15/82 01/ 25/ 82
0. 00

FREI GHTWAYS TRANSI T LI NES

0 01 01/15/82
0

NORTHWESTERN BELL TEL

0 01 01/15/82
0

XEROX CORPORATI ON

01/15/82 01/31/82
0. 00

01/15/82 01/ 25/ 82
0. 00

01/30/91
0 0 1

02/10/91
0 0 1

09/30/91

4 0 129

02/ 03/ 82
0 0 1

01/ 15/ 82
0 0 1

01/ 25/ 82
0 0 1

01/ 31/ 82
0 0 1

01/ 25/ 82
0 0 1

400

154

925.

88

235

10

00

81

00

36

00

00

94

95

0. 00
00001013

0. 00
00001014

0. 00
00001015

-5.11
00000005

0. 00
00000006

0. 00
00000007

0. 00
00000018

0. 00
00000021



07/ 11/ 96

01/ 04/ 82

01/ 15/ 82

01/ 15/ 82
01/ 15/ 82

01/ 15/ 82

01/ 20/ 91

01/31/91

09/ 20/ 91

15: 09: 04

DI SC DTE

01/ 14/ 82

01/ 15/ 82

01/ 25/ 82
01/ 25/ 82

01/ 31/ 82

01/30/91

02/10/91

09/30/91

DUE DTE

02/ 03/ 82

01/ 15/ 82

01/ 25/ 82
01/ 25/ 82

01/ 31/ 82

01/30/91

02/10/91

09/30/91

8 records printed.

CASH REQUI REMENTS :

FI CA

FRTVWAY
XEROX

NVBELL

COoX

COoX

COoX

I N\VO CE#

6675
5622

STMI

125872

5544

8879

XYZ ( SAMPLE) COVPANY

ACCOUNTS PAYABLE
DATE RANGE THRU 07/ 11/ 96

I NvO CE AMT

235.

1100.

100.

400.

00

00

00

00

BY DI SCOUNT DATE :

OPEN AMT

154.

925.

88.

235.

1100.

100.

400.

81

00

36

00

00

00

00

DI SC AMT

0. 00

0. 00

NET AMT

149.

925.

88.

235.

1100.

100.

400.

70

00

36

00

00

00

00

DAILY TOTAL

149.

925.

98.

235.

1100.

100.

400.

70

00

36

00

00

00

00

PAGE

1

REQ TO DATE

149.

1074.

1173.

1408.

2508.

2608.

3008.

70

70

06

06

06

06

06



07/ 11/ 96

VEND KEY

EVANS
FI CA
FRTVWAY
NVBELL
XEROX

VEND KEY

15: 09: 19

AGElI NG REPORT :

COX PROPERTI ES, | NC.
EVANS OFFI CE SUPPLY

NATI ONAL BANK OF OVAHA
FREI GHTWAYS TRANSI T LI NES
NORTHWESTERN BELL TEL
XEROX CORPORATI ON

xxxxksck GRAND TOTALS

6 records printed.

BY VENDOR KEY :

402- 394- 6666
402- 262- 8888
402- 586- 8000
402- 691- 3333
402- 393- 4511
402- 351- 7920

XYZ ( SAMPLE) COVPANY
ACCOUNTS PAYABLE

TOTAL

3013. 17

ACElI NG DATE 07/ 11/ 96 :

CURRENT

31-60

THRU ACCOUNTI NG PERI CD 07

61-90

91-120

Cooooo

PAGE 1

3013. 17



07/11/96 15:10: 25

OPEN VOUCHERS :

VENDOR, DI SCOUNT DATE, DUE DATE ORDER

XYZ ( SAMPLE) COVPANY
ACCOUNTS PAYABLE

TC AP VOU DATE | NV DATE DI S DATE

ONLY MARKED TO PAY

DUE DATE

DATE RANGE THRU 07/ 11/ 96

I NV AMT

PAGE 1

DS AMT

VEND KEY  VOUCHER# TY | NVO CE# DESCRI PTI ON

NET AMT OPEN AMT MARKED- PAY
COoX 00001009 1 125872 P/ O# 00000001

1100. 00 1100. 00 1100. 00
COoX 00001010 1 5544 P/ O# 00000002

100. 00 100. 00 100. 00
COoX 00001011 1 8879 PURCHASE FOR A JOB

400. 00 400. 00 400. 00
*Tot al s= 1600. 00 1600. 00 1600. 00 for
EVANS 2110 1 2110 M SC SUPPLI ES

149.70 154. 81 149.70
*Tot al s= 149.70 154. 81 149.70 for
FI CA 1 501 DEPCSI T

925. 00 925. 00 925. 00
*Tot al s= 925. 00 925. 00 925. 00 for
FRTWAY 6675 1 6675 SHI PPI NG

88. 36 88. 36 88. 36

*Tot al s= 88. 36 88. 36 88.36 for
NWBEL L STMI 1 STMTI SERVI CES THRU 12/31/81

235. 00 235. 00 235. 00
*Tot al s= 235. 00 235. 00 235.00 for
XEROX 5622 1 5622 COPY SERVI CES

10. 00 10. 00 10. 00

*Tot al s= 10. 00 10. 00 10. 00 for
***Total vendors = 6
***Total net amount = 3008. 06
***Total open anount= 3013. 17
***Total marked-pay = 3008. 06

8 records printed

1 01 01/20/91
0

1 01 01/31/91
0

1 01 01/31/91
0
COX PROPERTI ES, | NC

0 01 01/04/82
0

EVANS OFFI CE SUPPLY

0 01 01/15/82
0

NATI ONAL BANK OF OVAHA

0 01 01/15/82
0

01/20/91 01/30/91
0. 00

01/31/91 02/10/91
0. 00

09/20/91 09/30/91
0.00 JoB1

01/ 04/ 82 01/ 14/ 82
0. 00

01/15/82 01/ 15/ 82
0. 00

01/15/82 01/ 25/ 82
0. 00

FREI GHTWAYS TRANSI T LI NES

0 01 01/15/82
0

NORTHWESTERN BELL TEL

0 01 01/15/82
0

XEROX CORPORATI ON

01/15/82 01/31/82
0. 00

01/15/82 01/ 25/ 82
0. 00

0 0 9

02/10/91
0 0 9

09/30/91

4 0 137

02/ 03/ 82
0 0 9

01/ 15/ 82
0 0 9

01/ 25/ 82
0 0 9

01/ 31/ 82
0 0 9

01/ 25/ 82
0 0 9

z

400

154

925.

88

235

10

00

81

00

36

00

00

94

95

0. 00
00001013

0. 00
00001014

0. 00
00001015

-5.11
00000005

0. 00
00000006

0. 00
00000007

0. 00
00000018

0. 00
00000021



07/11/96 15:11:12 XYZ ( SAMPLE) COVPANY
ACCOUNTS PAYABLE
CHECK REG STER : CHECK NUMBER ORDER : CHECK DATES 07/11/96 - 07/11/96
PERI CDS 07 - 07 : CHECK NUMBERS 0 - 99999999 : PREPAI DS No

CHECK# VEND KEY CK DATE DOC DATE DI S DATE DUE DATE | NVO CE# DESCRI PTI ON I N\VO AMT
1200 COoX 07/11/96 01/20/91 01/30/91 01/30/91 125872 P/ O# 00000001 1100. 00
07/11/96 01/31/91 02/10/91 02/10/91 5544 P/ O# 00000002 100. 00

07/11/96 09/20/91 09/30/91 09/30/91 8879 PURCHASE FOR A JOB 400. 00

**CHECK TOTAL** for COX PROPERTIES, | NC. -"ZI.ESE)E).- E)E)

1201 EVANS 07/11/96 01/04/82 01/14/82 02/03/82 2110 M SC SUPPLI ES 154. 81
**CHECK TOTAL** for EVANS OFFlI CE SUPPLY o ;I.'-;'>;1- ;3;].

1202 FI CA 07/11/96 01/15/82 01/15/82 01/ 15/ 82 501 DEPCSIT 925. 00
**CHECK TOTAL** for NATI ONAL BANK OF OVAHA "";)-2'-5.- E)E)

1203 FRTVWAY 07/11/96 01/15/82 01/25/82 01/ 25/ 82 6675 SHI PPI NG 88. 36
*CHECK TOTAL** for FREI GITWAYS TRANSIT LINES ;3;3- ;3;3

1204 NVBELL 07/11/96 01/15/82 01/31/82 01/31/82 STMI SERVI CES THRU 12/ 31/81 235. 00
** CHECK TOTAL** for NORTHWESTERN BELL TEL o -2;3'-5- E)E)

1205 XEROX 07/11/96 01/15/82 01/25/82 01/ 25/ 82 5622 COPY SERVI CES 10. 00
** CHECK TOTAL** for XEROX CORPORATI ON -""ZI.E).- E)E)

*** REPORT TOTAL*** -";3;);].;3.- ZI.-7

8 records printed.

DI SC AMT

PAGE

PYMI' AMT

1



07/ 11/ 96

131

201

15:11: 52

END- OF- PERI OD PROCESSI NG :

VEND KEY

EVANS
FI CA
FRTVWAY
HARLEN
| BM
JOHNDE
JOUR- C
NEPOVR
NVBELL
XEROX

VENDOR NAME

BANKAMERI CARD/ VI SA
COX PROPERTI ES, | NC.

EVANS OFFI CE SUPPLY

NATI ONAL BANK OF OVAHA
FREI GHTWAYS TRANSI T LI NES
HARLEN | NSURANCE AGENCY

I NTERN. BUS. MACH.
JOHNSON DELI VERY SERVI CE
NEBRASKA JOURNAL CONST.
NEBRASKA POVNER COMPANY
NORTHWESTERN BELL TEL
XEROX CORPORATI ON

**CASH - OPERATI NG

COoX COX PROPERTI ES, | NC.

** | NVENTORY

BANKAM BANKAMERI CARD/ VI SA

COoX COX PROPERTI ES, | NC.
EVANS EVANS OFFI CE SUPPLY

FI CA NATI ONAL BANK OF OVAHA
FRTVWAY FREI GHTWAYS TRANSI T LI NES
HARLEN HARLEN | NSURANCE AGENCY

| BM I NTERN. BUS. MACH.

JOHNDE JOHNSON DELI VERY SERVI CE

JOUR-C

NEBRASKA JOURNAL CONST.

END- OF- PERI CD

NNNDNPNNNNPDNNNDNDNNNDNDNDN

NEFEPNENFPNNRPNENRPEPNREPNENENEDN

XYZ ( SAMPLE) COVPANY
ACCOUNTS PAYABLE

DATE 07/31/96 : ACCOUNTI NG PERI ODS 00 THRU 07 :

VOUCHER# | NVOl CE# DESCRI PTI ON

00002083 00002083 PAYMENT ON ACCOUNT
00002084 00002084 PAYMENT ON ACCOUNT

00001009 125872 P/ O# 00000001
00001010 5544 P/ O# 00000002
00001011 8879 PURCHASE FOR A JOB
2110 2110 M SC SUPPLI ES
501 DEPCSIT
6675 6675 SHI PPI NG

00002085 00002085 PAYMENT ON ACCOUNT
00002086 00002086 PAYMENT ON ACCOUNT
00002087 00002087 PAYMENT ON ACCOUNT
00002088 00002088 PAYMENT ON ACCOUNT
00002089 00002089 PAYMENT ON ACCOUNT

STMI' STMI SERVI CES THRU 12/ 31/81

2327 2327 PAYMENT ON ACCOUNT

5622 5622 COPY SERVI CES
00001009 125872 P/ O# 00000001
00001010 5544 P/ O# 00000002

00002083 00002083 PAYMENT ON ACCOUNT

124009 124009 CHARGES- DEC.
00002084 00002084 PAYMENT ON ACCOUNT
00001009 125872 P/ O# 00000001
00001009 125872 P/ O# 00000001
00001010 5544 P/ O# 00000002
00001010 5544 P/ O# 00000002
00001011 8879 PURCHASE FOR A JOB
00001011 8879 PURCHASE FOR A JOB
AUTO- VCH AUTO-VCH  RENT

2110 2110 M SC SUPPLI ES

2110 2110 M SC SUPPLI ES
501 DEPCSIT
501 DEPCSIT

6675 6675 SHI PPI NG

6675 6675 SHI PPI NG

00002085 00002085 PAYMENT ON ACCOUNT
AUTO- VCH AUTO-VCH  MONTHLY PREM UM
00002086 00002086 PAYMENT ON ACCOUNT
AUTO- VCH AUTO-VCH  EQUI PMENT RENTAL
00002087 00002087 PAYMENT ON ACCOUNT
STMI' STMI DELI VERI ES- DEC.
00002088 00002088 PAYMENT ON ACCOUNT

(AUDI T TRAI L)

AP | NV DATE

01/ 01/ 82
01/ 01/ 82
07/ 11/ 96
07/ 11/ 96
07/ 11/ 96
07/ 11/ 96
07/ 11/ 96
07/ 11/ 96
01/ 01/ 82
01/ 01/ 82
01/ 01/ 82
01/ 01/ 82
01/ 01/ 82
07/ 11/ 96
01/ 20/ 82
07/ 11/ 96

** ACCOUNT TOTAL

01
01

01/ 20/ 91
01/31/91

** ACCOUNT TOTAL

01/ 01/ 82
01/ 01/ 82
01/ 01/ 82
01/ 20/ 91
07/ 11/ 96
01/31/91
07/ 11/ 96
09/ 20/ 91
07/ 11/ 96
01/ 01/ 82
01/ 04/ 82
07/ 11/ 96
01/ 15/ 82
07/ 11/ 96
01/ 15/ 82
07/ 11/ 96
01/ 01/ 82
01/ 01/ 82
01/ 01/ 82
01/ 01/ 82
01/ 01/ 82
01/ 01/ 82
01/ 01/ 82

PAGE

- 2000.

185.

1



07/11/96 15:11:52 XYZ ( SAMPLE) COVPANY PAGE 2
ACCOUNTS PAYABLE
END- OF- PERI OD PROCESSI NG : END- OF- PERI OD DATE 07/31/96 : ACCOUNTI NG PERI ODS 00 THRU 07 : (AUDI T TRAIL)

ACCOUNT VEND KEY  VENDOR NAME TY VOUCHER# | NVOl CE# DESCRI PTI ON AP | NV DATE | NvVO CE AMI
** | NSURANCE ** ACCOUNT TOTAL 250. 00

533 BANKAM BANKAMERI CARD/ VI SA 1 124009 124009 CHARGES- DEC. 01 01/01/82 45.12
COoX COX PROPERTI ES, | NC. 1 00001011 8879 PURCHASE FOR A JOB 01 09/20/91 400. 00

FRTVWAY FREI GHTWAYS TRANSI T LI NES 1 6675 6675 SHI PPI NG 01 01/15/82 88. 36

JOHNDE JOHNSON DELI VERY SERVI CE 1 STMI' STMI DELI VERI ES- DEC. 01 01/01/82 212.00

XEROX XEROX CORPORATI ON 1 5547 5547 COPY SERVI CES 01 01/04/82 32.00

1 5590 5590 COPY SERVI CES 01 01/11/82 48. 00

1 5622 5622 COPY SERVI CES 01 01/15/82 10. 00

**M SC EXPENSES ** ACCOUNT TOTAL 835. 48

*** REPORT TOTAL 0. 00

69 detail records printed.



07/11/96 15:11:52

END- OF- PERI OD PROCESSI NG :

ACCOUNT DESCRI PTI ON

END- OF- PERI OD DATE 07/31/96 :

REFERENCE

XYZ ( SAMPLE) COVPANY
ACCOUNTS PAYABLE
ACCOUNTI NG PERI ODS 00

JC JWSC

THRU 07 :

AP DOC DATE

(G L TRANSACTI ON REG STER)

PAGE 1

102 AP
131 AP
395 AP
509 AP
511 AP
512 AP
513 AP
514 AP
521 AP
522 AP
533 AP

TOTAL DEBI TS
TOTAL CREDI TS

QUT OF BALANCE

SUMVARY

SUMVARY

SUMVARY

SUMVARY

SUMVARY

SUMVARY

SUMVARY

SUMVARY

SUMVARY

TRANSACTI ON

TRANSACTI ON

TRANSACTI ON

TRANSACTI ON

TRANSACTI ON

TRANSACTI ON

TRANSACTI ON

TRANSACTI ON

TRANSACTI ON

TRANSACTI ON

TRANSACTI ON

6405. 29
- 6405. 29

AP (07)

AP (07)

AP (07)

AP (07)

AP (07)

AP (07)

AP (07)

AP (07)

AP (07)

AP (07)

AP (07)

-6344. 18
[

1200. 00
[

-61.11
[

925. 00
[

2000. 00
[

154. 81
[

235. 00
[

500. 00
[

305. 00
[

250. 00
[

835. 48
[

-5144.

-5205.

-4280.

-2280.

-2125.

-1890.

-1390.

-1085.

- 835.

18]

29]

29]

29]

48]

48]

48]

48]

48]

. 00]

30

30

30

30

30

30

30

30

30

07

07

07

07

07

07

07

07

07

07/ 31/ 96

07/ 31/ 96

07/ 31/ 96

07/ 31/ 96

07/ 31/ 96

07/ 31/ 96

07/ 31/ 96

07/ 31/ 96

07/ 31/ 96

07/ 31/ 96

07/ 31/ 96

00000017

00000017

00000017

00000017

00000017

00000017

00000017

00000017

00000017

00000017

00000017

00000067

00000068

00000069

00000070

00000071

00000072

00000073

00000074

00000075

00000076

00000077
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1099 processing, 3-57
aging report, 3-43
alternate key
maintenance, 3-7
report, 3-39
auto voucher
generate, 3-31
inquiry, 3-29
maintenance, 3-27
report, 3-33
cash method, 3-2
cash requirements, 3-46
check
preview, 3-44
print, 3-49
register, 3-52
void, 3-16
control file
maintenance, 3-1
terms, 3-4
Conventions used in this book, vi
daily
procedures, 2-7
Documentation, other, v
end of period
processing, 3-21
end of year
processing, 3-23
Filespec, vi
G/L distribution, 3-53
General ledger
interface with, 1-2
Graphics conventions, vi
import/export interface, 3-26
initial data, 2-4
Job Costing
interface with, 1-2
labels, 3-55

month end
procedures, 2-7
open voucher, 3-44
Other documentation, v
pay selection, 3-17
prepaid, 3-9, 3-14
purge, 3-58
special procedures, 2-2
system
design, 1-3
features, 1-1
main programs, 1-3
transaction
inquiry, 3-12
maintenance, 3-8
report, 3-40
reset, 3-25
total, 3-57
transaction flag, 3-8
transaction type
DISC-LOST, 2-2
DISC-TAKEN, 2-2
INVO, 2-1
PYMT, 2-1
transaction types, 2-1
vendor
activity report, 3-42
comments, 3-5
inquiry, 3-12
maintenance, 3-5
report, 3-35, 3-36, 3-37
Vendor
labels, 3-55
void a check, 2-3
Web
documentation, v
year end
procedures, 2-8
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READER'S COMMENTS

We appreciate your help in evaluating our documentation efforts. Please feel free to attach any
additional comments.

Name: Date:

Title: Phone number:

Organization:

Address;

City: State: Zip:

Comments:
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