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2 CHAPTER

Glossary: A purchase order is an order placed with a vendor for goods or services.

If you have the optional module Purchase Orders, you can create product records in Accounts Payable. Using
product records saves time when adding line items on purchase orders because you can quickly select a product
you previously created, instead of entering the information every time you create a purchase order for identical
items.

Note: Visit our website at www.blackbaud.com for the latest documentation and information.

Using product records not only saves time, but also improves consistency and decreases errors in your
organization’s purchase orders. Employees no longer need to re-enter product characteristics, including item
description, ID number, and quantity, when creating a purchase order for routinely purchased items. They can
simply select the products to order from previously created product records that have been reviewed for
accuracy. If necessary, employees can create a product record on-the-fly and use it the next time they create a
similar purchase order.

Accessing Product Records

Warning: The Products link appears only if your organization has installed the optional module Purchase
Orders.

In Accounts Payable, you can manage product records from either Records or Configuration. The Products link in
Records opens the Products page from Configuration. From the Products page, you can add new product records
and open, delete, print, export, or find existing product records.

@5 The Financial Edge
File Edit “iew Go Favoites Toole Help
% Back & Fomwvard ] Community Services Inc, = = Accounts Payable =
Sfortcuts M Records * Products
IFt"f floms Hew | Open | Delete | FErint | Ezpart | Find.. Records
Wﬁ Product 10 Description Unit of Measure Feceiving Location ﬂ Prostsl
. 3 Ring Binder [Tin) Shipping - [ . mj
¢® uery 3RBZ 3 Ring Binder [2in) Box Shipping - Office Supp.. | Invoices
- B Bottled 4 ater Pallet Shipping - Dy Goods Recurring
= N i Irvoices
= g Export CPLG Copier Paper - Legal Box Shipping - Office Supp... =
! CPLT Copier Paper - Letter Box Shipping - Office Supp... I‘fﬂreen?lots
teports v Canned Vegtables Pallet Shipping - Dy Goods e
DB Dispozable Blanket Box Shipping - Dy Goaods Orders
DM41DT Dell Demingion 4100 - De... Each Shipping - Office Supp... Receipts
DMEILT Dell Deminzion 8100 Lapt... Each Shipping - Office Supp... Requisitions
[slS Dizpozable Pillows Box Shipping - Dy Goaods
EFOP Epszon - Dverhead Projector Each Shipping - Office Supp.
FAK First Aid Kits Case Shipping - Dy Goaods
HEGK Hygiene Kit Case Shipping - Dy Goods
HFLF Hewlett Packard - Lager J... Each Shipping - Office Supp...
LP36 Legal Pad (3= 6] Caze Shipping - Office Supp...
LP&11 Legal Pad (81/2x11) Case Shipping - Office Supp...
LTH Letterhead Box Shipping - Office Supp...
‘a Plug-Ins LTXG Latex Gloves Case Shipping - Dy Goods
MMF Manilia Folder Box
Manthly Reports 0xDR25 Oxford - Dry Eraze Board ... Each ﬂ
Web Links Aunmn A ine e LR Y
‘wWelcome to Accounts Payable |

In Accounts Payable, you can manage product records from either Records or Configuration. The Products link in
Records opens the Products page from Configuration. From the Products page, you can add new product records
and open, delete, print, export, or find existing product records.
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Finding and Opening Product Records

Glossary: A product is an object purchased by a person or organization. In Accounts Payable, product records
maintain information about items you purchase for your organization, such as copier paper, audio tapes, or
T-shirts. A billing item is a service, automatic item, charge, refund, tax, or other item you include on records
such as charges, credits, or refunds.

To find a product record in the list on the Products page, click Find on the action bar. To open a product record,
select the record and click Open on the action bar.
» Opening a product record from the Products page of Records
1. On the navigation bar, click Records. The Records page appears.
2. Click Products. The Products page appears.

% The Financial Edge
File Edit “iew Go Favortes Tools Help
4 Back % Forwand I Cormrmunity Services Inc, ~ ¢ Accounts Payable ~
Eimiierh (i Records * Products
Imrr o Hew ‘ DOpen | Delete ‘ Biint | Eport | Find... | Records
Product |0 Drescription Unit of Measure Receiving Locati ﬂ PrustsJ
3 Ring Binder [Tin) Shipping - Dffice Supp... ml
3RBZ2 3 Ring Binder [Zin) Box Shipping - Office Supp... MJ
B EBottled Water Pallet Shipping - Dy Goods IR::;EEZQ
CPLG Copier Paper - Legal Box Shipping - Office Supp...
CPLT Copier Paper - Letter Box Shipping - Office Supp... ;lr:nflnts
v Canned Vegtables Pallet Shipping - Dry Goods e —
DE Disposable Blanket Box Shipping - Dry Goods Orders
DMAIDT Dell Deminsion 4100 - De... Each Shipping - Office Supp... Receipts
DMBILT Dell Deminzion 8100 Lapt... Each Shipping - Office Supp... Requisitions
DP Dizpozable Pillows Box Shipping - Dy Goods
EPOF Epson - Overhead Projector Each Shipping - Office Supp...
FAK First Aid Kits Casze Shipping - Dry Goods
HGE Hygiene Kit Casze Shipping - Dry Goods
HFLP Hewlett Packard - Laser J... Each Shipping - Office Supp...
LP36 Legal Pad [3 = B) Case Shipping - Office Supp...
LPE11 Legal Pad[81/2 % 11) Case Shipping - Office Supp...
LTH Letterhead Box Shipping - Office Supp...
Plug-Ins LTHG Latex Gloves Case Shipping - Dry Goods
. MHF Maniia Falder Box
Manthly Reparts 0xDR25 Owford - Dy Erase Board ... Each
W{ s e e I =l
‘Welcome to Accounts Papable |

3. To search for a product in the list, click Find on the action bar. The Find screen appears.
Field: I Dezcription j

Find what: |paper

Mateh: I.ﬁ.n_l,l part of field j [T Match case

Find Firgtl Find Ne:-:tl Cloze |

In the Field field, select to find records by product ID, description, unit of measure, or receiving location.
In the Find what field, enter the criteria to find in the selected field.

In the Match field, select for the criteria you enter to match the whole field, any part of the field, or the
start of the field.

7. For the criteria you enter to be case-sensitive, mark Match case.
To find the first product in the list on the Products page matching the criteria, click Find First.
9. To find the next product in the list on the Products page matching the criteria, click Find Next.
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10. When you have found the product, click Cancel to close the Find screen.
11. To open the record selected on the Products page, click Open on the action bar. The product record

appears.
[© criT-coperPapertetter M=

File Edit View FPr rites ools Help

(_jSa:rean;[]ose_v.ﬂg|L:ﬁ-_j N_.i k ﬂlD|ﬂ|l’)’|?' |

Product Information I Pricing Schedule I Qa“tegoriesl ﬁd‘tribgtesl Distritlutionl

Praduct IC:
Drescription: IEopier Paper - Letter
Unit of measure: IBDH j

Standard urit cost: |$52,UUD

Guantity decimals: |2

R eceiving location: IShipping - Central \Warehouse j
Yendor name: I ﬂ I}
Yendor Park #: I
Motes: =]
[
I~ Do not allow this product to be used on new line items
| | [ 071172008

12. After you view or edit the record, click Save and Close on the toolbar to return to the Products page.

Adding Product Records

You create product records for items or services you routinely purchase from vendors. Using product records
improves accuracy and efficiency by saving you from repeatedly entering the same product information in a
purchase order. This also helps improve consistency in the product information. Once a product is entered into
the system, you can edit information on the record or delete the record, as long as the product is not in use by
one or more line items.

If you enter common values repeatedly for multiple products, you can create a default set with these values to
save time during data entry. The values are defaults only and you can still change any field on a record. From the
menu bar of the record, select Product, Load Defaults from to select an existing default set or create a new
default set for the record type. To manage default sets for all record types in the program, select Tools,
Organize/Create Defaults. For more information about default sets, see the Program Basics chapter in the
Program Basics Guide.

You can add product records from either Records or Configuration. The Products link in Records opens the
Products page from Configuration. You can also add product records from line items while creating purchase
orders.
» Adding a product record from the Products page

1. On the navigation bar, click Records. The Records page appears.

2. Click the Products link. The Products page appears.

Tip: You can use default sets to define common information for records. For a new record, you can select
Product, Load Defaults from to select a default set of information to copy into the record. For more
information about using default sets, see the Program Basics Guide.
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3. On the action bar, click New. The New Product screen appears.

e - |
File Edit Wew Product Favorites Tools Help
|- Save and Close - | (=§ | _,.| M 4 & H |D| - | i 2 |

Product Information I Pricing Schedule I Categories I Attributes I Distritlutionl

Praduct D: ||

Description: I

Unit of measure: I j

Standard unit cost: I

Guantity decirnals: |3

Receiving location: I ﬂ
Wendor name: I ﬂ 1]
Wendor Part #: I
Mates: ;I
[~
[~ Donat allow this product to be used on new line items
| | 07/11/2008

4. In the Product ID field, enter a unique ID for the product.
5. In the Description field, enter a description to help identify the product.

Tip: In fields containing table entries defined in Configuration, you can add a new entry by simply typing it in.
The system prompts you to add the entry to the table.

6. In the Unit of measure field, select the unit of measure to use when measuring the product’s quantity.
The entries available in this field are pulled from the Unit of Measure table defined in Configuration. You
can quickly access the table and add new units of measure by clicking Unit of measure, which is a link as
well as the name of the field.

7. Inthe Standard unit cost field, enter the price of a single unit.

In the Quantity decimals field, enter the number of decimal places to allow when defining the quantity of
a product.

9. In the Receiving location field, select a location. Receiving locations are pulled from a code table defined
in Configuration. You can quickly access the table and add new locations by clicking Receiving location,
which is a link as well as the name of the field.

Note: Whether you enter the name or ID depends on your selection for General Options on the Records tab of
the Options screen.

10. Inthe Vendor name or Vendor ID field, enter the name or ID of the vendor or use the binoculars to locate
a vendor.

11. Inthe Vendor Part # field, enter the number assigned to this product by the vendor.
12. Inthe Notes field, you can add any additional notes about this product.

13. If you do not want this product to be used, mark Do not allow this product to appear on new line items.
If you mark this checkbox, the product does not appear as an available option when defining line items.

Warning: Products in use by one or more line items on a purchase order cannot be deleted.

14. To save the product and return to the Products page, click Save and Close or press CTRL+L. To save the
product and add another new product record, click Save and New or press CTRL+E.
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» Adding a product record from a line item

Tip: Adding a product from a line item is useful for quickly adding products to your system while entering line
items in a purchase order.

1. From an open purchase order, select the Line Items tab.

% Purchase Order 5 for AlphaGraphics & I

File Edit “iew Purchaze Order Favoites Tool: Help
ESaveandElosev|u X||ﬁ§|" 1 » H|U| |

Purchasze Order  Line ltems |Beceipts| Attribgtesl ﬂotesl

Nl <Al Typess = <&l Statuses: -

Line# | Type | ProductID Dezeription Quantity ardered Uit cost Extended cost | Post status

Regular HPLP Hewlett Packard ... $525.00 $5256.00 Mot yet posted

kI i

| |F'D total: $525.00 |Total amount receipted: $0.00 |

2. On the action bar, click New Line Item. The New Line Item for PO screen appears.

% Mew Line Item for PO 5 for AlphaGraphics I

File Edit “iew [tem Help

ESaveandElosev| = X| H o4 M | [Figert | Hepeat| ? - |

Line ltem | Distribution I

Tepe: = | Line item number: 000002
Praduct 1D: |<N0 product [Dy jﬁl
Dezcription: I
Unit of Meazure I Guantity Ordered | Lnit Cost Extended Cost I
0.000 $0.00
Drate required: I Department: I j
Date promised: I Requested by: I j
Wendar part #: I Deliver ta: I j
Fequisition H#: I g Post status/Date: INotyet posted j I
Motes: I =l
=l

| Received: $0.00 | Cancelled: $0.00




3.

4.

In the Product ID field, click the binoculars. The Open screen for products appears.

= |Dnzn @ Add 2 Mew Product

Eopen g
Finudk: IF'roduc:t j Search uzsing quen: |<Default> ﬁlgé

Options

that meet th M| Exact match only
Product 10 I j Last radified by: I j
Description: I j Last modified on: Ian}. tirme: j
Hide Filters | Clear Filtersl Previous Filtersl Filters are not applied Find Mow I [Ipen | Cancel |

|F'ress F7 to zoom

On the action bar, click Add a New Product. The New Product screen appears.

File Edit Wew Product Favorites Tools Help
|- Saveand Close - | = | 4 j| [ .|

» oD ]2

. New Product [ _ (O] x| I

Product Information I Pricing Schedule I Categories I Attributes I Distrit_}i.rtionl

Praduct D: ||

Description:

Unit of measure:

Standard unit cost:

Hl

Receiving location:

Wendor name:

|

|

|
Quantity decimals: |3

|

|
Yendor Park #: I

(& |«

Motes:

[~ Do not allow this product ta be used on new line items

K1

[ 0712008 |
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Note: When adding a new product from a line item, the Do not allow this product to appear on new line
items checkbox is inactive.

5.
6.

In the Product ID field, enter a unique ID for the product.
In the Description field, enter a description to help identify the product.

In the Unit of measure field, select the unit of measure to use when measuring the product’s quantity.
The entries available in this field are pulled from the Unit of Measure table defined in Configuration. You

can quickly access the table and add new units of measure by clicking Unit of measure, which is a link as
well as the name of the field.
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10.

Note:

In the Standard unit cost field, enter the price of a single unit.

In the Quantity decimals field, enter the number of decimal places to allow when defining the quantity of
a product.

In the Receiving location field, select a location. Receiving location is pulled from a code table defined in
Configuration. You can quickly access the table and add new locations by clicking Receiving location,
which is a link as well as the name of the field.

Whether you enter the name or ID depends on your selection for General Options on the Records tab of

the Options screen.

11.

12.
13.
14.

15.

In the Vendor name or Vendor ID field, enter the name or ID of the vendor or use the binoculars to locate
a vendor.

In the Vendor Part # field, enter the number assigned to this product by the vendor.
In the Notes field, you can add any additional notes about this product.

If you do not want this product to be used on new line items, mark Do not allow this product to appear
on new line items. If you mark this checkbox, the product does not appear as an available option when
defining line items.

To save the product and return to the New Line Item screen for the purchase order, click Save and Close
or press CTRL+L. To save the product and add another new product record, click Save and New or press
CTRL+E.

Adding Product Pricing Schedules

On the Pricing Schedule tab of a product record, you can specify price changes to take effect on certain dates. For
example, if you have a price increase that starts January 1, you can create a pricing schedule that automatically
increases the price for that product after the specified effective date. When a product is used on a purchase
order, the price defined in the pricing schedule that is effective as of the purchase order’s transaction date
defaults into the purchase order.

» Adding a pricing schedule on a product record

1.

From an open product record, select the Pricing Schedule tab.

" CPLT - Copier Paper - Letter =l E3 I

File Edit View Product Favorites Tools Help
Q___}Saveand[]osev|a x|L_B \é|" 4 » “|U|LI|2:]I|?' |

-*| Categories | Attributes | Distribution |

Product Information

Effective Date Description Unit Price

07/11/2008 /Ll
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2. To add a new pricing schedule, click New Pricing Schedule on the action bar. The Add a Pricing Schedule
screen appears.

Add a Pricing Schedule [ %] |

Frices are effective as of. |5

Description: I

Pricing: IUse a zingle unit price for all quantities j

Unit Price

Cancel |

| Press F3 for today's date, F7 for calendar

3. Inthe Prices are effective as of field, enter the beginning date for this price change.
In the Description field, enter a description for this pricing schedule.
5. In the Pricing field, select “Use a single unit price for all quantities” or “Base unit price on quantity”.

If you select “Use a single unit price for all quantities”, in the grid, enter the new unit price. If you select
“Base unit price on quantity”, the Minimum Quantity, Maximum Quantity, and Unit Price columns
appear in the grid. Enter the maximum quantity eligible for the first price range. The minimum quantity
defaults to 0.00. In the Unit Price column, enter the per unit price for those quantities. Repeat for
additional quantity ranges.

6. To save the pricing schedule, click OK.

Adding Categories

Use the Categories tab to assign categories and subcategories to a product. Categories are created in
Configuration. For more information about creating categories, see the Configuration Guide for Accounts
Payable.



10 CHAPTER

» Adding categories to a product record
1. From an open product record, select the Categories tab.

IF.. CPLT - Copier Paper - Letter M=l E3 I

File Edit View Product Favorites Tools Help

dSa\reandClosev|.ﬂ x|~__aj|" 1 b “|U|ﬂ|ﬁ|?'

Product Inforrnationl Pricing Schedule

Product Categories / Subcategories

|Aﬂn‘bgtes | Distribution |

| Categories |

Subcategories

[ Supplies

[ 071172008 4

In the Categories box, mark the checkbox for the categories you want to attach to this product record.
In the Subcategories box, mark the checkbox for the subcategories you want to attach to this product

r

ecord.

4. To return to the Products page, click Save and Close.

Adding Product Default Distributions

When adding new product records, you should also establish default account distribution information for the
product. You can designate the credit and debit accounts, the percent to distribute to each account, and whether
to further classify the distributions using projects, classes, and transaction codes. If you define default
distributions on the product record, you will not have to enter those details every time you use the product.

When you save the product record, Accounts Payable automatically verifies that all distributions balance, so you

are assur

» Adding default distributions on a product record

ed the distributions will post.

Tip: To move between rows in a grid column, press Ctrl + the up or down arrow key.
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Note:
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From an open product record, select the Distribution tab.

F_ CPLT - Copier Paper - Letter !IEIB!

File Edit Vie elp

|l X3 S n « » w|Dal=|2- |
o

|-} Save and Close -

Product Irrforrnationl Pricing Schedule I Categories I Atributes

Interfund: I o b l

DR Account Mumber IDR Account Desc... I

Percent Project ID I Project Description

Load Distribution...

Delete &ll..

Diistribute Evenly

it fiie. . FEATTLES S

[ 071172008 4

In the DR Account Number column, enter the debit accounts for the distribution. You can use the small
binoculars to search for an account segment or use the large binoculars to search for an account number.
When you enter a valid debit account number, the description appears automatically in the DR Account
Description column.

You can also use a default account distribution defined in Configuration. Click Load Distribution and
select From Table.

Enter the percentage of the distribution in the Percent column. You can manually enter percents for each
account or you can click Distribute Evenly to distribute percents equally among the selected accounts.

If you enter credit and debit accounts from different funds, in the Interfund field above the distribution
grid, select an interfund set to balance the accounts. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Accounts Payable.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.

On a Transaction Distribution screen, you can click Load Distribution to select a transaction distribution

defined in Configuration in Accounts Payable.

7.

To attach transaction attributes to an account in the distribution, select the account and click Attributes
on the action bar below the grid. When you have finished entering information, click OK to return to the
product record Distribution tab.

To save the product and return to the Products page, click Save and Close.
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Adding Attributes

Note: Attribute types are defined in Configuration. For more information about defining attribute types, see
the Configuration Guide for Accounts Payable.

Use the Attributes tab to record additional information about a product. You can report on products with specific
attributes. You can also use product attributes as filters in other areas of Accounts Payable, such as Query and
Reports.

» Adding an attribute to a product record

1. From an open product record, select the Attributes tab.

e R T<1|
File Edit View Favorites Tools Help
dSaveandClosev|H x|_{lj|" i bk ﬂ|w|g|:ﬂ'|?' |
Product Inforrnationl Pricing Schedule I Categories | Distril:_:utionl
Attribute Type I Description I Short Description I Date I Required I Comments
| | [ 071172008 4

In the Attribute type field, you can filter the attribute types appearing in the grid.
In the Attribute Type column, select an attribute. Attribute types are established in Configuration.

In the Description column, enter or select a value for the attribute. Whether you enter text, numbers,
dates, or currency, select “Yes” or “No”, or select a table entry depends on how the attribute type is
defined.

5. Inthe Date column, enter the date you add the attribute.

Note: The Required column is for informational purposes only. You can make an attribute required in
Configuration when defining attribute types. If required, the attribute automatically appears on the product.
You must enter a description for the attribute.

6. Enter any additional comments or more detailed information in the Comments column. You can enter
free-form text in this column.

7. To return to the Products page, click Save and Close.
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Note: Visit our website at www.blackbaud.com the latest documentation and information.

Invoices are essential for paying bills and maintaining an accurate picture of your organization’s financial
standing. You create invoice records in Accounts Payable to manage bills and payments. You can set a business
rule to require invoice approval before paying or posting.

In Accounts Payable, you can create two types of invoice records: regular and recurring. A regular invoice is a

request for payment from a vendor for goods or services rendered, while a recurring invoice is a template you use
to create a regular invoice according to a schedule. A recurring invoice is never posted or included in any balance
calculation. In Accounts Payable, you can manage recurring invoices from the Recurring Invoices page of Records.

Accessing Invoice Records

Note: The Approve Invoices link appears automatically when you set the business rule requiring invoice
approval before paying or posting.

Because records are such an important part of Accounts Payable, we have placed all record types in one area so
you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull out a record, or
file. When you open Records, you can directly access several record types, including invoice records. Click
Records on the navigation bar and then click the Invoices link. The Invoices page appears.

#% The Financial Edge =1 E3 I
File Edit Yiew Go Favortes Toolz Help

4 Back % Eorvvand J Community Services Inc, ™ + Accounts Payable ~

Shortcuts

Records  Invoices

||i||-1-I Home ;I Records

‘What do you want to do? Products

Vendors
4dd a New Invoice &' Approve Invoices. .. Inwaices |

5 Recurring
@ Open an Invoice Invoices
== Credit
'.a/, Edit options for Invoices Memos

Purchase
Orders

Search for an Invoice by invoice number Receipts
Requisitions

Access a Recently used Invoice

Monthly Reparts
‘Web Links ;I

|Welcome to Accounts Payable | él

Consider the Invoices page the starting point for invoice records. From this page, you can add a new invoice
record or open existing invoice records.

You can edit invoice record options by clicking the Edit options for Invoices link. This link opens the Options
screen for records.

To save time when searching for a specific invoice record, you can use the Search for an Invoice by invoice
number field. The Invoices page also lists recently accessed invoice records.
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Finding and Opening Invoice Records

Note: For more information about using filters on the Open screen to search for records, see the Program
Basics Guide.

To find and open an invoice record, you must be familiar with the Open screen. The Open screen has a number of
filters you can use to narrow your search and quickly locate the invoice you want to open. The search process is
not case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can also use wildcard

characters if you are not sure how a word is spelled — use a question mark to replace a single character and an
asterisk to replace a series of characters.

Tip: For a quick search, use the Search for an Invoice by invoice number field on the Invoices page.

You access the Open screen by selecting File, Open, Invoice, or by clicking Open an Invoice from the Invoices
page.

» Opening an invoice record from the Invoices page of Records

1. From the Invoices page of Records, click Open an Invoice. The Open screen for Invoices appears.

Fopen [
Find: IInvoice j Search using queny: |<Default> ﬂ|§§

= |Oren '?i Add a New Invoice

Options

M Exact match only
Wendor name: I j Invoice amount: I ﬂl
Wendor ID: I j PO mumber: I j
Phone number: I Include deleted invoices? INO j
City: I j Post shatus: IPogted j
State: I j Last modified by: I j
Invioice number: I j Lazt modified on: Ian-"' tirne j
. Hide Filters | Clear Filtersl Filters are not applied Find Mow I [Hper | Cancel |

|F'less F7 to zoom

2. Inthe Find Invoices that meet these criteria frame, enter the criteria you are using to search for the
invoice.

3. After you enter your search criteria, click Find Now. The program searches the database and displays all
invoices meeting your criteria.
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4. Inthe grid, select the invoice to open.

Coeen =
Find: ||m,-gice ﬂ Search uzing querny: I<Default> ﬂlgﬁ

Invoice number Description Inwoice amaunt Invoice date Vendor name =

¥an arge ALS Fi

tarketing Materials AlphaGraphics

Yendor name: |A x| Invoice amount: I |
Yendor ID: | =| PO number I =l
Phane number: | Include deleted invoices? IND j
City: | j Post status: IND[ et posted j
State: I j Last modified by: I j
Irvoice number: I j Last modified o Ian_.r. tirme j
l Hide Filters | Clear Filters | Filters are applied Find Mow | m Cancel |

| 2 records found.

5. Click Open. The invoice record appears.

B Invoice 34324-001 for ADS Security Systems =] E3
File Edt Yew Invoice Favortes Toolz Help

E]Saveandclosev|u X||‘| 1 b N|'}§|B|

Invoice IQistributionI Ea_l,lments.f’Ereditsl Attribgtesl ﬂotesl

| 2 - \

Wendar name: IADS Security Spsterms QI Yendor [D: 25

Invoice number: |34324.UU‘| PO number:l ﬁl; Jl
Statuz IF'ending 'I ™ Hald payrent

Ireyoice date: |DEJ1 a/2004 Post status: I Mot yet posted 7 l
Due date: ID?JDEH2DD4 Post date: IDBHBDH2DD4

Drescription: |Mc-nth|y Security Fee

Remit to: |Local Address jﬁ"

Amount

Invoice amaunt: [$10000 © 1099 Distibution... _|
Dizcount

Dizcount percent: |2_ i} Dizcount expires an: IDEH23£2DD4
Discount amount; |$2_ ii] Dizcounted total: |$98. oo

Payment

Fayrient method: ICheck j I~ Create a separate payrnent For this invoice

[ [Balance: $0.00 |Paid | Y

6. After you view or edit the record, click Save and Close on the toolbar to return to the Invoices page.

Adding Invoice Records

On the Invoice tab of an invoice record, you enter basic information about the invoice, such as posting date and
status, vendor name, and the invoice amount.
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If you enter common values repeatedly for multiple invoices, you can create a default set with these values to
save time during data entry. The values are defaults only and you can still change any field on a record. From the
menu bar of the record, select Invoice, Load Defaults from to select an existing default set or create a new
default set for the record type. To manage default sets for all record types in the program, select Tools,
Organize/Create Defaults. For more information about default sets, see the Program Basics chapter in the
Program Basics Guide.

Glossary: A business rule is a predefined setting in Configuration that controls a function, establishes a specific
procedure, or standardizes displays and requirements in the programs. Business rules affect all users of the
program.

We recommend that you set a business rule in Configuration to check for duplicate invoices automatically and
specify the criteria for duplicates. If necessary, you can also search for a duplicate record from an existing record
by selecting Invoice, Duplicate Search from the menu bar.

If the business rule requiring approval before paying invoices is set, all invoices must be approved before they can
be paid or posted. To approve invoices, you must have security rights. For more information about business rules,
see the Configuration Guide for Accounts Payable.

You can add invoices from the Invoices page of Records, the Open screen for invoices, or by selecting File, New
from an invoice record.
» Adding an invoice record

1. On the navigation bar, click Records.

2. Click Invoices. The Invoices page appears.

#% The Financial Edge

File Edit “iew Go Favortes Tools Help

& Back  # Fopvvarl I Community Services Inc, = = Accounts Payable =
Shartcuts

Records * Invoices

;I Records

what do you want to do? Products

Vendars
= Add & New Invoice E Approve Invoices,.. Invoices |

- Recurting
E Open an Invoice Invoices
- Credit

- " . . il

<= | Edit options for Invoices il
Purchase
Orders

Search for an Invoice by invoice number Receipts
Requisitions

Access a Recently used Invoice

Monthly Reports
Web Links [

‘W’alcnme to Accounts Papable ‘

&

Tip: You can use default sets to define common information for records. For a new record, you can select
Invoice, Load Defaults from to select a default set of information to copy into the record. For more
information about using default sets, see the Program Basics Guide.
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3.

Note:

Click Add a New Invoice. The New Invoice screen appears.

B Mew Invoice M=] E3
File Edit “iew Invoice Favortes Toolz Help
ESaveandClosev|n X|I‘ 4 b N|%|E||Q|?' ‘
Invoice IQistributionl anmentsf[ﬁreditsl Attribgtesl ﬂotesl
‘Wendor name: I ﬂl Wendor [D:
Invoice number: I— PO number: Iw
Shatis: Im ™ Hold payment
Invoice date: I— Post status: IW
Due date: I— Post date: IW
Description: I
Remit t: I =12
Amount
Invaice amount: I— & 1099 Distributian... |
Digcount
Dizcount percent: I— Dizcount expires on: I—
Discount amount: I— Discounted tatal: I—
Payment
Payment method: I j [ Create a separate payment for this invoice
|F'ress F7 for Wendaor Search |Balance: $0.00 |F'ending | 4

Whether you enter the name or ID depends on your selection for General Options on the Records tab of

the Options screen.

4. Inthe Vendor name or Vendor ID field, enter the name or ID of the vendor or use the binoculars to locate
a vendor. This field entry is required.

5. In the Invoice number field, enter the invoice number.

6. Inthe Status field, select “Pending” or “Approved” as the current approval status of the invoice. If the
invoice is neither pending nor approved, mark Hold payment.

Note: You can set a business rule to validate purchase order numbers on invoices.

7. In the PO number field, enter a purchase order number, if applicable. If you have the optional module
Purchase Orders, you can use the binoculars to locate or add a purchase order or use the magnifying glass
to open and edit the purchase order.

In the Invoice date field, enter the invoice date.
9. In the Due date field, enter the payment due date.
10. In the Description field, enter a description of the invoice.
11. In the Remit to field, select the vendor’s billing address or click the magnifying glass to open and edit the
billing address.
Note: In Configuration, we recommend you specify duplicate criteria and select to automatically check for
duplicate invoices. For more information about business rules, see the Configuration Guide for Accounts
Payable.
12. In the Post status field, select “Not yet posted” or “Do not post”. “Do not post” is typically used only for

13.
14.

archived invoices or activity already posted in the general ledger.
In the Post date field, enter the post date.
In the Invoice amount field, the amount due on the invoice defaults from the receipt.



INVOICES 19

15. To add a 1099 distribution, click 1099 Distribution. For more information about 1099 distributions, see
“Managing 1099 Information” on page 40.

16. If the vendor offers a discount percent for early payments, enter the percent in the Discount percent
field. The discount amount displays automatically.

If the vendor offers a discount amount for early payments, enter the amount in the Discount amount
field. The discount percent appears automatically.

17. In the Discount expires on field, enter the last date the payment must be received in order to qualify for a
discount.

18. The Discounted total field displays the adjusted amount based on the Invoice amount, Discount percent,
and Discount amount fields.

19. In the Payment Method field, select a payment method. Electronic funds transfers are available only with
the optional module EFT.

Note: To ensure that an invoice is the only item paid with a single check, mark Create a separate payment for
this invoice.

20. To create a separate payment for the invoice, mark Create a separate payment for this invoice.
21. To save the invoice and return to the Invoices page, click Save and Close.

Managing Invoice Distributions

Invoice distributions contain account distribution information such as debit and credit accounts, amounts to
distribute, and whether to classify distributions using projects, classes, or transaction codes. By pre-defining
distributions in Configuration, you can quickly and easily assign distributions to invoice records. You can also
define distributions on vendor records and the distributions default in for an invoice record created for the
vendor. Accounts Payable automatically verifies that all distributions balance when you save the invoice, so you
are assured the distributions will post.

On the GL Distribution tab, you can enter negative distribution amounts to record refunds or credits on the
invoice, which will result in a net amount. Keep in mind, negative amounts appear in parentheses and can only be
used on accounts payable invoices.

Every invoice must have an associated debit account. Accounts Payable automatically inserts default credit
accounts from the Accounts Payable Summary information on the Default Accounts page of Configuration. The
Supervisor can establish security settings to hide the credit account columns.

Note: You can set business rules in Configuration to never allow over-budget spending or to warn you when
you are exceeding your budget.

If you have the optional module Budget Management, you can use the Budget button on the Distributions tab of
the invoice record to check current spending against the general ledger budget. This feature is handy because you
can measure how much money you have spent compared to how much you should have spent. You can easily see
when you are over budget and plan accordingly.

» Distributing an invoice

Tip: To move between rows in a grid column, press Ctrl + the up or down arrow key.
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1.

2.

From an open invoice record, select the Distribution tab.

8 Invoice 55B54-040 for, A+ Office Supplies
File Edit WYew Invoice Favorites Tools Help

[AsaveandClose~| (= 2| K 4« » W |22 )& | = | 2 -

Invoice  GL Distribution |anrnentsa’Credits] Attribgtes] Hotes]

Digtribution * | Interfund: |01 & Budget 'fn'{r Entries || B 26
DR Account M... | DR Account De... Amounk Description CR Account Murmber CR Account De, .. Project ID
01-5200-00 Cffice Supplies $575.00 Supply 01-2000-00 Accounts Payable 1001

01-5010-02 Client Services Se.., I[$5III.IIIIII]l|F!.eFuru:I |III1—EIIIIIIIII-IIIIII Accounts Payabls

I~ Distribute discounts to debit (sxpense] account(s] from invoice

Balance: $575.00 Approved 0941442012

In the field above the distribution grid, select “Distribution”.

Note: On the GL Distribution tab, you can enter negative distributions to record refunds or credits on the
invoice, which will result in a net amount. Negative amounts appear in parentheses.

3.

In the DR Account Number column, default debit accounts appear from the vendor record. You could also
click Load Distribution to use default account distributions. To use an account distribution defined in
Configuration, select From Table. To use the default accounts from the vendor record, select From
Vendor.

You can also manually enter the debit accounts for the distribution. You can use the small binoculars to
search for an account segment or use the large binoculars to search for an account number. When you
enter a valid debit account number, the description appears automatically in the DR Account Description
column.

4. To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.

Note:

Enter the amount of the distribution in the Amount column or the percentage in the Percent column. You
can manually enter amounts or percents for each account or you can click Distribute Evenly to distribute
amounts or percents equally among the selected accounts.

The Supervisor can establish security settings to hide the CR Account Number column.

The CR Account Number column displays default values, depending on default Accounts Payable
Summary Account settings established on the Default Accounts page in Configuration.

You can also manually enter the credit accounts for the distribution. To search for an account segment,
click the small binoculars button. To search for an account number, click the large binoculars button.
When you enter a valid credit account number, the description appears automatically in the CR Account
Description column.

In the Description column, you can enter specific information you want associated with each line item. To
have this information display in the Reference column of the General Ledger Detail and Post reports, you
must add the Line Item Description field to the Invoice Posting Information section of Configuration.
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In the Interfund field above the distribution grid, select an interfund set to balance the accounts if you
enter debit and credit accounts from different funds. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Accounts Payable.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.

Note: On a Transaction Distribution screen, you can click Load Distribution to select a transaction distribution
defined in Configuration in Accounts Payable.

12.

13.

14.

15.

16.

17.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the invoice record Distribution tab.

If you have the optional module Budget Management, you can click Budget on the action bar above the
grid to check the account or project against its budget.

To preview General Ledger debits and credits for the invoice, click DR/CR Entries on the action bar above
the grid.

To attach transaction attributes to an account in the distribution, select the account and click Attributes
on the action bar below the grid. When you have finished entering information, click OK to return to the
invoice record Distribution tab.

To distribute discounts to the debit accounts from the invoice, mark Distribute discounts to debit
(expense) account(s) from invoice. If this box is unmarked, discounts are distributed to the default
discount account from the Default Accounts page of Configuration.

To save the invoice and return to the Invoices page, click Save and Close.
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» Adding a miscellaneous entry to an invoice
1. From an open invoice record, select the Distribution tab.

B Invoice 55854-040 for A+ Office Supplies

File Edit Wew Inwoice Favorites Tools Help
[AsaveandClose~| [z 2| H 4 » M (22T | = = ? -
Invoice  GL Distribution |anmentsx'Cledits] Attribgtes] ﬂotes]

Diztribution | Interfund: |01 - Budget a/'{,Entries B %

DR Account M., | DR Account De., .. Arnounk Description CR Account Munber CR. Account De, ., Praject I
01-5200-00 Office Supplies $575.00 Supply 01-2000-00 Accounts Payable 1001

01-5010-02 Client Sery “haa | ] Accounts Payable

[ Distribute discounts to debit [expense] account(s) from invaice

Balance: $575.00 Approved 09/14/2012

2. Inthe field above the grid, select “Miscellaneous Entries”.

B Mew Invoice ME E3

File Edit Yiew |nwoice Favortes Tools Help
ESaveandClosevlu X|N 1 b ﬂ|%|w||gl?' |

Invoige Pavments/Credits | Attributes I Motes |

IMisceIIaneous Enries 'I Interfund: |D1 'I Budgetl I}E.Entries || & %l

DR Account Mumnber I DF &ccount Des.. | Amovint | CR Account Mumber I CR Account Des... | F

™ Distribute discounts to debit (expense] account(z] from invaice

| |Balance: $0.00 |F'ending |

Note: Default accounts entered on the vendor record appear automatically.



Note:

INVOICES 23

In the DR Account Number column, default miscellaneous entry debit accounts appear from the vendor
record. You could also click Load Distribution to use default account distributions. To use an account
distribution defined in Configuration, select From Table. To use the default accounts from the vendor
record, select From Vendor.

You can also manually enter the debit accounts for the miscellaneous entry. You can use the small
binoculars to search for an account segment or use the large binoculars to search for an account number.
When you enter a valid debit account number, the description appears automatically in the DR Account
Description column.

Enter the amount of the distribution in the Amount column. You can manually enter amounts for each
account or you can click Distribute Evenly to distribute amounts equally among the selected accounts.

In the CR Account Number column, default miscellaneous entry credit accounts appear from the vendor
record. You could also click Load Distribution to use default account distributions. To use an account
distribution defined in Configuration, select From Table. To use the default accounts from the vendor
record, select From Vendor.

You can also manually enter the credit accounts for the miscellaneous entry. To search for an account
segment, click the small binoculars button. To search for an account number, click the large binoculars
button. When you enter a valid credit account number, the description appears automatically in the CR
Account Description column.

In the Interfund field above the grid, select an interfund set to balance the accounts if you enter debit and
credit accounts from different funds. If you have not created a balancing interfund set for those accounts
in Configuration, you cannot save the distribution. For more information about interfund entries, see the
Configuration Guide for Accounts Payable.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

In the Class column, select a class for the entry.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.

On a Transaction Distribution screen, you can click Load Distribution to select a transaction distribution

defined in Configuration in Accounts Payable.

10.

11.

12.

13.

14.

15.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the invoice record Distribution tab.

If you have the optional module Budget Management, you can click Budget on the action bar above the
grid to check the account or project against its budget.

To preview General Ledger debits and credits for the invoice, click DR/CR Entries on the action bar above
the grid.

To attach transaction attributes to an account in the entry, select the account and click Attributes on the
action bar below the grid. When you have finished entering information, click OK to return to the invoice
record Distribution tab.

To distribute discounts to the debit accounts from the invoice, mark Distribute discounts to debit
(expense) account(s) from invoice. If this box is unmarked, discounts are distributed to the default
discount account from the Default Accounts page of Configuration.

To save the invoice and return to the Invoices page, click Save and Close.
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Approving Invoices

If the business rule requiring invoice approval before paying invoices is set, someone with Supervisor rights must
approve the invoice before it can be paid. This is a valuable security feature that safeguards your accounts from
unauthorized payments. You can approve an invoice from the invoice record or approve multiple invoices from
the Records page.

e “Online Invoice Requests” on page 26

» Approving an invoice from the invoice record

Warning: If the business rule requiring approval before paying invoices is set, someone with Supervisor rights
must approve invoices.

1. From an open invoice record, select the Invoice tab.

B Invoice 34324-001 for ADS Security Systems M=l 3
File Edit Yiew |nvoice Favortes Toolz Help

ESaveandClosev|u X|I1 4 » N|'}§‘|E|||?' |
Invoice IQistrihutionI Ea_l,lments.-’l:reditsl Attribgtesl ﬂotesl
“endor name: IADS Security Spstems ] endorID: 25
Invoice number: IW PO number: lw
Status: lm ™ Hold payment
Invoice date: IW Post status: IW
Due date: IW Post date: W
Drescription: IMontth Security Fee
Fiemit to: |LocaIAddress M
Amount
Irvaice amaount: ltﬂUUUU— (5 1099 Distribution... |
Discount
Digcount percent: |2EIUUU— Digcount expires an: IW
Discount amaunt: |$200— Discounted tatal: l:{%SBDD—
Payment
Fayment method: ICheck j [~ Create a separate payment for this invoice

[ |Balance: $0.00 Paid v

2. In the Status field, select “Approved”.

3. To close the invoice and save your changes, click Save and Close.
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» Approving multiple invoices from the Invoices page of Records
1. On the Invoices page, click Approve Invoices. The Approve Invoices page appears.

Approve Invoices H=
ctall 1 Find.. PR R Pending - IEchuda invoices on hald 3|

Change | Invoice | Irvvoice Description | Vendor | Status | Due date | Amount dug | Disc. date | Discount am... | Hold
r 7897002 Monthly Service C... ADS Secrity Systems Pending  04/14/2004 $99.93 r

2. To open an invoice for viewing or editing, select the invoice and click Open.

3. To mark all invoices for approval, click Select All. To unmark all invoices, click Deselect All.

4. To find certain invoices, click Find. The Find screen appears.

Field: I\-"endnr =l
Find what: |ADS Security

Match: Iﬁi‘m_l,- part of field "'I [ Match caze
e et | Eind Next | o |

In the Field field, select a search category such as “Invoice” or “Vendor”.

In the Find what field, enter information for the invoices you want to find. For example, if you selected
“Vendor” in the Field field, you can enter the first three letters of the vendor name to narrow the search.

In the Match field, select the part of the field to search.

8. To match upper or lower case characters, mark Match case.

10.
11.
12.
13.
14.
15.
16.
17.

When you have entered your search criteria, click Find First or Find Next. Accounts Payable selects the
first or next invoice matching the qualifying criteria.

To view only invoices pending approval, select “Pending” in the Current Status field.

In the field on the right, you can select to include or exclude invoices on hold.

To select invoices for approval, mark checkboxes next to the invoices in the Change column.

To approve only invoices created in optional module Fast!, mark Only include invoices created from Fast.
To sort invoices in ascending or descending order, click a column heading such as Invoice or Vendor.

In the Change status to field, select “Approved”.

To approve the selected invoices, click Change Status.

To exit the Approve Invoices screen and return to the Records page, click Close.
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Online Invoice Requests

Invoice requests can be created online using Weblnvoicing. Once they are approved, an invoice is generated in
Accounts Payable and an Invoice Request tab appears on the invoice record. The Invoice Request tab displays line
item detail, such as the line item description, rate, line item total, and any notes about the invoice request the
requestor entered online. If the requestor attached any documents to the invoice, such as scanned receipts, an
Attachments link appears and you can download these documents to review.

Information on the Invoice Request tab is for informational purposes only, and cannot be edited. This tab appears
only on invoice records that were created online using Weblnvoicing.
» View invoice request information

1. From an open invoice, select the Invoice Request tab.

B Invoice 1 for A+ Dffice Supplies M=l E3 I

File Edit Yiew Inwoice Favorites Tools Help
dSaveandEIosevhﬂ x| [ bl|'}@|°§l|g|?:|'|?v |
]

Line # I Description I Date I Quantity I Rate I Line Item Tatal I

1 Computer 1.00 $500.,00 $500.,00

Expense Detail\Purpose

Mew laptop ;I

[ [Balance: $500.00 |pproved | 11/04/2008 4

2. The Invoice Request grid displays line item detail, such as the line item description, rate and line item
total.

3. The Expense Detail\Purpose grid displays any notes the requestor entered online regarding the invoice
request.

Managing Payments and Credits

The Payments/Credits tab of an invoice displays scheduled payments and credit memos. You can use the Pay
Now feature to pay an invoice with a computer check or manual check, or use the Schedule Payment button to
establish a payment schedule. For more information about payment options, see the Payment Tasks chapter of
the Banks Guide. On the Payments/Credits tab, you can also apply credit memos to invoices.

Scheduling Invoice Payments

When scheduling payments, you have unlimited options on the Edit Payment Schedule for Invoices screen. For
example, with the Semi-monthly selection, you can schedule two payments per month and select either specific
days or the first and last days of the month. An Irregular payment schedule generates invoices for any dates and
amounts you enter in the payment grid.
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For example, you can schedule payments January 17, June 23, and December 2. Scheduled payments appear in
the payments grid. If the business rule requiring approval of all invoices before paying is set, someone with
Supervisor rights must change the posting status from Pending to Approved before payments can be processed.

» Scheduling an invoice payment

1.
2.

LNV e

From an open invoice record, select the Payments/Credits tab.
Click Schedule Payments. The Edit Payment Schedule for Invoice screen appears.

&% Edit Papment Schedule for Invoice 7897-002 for ADS Securty Systems

Invoice date: Irvoice amount: $33.99

Dezcription: Invoice balance: $99.99

FErequency: Ilrregular vI Mumber of paymerits: I‘I Date Armaunt I
- $39.33

Enter payment dates and amountz in the grid. Distribute Evenly |

Starting ar: |1 nr22/2004

Make paymentz on zelected dates. Total Scheduled: $99.99
Unzcheduled: $0.00

ar. I Caticel |

In the Frequency field, select how often to make payments.

If you select “Annually”, “Monthly”, “Semi-monthly”, or “Weekly”, other fields appear for you to select the
recurring date of the payment.

If you select “Irregular”, you can enter the specific dates for the payments in the payment grid.

In the Number of Payments field, enter the number of payments to schedule.

In the Starting on field, enter the date of the first invoice.

The Next field automatically displays the next scheduled payment.

In the grid, the Date and Amount columns display scheduled payment dates and amounts.

To update the grid information to show currently scheduled payment dates and amounts, click Update.

To save the payment schedule and return to the Payments/Credit Memos tab, click OK.

Paying Invoices

Note: If the business rule requiring approval before invoices are paid or posted is set, someone with approval
rights must change the post status from “Pending” to “Approved” before you can use Pay Now.

From the Payments/Credits tab of an invoice record, you can click Pay Now to open the Create Payments for
Invoice screen. This screen is similar to the Add a One-Time Check screen in Banks. Here, you create checks to pay
your invoices.
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» Adding payment information

On the General tab, you can enter the amount and payee information for the one-time check. You can also
select posting information and make formatting selections for the check.

On the Distribution tab, you can view distribution information entered on the invoice record. The History of
Changes tab displays an historic record of key changes made to the invoice payment, such as changes in
payment status and check number. The information provides an audit trail. Information on the Distribution
and History of Changes tabs is for informational purposes only, and cannot be edited.

1. From the Payments/Credits tab of an open invoice, click Pay Now. The Create a Payment for Invoice

screen opens on the General tab.

E= Create a Payment for Invoice 7897-002 I
File Edit Wiew Payment Help

Bririt [Later and Elose v| Pririt Mo | g‘| ? - |

Record and Close -

General |Qistribution| Fgrmatl Histary of Ehangesl

Check Information -

Bark account: IBAYBANK-EHK j IBa}lhank Checking Account

Check date: |1D.-’22£2004 IComputer check rumber || |1UU4

Amourt:— [$93.33 Check format: [ CHKAPUSZLEFODZ =l
Payee Infor

FPayee name: |ADS Security Systems

Address | 4223 Elliot Circlz Cantact: [Mahesm Baliish
Charleston, SC 23418
Contact Type | Contact Mumber
Buziness [300] 463-3996

Tax D number: |45-?8541258

Post status/date: INot yet posted j ISpecific Date j |1DHZ2£2DD4 [ Cleared onl
Reversal status/date: IND[ et posted j I

|PIESS F3 for today's date, F7 for calendar | |Not reconciled

Note: You cannot pay EFT invoices using Pay Now. To pay invoices with an EFT, use the Create Payments
process in Banks.

2.
3.
4.

© N v

10.

11.
12.

In the Bank account field, select a bank account. The bank account description appears automatically.
In the Check date field, enter the check date.

The Amount field is for informational purposes only and displays values from the Invoice amount or
Discount amount fields of the invoice.

In the check type field, select “Computer check number” or “Manual check number”.
In the check number field, enter a check number.
If you select a computer check type, in the Check format field, select a check format.

The Payee name, Address, and Tax ID number fields are for informational purposes and display vendor
information from the invoice.

The Contact field and grid are for informational purposes and display contact information from the
invoice.

In the Post status/date fields, select a current posting status and the date posted to the general ledger. If
you select “Specific Date”, enter a date.

If the check has cleared, mark Cleared on and enter the date it cleared.

The Reversal status/date fields are for informational purposes only and display reversal information from
the invoice.
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13. To create the payment and return to the Payments/Credits tab, click Record and Close.

» Setting payment options

Glossary: An electronic signature is a scanned bitmap image used on checks, purchase orders, and other
documents in Accounts Payable, Accounts Receivable, Cash Receipts, and Payroll.

Using payment options, you can format checks and add electronic signatures.

1.

From the Payments/Credits tab of an open invoice, click Pay Now. The Create a Payment for Invoice

screen opens on the General tab.

2. Select the Format tab.

ES Create a Payment for Invoice 7897-002
File Edit “iew Payment Help

Record and Cloze v| Eiitit Later and Elaze: =

F'rintNow||g'| ? |

generall Distributior,  Format |H_ist0ry of Ehangesl

Payment 0

Format and Print Dpti

Check note:

Check stub note:
Check printed ta:
Signature 1:
Signature 2:

Transit ABA& number:

Signature[g]

Mo note printed on the check ﬂ
Mo note printed on the check stub

Mewver print signature
Mewver print signature

Signature I

Preview |

Electronic signature iz not allowed

1
2 | Electronic signature iz nat allowed

Custom MICR Line

Auiliary
"oo oL gy

Routing on-Ls
LALGE PELIC EELELEL

| |N ot reconciled

3.

Click Payment Options. The Payment Options for Accounts Payable Computer Checks screen appears.

i Papment Options for Accounts Payable Computer Checks I

Frritit Farmnat
Logos -

Check Format
Aiddress Alignment
Check Stub Information Tranzit AB& number: I
Electranic Signature 1
Electronic Signature 2 o~ -
Motes a [ Include I J on the Icheck anly J

[ Include check stub lago frarm fls:

Check Iogo

[~ Include check logo for the: IDrganlzatlon I from file:

Actual gize: 0.75" » 0.75"

[~ Save these changes to the Bank Account

Ok I Cancel |
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Note:

The Check Format screen is available only for blank (unprinted) checks.

If you selected a blank check format on the General tab, you can edit check formatting options. In the list
on the left, select Check Format.

In the Transit ABA Number field, enter the transit ABA number in the format specified by your bank.

6. To include an address on the checks, mark Include and select the address.

Note:

Note:
10.

11.

Note:
12.

13.

Note:

In the on the field, select whether to print the address on the check, check stub, or both.

You can print *.bmp, *.gif, or *.jpg logos on your checks or check stubs.

To print a logo on the check stub, mark Include check stub logo from file and click the ellipsis in the field
to select the graphic file.

To print a logo on the check, mark Include check logo for the [ ] from file and select either “Organization”
or “Bank” as the logo to print. Click the ellipsis in the field to select the graphic file.

There is room on the check to print either your organization logo or the bank logo, not both.

The box on the right displays a thumbnail preview of the logo. In the field above, you can switch between
the check stub logo and the check logo.

To define the alignment of the checks on your pre-printed check forms, in the list on the left, select Check
Alignment.

Payment Options for Accounts Papable Computer Checks

-------------------- Check Alignment

Lt 3 Alignet

Check Stub Information Wertical alignment: IDefauIt alignment j I IInches j
Electronic Signature 1

Electronic: Signature 2 Horizontal alignment: | D efault alignment - Ihches -
Elect | =l |
Prirt Format

Mote:  Maximum vertical adjustment iz 1,00 inches or 25,40 millimeters
I aximum haorizontal adiustment iz 1.00 inches or 25,40 milimeters

[~ Save these changes to the Bank Account ak I Cancel |

The Check Alignment screen is available only for pre-printed checks.

In the Vertical alignment field, you can select the default placement or move the printed information up
or down a set distance.

In the Horizontal alignment field, you can select the default placement or move the printed information
left or right a set distance

Addresses for your organization are defined in Configuration.
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14. To define the alignment of addresses on your check forms, in the list on the left, select Address
Alignment.

% Payment Options for Accounts Payable Computer Checks E3
|Check Format Address Alignment

iaddr lignment

Check Stub Information ‘ertical alignment: IDefauIt alignment j I IInches j
Electronic Signature 1

Electronic Signature 2 Harizantal alignment: | Diefault alignment j | IInches j
Mates
Pririt Farmat

Mate:  Maximum vertical adiustment iz 1.00 inches or 25,40 milimeters

taximum horizontal adjustment iz 1.00 inches or 25.40 milimeters

[~ Save these changes to the Bank Account

QK I Cancel |
15. In the Vertical alignment field, you can select the default placement or move the printed information up
or down a set distance.
16.

In the Horizontal alignment field, you can select the default placement or move the printed information
left or right a set distance.

Tip: Use the Select All or Deselect All buttons to mark or unmark all the checkboxes with one click.

17. To select information to print on checks, in the list on the left, select Check Stub Information.

% Payment Options for Accounts Payable Computer Checks
Check Alignrment
|Address alignment

x]|
Check Stub Information

Print this information on the check stub:

Electronic Signature 2 [ Vendor 1D
Maotes

Select All |
™ Tax D Mumber
Print Format ™ Contact Deselect Al |
[T Fax
[T Phane

™ Email

¥ | Show the Discounteslim

[~ Save these changes to the Bank Account

QK I Cancel |

Note: Check stub information you can print varies depending on the check type.

18. In the Print this information on the check stub box, mark the vendor information you want to print.
Available print options vary depending on the check format you select.
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19. To show the discount amount as recorded in the vendor record, leave the Show the Discount column
checkbox marked.

Note: You can print electronic signatures on checks only if you have the security rights.

20. Electronic Signature 1 and Electronic Signature 2 are for informational purposes only and display defaults
established on the bank account record.

i Payment Options for Accounts Paypable Computer Checks I

Check Alignment
Address dlignment
Check, Stub Information
Electionic Signature
Electronic Signaturs 2
Maotes

Pririt Farmat

Electronic Signature 1 (top)

INever pritit sighature j

[~ Save these changes to the Bank Account Qk I Cancel |

Note: You can print messages on the check stub only if you use a blank paper check format.

21. To print notes on the check or check stub, from the list on the left, select Notes.

% Papment Options for Accounts Payable Computer Checks I
Addrezs Alignment

Check Stub Information [¥ Print Mote on Check

Electronic Signature 1

lEIectronic Siinature 2 @ Print the: IEheck description j
Frint Fomat  Print this note:

[¥ Print Mote on Check Stub -

& Print the: Check description j
© Print this note:

[~ Save these changes to the Bank Account ak I Cancel |

22. To print a note on the check, mark Print Note on Check. To select information to print on the check, mark
Print the and select information from the vendor record, such as “Check description” or “Tax ID number”.

To create a new note for the check, mark Print this note and enter your note in the text box.
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23. To print a note on the check stub, mark Print Note on Check Stub. To select information to print on the

check stub, mark Print the and select information from the vendor record, such as “Check description” or
“Tax ID number”.

To create a new note for the check stub, mark Print this note and enter a note in the text box.

24. To edit default print formats, from the list on the left, select Print Format.

25.

26.
27.

28.

&% Papment Options for Accounts Payable Computer Checks I
Address Alignment

Check Stub Information Print farmat: |Total Per Check Printing j

Electranic Signature 1

Electronic: Signature 2 & mazirurn of 26 ransactions il print o the check stub and the check will be

Mates printed for that amaunt. |f a vendor has more than 26 transactions to pay, additional

Prink Farmat checks will be created bazed on the number of transactions remaining.

[ Save these changes to the Bank Account Ok I Cancel |

In the Print Format field, select “Total Per Check Printing” or “Additional Document Check Printing”. The
selected print format determines whether multiple transactions are recorded on the check stub or on
transaction detail sheets.

To save your changes to the bank account record, mark Save these changes to the Bank Account.

When you are finished entering payment options, click OK. You return to the Create a Payment for Invoice
screen.

To close the Create a Payment for Invoice screen and return to the invoice record, click Record and Close.

» Setting the printer

1.

From the Payments/Credits tab of an open invoice, click Pay Now. The Create a Payment for Invoice
screen opens on the General tab.
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2. Select the Format tab.

EH Create a Payment for Invoice 7897-002 I
File Edit “iew Payment Help

Record and Cloze v| Eiitit Later and Elaze: =

Print Mo | Q‘| ? |
generall Distributior,  Format |H_ist0ry of Ehangesl

Payment 0

Format and Print Dpti

Check note: Mo note printed on the check ﬂ
Check stub nate: Mo note printed on the check stub

Check printed ta:

Signature 1: Mewver print signature

Signature 2:

Mewver print signature
Transit ABA& number:

Signature[g]

Signature I Preview |

1| Electronic signature is nat allowed
2 | Electronic signature iz nat allowed

Custom MICR Line

Auiliary Routing on-ls
"oo oo g2 L3L 56 TALIE bd3LGE 7"

| | |N ot reconciled

3. Click Printer Options. The Printer Options screen appears.

Print checks ta thiz printer:l HF Lazerlet 4 Plus ﬂ

0. I Cancel |

4. In the Print checks to this printer field, select a printer.

5. Click OK. You return to the Create a Payment for Invoice screen.

6. To close the Create a Payment for Invoice screen and return to the invoice record, click Record and Close.
» Adding a custom MICR line

You can create a custom MICR line only for blank (unprinted) checks.

1. From the Payments/Credits tab of an open invoice, click Pay Now. The Create a Payment for Invoice
screen opens on the General tab.



Select the Format tab.

ES Create a Payment for Invoice 7897-002
File Edit “iew Payment Help

Record and Cloze v| Eiitit Later and Elaze: =

Print Mo | Q‘| ?

generall Distributior,  Format |H_ist0ry of Ehangesl

Payment 0

Format and Print Dpti

Check note: Mo note printed on the check ﬂ
Check stub nate: Mo note printed on the check stub
Check printed ta:
Signature 1: Mewver print signature
Signature 2: Mewver print signature
Transit ABA& number: LI
Signature[g]
Signature I Preview |
i Electronic signature iz not allowed
_2 Electronic signature iz not allowed
Custom MICR Line
Auiliary Routing on-ls

"o0 oo g2 3L 56 TA LI ELELRLS

| | |N ot reconciled
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3. Click MICR Line. The Custom MICR Line screen appears. Depending on the bank account and transaction
type, the program automatically marks the checkboxes on the left of the screen: Auxiliary On-Us field,

Routing field, and On-Us field.

# Custom MICR Line ]|
ERQRIRNERIE]  Maximumn check number lenath is IE 'l
¥ Routing field
7 Orels fighd Field/Character | Position | Walue |
On-Lls symbal 44 "
Check number 45 o0 oL
On-Us symbaol 51 "
65 |64 |63 62 |61 [ 60|52 |58 |57 |56 |55 |54 | 53 [ 52 [ 51 [ 50 49 [4a | 47 [ 46 [ a5 | 44 |
"o o vo o Lo
Frint Example

Auiliary Routing On-Us
"O0 kooLe g g L3L5ETPALE b23L 56 7"
[~ Save these changes to the Bank Account

Cancel |

In the grid, designate the positions and values of fields and characters as required by your bank. The Print

Example grid displays how the numbers appear on the checks.

To save the changes to the bank account record, mark Save these changes to the Bank Account.
When you are finished entering your custom MICR line, click OK. You return to the Create a Payment for

Invoice screen.

To close the Create a Payment for Invoice screen and return to the invoice record, click Record and Close.
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Applying Credit Memos

Note: You can open invoices from an open credit memo. In the Application History grid, select the invoice you
want to open and click Open.

Credit memos are simply discounts or credits you receive from a vendor that reduce the amount you owe.
Examples include rebates, reimbursements, and refunds. You can manage credit memos and apply them to your
invoices from the Payments/Credits tab on the invoice record. Credit memos do not affect an invoice until you

apply them.
For more information about credit memos, see the Credit Memos chapter of this guide.
» Applying a credit memo to an invoice

1. From an open invoice record, select the Payments/Credits tab.

B Invoice 7897-002 for ADS Security Systems !E
File Edit “iew lnwaoice Favortes Toolz Help

ESaveandElosev|u ')(| M 4 » “|%|E||| 3 |

Invoice | [Diztribution

Papments from bank account [NERRTSNCTY PapMaow... Sc

xdule Payme

Date | Payment Type | Transaction Mumber I Status Amoint I
10/22/2004 Scheduled $33.93

Credit Memos L LT R R I K A B S kv all credit memas - I
Mumber I Date I Description I Unapplied Amount | Applied Amount
20011022 08/01/2004 Overcharge in July $25.00
KN o
| |Balance: $99.93 |Appr0ved |

2. On the Credit Memos action bar, select “Show all credit memos” in the field on the far right. All credit
memos for the vendor that have an unapplied balance appear in the grid.

3. To sort the credit memos in ascending or descending order, click a column heading such as Number or
Date.

4. To apply all available credit memos, click Auto-Apply. To apply one credit memo, select the credit memo
and click Apply.

5. To close the invoice record and return to the Invoices page, click Save and Close.
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» Unapplying a credit memo from an invoice

1. From an open invoice record, select the Payments/Credits tab.

B Invoice 7897-002 for ADS Security Systems !IE[E
File Edit Wiew |nwoice Favoites Toole Help
ESaveandClose-|n X|I1 1 b N|%|E| |
Invoige' Digtribution  Payments/Credits IAttribgtesl ﬂotes'
Payments from bank account [N SRS Pay Mow
Date I Payment Type I Tranzaction Mumber I Status Amaount |
1042272004 S cheduled $74.99
Credit Memos &2 Open el PR sl RS S hiawy all credit memos - I
MHurnber I Date Drezcription I Unapplied Amaount I Applied Amount
20011022 08401 /2004 Overcharge inJuly $0.00 $25.0C
KN 2
| |Balance: $74.99 |Appr0ved |
2. On the Credit Memos action bar, select “Only show applied credit memos” in the field on the right. All
credit memos applied to the invoice appear in the grid.
3. To unapply all credit memaos, click Unapply All. To unapply a specific credit memo, select the credit memo
and click Unapply.
4,

To close the invoice record and return to the Invoices page, click Save and Close.

Managing Invoice Adjustments

Adjustments are corrections you make to a posted invoice that reverse the incorrect post and then create
another post with new distributions. The Adjustments tab appears only if the invoice has adjustments. You can

make a new adjustment to an invoice only if it was paid with one check and all existing adjustments are posted.
To make a new adjustment to a posted invoice, from the menu bar, select Invoice, New Adjustment.
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» Adding an adjustment to an invoice

1. From a posted invoice record, on the toolbar, click New Adjustment. The New Adjustment screen

appears.

# New Adjustment

Adjuzstment | Mew Distribution I PBrevious Distributionl

Entered by: Supervisor

Adjustrent date: I'I‘I.-"‘I 2/2004

Mew ransaction amaunt; |$99.98 Current trangaction amount: — $93.99
Adjustment post status: Mot yet posted

Adjustment post date: IW Uze Invoice Post Date |

Reason: IDvercharge

Motes:

Cancel |

Glossary: A user name is a name used to gain access to a computer system. User names, and often passwords,
are required in multi-user systems. In most such systems, users can select their own user names and

passwords.

2. On the Adjustment tab, the Entered by field is for informational purposes only and displays your user

name.

3. In the Adjustment date field, enter date of the adjustment.

4. Inthe New transaction amount field, enter the new amount. The Current transaction amount field is for
informational purposes only and displays the posted invoice amount.

5. The Adjustment post status field is for informational purposes only and displays the current post status.

In the Adjustment post date field, enter a post date or click Use Invoice Post Date to insert the invoice

post date. The post date must be in an open period.

7. In the Reason field, enter a reason for the adjustment, such as “Add late fee”.

In the Notes field, enter notes for the adjustment.
9. Select the New Distribution tab.

In the field above the distribution grid, select “Distribution” or “Miscellaneous Entries”.

&% New Adjustment

Adjustrment  New Distribution |Erevious Distributionl

I Distribution = I Interfund: I = I

Budgetl u){,. Entries "E EI

DR Account Number I DR Account Des... I Armnount

I CR Account Number I CR Account Des... I

Froject ID

| | 01-53850-00 Grounds Maintena... $99.98 01-21000-00

Load Distribution...  Distribute Evenly

Dijzirie ...

Accounts Payable

Remaining: $0.00




11.

12.

13.
14.

Note:
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If you select “Distribution” and enter debit and credit accounts that are in different funds, in the
Interfund field, you must select an interfund entry to balance the accounts.

If you have the optional module Budget Management, you can click Budget to check the account or
project against the budget. Budget checking is not available for miscellaneous entries.

To preview General Ledger debits and credits for the invoice, click DR/CR Entries.
To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.

When the binoculars appear in an account column, you can use the small binoculars to search for an

account segment or use the large binoculars to search for an account number.

15.

16.

Note:

17.

18.

19.
20.

21.

22.

If you defined default debit accounts on the Distribution tab of the vendor record, they appear
automatically in the DR Account Number column. Otherwise, enter debit accounts for the distribution.
When you enter a debit account number, the description appears automatically in the DR Account
Description column.

% Mew Adjustment %] I

Qdiustmentl Mew Distribution  Previous Distribution |

IDistribution 'l Interfund: I 'l u){,. Entries " $ 2%
DR Account Mumber I DR Account Des... I Amount I CR Account Mumber | CR Account Des... I Project [D
| 01-53850-00 Grounds Maintena... $499.99 01-21000-00 Accounts Payable

Dijzirioition...  Lozad Dizstibuiion,.. Doz S yvan ' 2z Dalaiz Al Remaining: $0.00

Enter the amount of the distribution in the Amount column or the percentage in the Percent column.

The Supervisor can establish security settings to hide the CR Account Number column.

The CR Account Number column displays default values, depending on default Accounts Payable
Summary Account settings established in Configuration.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column.
When you enter a valid project ID number, the description appears automatically in the Project
Description column.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined in Configuration. In the grid,
select a value for each transaction code.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the invoice record Distribution tab.

To use a default distribution, click Load Distribution. To use a default distribution from Configuration or
add a new distribution table, select From Table. To use the distribution from the vendor record
Distribution tab, select From Vendor.
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23. To divide the distribution evenly among all accounts entered in the distribution grid, click Distribute
Evenly.

24. To view transaction attribute information, click Attributes.

25. To distribute discounts to the debit accounts from the invoice, mark Distribute discounts to debit
(expense) account(s) from invoice. If this box is unmarked, discounts are distributed to the default
discount account from the Default Accounts page of Configuration.

26. To save the adjustment and return to the invoice record, click OK.

Managing 1099 Information

You can add 1099 information and distributions to an invoice by clicking the 1099 Distribution button. On the
1099 Distribution screen, you enter 1099 box numbers, the states in which the amounts were earned, and the
amounts or percentages. Then, at tax reporting time, you can quickly and easily determine which vendors require
1099 forms by performing a query or creating a vendor 1099 Activity Report. Before you can add 1099
distributions for states, you must first go to the General page of Configuration and define those states and state
ID numbers in the state grid. If the invoice is for a 1099 vendor, a checkmark appears on the 1099 Distribution
button.

» Adding 1099 distribution information to an invoice

Note: 1099 distributions can be edited or deleted at any time.

1. From an open invoice record, click 1099 Distribution.

&% 1099 Distnbution

1099 Eox Murnber State I Percent I

[5

Digtibute Evenly  Delete Al Total: 0%

ak. I Cancel |

2. To enter distributions by amounts, click the $ button. To enter distributions by percent, click the % button.
3. Inthe 1099 Box Number column, select the 1099 box number in which to enter the distribution.

Note: You cannot produce 1099 distributions for states until you define states and state ID numbers on the
General page of Configuration.
4. In the State column, select a state. A state entry is required for box number 16-State tax withheld.

5. Inthe Percent column, enter the percent of the distribution or, in the Amount column, enter the amount.
To distribute the amount or percent evenly among all boxes, you can click Distribute Evenly.

6. To delete all of the distribution information, click Delete All.
7. To save the distribution and return to the invoice record, click OK.
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Managing Attributes and Notes

You can further define an invoice record on other invoice record tabs. On the Attributes tab, you can add

attributes for an additional level of detail and reporting capability. On the Notes tab, you can add notes specific to
that invoice record.

Adding Attributes

Note: Attribute types are defined in Configuration. For more information about defining attribute types, see
the Configuration Guide for Accounts Payable.

Use the Attributes tab to record additional information about an invoice. You can report on invoices with specific

attributes. You can also use invoice attributes as filters in other areas of Accounts Payable, such as Query and
Reports.

» Adding an attribute to an invoice record
1. From an open invoice record, select the Attributes tab.

B Invoice 7897-002 for ADS Security Systems !li[
File Edit MWiew |nvoice Favorites Tools Help
E]Saveandtlose-|n )(l" L H|'}§|E| |?v |
Invoigel Qistributionl Papments/Credits  Attributes |ﬂ0tes|

NN <Al Categoriess - - Un  Dogn b

Altribute Type: I Description | Short Description | Date | Required I Comments I
|| r
| |Balance: $33.99 |Pending |

In the Attribute Type field, you can filter the attribute types appearing in the grid.
In the Attribute Type column, select an attribute. Attribute types are established in Configuration.

In the Description column, enter or select a value for the attribute. Whether you enter text, numbers,
dates, or currency, select Yes or No, or select a table entry depends on how the attribute type is defined.

5. In the Date column, enter the date you add the attribute.

Note: The Required column is for informational purposes only. You can make an attribute required in

Configuration when defining attribute types. If required, the attribute automatically appears on the invoice.
You must enter a description for the attribute.
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6. Enter any additional comments or more detailed information in the Comments column. You can enter
free-form text in this column.

7. To return to the Invoices page, click Save and Close.

Adding Notes

In Accounts Payable, the Notes tab makes it easy to maintain helpful pieces of information about an invoice. For
example, you can create notepads to record special information about the invoice, delivery information, or
vendor contact information you may need later. Each notepad has a date, type, description, title, and author.

» Adding a note to an invoice record

Note: As an alternative to notes, you can annotate a record by selecting Edit, Annotate from the menu bar. To
set the annotation to pop up automatically when you open the invoice, mark Display annotation
automatically.

1. From an open invoice record, select the Notes tab.
2. On the action bar, click New Note. The New Note screen appears.

New Note for 7897-002 |
File Edit Motes Format Help

ESaveandElosev|u X|B.ﬁ||‘ 4 » N|Ig' ? .

[M5 Sans Sei s ez oul==E=E=

Diate: [10A132004 Title: [F#endor Closing Notes

Type: IMy Motes j ALitkar: ISupewisor j

Description: IEIose vendar at zero balance

Fer ks Brown, close this vendorwhen balance reaches zero.

|F'ress F5 ta insert time stamp

Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

In the Date field, enter the date of the note.

In the Type field, select a notepad type. Notepad types are defined in Tables in Configuration.
In the Description field, enter a description for the note.

In the Title field, enter a title for the note.

No v ~Ww

In the Author field, enter or select the note’s author.

Note: You can use the formatting options on the toolbar to format your note.

8. In the text box, enter any notes to associate with the invoice.
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9. To return to the Notes tab, click Save and Close.
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You create vendor records in Accounts Payable to store information such as the vendor’s addresses, contact
persons, Tax ID number, and credit limit, and track activity and 1099 information.

Note: You can set business rules for vendors in Configuration. For more information about business rules, see
the Configuration Guide for Accounts Payable.

You can create other records from a vendor record, including regular invoices, recurring invoices, and credit
memos. If you have the optional module Purchase Orders, you can also create purchase order and receipt records
from a vendor record. Each of these records is discussed in separate chapters in this guide.

You can record a manual check from the Vendor menu of the vendor record. A manual check is used to record
payments you have already made. For more information about manual checks, see the Banks Guide.

Accessing Vendor Records

Because records are such an important part of Accounts Payable, we have placed all record types in one area so
you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull out a record, or
file. When you open Records, you can directly access several record types, including vendor records. Click
Records on the navigation bar and then click the Vendors link. The Vendors page appears.

The Financial Edge

File Edit View Go Favaorites Tools Help

4 Back & Forwarcl ] Community Services Inc, © + Accounts Payable ™

Shortcuts

Records - Yendors

|F|H-l Home ;I Records
Wﬁ . . What do you want to do? Products

Yendors I
m Add 3 Mew Yendor Invoices

- Recurring
@ Open a Vendar Invoices
- Credit
L’ Edit options for Yendors HEnes

Purchase
Orders

Search for a Yendor by vendor name Receipts
Requisitions

Access a Recently used Yendor

Figuration

hboard

‘a Plug-Ins

Monthly Reparts
Web Links ]

‘welcome to Accounts Payable |

Consider the Vendors page the starting point for vendor records. From this page, you can add a new vendor
record or open existing vendor records.

You can edit vendor record options by clicking the Edit options for Vendors link. This link opens the Options
screen for records.

To save time when searching for a specific vendor record, you can use the Search for a Vendor by vendor
name/ID field. Whether you can search by ID or name depends on your selection for General Options on the
Records tab of the Options screen. The Vendors page also lists recently accessed vendor records.
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Finding and Opening Vendor Records

Note: For more information about using filters on the Open screen to search for records, see the Program
Basics Guide.

To find and open a vendor record, you must be familiar with the Open screen. The Open screen has a number of
filters you can use to narrow your search and quickly locate the vendor you want to open. The search process is
not case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can also use wildcard
characters if you are not sure how a word is spelled — use a question mark to replace a single character and an
asterisk to replace a series of characters.

Tip: For a quick search, use the Search for a Vendor by vendor name/ID field on the Vendors page.

You access the Open screen by selecting File, Open, Vendor, or by clicking Open a Vendor from the Vendors
page.
» Opening a vendor record from the Vendors page of Records

1. On the navigation bar, click Records.

2. Click Vendors. The Vendors page appears.

3. Click Open a Vendor. The Open screen for Vendors appears.

Coeen =
Find: I\.l'endg[ ﬂ Search uzing querny: I<Default> ﬂlgﬁ

Options

Yendaor ID
Charleston
Alphairaphics Charleston
Amato Business Syste. .. 14 Charleston aC
ATET Wireless Services 4 Chatlestan sC
Auko Express 16 harlestan SC

Bakker & Associates 39 Mews York, MY ‘l
3

Yendar D I | Phone Number: I =]
Yendor Mame: | | Invoics # | =]
Alias: [ x| CreditMema st | =
Cortact Mamme: I x| Purchase order #: | =l
City: I j Last modified by I j
State: | j Last modified on: Ian_.r. time j
l Hide Filters | Clear Filtersl Filters are not applied Find Mow | m Cancel |

|F'less F7 tozoom

4. In the Find Vendors that meet these criteria frame, enter the criteria you are using to search for the
vendor. Criteria you can use includes the vendor name, ID, contact name, city, state, or alias.

5. After you enter your search criteria, click Find Now. The program searches your database and displays all
vendors who meet your search criteria.

6. Inthe grid, select the vendor to open.
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7. Click Open. The vendor record appears.

W 2% - ADT Security Systems !EI
File Edit ¥iew ‘endor Favortes Tools Help
ESaveandElosev|u Xl& @l“ 1 » N||E| @|U|||?' ‘
MHotes | History of Changes I Hedia I Agtionz
Yendaor I Achivity | Becuring I Burchase Orders | Addreszes I EFT Bank Information I Distribution | Attributes
Wendor name:  [ADT Security Systerms
“Wendor ID: L Address: 4328 Elliot Circle ;I
I 4' Charlestan, 5C 29416
Status: I.é.ctive j _l
Customer number: [132165440T
I Contact: | INaheem Ballrish
Tax 1D number: |45-?85-’11258 I
Positian: [~ Piint?
Terms: I M
Contact Type | Contact Mumber |
I™ Creditlimic | | [Business  800) 468-8996
Payment method: ICheck j |
Payment options: IElne payment for all invoices j User ID: I
Bank account: I j PIN: I
[~ 1099 Yendor? Q‘IDSQ [iztribtic... |
| | Active |

8. After you view or edit the record, click Save and Close on the toolbar to return to the Vendors page.

Adding Vendor Records

On the Vendor tab of a vendor record, you enter basic information about the vendor, such as status, tax
identification number, and payment method. You can add vendors from the Vendors page of Records, the Open
screen for vendors, or by selecting File, New from a vendor record.

If you enter common values repeatedly for multiple vendor records, you can create a default set with these
values to save time during data entry. The values are defaults only and you can still change any field on a record.
From the menu bar of the record, select Vendor, Load Defaults from to select an existing default set or create a
new default set for the record type. To manage default sets for all record types in the program, select Tools,
Organize/Create Defaults. For more information about default sets, see the Program Basics chapter in the
Program Basics Guide.

Glossary: A business rule is a predefined setting in Configuration that controls a function, establishes a specific
procedure, or standardizes displays and requirements in the programs. Business rules affect all users of the
program.

We recommend that you set a business rule in Configuration to check for duplicate vendors automatically and
specify the criteria for duplicates. For more information about business rules, see the Configuration Guide for
Accounts Payable. If necessary, you can also search for a duplicate record from an existing record by selecting
Vendor, Duplicate Search from the menu bar.

In Administration in Accounts Payable, you can run utilities to remove historical vendor activity, purge vendor
records, and merge information from a duplicate vendor with information from the primary vendor. For more
information about Administration, see the Administration Guide for The Financial Edge.

» Adding a vendor record

1. On the navigation bar, click Records.
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Note: To establish vendor options, click Edit options for vendors on the Vendors page. This link opens the
Options screen for records. For more information about options, see the Options chapter of the Program

Basics Guide.

2. Click the Vendors link. The Vendors page appears.

% The Financial Edge

File Edit Wiew Go Favoites Tools Help

* Back  # Earwand J Cornrmunity Services Inc, ~ + Accounts Payable ~

Shortcuts

Records « Vendors

what do you want to do?

m Add a New Vendor

W Open a Yendor

| Edit options for Yendors

Search for a vendor by vendor name
&

Access a Recently used Yendor

nfiguration

oard

‘E Plug-Ins n
Monthly Reports
Web Links

;I Records
Products
vendors
Invaices

Recurring
Invoices
Credit
Memos
Purchase
Orders
Receipts
Requisitions

‘Welcome to Accounts Payable |

Tip: You can use default sets to define common information for records. For a new record, you can select
Vendor, Load Defaults from to select a default set of information to copy into the record. For more

information about using default sets, see the Program Basics Guide.
3. Click Add a New Vendor. The New Vendor screen appears.

"% New Yendor
File Edit Wiew ‘endor Favortes Tools Help

ESaveandClosevlu X|&5|N 4 b H|%*|D||Q|?'

M= E3

MHotes | History of Changes | Iedia | Actions
Wendor I Activity I Becuring | Purchasze Orders | Addreszes | EFT Bank Infarmation | Distribution | Altributes

Wendor name: I

Yendor ID: | Address: | [ |
Statuz: I,&ctive ﬂ _I
Cuztomer number: I
Contact: | I

Tax 1D ber:

[0 rumber: | Pasition: f ™ Frint?
Terms: v| EI

I Contact Type I Cortact Humber I

I Creditlimit: |
Payment method: ICheck j
Payment options: IDne payment for all invoices ﬂ User ID: I
Bank accourt: I ﬂ PIN: I

[~ 1099 Vendaor? QWSS [ iskribtic .. |

| Achive
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Note: If the vendor is an individual person, insert a backslash instead of a space between the person’s first and
last name to search for the vendor by last name. The name still appears correctly without the backslash on
reports, invoices, and mailings.

4.

In the Vendor name field, enter the name of the vendor. This field is required when adding a new vendor
record.

The vendor ID automatically appears in the Vendor ID field of saved vendor records if you mark the
Automatically generate vendor IDs starting with option on the Vendor page of Business Rules in
Configuration. If you do not want the ID to generate automatically, enter the ID.

In the Status field, select “Active”, “Inactive”, or “On Hold”. This field is required when adding a new
vendor record.

In the Customer number field, you can enter your customer number or account number if you were
assigned one by the vendor.

Note: You must have the appropriate security rights to view, add, delete, edit, or output tax ID and bank
account numbers. If you do not have rights, these numbers are masked. For more information, see the Security
chapter of the Administration Guide for The Financial Edge.

8.

9.
10.

In the Tax ID number field, enter the vendor’s federal tax ID number. This number prints on the vendor’s
1099 form.

In the Terms field, select an invoice term. Terms are created in Configuration.

For the program to warn you during invoice entry and purchase order line item entry when you exceed
the credit limit, mark the Credit limit checkbox and enter the amount.

Glossary: Terms are payment rules established for payments to vendors or payments from customers. Terms
specify how long a customer who purchases on account may wait to pay an invoice. Terms may include
discount provisions for early payment of an invoice.

11.

12.

13.

14.
15.

16.

17.

18.

19.

20.

In the Payment method field, select “Check,” “Electronic Funds Transfer”, or “Bank Draft”. This field is
required when adding a new vendor record.

In the Payment options field, select “One payment per invoice” or “One payment for all invoices”. This
field is required when adding a new vendor record.

In the Bank account field, select a bank account. The drop-down list contains bank accounts you created
in Banks.

If this is a vendor that receives a 1099, mark the 1099 Vendor? checkbox.

To access the 1099 Distribution screen, click 1099 Distribution. For more information about 1099
Distributions, see “Managing 1099 Information” on page 55.

You can enter address information manually or click Address to access the Address screen. For more
information about entering vendor address information, see “Adding vendor address information from
the Vendor tab” on page 51.

You can enter contact information manually or click Contact to access the Contact tab of the Address
screen. For more information about entering contact information, see “Adding vendor contact
information from the Vendor tab” on page 54.

In the Position field, enter the contact’s position. To print the position on reports and invoices, mark
Print?.

In the contact grid, the information you entered in the contact grid on the General tab of the Address
screen appears. You can add and edit the same contact information from either location.

You can complete the phone grid manually or enter the information from the Contact screen. The
information you enter on the Contact tab defaults to the Vendor tab.
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21. If you have the optional module Visual Basic for Applications (VBA) for The Financial Edge, the User ID
and PIN fields appear. You can write a custom application that allows vendors to log into the system to
view their activity grid.

In the User ID field, you can enter the user ID assigned to the vendor.
In the PIN field, you can enter the password assigned to the vendor.

Note: In Configuration, we recommend you specify duplicate criteria and select to automatically check for
duplicate vendors. For more information about business rules, see the Configuration Guide for Accounts
Payable.

22. To save the vendor record and return to the Vendors page, click Save and Close or press CTRL+L. To save
the vendor record and add another new vendor record, click Save and New or press CTRL+E.

Managing Vendor Addresses and Contacts

When you create a vendor record, you should add address and contact information to the record. You can store
all this information on the Vendor and Addresses tabs of the vendor record.
» Adding vendor address information from the Vendor tab
1. From an open vendor record, select the Vendor tab.
2. From the Vendor tab, click Address. The Address screen opens to the General tab.

@ Address for ADT Security Systems I
General Igptions I Qontactl
Desciption: |Imported Address
Couritry: ILInited States j Contact Type I Contact Number
Addiess:  [4328 Ellot Circle =] | {Business  [300] 465-8336
City: ICharIeston
State: 5C *| South Carolina
ZIF: |2E|4‘I 3
Address as it will be printed:[4325 E ot Circle ;I ¥ Synchronize with individual address fislds
Charleston, SC 23416
Ok | Cancel |

In the Description field, enter a description for the address.
In the Country field, select the country of the vendor.

In the Address field, enter the vendor’s address.

In the City field, enter the vendor’s city.

In the State field, select the vendor’s state.

In the ZIP field, enter the vendor’s ZIP Code.

In the contact grid, select types in the Contact Type column and enter details in the Contact Number
column. This grid is the same as the contact grid on the Vendor tab of the vendor record.

LNV RW
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10.

11.

12.

13.

14.

In the Address as it will be printed box, verify the address is formatted the way you want it printed on
reports, invoices, and mailings. The Address as it will be printed box is the same as the Address box on
the Vendor tab of the vendor record. To update the address boxes based on the individual address fields
on the Addresses screen or update individual address fields on the Addresses screen based on the
address boxes, mark Synchronize with individual address fields.

Select the Options tab.

% Address for ADS Security Systems I

General Options Igontactl

Accounts Payable Options

M arne; I

Alias: I
= Prirmary addrass for vendar
™ Default address for invoices

[ Default address for purchase orders

1099 |nformation

1099 name: ISm_l,lthe, Fobert .

1093 name 2: IDBA Artists In Residence Urlimited

[V Default address for 1099 forms

Ok | Cancel |

In the Name field, you can enter the vendor name you want to print on invoices, checks, and purchase
orders that use the same address. If you leave this field blank, the name on the Vendor tab prints.

In the Alias field, you can enter a vendor alias. You can use alias as a filter when trying to locate vendors
from the search screen. The alias you provide does not print on any documents.

Mark Primary address for vendor to indicate the address is the primary address for the vendor. The
primary address appears on all invoices and purchase orders unless you specify another address as the
default.

Warning: It is important that the combination of name control and taxpayer identification number (TIN)
provided on an electronically filed return match IRS’s record of name controls and TINs.

15.
16.

17.

18.

19.
20.

Mark Default address for invoices to indicate the address as the default address for all invoices.

Mark Default address for purchase orders to indicate the address as the default address for all purchase
orders.

In the 1099 name field, enter the name you want to appear as the Recipient on the 1099 form. This is an
optional field.

Please be aware that what you enter in this field is pulled into the magnetic media file to serve as the
name control value, and therefore, must be formatted correctly. You must enter a person’s last name
first. For organization names, the first four characters you enter will be used.

We recommend you review the rules in the Business Name Control matrix provided by the IRS to verify
your name control prior to e-filing.

The 1099 name 2 field is optional. If you enter a name, it appears on the 1099 form under the 1099 Name
field.

Mark Default address for 1099 forms to indicate the address as the default address for all 1099 forms.
To return to the Vendor tab of the vendor record, click OK.



» Adding vendor address information from the Addresses tab

1.

2.

W o NV W

From an open vendor record, select the Addresses tab.

FNewVendr ——___EmD|
File Edit View ‘endor Favortes Tools Help
ESaveandClosev|n X||15|I1 1 b N|% ‘|U|||g' ?- |
Mates | Histary of Changes I Media I Actionz
Wendor | Achivity | Recuring I Purchase Orders Addresses | EFT Bank Information I Distribution | Attributes
*i Mew &ddress &8 Open r
Description  / | Name I City. State | Contact Mame | Primary? |
<endar Address: W
| | Active |

On the action bar, click New Address. The Address screen appears.

@ Address for ADT Secunty Systems I
General |thions I Qontactl
Description: Imported Address
Country: IUnith States j Contact Type I Contact Mumber
Addiess  [4328 Elict Cicle ] [ (Business | (300) 465699
==
City: ICharIeston
State: SC | South Carclina
2P ESC
Address as it will be printed:[ 4328 E ot Circle ;I IV Synchronize with individual address fields
Charleston, SC 23416
[~
ak. | Cancel |
|

In the Description field, enter a description for the address.
In the Country field, select the country of the vendor.

In the Address field, enter the vendor’s address.

In the City field, enter the vendor’s city.

In the State field, select the vendor’s state.

In the ZIP field, enter the vendor’s ZIP Code.
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In the contact grid, select types in the Contact Type column and enter details in the Contact Number

column. This grid is the same as the contact grid on the Vendor tab of the vendor record.
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10. Inthe Address as it will be printed box, verify the address is formatted the way you want it printed on
reports, invoices, and mailings. The Address as it will be printed box is the same as the Address box on
the Vendor tab of the vendor record. To update the address boxes based on the individual address fields
on the Addresses screen or update individual address fields on the Addresses screen based on the

address boxes, mark Synchronize with individual address fields.
11. To return to the Addresses tab, click OK.

» Adding vendor contact information from the Vendor tab
1. From an open vendor record, select the Vendor tab.

25 - ADT Security Systems !E

File Edit “iew “endor Favontes Tools Help

E]Saveandtlose-|u X||31 él“ 4 » N||E| @|E||

?-. |

Mateg | Higtary of Changes I Media I Actions

“endor I Achivity | Recurring | Purchase Orders | Addresses | EFT Eank Information | Diigtribution | Attribubes
Yendor name: IADT Security Systems
Yendar 1D 25 Address: 4328 Elliot Circle ;I

I _I Charleston, 5C 29416
Status: IActive j _l
Cusztomner number: [132165440T

I Cantact: | INaheem Ballizh
Tax D number: |45-?854125B Posil I

‘osition: [~ Print?
Terms: I 'IEI
Contact Type | Contact Mumber |

I Credtimic | | [Business  800) 458-8996
Papment method: ICheck j |
Payment options: IDne payment for all invaices j User ID: I
Bank account: I j PIN: I
I 1099 Yendor? @1099 [istribution.... |

| | Active |

2. From the Vendor tab, click Contact. The Address screen opens to the Contact tab.
& Address for ADT Security Systems I
ﬁenerall Options  Contact |
Contact
Tithe 1: I vl Title 2:| vI
First name: INaheem
Middle narne: I
Last name: IBaIIri&h
Suiffis 1: I 'I Suiffis 2:| 'I
Pogzition: I ™ Print?
Full narne:
INaheem Baliizh j
¥ Synchranize full name and individual name figlds
Ok | Caticel |
|
3. Inthe Title 1 field, select a primary title for the contact.
4. Inthe Title 2 field, select a secondary title for the contact.
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In the First name field, enter the contact’s first name.

In the Middle name field, enter the contact’s middle name.

In the Last name field, enter the contact’s last name.

In the Suffix 1 and Suffix 2 fields, select formal suffixes such as “Jr.” or “Ph.D”.

W e Now

In the Position field, enter the contact’s job title. To print the information entered in the Position field,
mark the Print? checkbox.

10. In the Full name field, verify or edit how the contact’s full name should appear. To update the full name
based on the individual name fields or update individual name fields based on full name, you can mark
Synchronize full name and individual name fields.

Managing 1099 Information

Note: To order 1099 forms, contact Blackbaud’s Business Forms department.

Tracking a 1099 vendor involves defining information in two key areas: vendors and invoices. On the vendor
record, be sure to enter the 1099 vendor’s tax identification number (TIN) in the Tax ID number field. This
information prints on the 1099 form. To order 1099 forms, contact Blackbaud’s Business Forms department.

» Setting up a 1099 vendor
1. Open the vendor you want to make a 1099 vendor.

W% 25 - ADT Securty Systems !EE

File Edit Wiew “endor Favorter Tool: Help
ESaveandClosev| = )(l@ %l H 4 » M | IE @|E||

Motes | Hiztory of Changes | Media I Actions
Wendor | Activity I Recuring I Purchaze Orders I Addrezzes I EFT Bank Information I Diigtribution I Attributes

?- |

Wendaor name: |ADT Security Systems

Wendor D: |5 Address: | 4328 Ellict Circle =
Charlestan, 5C 23416
Status: IActive d _|
v

Customer number: |1321 6544D0T
Contact: | INaheem B allish

Tax D number: |45-?8541 256

Pogitian: I~ Print?
Terms: I vI gl I
Contact Tppe | Contact Mumber |
I Creditlimic. | | |Business  (B0D) 4688396
Payment method: I[:heck j -
Payrment aptions: IDne payrmert for all irvoices j Uzer 10: I
Bank account: I d PIN: |
[~ 1099 Vendor? @ | IHH Distrbutiar... |
| Active

2. Enter a Tax ID number. This number can be a Social Security Number (##-##-####) or Employer
Identification Number (##-#Hi#HiH).
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3. Click Address and select the Options tab.

% Address for ADS Security Systems I

General Options Igontactl

Accounts Payable Options

M arne; I

Alias: I
= Prirmary addrass for vendar
™ Default address for invoices

[ Default address for purchase orders

1099 |nformation

1099 name: ISm_l,lthe, Fobert .

1093 name 2: IDBA Artists In Residence Urlimited

[V Default address for 1099 forms

Ok | Cancel |

4. In the Name field, you can enter the vendor name you want to print on invoices, checks, and purchase
orders that use the same address. If you leave this field blank, the name on the Vendor tab prints.

5. In the Alias field, you can enter a vendor alias. You can use alias as a filter when trying to locate vendors
from the search screen. The alias you provide does not print on any documents.

6. Mark Primary address for vendor to indicate the address is the primary address for the vendor. The
primary address appears on all invoices and purchase orders unless you specify another address as the
default.

Warning: It is important that the combination of name control and taxpayer identification number (TIN)
provided on an electronically filed return match IRS’s record of name controls and TINs.
7. Mark Default address for invoices to indicate the address as the default address for all invoices.

8. Mark Default address for purchase orders to indicate the address as the default address for all purchase
orders.

9. Inthe 1099 name field, enter the name you want to appear as the Recipient on the 1099 form. This is an
optional field.

Please be aware that what you enter in this field is pulled into the magnetic media file to serve as the
name control value, and therefore, must be formatted correctly. You must enter a person’s last name
first. For organization names, the first four characters you enter will be used.

We recommend you review the rules in the Business Name Control matrix provided by the IRS to verify
your name control prior to e-filing.

10. The 1099 name 2 field is optional. If you enter a name, it appears on the 1099 form under the 1099 Name
field.

11. Mark Default address for 1099 forms to indicate the address as the default address for all 1099 forms.
12. To return to the Vendor tab, click OK.
13. Toindicate a 1099 vendor, mark the 1099 Vendor? checkbox.
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14. To access the 1099 Distribution screen, click 1099 Distribution.

15.
16.

17.
18.
19.

20.

@5 1099 Distribution for ABC Co. I
- 1093 Bax Mumber State I Percent I ﬂ
| - |

Digtribute Evenly Delete Al

I~ Put a check in box 9 of the 1093 for this Yendor
™ Put a check in the "2nd TIN not.' box of the 1099 far this Vendor

Ok I Cancel |

In the 1099 Box Number column, select a default box number.

In the State column, select a state from the table. You cannot produce 1099 distributions for states until
you define states and state ID numbers on the General page of Configuration.

In the Percent column, enter a 1099 percent. You can use the calculator or click Distribute Evenly.
To have Box 9 checked on printed 1099 forms, mark Put a check in Box 9 of the 1099 for this Vendor.

To have the ‘2nd TIN not.” box checked on printed 1099 forms, mark Put a check in the ‘2nd TIN not.’ box
of the 1099 for this Vendor.

To return to the Vendor tab, click OK.

» Adding 1099 adjustments for a vendor

Note: To help you with the end of year process, we’ve created a 1099 Wizard. This interactive help page allows
you to quickly access information specific to your question and will take you step-by-step through the process
of making adjustments to box amounts and correcting information.

1.

From an open vendor record, select Vendor, Enter 1099 Adjustments. The 1099 Adjustments screen
appears.

@5 1099 Adjustments for ABT I

Enter 1099 amaounts nat included o inyvaices:

Effective D ate 10393 Box Number | State | Arnovint I
7 =

QK I Cancel



http://www.blackbaud.com/support/faqs/1099.aspx
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2. In the Effective Date column, use the calendar to select a date. This date determines which year will
report the 1099 activity.

In the 1099 Box Number column, select a default 1099 box number.
In the State column, select a state.

In the Amount column, use the calculator to enter an amount.

To return to the Vendor tab, click OK.

o v kW

Need additional end of year help? Check out these resources:
¢ The Financial End of Year Guide (PDF) to help you with the end of year process.
¢ The Ledger blog for insight about the end of year process from Blackbaud employees.

Managing Vendor Default Distributions

On the Distribution tab of a vendor record, you can establish default debit account distribution information for
the vendor. You designate the debit accounts, the percent to distribute to each account, and whether to further
classify the distributions using projects, classes, and transaction codes. You can load this default information on
invoices, credit memos, and purchase order line items you create for the vendor.

» Adding default debit accounts on a vendor record

Tip: To move between rows in a grid column, press Ctrl + the up or down arrow key.

1. From an open vendor record, select the Distribution tab.
2. Inthe field above the distribution grid, select “Distribution”.

W 2% - ADT Security Systems !EI

File Edit ¥iew ‘endor Favortes Tools Help

ESaveandElosev|u Xl&@l“ 1 » N||E| @|U|||?' ‘

MHotes | History of Changes I Hedia I Agtionz
Wendaor | Auchivity | Becuring I Purchasze Orders | Addreszes I EFT Bank Information  Distribution | Attibutes
IDistribution 'l
DR &cecount Mumnber |DHAccountDes...| Percent I Project ID | Project Description

or,.. Load Distibution...  Distibute Evenly  Ziiibuiz: . Delete All

™ Distribute discounts to debit (expense] account(s) fom invaice

| | Active |

Note: To use an account distribution defined in Configuration in Accounts Payable, you can click Load
Distribution.

3. In the DR Account Number column, enter the debit accounts for your distribution. You can use the small
binoculars to search for an account segment or use the large binoculars to search for an account number.


http://www.blackbaud.com/files/support/guides/fe/feeofyr.pdf
http://forums.blackbaud.com/blogs/financialedge/archive/tags/AP+end-of-year/default.aspx 
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When you enter a valid debit account number, the description appears automatically in the DR Account
Description column.

Note: To delete all of the distributions, click Delete All. To delete one distribution line, select the row to delete
by clicking the button to the left of the grid, then select Edit, Delete Row from the menu bar.

4. In the Percent column, enter the percentage of each debit account in the distribution. You can manually
enter percents for each account or you can click Distribute Evenly to distribute percents equally among
all selected accounts.

5. If you have the optional module Projects and Grants, enter the project ID number in the Project ID
column or use the binoculars to search for a project ID. When you enter a valid project ID number, the
description appears automatically in the Project Description column.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.

Note: On the Transaction Distribution screen, you can click Load Distribution to select a transaction
distribution defined in Configuration in Accounts Payable.

8. To split transaction distributions among multiple projects, classes, or transaction codes for a single debit
account, select the distribution row and click Distribution. The Debit Transaction Distribution screen
appears. When you have finished entering information, click OK to return to the vendor record
Distribution tab.

9. To distribute discounts to the debit accounts from the invoice, mark Distribute discounts to debit
(expense) account(s) from invoice. If this box is unmarked, discounts are distributed to the default
discount account from the Default Accounts page of Configuration.

10. To save the vendor record and return to the Vendors page, click Save and Close.

» Adding default miscellaneous entry accounts on a vendor record

Tip: To move between rows in a grid column, press Ctrl + the up or down arrow key.

1. From an open vendor record, select the Distribution tab.
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2.

Note:

In the field above the distribution grid, select “Miscellaneous Entries”.

W 25 - ADS Security Systems !EI

File Edit “iew “endor Favortes Tools Help
ESaveandElosev|u Xl&@l“ 4 » N||E| @|U|||?' ‘

MHotes | History of Changes I Hedia I Agtionz
Wendaor | Auchivity | Becuring I Purchasze Orders | Addreszes I EFT Bank Information  Dlistribution IAttlibgteS

IMisceIIaneous Entries 'l Interfund:lm 'l

DF éccount Mumber/ | DF &ccount Des... I Percent I CR Account Mumber | CR Account Des... I f

ori... Load Distribution... Dzttt Evanly Stiiociz: . Delete AL

™ Distribute discounts to debit (expense] account(s) fom invaice

| | Active |

To use an account distribution defined in Configuration in Accounts Payable, you can click Load

Distribution.

3.

Note:

In the DR Account Number column, enter the debit accounts for the miscellaneous entry. You can use the
small binoculars to search for an account segment or use the large binoculars to search for an account
number.

When you enter a valid debit account number, the description appears automatically in the DR Account
Description column.

To delete all of the distributions, click Delete All. To delete one distribution line, select the row to delete

by clicking the button to the left of the grid, then select Edit, Delete Row from the toolbar.

4.

Note:

In the Percent column, enter the percentage of each debit account in the distribution. You can manually
enter percents for each account, or you can click Distribute Evenly to distribute percents equally among
all selected accounts.

In the CR Account Number column, enter the credit accounts for the miscellaneous entry. To search for an
account segment, click the small binoculars button. To search for an account number, click the large
binoculars button. When you enter a valid credit account number, the description appears automatically
in the CR Account Description column.

In the Interfund field above the distribution grid, you must select an interfund set to balance the accounts
if you enter debit and credit accounts from different funds. Interfund sets are defined in Configuration.

If you have the optional module Projects and Grants, enter the project ID number in the Project ID
column, or use the binoculars to search for a project ID. When you enter a valid project ID number, the
description appears automatically in the Project Description column.

In the Class column, select a class for the entry.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.

On a Transaction Distribution screen, you can click Load Distribution to select a transaction distribution

defined in Configuration in Accounts Payable.



10.

11.

12.

13.
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To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the vendor record Distribution tab.

To attach transaction attributes to an account in the entry, select the account and click Attributes on the
action bar below the grid. When you have finished entering information, click OK to return to the vendor
record Distribution tab.

To distribute discounts to the debit accounts from the invoice, mark Distribute discounts to debit
(expense) account(s) from invoice. If this box is unmarked, discounts are distributed to the default
discount account from the Default Accounts page of Configuration.

To save the vendor record and return to the Vendors page, click Save and Close.

Managing EFT Bank Information

From the EFT Bank Information tab, you can establish the necessary banking information to perform electronic
funds transfers with your vendors. When you add a new vendor bank you can designate the account type, account
number, discretionary code, and contact address information.

The EFT Bank Information tab appears only if you have the optional module Electronic Funds Transfer.

» Adding a new vendor bank to a vendor record

1.

From an open vendor record, select the EFT Bank Information tab.

- 0097 - A+ Office Supplies
File Edit View Vendor Favorites Tools Help

[HsaveandClose~| [ % |G S| W « » N [ V| & = ?-

MNotes ] History of Changes ] Media ] Actions
Vendor ] Activity ] Recuming ] Purchase Orders ] Addresses  EFT Bank Information | Distripution | Attibutes I

& sl b

Bank Mame £ EFT Status MNotes Account Type
First Federal EFT Checking

Active | 10/20/2009
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2.

10.

11.
12.
13.

14.

15.
16.
17.

From the EFT Bank Information tab, click New Vendor Bank. The New Bank screen appears.

New Bank for A+ Office Supplies E|
File Edit View Account Tools Help
[} 5ave and Close ~ | [ o4 » M |7
EFT status: v | Bank name: |
Account type: | Checking j Address:
™ International ACH transaction
Fiouting number type: | J

Routing number; |

GO routing number:

Account number:

150 country code:

——
Discretionary code: Cortact: |

Contact position: |

HMotes: Contact info:
Contact Type Contact Number

10/20/2009

In the EFT status field, select “EFT”, “Pre-note”, or “Inactive”.

In the Account type field, select “Checking”, “Savings”, or “Other”.

Mark International ACH transaction if the payment is going to an international account. For international
transactions, you will need the vendor, or vendor’s bank, to provide you with the routing number type,
GO routing number, and the ISO country code.

In the Routing number type field, select the code that identifies the destination bank. This field is
required for all international transactions.

In the Routing number field, enter the routing number provided by the vendor’s bank.

In the GO routing number field, enter the nine-digit routing number of the domestic financial institution
that will initiate the international transaction. This field is required for all international transactions. Ask
your bank for the routing number to use for the GO routing number. GO refers to the US Gateway
Operator.

In the Account number field, enter the account number.

You must have the appropriate security rights to view, add, delete, edit, or output tax ID and bank account
numbers. If you do not have rights, these numbers are masked. For more information, see “Personal
Information Encryption” on page 27.

In the ISO country code field, enter two-character country code to identify the final destination of the
payment. This field is required for all international transactions.

In the Discretionary code field, enter the discretionary code provided by the vendor’s bank.
In the Bank name field, enter the name of the bank.

To add bank address information, click Address. For more information about entering address
information, see “Adding vendor bank address information on the vendor record” on page 63.

To add bank contact information, click Contact Name. For more information about entering contact
information, see “Adding vendor bank contact information on the vendor record” on page 63.

In the Contact position field, enter the contact’s position.
In the Notes grid, enter any notes associated with the bank.

In the Contact info grid, select a contact type in the Contact Type column and enter the contact number
in the Contact Number column.
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18. To return to the EFT Bank Information tab, click Save and Close.

» Adding vendor bank address information on the vendor record
1. From an open vendor record, select the EFT Bank Information tab.
2. From the EFT Bank Information tab, click Address. The Address screen opens to the General tab.

& Address For New Bank I
General |Qontact|
Couritry: IUnited States j Contact Type I Contact Mumber |
Address: ;I -
City: I
State: I VI
ZIF: I
Address az it will be printed: ;I ¥ Synchronize with individual address fields
Ok | Caticel |
| Press F7 to zoom

In the Country field, select the country of the bank.
In the Address field, enter the bank’s address.

In the City field, enter the bank’s city.

In the State field, select the bank’s state.

In the ZIP field, enter the bank’s ZIP Code.

In the contact grid, select types in the Contact Type column and enter details in the Contact Number
column. This grid is the same as the contact grid on the EFT Bank Information tab of the vendor record.

© N v kW

9. Inthe Address as it will be printed box, verify the address is formatted the way you want it printed on
reports. The Address as it will be printed box is the same as the Address box on the EFT Bank Information
tab of the vendor record. To update the address boxes based on the individual address fields on the
Addresses screen or update individual address fields on the Addresses screen based on the address boxes,
mark Synchronize with individual address fields.

10. To return to the New Bank screen, click OK.

» Adding vendor bank contact information on the vendor record
1. From an open vendor record, select the EFT Bank Information tab.
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2. From the EFT Bank Information tab, click Contact. The Address screen opens to the Contact tab.

W e NV AW

10.

& Address For New Bank I

General Contact |

Title1:| vl Title 2:| vI

First name: I

Middle narne: I

Last name: I

Suiffis 1: I 'I Suiffis 2:| 'I

Pogzition: I ™ Print?

Full narne:
| =

¥ Synchranize full name and individual name figlds

Ok | Caticel |

In the Title 1 field, select a primary title for the contact.

In the Title 2 field, select a secondary title for the contact.

In the First name field, enter the contact’s first name.

In the Middle name field, enter the contact’s middle name.

In the Last name field, enter the contact’s last name.

In the Suffix 1 and Suffix 2 fields, select formal suffixes such as “Jr.” or “Ph.D”.

In the Position field, enter the contact’s job title. To print the information entered in the Position field,
mark the Print? checkbox.

In the Full name field, verify or edit how the contact’s full name should appear. To update the full name
based on the individual name fields or update individual name fields based on full name, you can mark
Synchronize full name and individual name fields.

Managing Vendor Activity

The Activity tab and History of Changes tab on the vendor record help you manage vendor activity. On the
Activity tab, you can view, sort, and add invoices and credit memos associated with the vendor. From this tab,
you can also access the Summary screen which allows you to view summaries of vendor statistics, invoice activity,
and 1099 information.

On the History of Changes tab, you view changes to the vendor record, including who made the change and the
date the change was made.

» Viewing a vendor’s activity

Note: To establish vendor options for displaying activity, select Tools, Options from the menu bar in Accounts
Payable. For more information about options, see the Options chapter of the Program Basics Guide.



1. From an open vendor record, select the Activity tab.

w5 25 - ADT Security Systems !EI
File Edit ¥iew ‘endor Favortes Tools Help
ESaveandElosev|u Xl& @l“ 1 » N||E| @|U|| ? - ‘
Motes | History of Changes I Hedia Agtionz
Wendor  Activity I Becuring I Purchasze Orders | Addreszes I EFT Bank Information I Distribution | Attributes
SRR <Al Datesy (- I<.-‘-\II Tramzactionz: - I<AII Statuzessy - I
Date \_I Transaction # I Type | Status I Description I Arnount | Balance I
0701 /2000 58754 Invoice Approved Security - annu... $993.90 $399.90
| | Active |

Note: You can also add, open, and delete invoices and credit memos from the Activity tab.

VENDORS 65

2. The grid displays invoices and credit memos associated with the vendor. Columns in the grid include Date,

Transaction #, Type, Status, Description, Amount, and Balance.
3.

(invoices or credit memos), and status.

In fields above the grid, you can filter the transactions to appear in the grid by date, transaction type

4. To view summaries of vendor statistics, invoice activity, and 1099 information, click Summary. The

Summary screen appears.

% Summary for ADS Security Systems

General ~ E3 Export to Excel = Print

Balance az of IDSN 0/200m iz $95.00

current

$120.00
31-60 $0.00
£1-90 $0.00
over 90 $0.00
Credit Awvailable: $25.00
Yendar Lifetime Statistics:
Wendor added on 041042001
Tatal Purchaszes $120.00
Total Paymerts $0.00
Tatal discount taken $0.00
Highest balance $120.00
Awerage days o pay 0

Cloze |

5. To return to the Activity tab, click Close.
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» Viewing a vendor’s history of changes

From an open vendor record, select the History of Changes tab. The grid displays Item Changed, Previous
Setting, New Setting, Changed On, and Changed By columns. The History of Changes tab is for informational

purposes only.

525 - ADT Securty Systems HEE
File Edit Yiew “Yendor Fawontes Tool: Help
ESaveandCIosean|&§|N 1 » N||E @|ﬁ|||?v ‘
Yendaor I Achivity I Becuring | Purchaze Orders | Addresses I EFT Bank Information I Distribution I Attributes
Miotes Hiztary of Changes Media | Agtions
Item Changed I Previous Setting | Mew Setting I Changed On I Changed By I
Credit Limnit $0.00 $65.00 03/13/200m Supervizor
| | Active |

Managing Actions, Attributes, Media, and Notes

You can further define a vendor record on other vendor record tabs. On the Actions tab, you can track various
communications between your organization and the vendor. On the Attributes tab, you can add more

characteristics to the vendor record. On the Media tab, you can store media objects for a vendor. On the Notes
tab, you can add notes specific to that vendor.

Adding Actions

The Actions tab tracks the various communications between your organization and a vendor. Actions can include
meetings, mailings, phone calls, and e-mail. If you have security rights established from the Set up system
security link of Administration, you can add, edit, and delete actions from this tab.



» Adding an action to a vendor record

1. From an open vendor record, select the Actions tab.

File Edit View ‘endor Favortes Tools Help

E]SaveandCIosev|n Xl@ §|H 4« » N|% @|U||

? -

"% 25 - ADT Security Systems !E

Wendor | Achivity | Recuring I Purchase Orders | Addiesses I EFT Bank Information I Distribution I Attributes I
Mates | Histary of Changes I Media Actionz

<4l Action Types: = I<AIIActi0n Statuss = I<AIIAssignees> - I

Friarity Dezcription

Aszzigned to

MHormal

| | Active |

2. On the action bar, click New Action. The New Action screen appears.
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10.

11.
12.

New Action for ABC Co. I
File Edit Wiew Action Help
ESaveandClosev|u Xll‘ 44 b bl||g'|?'

Action IAttribgtesI

Vendor Name [ABC Co. B8] D

Action type: I j ™ Auto-Remind W

Send reminder o ISuper\-’isor j
Action date: I Time:l
Set reminder for I‘I I vl beforehand

Status: I j

Pririty: I j [~ Completed on I

Assigned to: | j

Description:

In the Action type field, select the type of action taken for the record.

In the Action date field, enter the date on which the action is to be taken.

In the Time field, enter the time at which the action is to be taken.
In the Status field, select a status of the action.

In the Priority field, select the priority of the action as “High”, “Normal”, or “Low”.

In the Assigned to field, you can assign the action to a user.
In the Description field, you can add notes describing the action.

home page.

In the Send reminder to field, you can select who to send a reminder to complete the task.
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To send a reminder of this action, mark the Auto-Remind checkbox. The action reminder appears on the

In the Set reminder for field, specify how much time before the action to send the reminder.
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13. When the task is completed, mark the Completed on checkbox and the date fills in automatically.

14. To return to the Actions tab, click Save and Close.

Adding Attributes

Note: Attribute types are defined in Configuration. For more information about defining attribute types, see

the Configuration Guide for Accounts Payable.

Use the Attributes tab to record additional information about an vendor. You can report on vendors with specific
attributes. You can also use vendor attributes as filters in other areas of Accounts Payable, such as Query and

Reports.

» Adding an attribute to a vendor record

Warning: If you delete attributes, be careful not to use the Delete button on the toolbar. You could

inadvertently delete the vendor record instead of the attribute.

1. From an open vendor record, select the Attributes tab.

25 - ADT Security Systems !li[
File Edit “iew “endor Favontes Tools Help
E]Saveandtlose-|n )(||31 él“ L N||E| @|E|||?v |
Mateg | Higtary of Changes I Media I Actions |
Wendor | Aactivity | Recuring | Purchaze Orders | Addresses | EFT Bank Information | Digtripution Attributes
R 4| Categoriess - Up  Dagn -
Altribute Typpe | Description I Shaort Description | Date | Required I Commernts
Classification Loeal 081342000 [
[ ate began using Yendor 084132001 0641342001 -
| | -
KN i
| | Active |

In the Attribute Type field, you can filter the attribute types appearing in the grid.

In the Attribute Type column, select an attribute. Attribute types are established in Configuration.

In the Description column, enter or select a value for the attribute. Whether you enter text, numbers,

5. In the Date column, enter the date you add the attribute.

Note: The Required column is for informational purposes only. You can

dates, or currency, select Yes or No, or select a table entry depends on how the attribute type is defined.

make an attribute required in

Configuration when defining attribute types. If required, the attribute automatically appears on the vendor

record. You must enter a description for the attribute.

6. Enter any additional comments or more detailed information in the Comments column. You can enter

free-form text in this column.

7. To return to the Vendors page, click Save and Close.



Adding and Exporting Media
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On the Media tab you can store media objects relevant to a vendor. These objects can include newspaper
clippings, letters, pictures, and graphs. By storing these objects in your database, Accounts Payable keeps this
information at your fingertips. The Media tab is a great way to include visual and sound objects on a vendor

record. You can also export media.

Exporting media
1. From the Media tab of a record, open the media record.

B Media for ADS Security Systems
Eile Edit View Media Help
[AsaveandCose~| [ 2 & | « » W | &= ?-

| 4

Date: 118052022 Author; |Supervisor
Tupe: IBMP L] Tite: |

Description: [New Lagd

A
=l

MNew logo.bmp

Fress F¥ to zoom

2. Select Export on the toolbar, or the File menu. The Save As screen appears.

3. Select the File name and Directory.
4. Select Save. The media is exported.
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» Adding existing media to a vendor record

1. From the Media tab of a vendor record, click New Media. The Open screen appears.

Open x
& 3 v 4 [E» ThisPC » Pictures v O Search Pictures y=
Organize * Mew folder = - [H 0

1 3D Objects ~

[ Desktop
i£| Documents

* Downloads ‘ l

b Music MNew logo.bmp

| Pictures

Videos

o B

Windows (C:)
- lEmporary Stora

- Mew Volume (E:)

¥ MNetwork

W

File name: | New logo.bmp V| | All Files (%) w




2. Selectthemedia object and click Open. The New Media screen appears.

‘' Mew Media for ADS Security Systems

File Edit Yiew Media Help
ESaveandClosev|u >(| H 4 » M || ? .

Date: |1 0/24/2004 Authar: I
Type: I x| Tite: |
D escription:

=]

Mewspaper.doc

|F'ress F7 to zoom

In the Title field, enter a title for the media object.
In the Author field, select your user name.
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Adding Notes

In the Date field, enter the date to track when the media is added.
In the Type field, select a media type. You define media types in Configuration.
In the Description field, enter a description of the media object.

. To save the media file and return to the Media tab, click Save and Close.
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In Accounts Payable, the Notes tab makes it easy to maintain helpful pieces of information you received, read, or
need to remember about a vendor. You can create notepads to record information about a bank account, special
information about the vendor, or contact information you may need later. Each notepad has a date, type,

description, title, and author.

» Adding a note to a vendor record

Note: As an alternative to notes, you can annotate a record by selecting Edit, Annotate from the menu bar. To
set the annotation to pop up automatically when you open the vendor record, mark Display annotation

automatically.
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1. From an open vendor record, select the Notes tab.

w5 25 - ADT Security Systems !EI
File Edit ¥iew ‘endor Favortes Tools Help

ESaveandElosev|u Xl& @l“ 1 » “||EI @|U||

Wendaor I Auchivity I Becuring I Purchasze Orders | Addreszes I EFT Bank Information I Distribution | Attributes

?- |

MHotes Hizstary of Changes I Media Agtionz
ote @R Open e il Typess - |
Type ’ I Description | Date I Author | Miotes |
Fem's Motes TEST 0a/13/2001 Supervizor TEST
Frint this note on checks for this vendor:
| | Active |

2. On the action bar, select New Note. The New Note screen appears.

i New Mote for 25

=] E3
File Edit Mates Format Tool: Help
ESaveandElosev| = X|& ﬁ| H 4 » M |Q|Spellingv| P -
[MS Sans Se s e rul==E==
Date: [0sA1672004 Title: |
Tupe: | j Luthar: |Supervisor j

Descriphion: |

|Press F3 for today's date, F7 for calendar

Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.
3. Inthe Date field, enter the date of the note.
In the Type field, select a notepad type. Notepad types are defined in Tables in Configuration.

In the Description field, enter a description for the note.
In the Title field, enter a title for the note.

o v A
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7. Inthe Author field, enter or select the note’s author.

Note: You can use the formatting options on the toolbar to format your note.

8. Inthe text box, enter any notes to associate with the vendor.
9. To return to the Notes tab, click Save and Close.
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Note: Recurring invoices are templates for regular invoices. For more information about regular invoices, see
the Invoices chapter of this guide.

Recurring invoices are templates from which you create regular invoices quickly and easily according to a
schedule. A regular invoice is a request for payment from a vendor for goods or services rendered. Using
recurring invoices is extremely handy for reminding you to pay recurring items such as utility bills, mortgages, and
vehicle leases. They also provide basic information such as the vendor name, invoice amount, and payment
method, so you do not have to enter the entire invoice from scratch.

Although you can pay and post the invoices you create from a recurring invoice, the recurring invoices are never
posted or included in any balance calculation. When it is time to generate regular invoices, Accounts Payable
reminds you with a pop-up reminder or message on the Accounts Payable Home page.

Accessing Recurring Invoice Records

Because records are such an important part of Accounts Payable, we have placed all record types on the Records
page so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull out a
record, or file. When you open Records, you can directly access several record types, including recurring invoice
records. To access the Recurring Invoices page, click Records on the navigation bar and click the Recurring
Invoices link. The Recurring Invoices page appears.

% The Financial Edge

File Edit “iew Go Favorites Tool Help

% Back  # Fopwvard ] Community Services Inc, = = Accounts Payable =

Shortubs

Records * Recurring Invoices

|Ft||1-' Hare ;I Records
W»ﬁ what do you want to do? Products
. = 4dd 3 Mew R ing Invoi .-'J Generate Recurring Invoices —
a Mew Recurring Invoice q i
(@ . g g Irvoices

= Recurring
';I.Eu Exporkt E Open a Recurring Inwaice Invepices I
o Credit
. . . . . I
eports | Edit options for Recurring Invoices Bl
= Purchase
Orders

Search for a Recurring Invoice by invoice number Receipts
Requisitions

Access a Recently used Recurring Invoice

Recurring Invoice 34324 for ADS Security Systems

‘a Plug-Ins

Monthly Reparts
-]

Wieh Links

‘wWelcome to Accounts Payable |Done

Consider the Recurring Invoices page the starting point for recurring invoice records. From this page, you can add
a new recurring invoice record or open existing recurring invoice records.

You can edit recurring invoice record options by clicking the Edit options for Recurring Invoices link. This link
opens the Options screen for records.

To save time when searching for a specific recurring invoice record, you can use the Search for a Recurring
Invoice by invoice number field. The Recurring Invoices page also lists recently accessed recurring invoice
records.
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Finding and Opening Recurring Invoice Records

Note: For more information about using filters on the Open screen to search for records, see the Program
Basics Guide.

To find and open a recurring invoice record, you must be familiar with the Open screen. The Open screen has a
number of filters you can use to narrow your search and quickly locate the recurring invoice you want to open.
The search process is not case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You
can also use wildcard characters if you are not sure how a word is spelled — use a question mark to replace a
single character and an asterisk to replace a series of characters.

Tip: For a quick search, use the Search for a Recurring Invoice by invoice number field on the Recurring
Invoices page.

You access the Open screen by selecting File, Open, Recurring Invoice, or by clicking Open an Recurring Invoice
from the Recurring Invoices page.
» Opening a recurring invoice record from the Recurring Invoices page of Records

1. From the Recurring Invoices page of Records, click Open a Recurring Invoice. The Open screen for
Recurring Invoices appears.

Fopen @
Find: IHecuning Invoice j Search uzing quens: |<Defau|t> ﬁlgﬁ

&0 Open 4dd & Me =curming |nvoice

Invoice number Description Irevoice amaount Vendar name
Mo curity Fee % 0
Monthly Electriciky Bl $125.00

A

Southern Utilities

1
Wendor name: I j Irevoice amount: I ﬂl
Yendor |D: I j PO number: I j
Phone number: I Include inactive invoices? IND ﬂ
City: I j Last modified by: I ﬂ
State: I j Last modified on: Ian-"' time ﬂ
Irvoice number: I j

Hide Filters | Clear Filtelsl Filters are applied ,WI Open | Cancel |

|F'less F7 to zoom

2. In the Find Recurring Invoices that meet these criteria frame, enter the criteria you are using to search
for the recurring invoice.

3. After you enter your search criteria, click Find Now. The program searches the database and displays all
recurring invoices meeting your criteria.

4. Inthe grid, select the recurring invoice to open.
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5. Click Open. The recurring invoice record appears.

By Recurring Invoice 7897 for ADS Security Systems H=] E3
File Edit “iew FHecuming Favorites Toolz Help

ESaveandElosevuX|&ﬁ|N 4 » H|E||I§' ? - |
R ecurring Invoice |Qistribution| |rwvoice §chedule| Default Invoice ﬂttrihgtesl ﬂotesl
Wendor narme: IADS Security Systems ﬁl Yendor ID:
Invoice number: I?SS? PO number: I ﬂﬂl; El
Active/Inactive: IActive 'l Default post status: IND[ vet posted vl
Drescription: IMonthI_l,l Security Fee
Remit to: II mported Address s
Amount
Invoice amount: |$1 20.00 O 1099 Distribution. . |
Digcount
Discount terms: |2.-’1Dn30 > | ] Ameunt: |$2.4D Discounted tatal |$11?.BD
Pay k
Fayment method: IEheck j I~ Create a separate payment for each invoice
Bank account: IBAYBANK-EHK ﬂ

|Press F7 for Wendor Search |Scheduled: 23 |Generated: 1 | 4

6. After you view or edit the record, click Save and Close on the toolbar to save the record and return to the
Recurring Invoices page.

Adding Recurring Invoice Records

On the Recurring Invoice tab of a recurring invoice record, you enter basic information about the recurring
invoice, such as posting date and status, vendor name, and the recurring invoice amount.

If you enter common values repeatedly for multiple recurring invoices, you can create a default set with these
values to save time during data entry. The values are defaults only and you can still change any field on a record.
From the menu bar of the record, select Recurring, Load Defaults from to select an existing default set or create
a new default set for the record type. To manage default sets for all record types in the program, select Tools,
Organize/Create Defaults. For more information about default sets, see the Program Basics chapter in the
Program Basics Guide.

You can add recurring invoices from the Recurring Invoices page of Records, the Open screen for recurring
invoices, or by selecting File, New from a recurring invoice record.

» Adding a recurring invoice record

Note: In Accounts Payable, regular invoices are managed from the Invoices page of Records. For more
information about regular invoices, see the Invoices chapter of this guide.

1. On the navigation bar, click Records.



2. Click Recurring Invoices. The Recurring Invoices page appears.

#%4 The Financial Edge

File Edit “iew Go Favortes Tool: Help
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4 Back % Forvand ] Cornrunity Services Inc, ~ ¢ Accounts Payable ©

Shorteuts

i@ Records * Recurring Invoices

What do you want to do?

L= =
i Add & Mew Recurring Invaice q ) Generate Recurring Invoices

Credit
Memos

E Cpen a Recurring Invoice
s

- Edit options for Recurring Invoices

Search for a Recurring Invoice by invoice number
&

Access a Recently used Recurring Invoice

Recurring Inwoice 34324 for ADS Security Systems

E Plug-Ins n
Monthly Reparts
Weh Links

-] | Records
Products
vendars
Invoices

Recurring
Invaices
Purchase
Orders

Receipts
Requisitions

Welcome to Accounts Payable | Dane

Tip: You can use default sets to define common information for records. For a new record, you can select
Recurring, Load Defaults from to select a default set of information to copy into the record. For more
information about using default sets, see the Program Basics Guide.

3.

Click Add a New Recurring Invoice. The New Recurring Invoice screen appears.

File Edit “iew Becuring Favoites Tool: Help

ESaveandEIDSEv|u X|&5|N 4 » N|E||IQ'|?'

& New Recuriing Invoice =] B3 I

Recuring Invoice IQistributionI Invoice §chedule| Drefault |nvaice Attribgtesl ﬂotesl

ﬁl Wendor |0

Yendaor name: I

Iroice number: I
Activednactive: IActive 'l

Description: I

PO number:

D efault post status: INot yet posted 'l

Remit to: I

Amount

|hvoice amaat: I

Di it

® 1093 Distribution... |
Discounted tatal: I

j I~ Create a separate payment for each invoice

Discount terms: I

P

- I EI Amaount: I

Payment methaod: I

Bank account: I

=

|Press F7 for Wendor Search |Unlimited |Generated: 1] |

4

Note: Whether you enter the name or ID depends on your selection for General Options on the Records tab of
the Options screen.

4.

5.

In the Vendor name or Vendor ID field, enter the name or ID of the vendor or use the binoculars to locate

a vendor. This field entry is required.

In the Invoice number field, enter the invoice number.
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In the Active/Inactive field, select whether the invoice is active or inactive.
7. Inthe Description field, enter a description of the recurring invoice.

8. In the Remit to field, select the vendor’s billing address or click the magnifying glass to open and edit the
billing address.

Note: You can set a business rule to validate purchase order numbers on invoices.

9. In the PO number field, enter a purchase order number, if applicable. If you have the optional module
Purchase Orders, you can use the binoculars to locate or add a purchase order or use the magnifying glass
to open and edit the purchase order.

10. In the Default Post Status field, select “Not yet posted” or “Do not post”. “Do not post” is typically used
only for archived invoices or activity already posted in the general ledger.

11. In the Invoice amount field, enter the amount due.

12. To add a 1099 distribution, click 1099 Distribution. For more information about 1099 distributions, see
“Managing 1099 Information” on page 88.

Glossary: Terms are payment rules established for payments to vendors or payments from customers. Terms
specify how long a customer who purchases on account may wait to pay an invoice. Terms may include
discount provisions for early payment of an invoice.

13. If the vendor offers discount terms for early payments, select the terms in the Discount terms field. Terms
are defined in Configuration.
14. After you select the discount terms, the amount and discounted total appear automatically. To view or

edit the terms, click the magnifying glass in the Discount terms field. You can add new terms in
Configuration. For more information about terms, see the Configuration Guide for Accounts Payable.

15. In the Payment method field, select “Bank Draft”, “Check”, or “Electronic Funds Transfer”. Electronic
funds transfers can be made only with the optional module Electronic Funds Transfer.

16. To create a separate payment for each invoice, mark Create a separate payment for each invoice.
17. To save the recurring invoice and return to the Recurring Invoices page, click Save and Close.

Managing Recurring Invoice Distributions

Recurring invoice distributions contain account distribution information such as debit and credit accounts,
amounts to distribute, and whether to classify distributions using projects, classes, or transaction codes. By
pre-defining distributions in Configuration, you can quickly and easily assign distributions to recurring invoice
records. You can also define distributions on vendor records and the distributions default in for a recurring
invoice record created for the vendor. Accounts Payable automatically verifies that all distributions balance
when you save the recurring invoice, so you are assured the distributions will post.

Every recurring invoice must have an associated debit account. Accounts Payable automatically inserts default
credit accounts from the Accounts Payable Summary information on the Default Accounts page of Configuration.
The Supervisor can establish security settings to hide the credit account columns.

» Distributing a recurring invoice

Tip: To move between rows in a grid column, press Ctrl + the up or down arrow key.
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1. From an open recurring invoice record, select the Distribution tab.

rr. Mew Recurring Invoice [_ =] I

File Edit “iew Recuring Favortez Tool: Help
ESaveandElosev|u X|D.ﬁ|l1 4 » N|E|||g‘|?' |

Recuring Invoige  Distribution | Invoice §chedule| Default Invoice .&ttribgtesl ﬂotesl

IDistlibution 'I Interfund: I 'l I $ %%
DR Account Number I DR Account Des. . | Amount | CR &ccount Number I CR Account Des. . | Praoje

ar... Load Distibution...  Distibute zi.. Delete Al Remaining: $33.93

™ Distribute discounts to debit [expense] account(z) fom invoice

| |Unlimited |Generated: 1} |

2. Inthe field above the distribution grid, select “Distribution”.

Note: Default accounts entered on the vendor record appear automatically.

3. Inthe DR Account Number column, default debit accounts appear from the vendor record. You could also
click Load Distribution to use default account distributions. To use an account distribution defined in
Configuration, select From Table. To use the default debit accounts from the vendor record, select From
Vendor.

You can also manually enter the debit accounts for the distribution. You can use the small binoculars to
search for an account segment or use the large binoculars to search for an account number. When you
enter a valid debit account number, the description appears automatically in the DR Account Description
column.

4. To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.

5. Enter the amount of the distribution in the Amount column or the percentage in the Percent column.
You can manually enter amounts or percents for each account or you can click Distribute Evenly to
distribute amounts or percents equally among the selected accounts.

Note: The Supervisor can establish security settings to hide the CR Account Number column.

6. The CR Account Number column displays default values, depending on default Accounts Payable
Summary Account settings established on the Default Accounts page in Configuration.

You can also manually enter the credit accounts for the distribution. To search for an account segment,
click the small binoculars button. To search for an account number, click the large binoculars button.
When you enter a valid credit account number, the description appears automatically in the CR Account
Description column.

7. In the Interfund field above the distribution grid, select an interfund set to balance the accounts if you
enter debit and credit accounts from different funds. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Accounts Payable.

8. If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the
description appears automatically in the Project Description column.
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10.

11.

12.

13.

14.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the recurring invoice record Distribution tab.

To attach transaction attributes to an account in the distribution, select the account and click Attributes
on the action bar below the grid. When you have finished entering information, click OK to return to the
recurring invoice record Distribution tab.

To distribute discounts to the debit accounts from the invoice, mark Distribute discounts to debit
(expense) account(s) from invoice. If this box is unmarked, discounts are distributed to the default
discount account from the Default Accounts page of Configuration.

To save the recurring invoice and return to the Recurring Invoices page, click Save and Close.

» Adding a miscellaneous entry to a recurring invoice record

You can use miscellaneous entries to make balancing adjustments associated with the invoice to the general
ledger.

1.

From an open recurring invoice record, select the Distribution tab.

B New Recurring Invoice |- ] I

File Edit Wiew Recuring Favortes Tool: Help
ESaveandClosev|u x|&ﬁ|" 44 b N|E|||g'|?' |

Recurring Invoice  Distibution | Ihvaice ﬁchedulel Default Invoice Attribgtesl ﬂotesl

IDistlibution "I Interfund: I Yl I B %
DR Account Mumber I DR Account Des... | Amaont | CH &ccount Number I CR &ccount Des... | Praje

or... Load Distribution...  Distribute Evenly = Delete Al Remaining: $39.99

I Distribute dizcounts to debit [expense) account(z) from invoice

| Unlirnited Generated: 0
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2. Inthe field above the grid, select “Miscellaneous Entries”.

rr. Mew Recurring Invoice [_ =] I

File Edit “iew Becuring Favorites Tools Help
ESaveandElosev|u X|D.ﬁ|l1 4 » N|E|||g‘|?' |

Recuring Invoige  Distribution | Invoice §chedule| Default Invoice .&ttribgtesl ﬂotesl

IMisceIIaneous Entries 'I Interfund: |D1 'l I &) 55
DR Account Number I DR Account Des. . | Amount | CR &ccount Number I CR Account Des. . | Praoje

Dt tian,..  Load Distibution... B il Siritgess, . Delete &l

™ Distribute discounts to debit [expense] account(z) fom invoice

| |Unlimited |Generated: 1} |

Note: Default accounts entered on the vendor record appear automatically.

3. Inthe DR Account Number column, default miscellaneous entry debit accounts appear from the vendor
record. You could also click Load Distribution to use default account distributions. To use an account
distribution defined in Configuration, select From Table. To use the default accounts from the vendor
record, select From Vendor.

You can also manually enter the debit accounts for the miscellaneous entry. You can use the small
binoculars to search for an account segment or use the large binoculars to search for an account number.
When you enter a valid debit account number, the description appears automatically in the DR Account
Description column.

4. Enter the amount of the distribution in the Amount column. You can manually enter amounts for each
account or you can click Distribute Evenly to distribute amounts equally among the selected accounts.

5. In the CR Account Number column, default miscellaneous entry credit accounts appear from the vendor
record. You could also click Load Distribution to use default account distributions. To use an account
distribution defined in Configuration, select From Table. To use the default accounts from the vendor
record, select From Vendor.

You can also manually enter the credit accounts for the miscellaneous entry. To search for an account
segment, click the small binoculars button. To search for an account number, click the large binoculars
button. When you enter a valid credit account number, the description appears automatically in the CR
Account Description column.

6. Inthe Interfund field above the grid, select an interfund set to balance the accounts if you enter debit and
credit accounts from different funds. If you have not created a balancing interfund set for those accounts
in Configuration, you cannot save the distribution. For more information about interfund entries, see the
Configuration Guide for Accounts Payable.

7. If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

In the Class column, select a class for the entry.

9. If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.
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10. To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the recurring invoice record Distribution tab.

11. To attach transaction attributes to an account in the entry, select the account and click Attributes on the
action bar below the grid. When you have finished entering information, click OK to return to the
recurring invoice record Distribution tab.

12. To distribute discounts to the debit accounts from the invoice, mark Distribute discounts to debit
(expense) account(s) from invoice. If this box is unmarked, discounts are distributed to the default
discount account from the Default Accounts page of Configuration.

13. To save the recurring invoice and return to the Recurring Invoices page, click Save and Close.

Managing Invoice Schedules

Recurring invoices generate invoices based on a schedule you determine. It is a simple process—you designate
when and how often to pay the vendor, and Accounts Payable reminds you when it is time to pay. Recurring
invoice business rules determine when and how the reminders appear.

» Adding a scheduled payment

1. From an open recurring invoice, select the Invoice Schedule tab.

g New Recurring Invoice !E[
File Edit “iew Becuring Favortes Tools Help
ESaveandEIDSEv|u )(|B.5|N 4 b N|E|||g'|?v |
Recuring Invoigel Distibution  Invoice Schedule | Default Invoice Attribgtesl ﬂotesl
Mumber of invoices: IUnIlmlted vl I = Schedule... |
= |0pzn  Generate Invoices. . iew All lrvoices - I
Status I Mumber | Date | Armount | Irwoice Mumber I D escription |
| |Unlimited |Generated: a |

2. Inthe Number of invoices field, select an unlimited or fixed amount of invoices to generate. If you select
“Fixed”, enter the number of invoices to generate.
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Note:
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Click Schedule. The Recurring Invoices Frequency screen appears.

#% Recurring Invoice Frequency

Frequency: I Monthly ~ I I Date I Statuz I

{* Ewvery |1_ month(z] on day IE

" Exem I_ month(z] on the IFourth j ITuesday j

Startitig an: |1 04232004
Mext: I‘I 0/23/2004

E‘nz:ﬁ:ate this invoice ance per manth an the 23rd of the Wpdate |

a. I Caticel |

You cannot use the “Irregular” frequency if you selected to create an unlimited number of invoices.

”n u

In the Frequency field, select “Annually”, “Monthly”, “Semi-monthly”, “Weekly”, or “Irregular” as the
frequency of the payment. Other fields appear for you to select the recurring date of the payment. An
irregular payment schedule generates invoices for any dates and amounts you enter in the payment grid.

In the Starting on field, enter the date of the first invoice.

The Next field automatically displays the next scheduled payment.

To update the grid after you make changes, click Update.

When you finish entering payment schedule information, click OK to return to the Invoice Schedule tab.
To return to the Recurring Invoices page, click Save and Close.

Generating Invoices

When it is time to generate a scheduled invoice, Accounts Payable will remind you by displaying either a pop-up
message or the Generate Invoices screen on the Home page, depending on your business rules. You can also
generate invoices on your own schedule by opening the Generate Invoices screen from the Invoice Schedule tab
of a recurring invoice record or from the Recurring Invoices page of Records.

» Generating invoices from a recurring invoice record

1.

From an open recurring invoice record, select the Invoice Schedule tab.
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2.

10.

Click Generate Invoices. The Generate Invoices screen appears.

Generate Invoices for ADS Security Systems - Monthly Security Fee
Inwoice total: $120.00

Scheduled: 23

Generated: 1

IGenerate invoices thraugh j I'I 24304

- Post status: INnt vet posted vl
Piost date: IInvuice date 'I

¥ “iew control report before creating invoices

aK I Cahcel |

In the generate field, select “Generate invoices through”, “Generate specific number of invoices”, or
“Generate all invoices”. If you select “Generate invoices through”, enter the last invoice date to generate.
If you select “Generate specific number of invoices”, enter the number of invoices to generate. If you
select “Unlimited” in the Number of invoices field of the Invoice Schedule tab, you cannot select
“Generate all invoices”.

In the Post Status field, select invoices with a post status of “Do not post” or “Not yet posted”.

In the Post Date field, select “Invoice date”, “Due date”, or “Specific date”. If you select “Specific date”,
enter a post date.

To view a report before generating the invoices, mark View control report before creating invoices.

Click OK. If you marked View control report before creating invoices, the control report appears. Review
and close the control report.

The Generate Recurring Invoices screen appears, displaying all invoices meeting your criteria.

¢ Generate Recurning Invoices B3 I
These invoices match the crteria vou specified:
Humber Ireeaice Mumber Wendar Date Due | Arnauk

2 TEaT 405 Security Systems 10/05/2004 $120.00
I FRa7 ADS Security Systems 11,/05/2004 412000
|4 TReT A05 Securty Systems 12406/2004 $120.00

Generate Mow | Cancel |

| Invaices found: 3

For Accounts Payable to generate these invoices, click Generate Now.

If all invoices do not generate, a control report opens with explanations for the invoices that did not
generate. If all invoices successfully generate, you receive a message. To return to the Invoice Schedule
tab, click OK.
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11. Toview a generated invoice from the Invoice Schedule tab, select the invoice and click Open on the action
bar. The invoice appears.

B Invoice 7897-001 for ADS Security Systems !E[

File Edit “iew lnwoice Favortez Toolz: Help

ESaveandClosev| = )(| M 4 » M |5§|E| B
Wendor name: IADS Security Systems ﬂ Wendor ID: 25

Irvoice Igistlibutionl anmentsftreditsl Attribgtesl ﬂotesl
Invoice number: I?SS?-DD‘I PO rumber: I nl;ﬁ]
Stabus: IApproved 'l ™| Hald payment

Invoice date: |DSHDEJ2DD4 Past status: I Mot yet posted v I
Due date: I‘I 0/05/2004 Pzt date: I‘I 0/05/2004

|

Description: IMontth Security Fee

Fiemit ba: |Imported Address - | g]

Amount

Ivoice amant: |$1 20.00 @ 1093 Distribution... |
Dizcount

Dizscount percent:l Discount expires on:l
Dizcount amount: I Dizcounted tatal I $120.00

Payment
Fapment method: IChgck ﬂ I Cieate & separate paymment forn this irvoice

| |Balance: $120.00 |Approved |

12. To return to the Invoice Schedule tab of the recurring invoice record, click Save and Close.

» Generating invoices from the Recurring Invoices page of Records
1. On the navigation bar, click Records.
2. Click Recurring Invoices. The Recurring Invoices page appears.
3. Click Generate Recurring Invoices. The Generate Recurring Invoices screen appears.

Generate Recuming Invoices

All records
Generate invoices due on or before; I‘I 1/01./2004

Past status: IFn:nm recuring invoice 'I

Post date: IInvoice date ﬂ

v “iew results before creating invoices

[~ “iew control report before creating invoices

Ok | Cancel I

4. Click Generate for and select to create invoices for all recurring invoice records, selected records, or one
record. If you choose Selected records, you must select a query of records. If you choose One record, you
must select the record.

5. In the Generate invoices due on or before field, enter the last invoice due date to include.

In the Post Status field, you can change “From recurring invoice” to select to include invoices with a post
status of either “Not yet posted” or “Do not post”.
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7. Inthe Post Date field, select “Invoice date”, “Due date”, or “Specific date”. If you select “Specific date”,
enter a post date.

8. To display all invoices meeting your criteria before creating invoices, mark View results before creating
invoices.

9. To view a report before generating the invoices, mark View control report before creating invoices.
10. To begin generating the invoices, click OK.
11. If you marked View control report before creating invoices, the control report appears.

12. If you marked View results before creating invoices, the Generate Recurring Invoices screen appears,
listing all invoices matching your specified criteria.

% Generate Aecurring Invoices
These invoices match the criteria pou specified:
Generate? I Irvvaice Murmber endor ; Total Invoices Taotal Due I
- v 2 ADS Security Systems 2 $240.00
= 4 5 BugBe-Gone 2 $100.00
Select Al | Dezelect All | Find | Generate Mow I Cancel |
| Recuring invaices found: 2 | Recuring invoices selected: 2 | Invnices to generate: 4

13. Mark checkboxes for the invoices to include in the Generate? column.
14. For Accounts Payable to generate the selected invoices, click Generate Now.

15. If all invoices do not generate, a control report opens with explanations for the invoices that did not
generate. If all invoices successfully generate, you receive a message. To return to the Recurring Invoices
page, click OK.

Managing 1099 Information

You can add 1099 information and distributions to a recurring invoice by clicking the 1099 Distribution button.
On the 1099 Distribution screen, you enter 1099 box numbers, the states in which the amounts were earned, and
the amounts or percentages. Then, at tax reporting time, you can quickly and easily determine which vendors
require 1099 forms by performing a query or creating a vendor 1099 Activity Report. Before you can add 1099
distributions for states, you must first go to the General page of Configuration and define those states and state
ID numbers in the state grid. If the invoice is for a 1099 vendor, a checkmark appears on the 1099 Distribution
button.
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» Adding 1099 distribution information to a recurring invoice
1. From an open recurring invoice record, click 1099 Distribution.

@& 1099 Distribution for Recurring Invoice 7897 I
$ I%
1099 B ox Mumber State I Percent |

[

BN

Digtribute Evenly

Cancel |

2. To enter distributions by amounts, click the $ button. To enter distributions by percent, click the % button.
3. Inthe 1099 Box Number column, select the 1099 box number in which to enter the distribution.

Note: You cannot produce 1099 distributions for states until you define states and state ID numbers on the
General page of Configuration.
4. In the State column, select a state. A state entry is required for box number 16-State tax withheld.

5. Inthe Percent column, enter the percent of the distribution or, in the Amount column, enter the amount.
To distribute the percent evenly among all boxes, you can click Distribute Evenly.

6. To delete all of the distribution information, click Delete All.
7. To save the distribution and return to the recurring invoice record, click OK.

Managing Attributes and Notes

You can further define a recurring invoice record on the other tabs. On the Default Invoice Attributes tab, you can
add default attributes to add to the generated invoices for an additional level of detail and reporting capability.
On the Notes tab, you can add notes specific to that recurring invoice record.

Adding Attributes

Note: Attribute types are defined in Configuration. For more information about defining attribute types, see
the Configuration Guide for Accounts Payable.

Use the Default Invoice Attributes tab on the recurring invoice record to establish default attributes to include on
generated invoices. You can report on invoices with specific attributes. You can also use invoice attributes as
filters in other areas of Accounts Payable, such as Query and Reports.
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» Adding an attribute to a recurring invoice record

1. From a recurring invoice record, select the Default Invoice Attributes tab.

rr. Mew Recurring Invoice !E
File Edit “iew Becuring Favortes Tools Help

ESaveandElosev|u X|B,5|N 4 b N|E|||§'|?' |

Hecuninglnvoigel Qistlibutionl Irwvoice Scheduls  Default Invoice Attibutes |ﬂ0tes|

LT ER R < All Categonies»

~r U Dogn e

Attribute Type | Dezeription I Shart Description

Date I Required | Comments I
| r

|Un|imited |Generated: 1] |

In the Attribute Type field, you can filter the attribute types appearing in the grid.
In the Attribute Type column, select an attribute. Attribute types are established in Configuration.

In the Description column, enter or select a value for the attribute. Whether you enter text, numbers,
dates, or currency, select Yes or No, or select a table entry depends on how the attribute type is defined
In the Date column, enter the date you add the attribute.

Note: The Required column is for informational purposes only. You can make an attribute required in

Configuration when defining attribute types. If required, the attribute automatically appears on the invoice.
You must enter a description for the attribute.

6. Enter any additional comments or more detailed information in the Comments column. You can enter
free-form text in this column.

7. To close the recurring invoice record and return to the Recurring Invoices page, click Save and Close.

Adding Notes

In Accounts Payable, the Notes tab makes it easy to maintain helpful pieces of information about a recurring
invoice. For example, you can create notepads to record special information about the recurring invoice, delivery

information, or vendor contact information you may need later. Each notepad has a date, type, description, title,
and author.

» Adding a note to a recurring invoice record

Note: As an alternative to notes, you can annotate a record by selecting Edit, Annotate from the menu bar. To

set the annotation to pop up automatically when you open the invoice, mark Display annotation
automatically.

1. From an open recurring invoice record, select the Notes tab.



From the Notes tab, select New Note. The New Note screen appears.

Newhooforizstest _____________H
File Edit Motez Format Help

ESaveandClosev| = X|& E| H 4 b M |Q‘ ? -

[MS Sans Se s =le 1 u|lz===|=

Date: IW Title: |Vend-:r Clozing Maotes

Tugs IMjJ Mates j Athar: |Supervisor j

Description: ICIose vendar at zero balance

Fer ks, Brown, close this wvendorwhen the balance reaches zero.

|F'ress F5 tao insert time stamp
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Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

No v hk~uWw

Note:

In the Date field, enter the date of the note.

In the Type field, select a notepad type. Notepad types are defined in Tables in Configuration.

In the Description field, enter a description for the note.
In the Title field, enter a title for the note.
In the Author field, enter or select the note’s author.

You can use the formatting options on the toolbar to format your note.

In the text box, enter any notes to associate with the invoice.

. To return to the Notes tab, click Save and Close.
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A credit memo is a document issued by the vendor to record an adjustment against an invoice. It is one of several
record types created and maintained in Accounts Payable. You can apply a credit memo to one or more invoices
to decrease the amount that is owed.

Note: Visit our website at www.blackbaud.com for the latest documentation and information.

For example, the Lowcountry Preservation Society ordered five hundred souvenir mugs for its upcoming
conference. The issued invoice was for $540. One box of the mugs had been dropped and broken in delivery. A
credit memo of $40 was issued to the organization and applied to the original invoice to decrease the amount
owed to $500.

Accounts Payable uses Records to group information together. When you add a credit memo to the Accounts
Payable database, you are creating a new credit memo record. This record stores application, distribution, and
posting information.

Credit memos can be created from the Activity tab of a vendor record and from the Credit Memos page of
Records.

Accessing Credit Memo Records

Because records are such an important part of Accounts Payable, we have placed all record types in one area so
you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull out a record, or
file. When you open Records, you can directly access several record types, including credit memo records. Click
Records on the navigation bar and then click the Credit Memos link. The Credit Memos page appears.

#+ The Financial Edge =1 E3 I
File Edit %iew Go Favortes Toole Help

4 Back % Eorvand J Comrrunity Services Inc, ™ + Accounts Payable ™

Shortouts

Recaords « Credit Memaos

;I Records

What do you want to do? Products

Wendars
2= add & New Credit Mema Invaices
E | Invoices |

e Recurring
@ Open a Credit Memo Invoices
- Credit
o= Editoptions for Credit Memos 4]'“9”105

= Purchase
Orders

Search for a Credit Memo by credit memo number Receipts
Requisitions
&

nistration

Access a Recently used Credit Memo

'Z'I'lﬁ';l'Jf'Eiti'i'h Credit Memo C889 for AlphaGraphics

Monthly Reports
Web Links |

|Welcome to Accounts Payable | Dore |

Consider the Credit Memos page the starting point for credit memo records. From this page, you can add a new
credit memo record or open existing credit memo records.

You can edit credit memo record options by clicking the Edit options for Credit Memos link. This link opens the
Options screen for records.

To save time when searching for a specific credit memo record, you can use the Search for a Credit Memo by
credit memo number field. The Credit Memos page also lists recently accessed credit memo records.

You can also open a credit memo from the Activity tab of the vendor who is giving the credit.
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Finding and Opening Credit Memo Records

Note: For more information about using filters on the Open screen to search for records, see the Program
Basics Guide.

To find and open a credit memo record, you must be familiar with the Open screen. The Open screen has a
number of filters you can use to narrow your search and quickly locate the credit memo you want to open. The
search process is not case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can

also use wildcard characters if you are not sure how a word is spelled — use a question mark to replace a single
character and an asterisk to replace a series of characters.

Tip: For a quick search, use the Search for a Credit Memo by credit memo number field on the Credit Memos
page.

You access the Open screen by selecting File, Open, Credit Memo, or by clicking Open a Credit Memo from the
Credit Memos page.

» Opening a credit memo record from the Credit Memos page of Records

Note: You can also open a credit memo from the Activity tab of the vendor who is giving the credit.
1. On the navigation bar, click Records.
2. Click Credit Memos. The Credit Memos page appears.

#% The Financial Edge

File Edit Yiew Go Favortes Tool: Help

& Back ® Fomward I Community Services Inc. ™ * Accounts Pavable ™

i Records s Credit Memos

Shorkcuts

d Records
Products
‘Wendors

= add 3 Mew Credit Memo Invaices
= [ oveices |
5 Recl_!mng
ﬁ Open a Credit Mema Invoices
- Credit
l,a// Edit options for Credit Mermos iicmo-i ]

Purchase
Crders

what do you want to do?

Search for a Credit Memo by credit memo number Receipts
Requisitions
#

nistration

Access a Recently used Credit Memo

: '—'ilrl':"Q'Jf'-i'leh Credit Memo C559 for AlphaGraphics

Monthly Reports
Web Links [

‘Welcome ta Accounts Payable Dane

| S
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3. Click Open a Credit Memo. The Open screen for Credit Memos appears.

Open
Find: ICredit mema

x|
B[

ﬂ Search using query: |<Default>

&% Open 1‘ Add a Mew Credit memo

Optiong

Credit memo number Description
8 EBiad Supplies $50.00
Crsercharge in July $25.00
charged twice for item $9.52
overhiling $32.00
overcharge $2.43
overcharge $42.00

Amounk Wendar name_*

09/01/2004 Russellson Janitori

08/01)2004 ADS Security Syshe
09/25/2004 Cffice Supplies Inc
091812004 Twin Bridges Printir
09/27 /2004 Twin Bridges Printir
05012004

Auto Express _lj
4

Lazt modified by:

Credit mema nurmber:

endar name: I Credit memao amournt: I
Yendor |0 I Include deleted?
Phone number: I Post skatus: I
City: I Application state: I
State: I I
| |

LefLef L]

Last modified or: ahy time

Hide Filters | Clear Filtersl Filters are not applied Find Maw I Open | Cancel |

|8 records found.

4. Inthe Find Credit memos that meet these criteria frame, enter the criteria you are using to search for the

credit memo. The criteria you can use includes fields such as Vendor name, Vendor ID, Credit memo
amount, and Last modified by.

After you enter your search criteria, click Find Now. The program searches your database and displays all
credit memos that meet your criteria.

6. Inthe grid, select the credit memo to open.
Elpen I
Fird: IEredit e j Search using query: |<Default> ﬁL{ d

&8 Open 'fi Add a Mew Credit memo

Drate
09/ 152004

Armounk |
$32.00

Credit memo number | Ciescription |

3z

Yendaor name

averbiling

Twin Bridges Printing

incomple

< | ol
Find Credit m at et il
Wendor name: I j Credit mermao amount: I EI
Wendor |D: I j Include deleted? IYes j
Fhone number: I Puost status: I Mok et posted j
City: I j Application state: IUnappIied j
State: [ | Lastmodiiedby: | =]
Credit mema number: I j Lazt modified an: Ian}, lime j

l Hide Filters | Clear Filtersl Filters are applied Find Haow | m Cancel |

7. Click Open. The credit memo record appears.
8. After you view or edit the record, click Save and Close on the toolbar.
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Adding Credit Memo Records

When you add a credit memo, you are creating a new record in the database. As you enter credit memo
information on the record, be aware of the output you want to generate on reports or use in queries. You must
enter data on the credit memo record on which you want to report or query. To keep your data entry accurate
and consistent, we strongly encourage you to set up data entry protocols for your organization.

If you enter common values repeatedly for multiple credit memos, you can create a default set with these values
to save time during data entry. The values are defaults only and you can still change any field on a record. From
the menu bar of the record, select Credit Memo, Load Defaults from to select an existing default set or create a
new default set for the record type. To manage default sets for all record types in the program, select Tools,
Organize/Create Defaults. For more information about default sets, see the Program Basics chapter in the
Program Basics Guide.

Glossary: A business rule is a predefined setting in Configuration that controls a function, establishes a specific
procedure, or standardizes displays and requirements in the programs. Business rules affect all users of the
program.

We recommend that you set a business rule in Configuration to check for duplicate credit memos automatically
and specify the criteria for duplicates. For more information about business rules, see the Configuration Guide for
Accounts Payable. If necessary, you can also search for a duplicate record from an existing record by selecting
Credit Memo, Duplicate Search from the menu bar.

You can add credit memos from the Credit Memos page of Records, the Open screen for credit memos, or by
selecting File, New from a credit memo record. You can also add a new credit memo from the Activity tab of a
vendor record.

» Adding a credit memo record

On the Credit Memo tab, you enter basic important information about the credit memo, such as posting date
and status, the name of the vendor who is issuing the credit, and the credit amount.

1. On the navigation bar, click Records.
2. Click Credit Memos. The Credit Memos page appears.

i The Financial Edge =]
Fie Edit “iew [Go Favortes Tools Help

4 Back & Eorivar I Community Services Inc, = + Accounts Payable =

i Records - Credit Memos

Shortcuts

|ﬁ|1—' Home ;I Records

= what do you want to do?

ﬁ Records PrnstsJ
- Wendors

y =] add a New Credit Memo Invaices

E  Invoioes |

. Recurring
ﬁ Open a Credit Mema Invoices
- Credit
T.=) Edlitoptions for Credit Msmoas _Jmemns
- Purchase

Orders

Search for a Credit Memo by credit memo number Receipts
Requisitions
| é

rinistration

Access a Recently used Credit Memo

I'IF";I'Jf'-iti':'h Credit Memo <383 for AlphaGraphics
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Tip: You can use default sets to define common information for records. For a new record, you can select
Credit Memo, Load Defaults from to select a default set of information to copy into the record. For more
information about using default sets, see the Program Basics Guide.

3. Click Add a New Credit Memo. The New Credit Memo screen appears.

New Credit Memo !Eﬁ

File Edit Wiew CreditMemo Favortes Tool: Help
ESaveandClosev|u X|I1 4 b N|E||I§'|?' |

Credit kemo |Qistributi0n| Altributes I ﬂotesl

Wendor name: I ﬁl Wendor D

Credit mermo number: I Fost status: INDt yet posted vl
Credit memo date: I Post date: I

Degcription: I

Credit mema amourt: I @ 1093 Distribution... |
Anlication Hizon s (o e e S AT S haw all unpaid invoices - |

Irwenice Number | Ireeoice D ate / I Description Invoice Balance | Applied Credit I Post Date |
KIS 2
|F'ress F7 for Wendor Search |Credit applied: $0.00 |Credit remaining: $0.00 |

Note: Whether you enter the name or ID depends on your selection for General Options on the Records tab of
the Options screen.

4.

5.

In the Vendor name or Vendor ID field, enter the name or ID of the vendor. To locate a vendor, you can
press F7 or click the binoculars. This field entry is required.

In the Credit memo number field, enter an alphanumeric ID for the credit memo. The credit memo
number can be a maximum of 20 characters.

Tip: You can set a default credit memo date, post status, and post date on the Records tab of Options. For
more information, see the Options chapter of the Program Basics Guide.

6.

In the Credit memo date field, enter the date to print on the credit memo. If you set a default date on the
Records tab of Options, the date automatically appears.

In the Description field, enter a description, such as “overbilling” or “damaged goods”. You can enter a
maximum of 60 characters.

In the Credit memo amount field, enter the amount of the credit.

In the Post status field, you can select “Not yet posted” or “Do not post”. Your selection affects whether
the credit memo transactions post to the General Ledger.

If you select “Do not post”, the unapplied credit memo will not post to the General Ledger; but you can
still post the credit application. The post status of the credit memo application defaults to the same post
status as the credit memo record; however, you can edit the application post status on the Application
History screen.

“Do not post” is not an available selection if it was marked as excluded on the Credit Memo Business
Rules in Configuration.
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10. Inthe Post date field, enter the date the credit is posted. If you set a default date on the Records tab of
Options, the date automatically appears.

Note: In Configuration, we recommend you specify duplicate criteria and select to automatically check for
duplicate credit memos. For more information about business rules, see the Configuration Guide for Accounts
Payable.

11. To save the credit memo and return to the Credit Memos page, click Save and Close.

Managing Credit Memo Distributions

When you create a credit memo distribution, you are defining the credit and debit accounts and associated
transaction characteristics to which the credit will post. Every credit memo must have an associated credit
account. Accounts Payable automatically inserts default debit accounts from the Accounts Payable Summary
information on the Default Accounts page of Configuration. The Supervisor can establish security settings to hide
the debit account columns.

You can also use miscellaneous entries to make adjustments associated with the credit memo to the general
ledger.

» Distributing a credit memo

Tip: To move between rows in a grid column, press Ctrl + the up or down arrow key.

1. From an open credit memo record, select the Distribution tab.

Mew Credit Memo !E

File Edit ‘iew CreditMemo Favortes Tools Help
ESaveandElose~|u X|I1 4 b N|E||I§'|?' |

Credit Mema  Distribution |Attribgtes| Hotesl

IDistribution 'l Interfund: I 'I %. Entries || Y %l
CR Account Mumber I CR Account Desc...l Aot | DR Account Mumber | DR Account De...l Project 1D

Dijziribior,..  Load Digtibution...  Distribute Evenly  Sirpvizs,.  Delete Al Remaining: $63.00

| |Credit applied: $0.00 |Credit remairing: $63.00 |

2. Inthe field above the distribution grid, select “Distribution”.

3. Inthe CR Account Number column, default debit accounts appear from the vendor record to be credited.
You could also click Load Distribution to use default account distributions. To use an account distribution
defined in Configuration, select From Table. To use the default accounts from the vendor record, select
From Vendor.
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You can also manually enter the credit accounts for the distribution. You can use the small binoculars to
search for an account segment or use the large binoculars to search for an account number. When you
enter a valid credit account number, the description appears automatically in the CR Account Description
column.

4. To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.

Note:

10.

11.

12.

Note:

Enter the amount of the distribution in the Amount column or the percentage in the Percent column.
You can manually enter amounts or percents for each account or you can click Distribute Evenly to
distribute amounts or percents equally among the selected accounts.

The Supervisor can establish security settings to hide the DR Account Number column.

The DR Account Number column displays default values, depending on default Accounts Payable
Summary Account settings established on the Default Accounts page in Configuration.

You can also manually enter the debit accounts for the distribution. To search for an account segment,
click the small binoculars button. To search for an account number, click the large binoculars button.
When you enter a valid debit account number, the description appears automatically in the DR Account
Description column.

In the Interfund field above the distribution grid, select an interfund set to balance the accounts if you
enter credit and debit accounts from different funds. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Accounts Payable.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the
description appears automatically in the Project Description column.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value
for each transaction code.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the credit memo record Distribution tab.

To preview General Ledger debits and credits for the credit memo, click DR/CR Entries on the action bar
above the grid.

Transaction attributes can be used for reporting and querying within the current year. Transaction

attributes do not retain equity from year to year.

13.

14.

To attach transaction attributes to an account in the distribution, select the account and click Attributes
on the action bar below the grid. When you have finished entering information, click OK to return to the
credit memo record Distribution tab.

To save the credit memo and return to the Credit Memos page, click Save and Close.



» Adding a miscellaneous entry to a credit memo
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You can use miscellaneous entries to make adjustments associated with the credit memo to the general
ledger.

1.

2.

3.

From an open credit memo record, select the Distribution tab.

New Credit Memo !EE

File Edit ‘iew CreditMemo Favortes Tools Help

ESaveandClosev|u X|N 4 b N|E||IQ'

Credit Mema  Distribution | Att[ibgtesl Hotesl

I Distribution 4 l Interfund: I 'l %. Entries "E ﬁl
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?- |

Femaining:

| |Credit applied: $0.00 |Credit remaining: $6300 |

In the field above the grid, select “Miscellaneous Entries”.

New Credit Memo M= B3

File Edit “iew Creditbdemo Favortes Tool: Help

ESaveandClosevlu X| M 4 » N|U||I§'| ?-

Credit Memao  Distribution IAttribgtesI ﬂotes'
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| |Credit applied: $0.00 |Credit remairing: $100.00 |

In the CR Account Number column, designate the accounts to credit. You can click Load Distribution to
use default account distributions. To use an account distribution defined in Configuration, select From
Table. To use the default miscellaneous entry accounts from the vendor record, select From Vendor.
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10.

11.

You can also manually enter the credit accounts for the miscellaneous entry. You can use the small
binoculars to search for an account segment or use the large binoculars to search for an account number.
When you enter a valid credit account number, the description appears automatically in the CR Account
Description column.

Enter the amount for the entry in the Amount column. You can manually enter amounts for each account
or you can click Distribute Evenly to distribute amounts equally among the selected accounts.

In the DR Account Number column, designate a debit account for each credit account. You can click Load
Distribution to use default account distributions. To use an account distribution defined in Configuration,
select From Table. To use the default miscellaneous entry accounts from the vendor record, select From
Vendor.

You can also manually enter the debit accounts for the miscellaneous entry. To search for an account
segment, click the small binoculars button. To search for an account number, click the large binoculars
button. When you enter a valid debit account number, the description appears automatically in the DR
Account Description column.

In the Interfund field above the grid, select an interfund set to balance the accounts if you enter credit
and debit accounts from different funds. If you have not created a balancing interfund set for those
accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Accounts Payable.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

In the Class column, select a class for the entry.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the credit memo record Distribution tab.

To preview General Ledger debits and credits for the credit memo, click DR/CR Entries on the action bar
above the grid.

Note: Transaction attributes can be used for reporting and querying within the current year. Transaction
attributes do not retain equity from year to year.

12.

13.

To attach transaction attributes to an account in the entry, select the account and click Attributes on the
action bar below the grid. When you have finished entering information, click OK to return to the credit
memo record Distribution tab.

To save the credit memo and return to the Credit Memos page, click Save and Close.

Managing Credit Memo Applications

Glossary: A credit memo application is the specification of a credit memo to decrease a particular invoice
amount.

Credit memo applications are tracked and posted separately. You can apply the credit to an invoice and distribute
the credit at the time you create the credit memo, or you can save the credit memo and wait to apply it later. All
saved records can be accessed easily for editing.
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Applying Credit Memos

If you have open, unapplied credit memos, you can set an option on Invoice Business Rules in Configuration to
apply open credit to new invoices automatically, to ask if you want to apply the credit to a new invoice, or to

never apply the credit to new invoices automatically. For more information about business rules, see the
Configuration Guide for Accounts Payable.

» Applying a credit memo
1. From an open credit memo record, select the Credit Memo tab.
2. From the application action bar, select “Show all unpaid invoices”.

[ Credit Memo 124 for Office Suppliesine__—____________________WmH|
File Edit “iew Credit Memo Favortes Tool: Help
ESaveandElosev|u X|K 1 » N|E| |?' |
LCredit Memo Igistributionl Attribgtesl ﬂotesl
Yendor name: Ifoice Supplies [ne. QI endor [D: 83
Credit mema number:|‘|24— Past status: IW
Credit memo date: IW Post date: IW
D escription: Idamaged supplies

Credit memao amourt: |$53. o0 ® 1033 Distributian... I

Post Date

| |Credit applied: $0.00 |Credit remaining: $63.00 |

Tip: To open an invoice from the credit memo, double-click the invoice listed in the application grid on the
Credit Memo tab.

3. To automatically apply the credit memo amount to the invoice(s), beginning with the oldest, click Auto
Apply on the action bar. The credit amount is added in the Applied Credit column.

To manually apply the credit, select the invoice in the application grid and click Apply or enter the amount
in the Applied Credit column for each invoice to which to apply the credit.

Note: You cannot save the credit memo if you enter a total application amount in excess of the credit memo
amount.
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4. To view more detailed information about the invoice and credit memo application, click the Application
History button. On the Application History screen, you can view each application’s distribution. The
posting status for credit memo applications always defaults to the same post status as the credit memo

record; however, you can edit the post status and dates on the Application History screen until the credit
memo application has been posted.

Application History for Credit Memo 124 [ %]

Amount Applied/Unapplied |  Invoice Mumber

Past Date
1040742004

Irwvaice Description

Applied 7849

Application Post ...

lies

DR and CR Accounts for application 1: Interfund: Im 'I %, Entries " L2 %l
DR &ccount Mumber | DR Account Des... I AmaLint | CR Account Mumber I CR Account De... | Project ID I Froject Des
| | 01-21000-00 Accounts Payable $63.00 01-21000-00 Accounts Payable

ok | Cancel |

If you make changes on the Application History screen, click OK when you are finished. If you do not want
to save changes, click Cancel.

When you are finished applying the credit, you can click Save and Close to return to the Credit Memos
page.

» Unapplying a credit memo

You can open an existing credit memo to edit credit memo information, add or edit applications, change
distributions, or add attributes and notes. You must unapply a credit memo before making adjustments to the
credit memo distribution. You cannot unapply or change credit memos that have been applied to paid
invoices. To unapply a credit memo applied to a paid invoice, you must void the check first.

Note: You also can unapply a credit memo from the invoice to which it was applied.

1. From the credit memo you want to unapply, select the Credit Memo tab.

2. Inthe application grid, select the row for the invoice from which to unapply the credit.
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3. On the action bar, click Unapply.

Credit Memo 63 for Office Supplies Inc.
File Edit ‘iew CreditMemo Favortes Tools Help

ESaveandClosev|u X|I‘ 1 b H|E|| ? - |
Lredit Memo |Qistrihuti0n| Attribgtesl ﬂotesl
Wendor name; Ifoice Supplies Inc. QI ‘Yendar ID; 83
Credit memo number: IBS— Fost status: W
Credit memo date: IW Post date: IW
Description: Icharged twice for item
Credit mermao amaount: |$952— @ 1093 Distribution... I

Application History &% Open | SRR U Omly show ineoices with applications 'I

Description Itvoice Balanc: Applied Credit Fost Dat

Office Supplies 1

K i

| |Credit applied: $9.52 |Credit remairing: $0.00 |

4. When you are finished unapplying the credit, you can click Save and Close to return to the Credit Memos
page.

Using Interfund Entries and Reclassification Accounts

If the accounts in the credit memo application distribution use separate funds, the program uses interfund
entries to balance the distribution. For example, a credit comes in after the respective invoice has been paid, so
you apply the credit to the next invoice for that vendor. The credit for the original invoice is distributed to an
account in fund 01 (01-21000-00) and the invoice to which you apply it is distributed to an account in fund 02
(02-21000-00); therefore, the distribution accounts must be balanced by interfund entries.

Note: Interfund sets are defined on the Interfund page of Configuration.
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If the accounts use the same fund but are out of balance by another requirement, such as project or class, then
the program uses the reclassification account to balance the distribution. For example, you have already paid an
invoice for van expenses for the football team when you realize you were overcharged. The company, Auto
Express, issues a credit. The invoice debited the Bus Expenses account in fund 3, which requires balancing by class
and project. Like the original invoice, the credit memo carries the project “Football” in the distribution, and it
credits the Bus Expenses account.

Credit Memo 21 for Auto Express [ I

File Edit Wiew CreditMemo Favortes Tool: Help
ESaveandCIQSEv|u X| M 4 » M |GD|
Credit Mema  Distribution |Attribgtes I Hntesl

I Distribution j Interfund: I j 0%, Entries "E EI

CR Account Humber I CR Account Desc...I Amount | DR Account Mumber | DR Account De...I Project 1D
- 03-54500-00 Buz Expenzes $42.00 03-21000-00 Accounts Papable  Foatball

?- |

Dijztriotion,.. Load Digtibution...  Distnbute Evenly  £# Jelete &) Remaining $0.00

| |Credit applied: $0.00 |Credit remaining: $42.00 |

Note: Reclassification accounts are established on the Default Accounts page in Configuration.
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Because you already paid the first invoice, you wait to apply the credit memo to the next incoming invoice from
Auto Express, which is for van rental for the cheerleading team. This invoice also debits the Bus Expenses account
in fund 3. The project “Cheerleading” is added to the invoice distribution. When you apply the credit, the
application distribution balances by fund but not by project. Because balancing by project is required for fund 3,
the program automatically uses the Reclassification account to balance the application distribution. In this case,
the reclassification account being used is 03-70000-00.

Application History for Credit Memo 21 I

DF and CR Accounts for application 1: Interfund: I 'l % Entries " ] %l
DR Account Number I DR Account Des. . | Amount | CR &ccount Number I CR &ccount De... | Project [D | Project Des

| 03-21000-00 Accounts Payable $42.00 03-70000-00 Interfund Cheer Cheerlzading

| 03-70000-00 Interfund $42.00 03-21000-00 Accounts Papable | Football Football

Distribution...  Attributes...

oK | Cancel |

Managing 1099 Information

You can add 1099 distribution information to the credit memo to reduce the 1099 amount for the designated
vendor. You can add 1099 information and distributions to an credit memo by clicking the 1099 Distribution
button. On the 1099 Distribution screen, you enter 1099 box numbers, the states in which the amounts were
earned, and the amounts or percentages. Then, at tax reporting time, you can quickly and easily determine which
vendors require 1099 forms by performing a query or creating a vendor 1099 Activity Report. Before you can add
1099 distributions for states, you must first go to the General page of Configuration and define those states and
state ID numbers in the state grid. If the credit memo is for a 1099 vendor, a checkmark appears on the 1099
Distribution button.

» Adding 1099 distribution information to a credit memo
1. From an open credit memo record, select the Credit Memo tab.

Note: You can also access the 1099 Distribution screen from the menu bar of a credit memo by selecting
Credit Memo, 1099 Distribution.
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2. Click the 1099 Distribution button. The 1099 Distribution screen appears.

&% 1099 Diztnibution for Credit Memo 63

1099 B Murnber State | Percent

Digtribute Evenly  Delete All.. Totak 0%

(1]4 I Cancel |

3. To enter distributions by amounts, click the $ button. To enter distributions by percent, click the % button.
4. In the 1099 Box Number column, select the 1099 box number in which to enter the distribution.

Note: You cannot produce 1099 distributions for states until you define states and state ID numbers on the
General page of Configuration.
5. Inthe State column, select a state. A state entry is required for box number 16-State tax withheld.

6. Inthe Percent column, enter the percent of the distribution or, in the Amount column, enter the amount.
To distribute the amount or percent evenly among all boxes, you can click Distribute Evenly.

7. To save the distribution and return to the credit memo record, click OK.

Managing Attributes and Notes

You can further define a credit memo record on the Attributes and Notes tabs. On the Attributes tab, you can add
attributes which give an additional level of detail and reporting capability. On the Notes tab, you can add notes
specific to that credit memo record.

Adding Attributes

An attribute is a reporting tool to group information based on a common theme. On the Attributes tab of a credit
memo, you can record additional information about the credit memo, which is helpful when filtering information
for reports and establishing criteria for queries.

Attribute types are defined in Configuration. If you marked the attribute as required in Configuration, the
attribute automatically appears on the credit memo and you must select a description before saving the credit
memo. For more information about defining attribute types, see the Configuration Guide for Accounts Payable.
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» Adding an attribute to a credit memo record

1. From an open credit memo, select the Attributes tab.

Credit Memo 124 for Office Supplies Inc. HE E

File Edit ‘“iew Credittemo Favortes Tools Help

ESaveandClosev|u X|K 4 » H|U|| ? - |

Lredit Memol Distribution Attibutes |H0tes|

N ETEE < All Categoriess - —r Un Do -
Attribute Type Description | Shart Description I Date | He%ired | Comments
r
| |Credit applied: $0.00 |Credit remaining: $63.00 |

2. In the Attribute Type field, you can filter the attribute types appearing in the grid.
3. In the Attribute Type column, select an attribute. Attribute types are established in Configuration.
4.

In the Description column, enter or select a value for the attribute. Whether you enter text, numbers,
dates, or currency, select Yes or No, or select a table entry depends on how the attribute type is defined.

5. Inthe Date column, enter the date you add the attribute.

Note: The Required column is for informational purposes only. You can make an attribute required in

Configuration when defining attribute types. If required, the attribute automatically appears on the credit
memo. You must enter a description for the attribute.

6. Enter any additional comments or more detailed information in the Comments column. You can enter
free-form text in this column.

7. To return to the Credit Memos page, click Save and Close.
Adding Notes

In Accounts Payable, the Notes tab makes it easy to maintain helpful pieces of information you received, read, or
need to remember about a credit memo. Each notepad has a date, type, description, title, and author.
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» Adding a note to a credit memo record

1. From an open credit memo record, select the Notes tab.

Credit Memo 124 for Office Supplies Inc. HE E
File Edit ‘“iew Credittemo Favortes Tools Help
ESaveandElosev| =] X| H 4 » H |U||

[=+
Lredit Memol Qistrihutionl Altributes  Motes |

#a New Nate —|Open 4 Deleiz

e <Al Types> = |
Type 4 I

Description I Date Author I Motes |

|Credit applied: $0.00 |Credit remaining: $53.00 |

2. From the Notes tab, click New Note. The New Note screen appears.
New Note for 124 I
File Edit Motes Format Help
I Save and Cloze ~ | [ )(|B, ﬁ| H 4 M |IQ| ? -
[MS Sans Serf =l =e ru===|i=
Diate: I1EI.-’U?.-"2DU*1 Title: I
Type: I j Author: ISupewisol j
Diescriptiot: |

|PIBS$ F7 for table lookup

Note: As an alternative to notes, you can annotate a record by selecting Edit, Annotate from the menu bar. To
set the annotation to pop up automatically when you open the credit memo, mark Display annotation
automatically.

3. From an open credit memo record, select the Notes tab.
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4. On the action bar, click New Note. The New Note screen appears.

New Note for 7897-002 E|

File Edit Motez Format Help

seveandCose+| [l X[ @| W 4 » w2 2-
[MS Sans Se s =e 1 u|lz===|=

Date: [10n3/2004 Title: [endor Clasing Netes

Tupe [y Notes =] fthor  [Supervisar &3

Description: ICIose vendar at zero balance

Fer ks, Brown, close this vendorwhen bhalance reaches zero.

|F'ress F5 tao insert time stamp

Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

In the Date field, enter the date of the note. The current date defaults in the field.

In the Type field, select a notepad type. Notepad types are defined in Tables in Configuration.
In the Description field, enter a description for the note.

In the Title field, enter a title for the note.

W B Now

In the Author field, enter or select the note’s author.

Note: You can use the formatting options on the toolbar to format your note.

10. In the text box, enter any notes to associate with the credit memo.
11. To return to the Notes tab, click Save and Close.
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Glossary: A purchase order is an order placed with a vendor for goods or services.

The optional module Purchase Orders is designed to add functionality to Accounts Payable, enhancing your
existing system with a variety of options for recording purchases, tracking encumbrances, and generating
invoices from receipts. It also gives you the capability of tracking supply and shipment needs, as well as costs.

Note: Visit our website at www.blackbaud.com for the latest documentation and information.

With Purchase Orders, you can create three types of purchase orders: regular, blanket and template.

You use a regular purchase order to order goods or services from a vendor. Line items on regular purchase orders
are posted, increasing the encumbrance balance. You can delete, cancel, or close a regular purchase order.

Note: You can set options for Purchase Orders that affect how the program looks and runs on the workstation
you are using. For more information, see the Options chapter of the Program Basics Guide.

A blanket purchase order is an order for a large quantity of an item (more than is currently needed). The order is
a commitment to purchase, typically made to obtain a volume discount or ensure you receive hard to get items.
Generate regular purchase orders from the blanket purchase order until the blanket order is satisfied. You do not
post blanket line items. Use blanket line items and the post status and post date fields as defaults for the regular
purchase orders generated from the blanket order.

A template purchase order is a vendor-specific purchase order default record. With a template purchase order,
you can save all order information for future use, including line items, attributes, and notes. You can then create
regular purchase orders by copying the template purchase order, saving data entry time.

Accessing Purchase Order Records

Warning: The Purchase Orders link appears on the Records page only if you have installed the optional module
Purchase Orders.



PURCHASE ORDERS 11

Because records are such an important part of Accounts Payable, we have placed all record types in one area so
you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull out a record, or
file. When you open Records, you can directly access several record types, including purchase orders. Click
Records on the navigation bar and click the Purchase Orders link. The Purchase Orders page appears.

i The Financial Edge

File Edit View Go Favaortes Tools Help

4 Back & Faryward ] Community Services Inc, © + Accounts Payable ™

Shortcuts

Records « Purchase Orders

|F|H—' Hame

;I Records

What do you want to do? Praducts

. Yendors
1{‘/ Add a Mew Purchase Order S: /, Close Purchase Orders... Invoices

- e Recurring
ﬁ Open a Purchasa Order ) Consolidate Requisition Line Items Invaices
Credit
' Edit options for Purchase Orders Memas
Purchase
Orders

Search for a Purchase Order by purchase order number Receipts
Requisitions

Access a Recently used Purchase Order

Figuration

shboard

‘a Plug-Ins

Monthly Reparts
Web Links ]

‘wWelcome to Accounts Payable |

The Purchase Orders page is the starting point for purchase order records. From this page, you can add a new
purchase order record, open existing records, and close purchase orders.

You can also edit purchase order options by clicking Edit options for Purchase Orders. This link opens the Options
screen for records.

To save time when searching for a specific credit memo record, you can use the Search for a Purchase Order by
purchase order number field. The Purchase Orders page also lists recently accessed purchase order records.

Finding and Opening Purchase Order Records

Note: For more information about using filters on the Open screen to search for records, see the Program
Basics chapter of the Program Basics Guide.

To find and open a purchase order record, you must be familiar with the Open screen. The Open screen has a
number of filters you can use to narrow your search and quickly locate the purchase order you want to open. The
search process is not case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can
also use wildcard characters if you are not sure how a word is spelled — use a question mark to replace a single
character and an asterisk to replace a series of characters.

Tip: For a quick search, use the Search for a Purchase Order by purchase order number field on the Credit
Memos page.

You access the Open screen by selecting File, Open, Purchase Order, or by clicking Open a Purchase Order from
the Purchase Orders page.

» Opening a purchase order record from the Purchase Orders page of Records
1. On the navigation bar, click Records.
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2. Click Purchase Orders. The Purchase Orders page appears.

3. Click Open a Purchase Order. The Open screen for purchase orders appears.

Open
Find: IF'urc:hase Order j Search uzing query: |<Default> ﬁlgg

PO number Order date

Yendor name: I j PO number: I j
Yendor [D: I j Receipt number: I j
Phone number: I Requisition number: I j
Clity: I j Lazt madified by: I j
State: I d Last modified an: Ian}. time ﬂ

Hide Filterz I Clear Filtersl Filters are not applied Find How | Cancel |

| 1 record found.

4. In the Find Purchase Orders that meet these criteria frame, enter the criteria you are using to search for
the purchase order. Criteria you can use includes a vendor name, ID, phone number, city, or state.

5. After you enter search criteria, click Find Now. The program searches the database and displays all
purchase orders that meet your search criteria.

Elopen
Fitnd: IPurchase Order j Search using quen: |<Default>

&0 Open T Adda

PO number | Order date | PO kvpe Status I Wendar name

1 0507/ 2004 EBlanket Unprinted purchase o... ABC Office Supplies

z 0507/ 2004 Regular Unprinted purchase o... ABC Office Supplies

z 05112004 Template Unprinted purchase o... ABC Office Supplies

! o -

Regular Unprinted purchase o... AEC

Fitd Puirc
Wendor name: IABE Dffice Supplies j PO numnber: I ﬂ
Yendar 1D: ID‘I j Feceipt number: I j
Phore rurmber: I Requigition rumber: I j
City: I j Last modified by: I j
State: I j Last modified on: Ian}l time ﬂ
. Hide Filters | Clear Filtersl Filters are applied Find Maw | Open I Cancel |

|4 records found.

6. Inthe grid, select the purchase order to open.
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Note: On the menu bar of a purchase order, you access tools and processes common to all records, as well as
those exclusive to purchase orders, including copying and closing purchase orders. For information about the
common menus, see the Program Basics Guide.

7. Click Open. The purchase order record appears.

® Purchasze Order 1 for ABC Office Supplies

File Edit “iew Purchase Order Favortez Tool: Help

E]Saveandtlosevlu X||§§|N i b N|E| |?' |
Purchase Order II__ine Itemsl Beceipts' Attlibgtesl ﬂotes'
‘Wendor name: IABC COffice Supplies QI “endor 1D:
PO number: |-|— FOEB: IShipping j
Type: IHeguIar j Terms: I j
Order date: IW Buyer: IBarry Lucus j
Expires on : I— Departrert: IAdministration =]
Shatus: IUnprinted purchase order j Corifirrm bex I
Order from: |<Vend0r Addresss jg Ship ta: |<dr0p zhip ﬂg
Ship via: IFederaI Express ﬂ Attention: IBEI”}' Lucuz ﬂ
Cammetts: I

[ | PO tatal: $0.00 | Total amount receipted: $0.00

Tip: If you frequently access a specific tab on a purchase order record, you can set an option to designate that
tab as the default. Then, when you open a record, it automatically opens to the default tab. For more
information about options, see the Options chapter of the Program Basics Guide.

8. After you view or edit the record, click Save and Close on the toolbar.

Adding Purchase Order Records

A regular purchase order is a record you create to authorize the purchase of goods or services from a specific
vendor. Once you create the purchase order record, you can enter line items and General Ledger distributions for
each line item. In Accounts Payable, you can create three types of purchase order records: regular, blanket, and
template.

Warning: Once you generate a regular purchase order from a blanket purchase order, you cannot add
additional line items to the blanket purchase order. Also, existing line items cannot be modified.

You can use several time-saving options when adding new regular purchase order records. You can establish a
blanket purchase order for a multiple quantities of an item and generate regular purchase orders from the
blanket purchase order as needed. You can copy information from other purchase orders for the vendor. You can
even establish template purchase order records as default records for a vendor.

If you enter common values repeatedly for multiple purchase orders, you can also create a default set with these
values to save time during data entry. The values are defaults only and you can still change any field on a record.
From the menu bar of the record, select Purchase Order, Load Defaults from to select an existing default set or
create a new default set for the record type. To manage default sets for all record types in the program, select
Tools, Organize/Create Defaults. For more information about default sets, see the Program Basics chapter in the
Program Basics Guide.



118 CHAPTER

Adding Regular Purchase Order Records

Note: You can edit a purchase order by opening it from the Purchase Orders page or from a vendor record.

With a regular purchase order, you request goods or services from a vendor. Line items on regular purchase

orders post to General Ledger, increasing the encumbrance balance. You can edit, cancel, and close regular
purchase orders.

Glossary: A receipt is a record created to keep a record of items or services your organization purchases and

receives. In Accounts Payable, a receipt records whether purchase order line items are received, rejected, or
canceled.

If necessary, you can delete regular purchase orders, but only if they do not yet have receipts. If receipts exist for
an order, you must manually delete all receipts before deleting the purchase order. All rules associated with
deleting a receipt apply.For more information, see the Receipts chapter. Deleting a purchase order also deletes
the associated line items and the program automatically reverses any posted encumbrance balances during the
next post run.You can delete posted purchase orders as well, however, to retain the integrity of your data the
record is not removed from your database. It is retained in the system with a status of “deleted”.

» Adding a regular purchase order record

Note: We can create custom purchase orders, checks, student bills, invoices, tax forms, envelopes, and other
computer forms specifically designed for use with The Financial Edge. These forms are printed in color with

your organization’s logo and contact information. Visit our website at http://forms:blackbaud.com or send an
e-mail to forms@blackbaud.com for more information.

You can add a new regular purchase order record from the Purchase Orders page of Records. To automatically

associate a purchase order with a vendor, you can also add a new purchase order record from the Purchase
Orders tab of a vendor record.

1. On the navigation bar, click Records.
2. Click Purchase Orders. The Purchase Orders page appears.

# The Financial Edge

File Edit “iew Go Favoites Took Help

4 Back ® Forward J Cormrunity Services Inc, = + Accounts Payahle ~

Bl [ Records » Purchase Crders

|Et<|-|-' Home

;I Records
what do you want to do? Products
|teins |

1\;/ Add a New Purchase Order Sv Close Purchase Orders... Invaices

- = Recurring
W Open a Purchase Order (L ) Consolidate Requisition Line Itams Invoices
- Credit
7=} Edit options for Purchase Orders (i I
- Purchase
Orders

Search for a Purchase Order by purchase order number Receipts
Requisitions
I -}

Access a Recently used Purchase Order

a Plug-Ins H
Monthly Reparts
‘Web Links

‘Welcome to Accounts Payable
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Tip: You can use default sets to define common information for records. For a new record, you can select
Purchase Order, Load Defaults from to select a default set of information to copy into the record. For more
information about using default sets, see the Program Basics Guide.

3.

Click Add a New Purchase Order. The New Purchase Order screen appears.

T -~
File Edit “iew Purchase Order Favortez Tools Help
ESaveandClosev|u )(|B,ﬁ|" 4 b H|E||I§'|?' |
Furchase Order |I=ine Itemsl Eeceiptsl Attrihgtesl ﬂotesl
*endar name: I Ql “endor [D:
PO rurmber: I— FOEB: I j
Type: IHeguIar j Tems: I j_d'
Order date: I— Buyer: I j
E spires on: I— Department: I j
Status: IUnprinted purichaze order j Confirrn to: I
Order from: I jdl Ship to: |<F'rimary addresz> j_dl
Ship via: I j Attention: I j
Caomments: I ﬂ
|Press F7 for Yendor Search |F'D total: $0.00 |T0tal amaunt receipted: $0.00 |

Note: Whether you enter the name or ID depends on your selection for General Options on the Records tab of
the Options screen.

4.

In the Vendor name or Vendor ID field, enter the name or ID of the vendor. To locate a vendor, you can
press F7 or click the binoculars. This field entry is required.

In the PO Number field, assign a number to the purchase order. This number appears on any invoices
generated from the purchase order receipt. You can set a business rule in Configuration to automatically
generate purchase order numbers. For more information about business rules, see the Configuration
Guide for Accounts Payable.

In the Type field, select “Regular” to specify the type of purchase order you are adding. “Regular” is the
default.

Tip: You can set an option that designates the current date as the default order date when creating new
purchase orders. For more information, see the Options chapter of the Program Basics Guide.

7.

10.

In the Order date field, enter the date the order was placed. You can enter the current date by pressing F3
or you can open a calendar and select a date by pressing F7.

In the Status field, select one of the following status types:

¢ “Unprinted purchase order”- This is the standard status for new purchase orders. After the purchase
order prints, the status automatically changes to “Open purchase order”.

e “Open purchase order”- Select this status for a new purchase order if the order has already been
printed or does not need to be printed.

e “Reprint order”- Select this status to reprint the purchase order.

¢ “Unprinted change order”- This is the standard status for new change orders. After the change order
prints, the status automatically changes to “Open purchase order”.

In the Order from field, select the vendor’s address or click the magnifying glass to open and edit the
address.

In the Ship via field, select the shipping method to use.
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11. Inthe FOB (Freight on board) field, enter the point at which the client assumes ownership of the order.

Glossary: Terms are payment rules established for payments to vendors or payments from customers. Terms
specify how long a customer who purchases on account may wait to pay an invoice. Terms may include
discount provisions for early payment of an invoice.

12. Anentry in the Terms field is optional. This field entry calculates automatically based on the vendor
record discount and due date information.

13. In the Buyer field, select the individual responsible for payment.
14. In the Department field, select the department for which the order is being placed.
15. In the Confirm to field, enter the name of the person with whom the order was placed.

16. In the Ship to field, select the billing address. You can click the magnifying glass to open and edit the
address.

17. In the Attention field, enter the name of the person to whom the package is being shipped.

Note: Once you save a purchase order, you can designate it as a favorite, which you can then quickly access
from the Home page. To make a purchase order a favorite, access the Favorites menu and select Add to
Favorites.

18. In the Comments field, enter any comments to associate with this purchase order. These comments are
printed on the bottom of the purchase order.

19. To save and close the purchase order, click Save and Close on the toolbar.

Adding Blanket Purchase Order Records

You use a blanket purchase order for a larger quantity of an item than is currently needed. For example, your
organization may want to purchase 200 computers in the coming year but may not want to purchase them all at
once. With a blanket purchase order, you can enter the 200 computers as a line item and then generate regular
purchase orders to buy the computers in increments. For example, you could create a regular purchase order for
50 computers every three months until the quantity on the blanket purchase order is satisfied. Once you use a
blanket purchase order or generate regular orders from a blanket order, the original blanket purchase order is
automatically updated to reflect the items purchased.

Warning: You cannot delete a blanket purchase order if it has been used to create regular purchase order line
items that are not closed.

A blanket purchase order is basically a commitment to purchase items, typically made to obtain a volume
discount or to ensure you receive hard-to-get items. You can generate regular orders from the blanket purchase
order until the blanket order is fulfilled. You can also use a blanket purchase order from a regular purchase order,
which saves you from having to open the blanket order to generate regular orders. Line items on a blanket
purchase order do not post. Line items and post fields are used as defaults on regular purchase orders generated
from the blanket order.

Glossary: A blanket purchase order is an order for an amount of goods or services to be delivered over a period
of time. Releases made against a blanket purchase order become regular purchase orders and reduce the
balance of the quantity of goods or services originally stated on the blanket purchase order.

When creating a regular purchase order from a blanket purchase order the following rules apply:

e Each line item entered on the blanket purchase order is copied to the regular purchase order. Initially, the
qguantity and amount of each line item is zero.
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¢ When creating a regular purchase order, each quantity and amount of the generated regular purchase order
are checked against the remaining balance of the associated blanket order line item. If the total quantity and
amount of all regular purchase order line items exceed the quantity and amount of the corresponding line
item on the blanket order, the program warns you that the quantity entered exceeds the remaining balance
for the line item.

¢ You can add additional line items to a regular purchase order created from a blanket order; however, these
line items do not affect the blanket order.

¢ You can generate regular purchase orders from an expired blanket order; however, you receive a warning
that the blanket purchase order has expired.

» Adding a blanket purchase order record

Note: We can create custom purchase order forms specifically designed to work with Blackbaud software.
These forms are printed in color with your organization’s logo and contact information. Visit our website at
http://forms.blackbaud.com for more information.

You can add a new blanket purchase order record from the Purchase Orders page of Records. To automatically
associate a purchase order with a vendor, you can also add a new purchase order record from the Purchase
Orders tab of a vendor record.

1. On the navigation bar, click Records.
2. Click Purchase Orders. The Purchase Orders page appears.
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Tip: You can use default sets to define common information for records. For a new record, you can select
Purchase Order, Load Defaults from to select a default set of information to copy into the record. For more
information about using default sets, see the Program Basics Guide.
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3.

Click Add a New Purchase Order. The New Purchase Order screen appears.

S NowPuchaseOutr ————__ EEE
File Edit “iew Purchaze Order Favortes Tool: Help
ESaveandElosev|n )(|B.ﬁ|l‘ L N|‘D||Q‘|?- |
Furchaze Order |I:ine Itemsl Eeceiptsl Attribgtesl ﬂotesl
Yendor name: I ﬁl endor [D:
FO number: I— FOB: I ﬂ
Type: IHBQUla' j Terms: I jdl
Order date: I— Buyer: I j
E xpires or: I— Department: I j
Statuz: IUnprinted purchase order j Carifirr bar I
Order fram: I jdl Ship ta: |<F'rimar}I addressy j_dl
Ship wia: I j Aftention: I j
Comments: I i’
|F‘ress F7 far Wendaor Search |F'D tatal: $0.00 |T0tal arount receipted: $0.00 |

Note: Whether you enter the name or ID depends on your selection for General Options on the Records tab of
the Options screen.

4.

6.

In the Vendor name or Vendor ID field, enter the name or ID of the vendor. To locate a vendor, you can
press F7 or click the binoculars. This field entry is required.

In the PO Number field, assign a number to the purchase order. This number appears on any invoices
generated from the purchase order receipt. You can set a business rule in Configuration to automatically
generate purchase order numbers. For more information about business rules, see the Configuration
Guide for Accounts Payable.

In the Type field, select “Blanket” to specify the type of purchase order you are adding.

Tip: You can set an option that designates the current date as the default order date when creating new
purchase orders. For more information, see the Options chapter of the Program Basics Guide.

7.

10.

11.
12.
13.

In the Order date field, enter the date the order was placed. You can enter the current date by pressing F3
or you can open a calendar and select a date by pressing F7.

In the Expires on field, enter the date the blanket purchase order expires.
In the Status field, select one of the following status types:

e “Unprinted purchase order”- This is the standard status for new purchase orders. After the purchase
order prints, the status automatically changes to “Open purchase order”.

¢ “Open purchase order”- Select this status for a new purchase order if the order has already been
printed or does not need to be printed.

e “Reprint order”- Select this status to reprint the purchase order.

e “Unprinted change order”- This is the standard status for new change orders. After the change order
prints, the status automatically changes to “Open purchase order”.

In the Order from field, select the vendor’s address or click the magnifying glass to open and edit the
address.

In the Ship via field, select the shipping method to use.
In the FOB (Freight on board) field, enter the point at which the client assumes ownership of the order.

An entry in the Terms field is optional. This field entry calculates automatically based on the vendor
record discount and due date information.
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14.
15.
16.
17.

18.

In the Buyer field, select the individual responsible for payment.
In the Department field, select the department for which the order is being placed.
In the Confirm to field, enter the name of the person with whom the order was placed.

In the Ship to field, select the billing address. You can click the magnifying glass to open and edit the
address.

In the Attention field, enter the name of the person to whom the package is being shipped.

Note: Once you save a purchase order, you can designate it as a favorite, which you can then quickly access

from the Home page. To make a purchase order a favorite, access the Favorites menu and select Add to
Favorites.

19.

20.

In the Comments field, enter any comments to associate with this purchase order. These comments are
printed on the bottom of the purchase order.

To save and close the purchase order, click Save and Close on the toolbar.

» Using a blanket purchase order for a new regular purchase order record
When creating a new purchase order, you can select to use a blanket purchase order.

1.
2.

On the navigation bar, click Records.
Click Purchase Orders. The Purchase Orders page appears.
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3.

Click Add a New Purchase Order. The New Purchase Order screen appears.

[ Now Puchoro Ouger ________________________EEE|
File Edit “iew Purchaze Order Fawvortes Toolz Help
ESaveandElosev|u X|D.ﬁ|l1 4 & N|E|||§'|?' |
Purchase Order II__ine Itemsz I Beceiptsl Attribgtesl ﬂotesl
Wendaor name: I ﬂl Wendor |D:
PO number: I— FOE: I ﬂ
Type: I Fieqular | Terms: I =12l
Order date: I— Euyer: I j
Expires on: I— Department: I ﬂ
Status: IUnprinted purchase arder j Confirm ta: I
Order fram: I jd' Ship ta: |<F'rimar_l,l addrezs j_dl
Ship via: I j Abtertion: I ﬂ
Commets: I ﬂ
|Press F7 far Wendar Search |F'D tatal: $0.00 |T0tal amount receipted: $0.00 |

Note: Whether you enter the name or ID depends on your selection for General Options on the Records tab of
the Options screen.

4.

In the Vendor name or Vendor ID field, enter the name or ID of the vendor. To locate a vendor, you can
press F7 or click the binoculars. This field entry is required.

From the menu bar, select Purchase Order, Use a Blanket Purchase Order. The Open Purchase Order
screen appears, displaying all previously created blanket purchase orders. The Vendor name and Vendor
ID criteria fields default to the vendor information you entered on the new purchase order.

In the grid on the Open Purchase Order screen, select the blanket purchase order to use and click Open.
The information is loaded into your new purchase order, unless the blanket purchase order has expired
or been fully used.

If the blanket purchase order has expired, you receive a message including the date it expired and a
prompt to continue. To continue, click Yes. To return to the current purchase order, click No.

Warning: A blanket purchase order is fully used if the vendor balance is $0.00.

If the blanket purchase order has been fully used, a message appears letting you know. Click OK to return
to the current purchase order without using the blanket purchase order.

You can now modify the purchase order information, including adjusting the quantity of line items,
adding new line items, and adding attributes and/or notes.

8. To save and close the purchase order, click Save and Close on the toolbar.

» Generating a regular purchase order from a blanket purchase order record

Glossary: A regular purchase order is an order with one or more line items placed with a vendor for goods or
services. If you use encumbrances, line items from regular purchase orders increase the encumbrance balance
when they are posted. You can record receipts of goods or services for regular purchase order line items as a
vendor makes deliveries, and you can create invoices to pay the vendor directly from the purchase order
receipt.

1.
2.

From a blanket purchase order record, you can generate a regular purchase order.
On the navigation bar, click Records.



3. Click Purchase Orders. The Purchase Orders page appears.
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4. Click Open a Purchase Order. The Open screen appears.

Warning: After generating a regular purchase order from a blanket purchase order, you may need to adjust
the quantity of the line items because the regular order contains the entire quantity from the blanket order.

5. Locate and open the blanket purchase order to use. You can narrow your search by entering information

in the criteria fields.

6. From the open blanket purchase order, select Purchase Order, Generate Regular Purchase Order. A new
regular purchase order appears, containing information from the blanket order.

7. You can now edit the purchase order information, including adjusting the quantity of line items, adding

new line items, and adding attributes or notes.

8. To save and close the purchase order, click Save and Close on the toolbar.

Adding Template Purchase Order Records

Tip: Using template purchase orders is a great way to save time when creating purchase orders for commonly

ordered items.

A template purchase order is a vendor-specific default record. With template purchase orders you can save all
purchase order information for future use, including line items, attributes, and notes. You can then create regular
purchase orders by copying the template purchase order, saving data entry time.

» Adding a template purchase order record

Note: You can also create a template purchase order from a vendor record. Simply select the Purchase Orders

tab and click New Purchase Order on the action bar.

1. On the navigation bar, click Records.
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2. Click Purchase Orders. The Purchase Orders page appears.
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3. Click Add a New Purchase Order. The New Purchase Order screen appears.

% Mew Purchase Order [_ [T}

File Edit Miew Purchase Order Favartes Tosks Help
saveandClose - [ %[ @[ @ ¢ » 0|92 2~ |
Purchase Order | Line tems | Beceipts | Attibutes | Notes|
Vendor niame: | | Vendor ID:
PO rumber; |— FOR: | j
Tupe: |Regular =] Terms: f =]
Oderdate: [~ Buyer: | =]
Expires or: |— Depattment: | =]
Status: | Unprirted purchase order =l Corfimtor |
Order hore: | =2 Ship to: [<Frimary adchess> =l
Shipvia: | = Attention: | =
Comments: I i’
|Press F7 for Viendar Search |PO tetat $0.00 [Total smaunt receipted: $0.00 |

Note: Whether you enter the name or ID depends on your selection for General Options on the Records tab of
the Options screen.

4. In the Vendor name or Vendor ID field, enter the name or ID of the vendor. To locate a vendor, you can
press F7 or click the binoculars. This field entry is required.

5. In the PO Number field, assign a number to the purchase order. This number appears on any invoices
generated from the purchase order receipt. You can set a business rule in Configuration to automatically
generate purchase order numbers. For more information about business rules, see the Configuration
Guide for Accounts Payable.

6. Inthe Type field, select “Template” to specify the type of purchase order you are adding.
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Tip: You can set an option that designates the current date as the default order date when creating new
purchase orders. For more information, see the Options chapter of the Program Basics Guide.

7.

10.
11.
12.

13.
14.
15.
16.

17.

In the Order date field, enter the date the order was placed. You can enter the current date by pressing F3
or you can open a calendar and select a date by pressing F7.

In the Status field, select one of the following status types:

e “Unprinted purchase order”- This is the standard status for new purchase orders. After the purchase
order prints, the status automatically changes to “Open purchase order”.

¢ “Open purchase order”- Select this status for a new purchase order if the order has already been
printed or does not need to be printed.

e “Reprint order”- Select this status to reprint the purchase order.

e “Unprinted change order”- This is the standard status for new change orders. After the change order
prints, the status automatically changes to “Open purchase order”.

In the Order from field, select the vendor’s address or click the magnifying glass to open and edit the
address.

In the Ship via field, select the shipping method to use.
In the FOB (Freight on board) field, enter the point at which the client assumes ownership of the order.

An entry in the Terms field is optional. This field entry calculates automatically based on the vendor
record discount and due date information.

In the Buyer field, select the individual responsible for payment.
In the Department field, select the department for which the order is being placed.
In the Confirm to field, enter the name of the person with whom the order was placed.

In the Ship to field, select the billing address. You can click the magnifying glass to open and edit the
address.

In the Attention field, enter the name of the person to whom the package is being shipped.

Note: Once you save a purchase order, you can designate it as a favorite, which you can then quickly access
from the Home page. To make a purchase order a favorite, access the Favorites menu and select Add to
Favorites.

18.

19.

In the Comments field, enter any comments to associate with this purchase order. These comments are
printed on the bottom of the purchase order.

To save and close the purchase order, click Save and Close on the toolbar.

» Using a template purchase order for a new regular purchase order record

1.

On the navigation bar, click Records.
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2. Click Purchase Orders. The Purchase Orders page appears.
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3. Select Add a New Purchase Order. The New Purchase Order screen appears.

% Mew Purchase Order [_ [T}

File Edit Miew Purchase Order Favartes Tosks Help
saveandClose - [ %[ @[ @ ¢ » 0|92 2~ |
Purchase Order | Line tems | Beceipts | Attibutes | Notes|
Vendor niame: | | Vendor ID:
PO rumber; |— FOR: | j
Tupe: |Regular =] Terms: f =]
Oderdate: [~ Buyer: | =]
Expires or: |— Depattment: | =]
Status: | Unprirted purchase order =l Corfimtor |
Order hore: | =2 Ship to: [<Frimary adchess> =l
Shipvia: | = Attention: | =
Comments: I i’
|Press F7 for Viendar Search |PO tetat $0.00 [Total smaunt receipted: $0.00 |

Note: Whether you enter the name or ID depends on your selection for General Options on the Records tab of
the Options screen.

4. In the Vendor name or Vendor ID field, enter the name or ID of the vendor. To locate a vendor, you can
press F7 or click the binoculars. This field entry is required.

5. From the menu bar, select Purchase Order, Copy Purchase Order from. The Open Purchase Order screen
appears. The Vendor name and Vendor ID criteria fields default to the vendor information you entered on
the new purchase order.

6. Inthe grid on the Open Purchase Order screen, select the template purchase order to copy and click
Open. The information is loaded into your new purchase order.

7. You can now modify the purchase order information and add line items, attributes, and or notes.
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8. To save the purchase order and return to the Purchase Orders page, click Save and Close on the toolbar.

Copying Purchase Order Records

Copying a purchase order is another way to create a new purchase order. The benefit to creating a purchase
order through copying another purchase order is the amount of time you can save. For example, if you have
already created a purchase order with 20 line items for a vendor and you realize you need to submit another
purchase order similar to the one you already created, you can simply copy the original rather than reentering all
the information and line items. You can also copy template purchase orders to quickly create new regular orders.
The following rules apply when copying a purchase order:

All information on the Purchase Order tab is copied, except for the Status field, which always defaults to

Unprinted purchase order. Any information on the Purchase Order tab of your new purchase order is
overwritten.

The purchase order you are copying and the new purchase order you are creating must be for the same
vendor.

For a new regular purchase order, you can copy from regular or template purchase orders. For a new
template purchase order, you can copy only from other template purchase orders.

All line items are copied. If you copy a posted purchase order, the post status of the new purchase order
becomes the Default post status defined in Options for line items.

All information on the Attributes and Notes tabs are copied.
Receipts are not copied.

» Copying a purchase order record

1. From the Records page, click Purchase Orders. The Purchase Orders page appears.
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2. Click Add a New Purchase Order. The New Purchase Order screen appears.

ShowPuchasedin —__________—_——_________mmx
File Edit “iew Purchaze Order Favortes Tools Help
ESaveandClosev|n X|& ﬁ||‘ 4 b N|E|||Q' ? - |
Purchaze Order II__ine Itemsl Beceiptsl Attribgtesl Hotesl
Wendaor name: I QI Wendor ID:
PO rumber: l— FOB: I j
Twpe: | Regular =] Tems: f =l
Order date: I— Buyer: I j
Expires on: I— Department: I ﬂ
Statuz: IUnprinted purchase order j Confirm to: I
Order from: I jﬁl Ship to: |<F'rimar_l,l address» jdl
Ship wia: I j Attention: I j
Comments: I ﬂ
|F'ress F7 for Wendar Search |PD total: $0.00 |T0tal amount receipted: $0.00 |

Note: Whether you enter the name or ID depends on your selection for General Options on the Records tab of
the Options screen.

3. Inthe Vendor name or Vendor ID field, enter the name or ID of the vendor. To locate a vendor, you can
press F7 or click the binoculars. This field entry is required.

4. From the menu bar, select Purchase Order, Copy Purchase Order from. The Open Purchase Order screen
appears. The Vendor name and Vendor ID criteria fields default to the vendor information you entered on
the new purchase order.

5. Inthe grid on the Open Purchase Order screen, select the purchase order to copy and click Open. The
information is loaded into your new purchase order.

You can now edit purchase order information and add line items, attributes, or notes.

7. To save and close the purchase order, click Save and Close on the toolbar. You return to the Purchase
Orders page.

Closing Purchase Orders

Note: In Configuration, you can set a business rule to automatically close purchase orders when all line items
and receipts are posted.

You can close a single purchase order or save time by closing multiple purchase orders at once. You can close
regular or blanket purchase orders. Template purchase orders cannot be closed. To close a single purchase order,
open the record and select Close Purchase Order from the Purchase Order menu. You can save time by closing
multiple purchase orders by selecting Close Purchase Orders from the Tools menu of the shell. Closing a regular
purchase order automatically reverses any posted encumbrance balances during the next post run. You cannot
reopen closed purchase orders.

To close a purchase order, it must meet the following criteria:
¢ The purchase order status must be Open.
¢ All line items on the purchase order must be fully receipted.

¢ If the business rule requiring that all line items and receipts be posted before closing purchase orders is
enabled, make sure all line items and receipts have a status of Posted.



» Closing a single purchase order

PURCHASE ORDERS 13

Warning: Closing or canceling a purchase order automatically reverses any posted encumbrance balances

during the next post run. You cannot reopen closed or cancelled purchase orders.

1. From the Records page, click Purchase Orders. The Purchase Orders page appears.
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Note: If you are unable to close a purchase order, it may be because the If a purchase order has uninvoiced
receipts, leave it open checkbox is marked. To verify this setting, access the Purchase Orders page, select
Tools, Close Purchase Orders, and verify that the checkbox is unmarked.

2. Open the purchase order to close.

® Purchase Order 1 for ABC Office Supplies
File Edit “iew Purchase Order Favorites Tool: Help

saveandCiose | o X[ (& S| W « » v Y@ e 2~
Purchase Qrcer | Line ltems | Receipts | Attibutes | Notes|
Wendor name! |AEC Dffice Supplies ] Vendar ID: 0
FOnumber [T FOB: | =l
Type: | Regular | Tems f i
Orderdate:  [05/1472004 Buer  [Bamy Lucus =]
Ewpiesor: [ Department: | =l
Status: |Unprinted purchase order | Confimto: |
Orrder frar: |<Vendor Address> ~[B] shipte |s hipping Address =2
Ship via: | x| Abtention: | |
Comments: I i’
| |PO totak $0.00 [Total amount receipted: $0.00 [

3. From the menu bar, select Purchase Order, Close Purchase Order. The purchase order is closed and the

status is changed to “Closed”.
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4. To save and close the purchase order record, click Save and Close on the toolbar. You return to the
Purchase Orders page.

» Closing multiple purchase orders

Tip: When you need to close all regular purchase orders in your database, you can save time by closing all
regular purchase orders at once, instead of closing them individually.

1. From the Records page, click Purchase Orders. The Purchase Orders page appears.
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File Edit W¥ew Go Favoites Tooks Help

& Back & Forwand J Community Services Inc. = = Accounts Payable ™

Shartcuts

i Records = Purchase Orders

:I Records
what do you want to do? Products

Vendors

\:/ Add a New Purchase Order Sv Close Purchase Orders... Invoices
- - Recurting
ﬁ Open a Purchase order \__ ) Consolidate Requisition Line Itams Invoices
Credit
(/ Edit options for Purchase Orders o
e Purchase
Qrders

Search for a Purchase Order by purchase order number Receipts
Requisitions
I [}

Access a Recently used Purchase Order

nfiguration

d

E Plug-Ins n
Monthly Reports
‘eb Links

‘Welcome to Accounts Payable |

E

2. Click Close Purchase Orders. The Close Purchase Orders screen appears.

Cloze Purchaze Orders Ed
All purchasze orders

Include: IHeguIar purchase orders j

W If a purchase order has uninvoiced receipts, leave it open
I™ | Orlyclose blanket purchiase orders with zermbalances for alllne items

¥ If a purchaze order has po line items, leave it open

It a purchaze arder has unreceived line items:
¥ Leave the purchase order open

" Beceipt the remaining line items and cloze the purchase order

Feceived by: I j Fost status: I vl
Action: IEanceI ﬂ Pt date: ||j5,425,'2|:||:|4

¥ Freview purchase orders before closing

W Prirt control repart

Ok, Cancel

3. Click Close and select to close purchase orders for all purchase order records, selected records, or one
record. If you choose Selected records, you must select a query of records. If you choose One record, you
must select the record.
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In the Include field, select to close either regular or blanket purchase orders, or both.

If your database contains purchase orders with uninvoiced receipts, you can choose to leave those open
by marking If a purchase order has uninvoiced receipts, leave it open.

If you selected to close blanket purchase orders, you can choose to close only blanket purchase orders

that have zero balances for all line items by marking Only close blanket purchase orders with zero
balances for all line items.

If your database contains purchase orders with no line items, you can choose to leave those open by
marking If a purchase order has no line items, leave it open.

Note: If you click Close and choose “Selected purchase orders”, the Open Query screen appears. Select a
qguery containing the purchase orders to close or create a new one.

8.

10.

11.

If your database contains purchase orders with unreceived line items, mark either Leave the purchase
order open or Receipt the remaining line items and close the purchase order. If you choose to receipt
the line items and close the orders, enter the default information to use when receipting the line items,
including post status and date.

To preview the purchase orders before closing to make sure you really want to close the orders, mark
Preview purchase orders before closing.

To automatically print a control report of the closed purchase orders to your default printer, mark Print
control report. The control report contains the vendor name, purchase order number, type, order date,
and purchase order total.

Click OK to close the specified purchase orders and return to the Purchase Orders page. If you marked
Preview purchase orders before closing, the Close Selected Purchase Orders screen appears. On this
screen you can see all purchase orders you selected. If you see a purchase order you do not want to close,
remove the checkmark in the Close? column for that purchase order. To close the selected purchase
orders and return to the Purchase Orders page, click Close Now.

Generate Purchase Orders from Requisitions

You can generate purchase orders from requisitions from the Purchase Orders page or the Requisitions page in
Accounts Payable.

» Generate purchase orders from requisitions

1.

From the Purchase Orders page, click Generate Purchase Orders from Requisitions. The Generate
Purchase Orders from Requisitions screen appears.

. Generate Purchase Orders from Requisitions g B[] 3]
1: General |g Grouping | 3 PO Line Items | 4 PO Information | 5 Results |
Step 1: General Information

Default dates:

Post status/Date: [Posted | [sn1/2008

Interfund Set: m -

Do you want to override the unit price of line items?
1 Always use the unit price from the reguisition line item

" If & unit price exists on the product record, always use that price

< Bach Hext > Cancel FicGieation | | Gieste
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2.

Note:

6.

Click Generate for and select to generate purchase orders for all records, selected records, or one record.
If you choose Selected records, you must select a query of records. If you choose One record, you must
select the record.

Use this filter when you want to generate a purchase order for a specific requisition.

In the Post status/Date field, select “Not yet posted” or “Do not post”. If you select “Not yet posted”, you
must enter a valid post date.

In the Interfund Set field, select an interfund set to create balancing entries if you enter debit and credit
accounts from different funds. Interfund sets are defined in Configuration.

Mark Always use the unit price from the requisition line item or If a unit price exists on the product
record, always use that price. This gives you the option to use the requisition line item price even if it is
different from Product record in Configuration.

Click Next to access the Grouping tab.

-1oj x|

Do you want ta group multiple requisitions into the same purchase order?
& Yes
C Ma

¢ Back et > Cancel FieLieaion | | Ciesie

Mark Yes to group multiple requisitions into the same purchase order. When you mark Yes, you indicate
how those requisitions should be combined on the PO Line Items tab. For example, when Sally and Tom
each create a requisition for the same vendor, one purchase order is generated.

If you do not want to group multiple requisitions into the same purchase order, mark No. Marking No,
removes the PO Line Items tab and a separate purchase order is created for each requisition. For example,
when Sally and Tom each create a requisition for the same vendor, two purchase orders are generated.
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8. Click Next to access the PO Line Items tab. This tab appears if you marked Yes on the Grouping tab.

&, Generate Purchase Orders from Requisitions

PRI

1: General | 2 Grouping {5 Fil E}n’é\iém’éjg PO Information | 5 Results
Step 3: Purchase Orders

By what characteristics do you want to group requisition fine items?
1% ByWendor only
£ ByWendor and purchase ordet information
I By Submitted By
™ By Defiver To
I™ By Buyer
I™ By Department
™ By shipTo
™ By Ship ¥ia
= iByFag

How do you want ke create PO line items For the same product?
© Cambins line ftems into a single P line item

& Keepline ftems separate

< Back Hert > Carcal Fielreafion | | Cieste

9. Mark By Vendor only or By Vendor and purchase order information. If you choose By Vendor only,

10.

11.

requisition line items are grouped by vendor. If you choose By Vendor and purchase order information,
the requisition line items are grouped by vendor and the purchase order information you select.

For example, Sally, Tom, and William each create a requisition for the same vendor. However, Sally and
Tom are in the same department. If you choose to group requisition line items by vendor and department,

two purchase orders are generated — one for William and one for Sally and Tom who are in the same
department.

If you have two requisition line items for the same product, you need to determine how to handle them in
the purchase order.

To combine the two requisition line items into a single purchase order line item, mark Combine line
items into a single PO line item.

To keep the two requisition line items separate, mark Keep line items separate. For example, Sally and
Tom each create a requisition for the same vendor to order a computer. You choose to group

requisitions by vendor only to generate one purchase order. However, when you mark Keep line items
separate, two separate line items are created for each computer when the purchase order is generated

Click Next to access the PO Information tab.

. Generate Purchase Drders from Requisitions

-1oj x|

1: Genersl | 2 Grouping | 3 PO Line Items {4 P Tnformation | 5 Results
Step 4: Purchase Order

If Purchase Order information is missing, what should default?

Ship via. Brest 'Wayp -7 Shipto: Shipping & Receiving A ;
FOE: Shipping - Department:  [dmiristration -
Tems; Met 30 B Confirm te:

Comments:

Buyer. Susan Thomas - Atertion: Susan Thomas A

< Back et > Cancel FieCieafion | || Cieste
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¢ If no grouping settings were defined for requisition line items on the Grouping tab, the purchase order
information selected on the PO Information tab overwrites the purchase order information on an
individual requisition line item. For example, if you group two requisition line items By Vendor and By
Department and both line items have purchase order information defined, the purchase order
information defined on the PO Information tab overwrites what is on each individual line item.

¢ If two requisition line items are grouped and they both have purchase order information defined, the
purchase order information of the first line item overwrites the purchase order information of the
second line item.

12. In the Ship via field, select the shipping method to use.

13. Inthe FOB (Freight on board) field, enter the point at which the client assumes ownership of the order.

Glossary: Terms are payment rules established for payments to vendors or payments from customers. Terms
specify how long a customer who purchases on account may wait to pay an invoice. Terms may include
discount provisions for early payment of an invoice.

14. An entry in the Terms field is optional. This field entry calculates automatically based on the vendor
record discount and due date information.

15. In the Buyer field, select the individual responsible for buying the items.

16. In the Ship to field, select the area to receive the order.

17. Inthe Department field, select the department for which the order is being placed.

18. In the Confirm to field, enter the name of the person with whom the order was placed.

19. In the Attention field, enter the name of the person to whom the package is being shipped.

20. Inthe Comments field, enter any comments to associate with this purchase order. These comments are
printed on the bottom of the purchase order.

Note: To view additional columns in the grid, right-click and select Columns.

21. Click Next to access the Results tab.

&, Generate Purchase Order:

s from Requisitions (=] 4

2 Grouping | 3: PO Line Items | 4 PO Infamation {5 Hesiis |

Quantity | Quantity
ordered b order

(]
*

PO
Line #

Create? | °° ProductID | UntPrice | Quantity Subrmittzd by

Date
Promised

< Back Hent > Cancel PleGreation | | Cieate

Warning: If you are restricted to “Same department only” in Online Security, you cannot see other
department’s requisitions approved for consolidation, or those attached to a purchase order’s line item.

22. If thereis not a vendor on the requisition line item, enter the vendor name in the Vendor column or click
the binoculars to locate the vendor.

23. Click Create All to fill the Quantity to Order column with the remaining amount to order.
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24. Click Pre-Creation to view the Control Report. If you do not like the results displayed in the Control
Report, close the report and click Back to change the settings on the previous tabs.

25. Click Create to generate the purchase orders.

Canceling Purchase Orders

You can cancel a regular purchase order at any time, if no receipts are entered on the purchase order record. You
can cancel a purchase order by selecting Cancel Purchase Order from the Purchase Order menu. The status
changes to “Cancelled order” or “Unprinted Cancellation Notice”, depending on the business rule selected in

Configuration. The program automatically reverses any posted encumbrance balances during the next post run.
You cannot reopen cancelled purchase orders.

» Canceling a purchase order

Warning: You cannot cancel purchase orders with a status of “Closed” or “Deleted”. If you access a closed or
deleted purchase order, the Cancel Purchase Order option is disabled.

1. From the Records page, click Purchase Orders. The Purchase Orders page appears.

i The Financial Edge

File Edit “iew Go Favoites Took Help

4 Back ® Forward J Cormrunity Services Inc, = + Accounts Payahle ~

Shortcuts

Records = Purchase Orders

|qu1" Home ;I Records
what do you want to do? Products
|teins |

1\;/ Add a New Purchase Order Sv Close Purchase Orders... Invaices

- — Recurring
W Open a Purchase Order q ) Consolidate Requisition Line Items Invaices
Credit
Edit options for Purchase Orders Liomos
Purchase
Orders

Search for a Purchase Order by purchase order number Receipts
Requisitions
I -}

U Access a Recently used Purchase Order

nfiguration

oard

a Plug-Ins H
Monthly Reparts
‘Web Links

‘Welcome to Accounts Payable
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2. Open the purchase order to cancel.

® Purchase Order 1 for ABC Office Supplies
File Edit “iew Purchase Order Favorites Tool: Help
ESaveandClosevlu X||§§|N 4 » N|E|| ? -~ |
Purchaze Order |I:ine Itemsl Beceiptsl Attribgtesl Hotesl
Vendar nane: IABI: Office Supplies QI Yendor 1D: 01
PO number: |1— FOB: I j
Tupe: IHEQUIE" j Terms: I j
Order date: IW Buyer: IBan_l,l Lucus j
Expirez on: I— Department: I j
Status: IUnplinted purchase order j Canfirm ta: I
Order fram: |<Vend0r Addressy j_gl Ship te: IS hipping Address j_gl
Ship via: I j Attention: I j
Comments: I ﬂ
| |F'D total: $0.00 |T0tal amount receipted: $0.00 |

3. Onthe menu bar, select Purchase Order, Cancel Purchase Order. The purchase order is cancelled and the
status is changed to “Cancelled order” or “Unprinted Cancellation Notice”, depending on the business
rule in effect. You can change the default status if necessary.

® Purchasze Order 1 for ABC Office Supplies
File Edit “iew Purchase Order Favortez Tool: Help
E]Saveandﬁlosevlu X||3,§|N L N|E| - |
Purchase Order |I=ine Itemsl ﬁeceiptsl .&ttribgtesl Motesl
YWendor name: IABE Office Supplies QI endor 1D 01
PO number: |1— FOE: I j
Type: IHeguIar j Termz I j
Order date: IW ELyer: IBa[[_IrI Lucus j
Expires on: I— Department; I j
Status: Cancelled arder Confirm to: I
Order From: |<\-"end0r Addressy ﬂ‘&l Ship to: IS hipping Address ﬂﬂ
Ship wia: I j Attention: I j
Comments: I ﬂ
| |F'D total: $0.00 |T0tal amount receipted: $0.00 |

4. To save and close the canceled purchase order, click Save and Close on the toolbar. You return to the
Purchase Orders page.

Creating Invoices for All Receipts

Glossary: A receipt is a record created to keep a record of items or services your organization purchases and
receives. In Accounts Payable, a receipt records whether purchase order line items are received, rejected, or
canceled.
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You can create invoices for all receipts attached to a purchase order by selecting Create Invoice for All Receipts
from the Purchase Order menu. This efficient process saves you from creating invoice records individually for
each receipt. For more information about creating receipts, see the Receipts chapter. For more information
about creating invoices, see the Invoices chapter.

» Creating invoices for all receipts
1. Open the purchase order record containing the receipts to invoice.

® Purchase Ouder 626516 for Bell Telephones —————__________HIHE|
File Edit “iew Purchaze Order Favortes Tool: Help
ESaveandElosev|n X||ﬁ§|l‘ 1 » N|GD|| ? - |
Furchaze Order |I:ine Itemsl Eeceiptsl Attribgtesl ﬂotesl
Yendor nanme: IBeII Telephones ﬂ Wendar ID: 8
FO number: IW FOB: I ﬂ
Type: IHBQUla' j Terms: I j&l
Order date: IW Buyer: I j
E xpires or: I— Department: I j
Status: IUnprinted purchase order j Corfirrn to: I
Order fran: IImported Address jdl Ship ta: |<F'rimar}I addressy j_il
Ship wia: I j Aftention: I j
Comments: I ﬂ
| |PO total: $760.00 |Total amount receipted: $375.00 |

2. From the menu bar, select Purchase Order, Create Invoice for All Receipts. The Invoice for <Vendor>
screen appears. The line item information appears in the fields as defaults. Enter any additional invoice,
distribution, attribute, and/or note information. Information in the Vendor name or Vendor ID field and
PO number field defaults from the purchase order.

B Invoice for Bell Telephones & I

File Edit “iew |nvoice Favortes Toolz Help
ESaveandElose'| =] X| H 4 ¢+ H |%|B|
Invoice IQistributionl anments.:’[lreditsl Attribglesl ﬂotesl
Wendaor name: IBell Telephones ﬂl “Vendor |D: 8

Invoice number: I PO number: ISZBE‘IB ﬂﬂl; §l
Status: I,&pp[g\fed vl [~ Hold payrment

Invoice date: |1 0/03/2004 Post status: I Mot yet posted h l
Due date: |1 0/03/2004 Pzt date: |1 0/09/2004

) 2 - |

Description: I

Fiemit to: IImported Address < I dl

Amount

Ireegice amaount: |$3?5.DD & 1093 Distribution... |
Discount

Discount percent:l Discount expires on:l
Dizcount amount: I Discounted tatal: |$3?5. i}

Payment

Payment methad: IEheck j [~ Create a separate payrment for this invoice

| |Balance: $375.00 |Appr0ved

3. In the Invoice number field, enter the invoice number.
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4.

In the Status field, select either “Pending” or “Approved” as the current approval status of the invoice. If
the invoice is neither pending nor approved, mark the Hold payment checkbox.

Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

© N v

10.
11.
12.

13.

14.

15.

16.

In the Invoice date field, enter the invoice date. This is a required field.
In the Due date field, enter the payment due date. This is a required field.
In the Description field, enter a description of the invoice.

In the Remit to field, select the vendor’s billing address or click the magnifying glass to open and edit the
billing address.

In the Post status field, select “Not yet posted” or “Do not post”. “Do not post” is typically used only for
archived invoices or activity already posted in the general ledger.

In the Post date field, enter the post date.
In the Invoice amount field, the amount defaults from the receipt.

If the vendor offers a discount percent for early payments, enter the percent in the Discount percent
field. The discount amount displays automatically.

If the vendor offers a discount percent for early payments, enter the percent in the Discount percent
field. The discount amount displays automatically.

If the vendor offers a discount amount for early payments, enter the amount in the Discount amount
field. The discount percent appears automatically.

In the Discount expires on field, enter the last date the payment must be received in order to qualify for a
discount.

The Discounted total field displays the adjusted amount based on the Invoice amount, Discount percent,
and Discount amount fields.

In the Payment Method field, select a payment method. Electronic funds transfers are available only with
the optional module EFT.

Note: To ensure that an invoice is the only item paid with a single check, mark Create a separate payment for
this invoice.

17.
18.

To create a separate payment for the invoice, mark Create a separate payment for this invoice.
To save the invoice and return to the purchase order record, click Save and Close.

Printing Purchase Orders

Warning: Once you print, export, or mail a purchase order, the status of the purchase order updates to
“Open”. You cannot print purchase orders with an “Open” status.

You can print a hard copy of a purchase order record. When you select to print a single purchase order from a
specific record, you can select a previously created parameter file or create a new one. Parameter files are used
to customize the look of a purchase order and the information to include. The parameter files for purchase order
forms are stored in Mail in Accounts Payable. From Mail, you can add, edit, delete, and print multiple purchase
order forms.

This section provides a procedure for printing a purchase order using a previously created parameter file. For
information about creating purchase order parameter files, see the Mail Guide.



» Printing a purchase order
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Note: The purchase order parameter files are stored in Mail, which you access by clicking Mail on the
navigation bar in Accounts Payable. From Mail, you can add, edit, delete and print multiple purchase order
forms. For more information about purchase order parameter files, see the Forms chapter of the Mail Guide

for The Financial Edge.
1. Open the purchase order to print.

% Purchase Order 789846 for Office Supplies Inc. !E[
File Edit “iew Purchase Oider Favortes Tools Help

ESaveandEIDSEv|u X||§§|N 4 » N|E|| ? - |
Purchaze Order |I:ine Itemsl Eeceiptsl Attribgtesl ﬂotesl
“endar nare: Ifoice Supplies Inc. ﬂ Yendar ID: 83
PO rumber:  [725846 FOEB: f =]
Type: IHeguIar j Terms: I - I EI
[rder date: |1 0/A11./2004 Euper: I j
Expires or: I Department: I j
Statusz: IUnprinted change order j Corifirm bex I
Order from: IImported Address Yl ﬁl Ship to: |<Primary address> > |d|
Ship wia: I j Altention: I j
Comments: I ﬂ

| |F'D total: $30.00 |T0tal amaunt receipted: $0.00

Note: We can create custom purchase order forms specifically designed to work with Blackbaud software.
These forms are printed in color with your organization’s logo and contact information. Visit our website at

http://forms.blackbaud.com for more information.

2. From the menu bar, select File, Print. The Select a Parameter File screen appears.

Select a Parameter File

Select a parameter file to uze for this Purchasze Order Forms

File Mame

Description

[~ Only show my parameter files

Select

#] Cancel

] Add Mew
l<0pen

RG]

@ Find...

3. Select the parameter file to use for printing the purchase order.
4. Click Select. The report is printed to your default printer.
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Managing Line Items

Tip: You can save data entry time by copying duplicate information from another purchase order by accessing
the Purchase Order menu and selecting Copy Purchase order from. Regular purchase orders can copy regular
and template purchase orders, however, template purchase orders can copy only template purchase orders.

Once you create a purchase order record, you can enter line items. There are three types of line items you can
enter in Purchase Orders: regular, comment, and miscellaneous.

Regular line items are simply goods or services you want to purchase from a vendor. If you have Fixed Assets, you
can use regular line items for asset acquisitions. When entering line items for asset acquisitions, make sure the
line item distribution debits the asset account and credits the cash account to prevent problems with
reconciliation. When you receipt the line item, you can create an asset record. For more information about
creating asset records from the receipt record, see the Receipts chapter.

A comment line item is useful for attaching information to a purchase order. For example, if an item cannot be
backordered you could create a comment line item stating “No Backorders”.

With miscellaneous line items, you can enter additional charges involved with items in a purchase order. For
example, shipping charges could be a miscellaneous line item.

» Adding and distributing a regular line item

Note: You can set an option that prompts you if a blanket purchase order exists for a product. This option may
save you from creating unnecessary purchase orders. For more information, see the Options chapter of the
Program Basics Guide.

1. From an open purchase order, select the Line Items tab and click New Line Item. The New Line Item
screen for the purchase order appears.

i New Line Item for PO 23423 for AlphaGraphics
File Edt %iew ltemn Help
[ Save and Closev| = )(| H 4 » M | [rrsert | Fepeat | 7 - ‘
Line ltem |Qistributi0n| RBequisition Line Itemsl
Type: * | Line item number: 000005
Product 1D: |<N0 product D jﬁl = Amountsinelide ty
Description: I
Unit of Measure | Quantity Ordered | Urit Cost I Estended Cost I
0.000 $0.00
Date required: I Department; INone j
D ate promiged: I Requested by: I j
“Wendor part #: I Deliver bo: ISusan Tharmas =l
Post status/Date: INot et posted j I
Motes: I =1
=
Comments: I jl
[ | Received: $0.00 | Cancelled: $0.00

Note: The status bar at the bottom of a regular line item displays the total of all receipts created for a line item
with an action of “Receive” and “Cancel”. These calculations include posted and unposted receipts.
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2. Inthe Type field, select “Regular”. The line item number is automatically generated to identify the line
item on the purchase order.

3. Inthe Product ID field, select the type of product you are ordering. If the product you want to order is not
listed, you can create a new product record from this screen. To create a new product, click the
binoculars, then click Add a New Product. For more information about product records, see the Products
chapter.

4. The Description field defaults from the product record, however you can edit the description if necessary.

5. The Unit of Measure field automatically displays the unit of measure designated on the product record. If
the unit of measure was not defined on the product record, select the correct unit of measure.

In the Quantity Ordered field, enter the number of items ordered.
In the Unit Cost field, enter the cost of the items per unit.

. If you entered a quantity in the Quantity Ordered field and a unit cost in the Unit Cost field, the Extended
Cost field displays the total cost of the line item.

9. Inthe Date required field, enter the date your organization needs to receive the item.

Note: For any field that uses table entries, you can select a previously defined entry or add a new table entry.
For example, in the Department field, you can select “Administration” from the Department table, or create a
new entry by entering in the new department. Once you leave the field, you are prompted to save the new
entry.

10. In the Date promised field, enter the date the vendor has promised to deliver the item.

11. Inthe Vendor part # field, enter the vendor’s part reference number for the item you are ordering.
12. In the Department field, select the department for which the item is being ordered.

13. In the Requested by field, select the person who requested the line item.

14. In the Deliver to field, select the person to whom the line item is being delivered.

Note: On the Records tab of the Options screen, you can set line item options that designate a default post
date, post status, and reversal post date. For more information, see the Program Basics chapter of the Program
Basics Guide.

15. In the Post status/Date fields, enter a post status and post date. If you select “Do not post” as the status,
the post date is not required. The “Do not post” status may not be available if the business rule excluding
that status is in effect.

16. In the Notes field, you can enter notes or special circumstances regarding this line item. The notes you
enter do not print on the purchase order form.

Warning: You are required to enter a General Ledger distribution for each line item in a purchase order.
Distribution information is used to establish the accounts, projects, classes, and transactions codes to which
the line item activity posts. Projects and transaction codes are available only if you have the optional module
Projects and Grants.
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17. Select the Distribution tab.

i New Line Item for PO 23423 for AlphaGraphics

File Edt %iew ltemn Help

[ Save and Closev| = )(| H 4 » M | [rrsert | Hepeat| 7 -

Line Item  Distribution |Bequisition Litwe Itemsl

I Distribution % I Interfurnd: I = l

Budgetl % Entries ”E il

DR Account Mumber I DR Account Description I

Amount | CR Account Mumber |CF| Account C

I 01-5460-02 Printing-D eveloprent
I 01-5460-01 Frinting-Administration
I 01-5460-03 Frinting-Program Services

$0.00 01-2020-00
$0.00 01-2020-00
$0.00 071-2020-00

Accounts Paye
Accounts Paye
Accounts Pays

18.

Delete All..

Load Digtributior. ..

Digtribute Exvenly

Lijirinnitiar,.. FTLIER

[ | Received: $0.00 | Cancelled: $0.00

In the field above the distribution grid, select “Distribution”.

Warning: If you are creating a line item for an item that will be used as a fixed asset, make sure you debit the
asset account and credit the cash account in the line item distribution.

19.

20.
21.

Note:
22.

23.

In the DR Account Number column, default debit accounts appear from the vendor record. You could also
click Load Distribution to use default account distributions. To use an account distribution defined in
Configuration, select From Table. To use the default accounts from the vendor record, select From
Vendor.

You can also manually enter the debit accounts for the distribution. You can use the small binoculars to
search for an account segment or use the large binoculars to search for an account number. When you
enter a valid debit account number, the description appears automatically in the DR Account Description
column.

To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.

Enter the amount of the distribution in the Amount column or the percentage in the Percent column. You
can manually enter amounts or percents for each account or you can click Distribute Evenly to distribute
amounts or percents equally among the selected accounts.

The Supervisor can establish security settings to hide the CR Account Number column.

The CR Account Number column displays default values, depending on default PO Encumbrance Account
settings established on the Default Accounts page in Configuration.

You can also manually enter the credit accounts for the distribution. To search for an account segment,
click the small binoculars button. To search for an account number, click the large binoculars button.
When you enter a valid credit account number, the description appears automatically in the CR Account
Description column.

In the Interfund field above the distribution grid, select an interfund set to balance the accounts if you
enter debit and credit accounts from different funds. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Accounts Payable.



24.

25.
26.

Note:
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If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.

On a Transaction Distribution screen, you can click Load Distribution to select a transaction distribution

defined in Configuration in Accounts Payable.

27.

28.

29.

30.

31.

32.

Note:

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the line item Distribution tab.

If you have the optional module Budget Management, you can click Budget on the action bar above the
grid to check the account or project against its budget.

To preview General Ledger debits and credits for the line item, click DR/CR Entries on the action bar
above the grid.

To attach transaction attributes to an account in the distribution, select the account and click Attributes
on the action bar below the grid. When you have finished entering information, click OK to return to the
line item Distribution tab.

Select the Requisition Line ltems tab.

i New Line Item for PO 23423 for AlphaGraphics
File Edt %iew ltemn Help
[ Save and Closev| = )(| H 4 » M | [rrsert | Fepeat | 7 - ‘
Line Iteml Distribution  Bequisition Line [tems I
R equisition I Line lterm ﬂl Quantity | Requested By Meeded By I # Delivered # Cancelled
[ | Received: $0.00 | Cancelled: $0.00

On the Requisition Line Items tab, you can view the requisition line item information associated with the
purchase order. To open and view individual requisition records, select a requisition in the grid and click
View.

You can access a requisition record directly from the requisition line item. From an open requisition line

item, select Line Item, Go to, Requisition.
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33. To save the line item and return to the purchase order record, click Save and Close.

» Adding a miscellaneous entry to a regular line item
You can use miscellaneous entries to make adjustments associated with the line item to the general ledger.
1. From an open regular line item record, select the Distribution tab.

i New Line Item for PO 23423 for AlphaGraphics

File Edit Yiew
[ Save and Closev| = )(| H 4 » M | [rrsert | Fepeat | 7 - ‘

Itern  Help

Line Item  Distribution |Bequisition Litwe Itemsl

IDistribution 'I Interfund: I 'l Budgetl 0% Entries ” B %l

Amaount

DR Account Mumber I

DR Account Description I

| CR Account Mumber | CR Account C

Laoad Digtributi

flairl,..

I 01-5460-02 Printing-D eveloprent $0.00 01-2020-00 Accounts Paye
I 01-5460-01 Frinting-Administration $0.00 01-2020-00 Accounts Paye
I 01-5460-03 Frinting-Program Services $0.00 01-2020-00 Accounts Pays

OF....

Dighribute Evenly

FTLIER

Delete All... Remaining: $0.00

[ | Received: $0.00 | Cancelled: $0.00

2. Inthe field above the grid, select “Miscellaneous Entries”.

% New Line Item for PO 23423 for AlphaGraphics

File Edit Wiew
[ save and Closev| = )(| H 4« M | [rsert | Hepeat | ? - |

Itern  Help

Line ltern  Distribution |Eequisition Line Itemsl

Irterfund: I = l

DR Account Description I

| ateouz Entries

Budgetl % Entries ”? ll

| CR Account Mumber | CR Account C

DR &ccount Murmber I Amaunt

. Load Distribution....

Lijzi

[ | Received: $0.00 | Cancelled: $0.00

3. Inthe DR Account Number column, designate the accounts to debit. You can click Load Distribution to
use default account distributions. To use an account distribution defined in Configuration, select From
Table. To use the default miscellaneous entry accounts from the vendor record, select From Vendor.
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You can also manually enter the debit accounts for the miscellaneous entry. You can use the small
binoculars to search for an account segment or use the large binoculars to search for an account number.
When you enter a valid debit account number, the description appears automatically in the DR Account
Description column.

4. Enter the amount of the distribution in the Amount column. You can manually enter amounts for each
account or you can click Distribute Evenly to distribute amounts equally among the selected accounts.

5. Inthe CR Account Number column, designate a credit account for each debit account. You can click Load
Distribution to use default account distributions. To use an account distribution defined in Configuration,
select From Table. To use the default miscellaneous entry accounts from the vendor record, select From
Vendor.

You can also manually enter the credit accounts for the miscellaneous entry. To search for an account
segment, click the small binoculars button. To search for an account number, click the large binoculars
button. When you enter a valid credit account number, the description appears automatically in the CR
Account Description column.

6. Inthe Interfund field above the distribution grid, select an interfund set to balance the accounts if you
enter debit and credit accounts from different funds. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the entry. For more information about interfund
entries, see the Configuration Guide for Accounts Payable.

7. If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

In the Class column, select a class for the entry.

9. If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.

Note: On a Transaction Distribution screen, you can click Load Distribution to select a transaction distribution
defined in Configuration in Accounts Payable.

10. To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the line item Distribution tab.

11. If you have the optional module Budget Management, you can click Budget on the action bar above the
grid to check the account or project against its budget.

12. To preview General Ledger debits and credits for the entry, click DR/CR Entries on the action bar above
the grid.

13. To attach transaction attributes to an account, select the account and click Attributes on the action bar
below the grid. When you have finished entering information, click OK to return to the line item
Distribution tab.

14. To save the miscellaneous entries and return to the purchase order record, click Save and Close.

» Adding and distributing a miscellaneous line item

Use miscellaneous line items to track additional changes associated with items in a procedure, such as
shipping charges.

Note: The status bar located at the bottom of a miscellaneous line item displays the total of all receipts
created for a line item with an action of “Receive” and “Cancel”. These calculations include posted and
unposted receipts.
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1.

2.

From an open purchase order record, select the Line Items tab and click New Line Item. The New Line
Item screen for the purchase order appears.

% New Line Item for PO 23423 for AlphaGraphics
File Edit ¥iew ltern Help
[ Save and Close - | [ M 4 ?-
Line ltem |Qistributi0n] Bequisition Line Items]
Type: = | Line item number: 000005
Praduct ID: |<N0 product 10> ﬂﬁl r
Description: |
Uit of Meazure | Quantity Order=d | Unit Cost Estended Cost |
0.000 $0.00
Date required: | Department: |N0ne ﬂ
D ate promised: | Requested by: | ﬂ
Wendor part #: | Deliver to: |Susan Thomas ﬂ
Post status/Date: |N0tyet pasted j |
Motes: | |
=
Comments: | j
Received: $0.00 Cancelled: $0.00

In the Type field, select “Miscellaneous”. The line item number is automatically generated to identify the
line item on the purchase order.

ew Line Item for PO 23423 for AlphaGraphics

Eile Edit “iew [tem Help
[ Save and Close = | [ H 4

#ag
]

Line ltem |Qistribution] Bequizition Line Items]

Type: ~ | Line item number: 000005
Misc. codelD: | =l

Descriptian: |

Amaount: | Calculate Percentage. .
Fost status: |N0t yet posted j

Post date: |

Received: $0.00 Cancelled: $0.00

Note: If you have rights to Miscellaneous Line Items in Configuration, you can add a new line item by entering
it in the field. When you leave the field, you are prompted to add a new miscellaneous line item record.

3.

In the Misc. code ID field, select a code used to identify the miscellaneous line item. Miscellaneous line
items are defined on the Miscellaneous Line Items page in Configuration.
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In the Description field, enter a description to help identify the line item. This field automatically defaults
to the description of the miscellaneous code ID you select if you entered a description for the ID in
Configuration.

In the Amount field, enter the amount of the line item. This field automatically defaults to an amount if
you entered the amount for the miscellaneous line item in Configuration.

To calculate a percentage of specific line items, click Calculate Percentage. The Calculate Amount Based
on Percentage screen appears. Enter a percentage and select the line items to use for the calculation.
Click OK to return to the New Line Item screen.

In the Post status field, select “Do not post” or “Not yet posted”. The “Do not post” status may not be
available if the business rule excluding that status is in effect.

In the Post date field, enter the date for the line item to post.

Select the Distribution tab. Distribution information is required to establish the accounts, projects,
classes, or transaction codes to which the line item activity posts. Projects and transaction codes are
available only if you have the optional Projects and Grants module.

i New Line Item for PO 23423 for AlphaGraphics

File Edt %iew ltemn Help
[ Save and Closev| = )(| H 4 » M | [rrsert | Fepeat | 7 - ‘

Line Item  Distribution |Bequisition Litwe Itemsl

Interfund: I 'l Budgetl % Entries ” B %l
DR Account Mumber I DR Account Description I Amount | CR Account Mumber | CR Account C

I 01-5460-02 Printing-D eveloprent $0.00 01-2020-00 Accounts Paye
I 01-5460-01 Frinting-Administration $0.00 01-2020-00 Accounts Paye
I 01-5460-03 Frinting-Program Services $0.00 01-2020-00 Accounts Pays

Dijsiripnfior,,.  Load Digtibution...  Digtribute Evenly  Aigibuizs . Delete Al Remaining: $0.00

[ | Received: $0.00 | Cancelled: $0.00

Note: Distribution information is used to establish the accounts, projects, classes, or transaction codes to
which the line item activity posts. Projects and transaction codes are available only if you have the optional
Projects and Grants module.

10.

11.
12.

In the DR Account Number column, enter the accounts to debit. You could also click Load Distribution to
use default account distributions. To use an account distribution defined in Configuration, select From
Table. To use the default accounts from the vendor record, select From Vendor.

You can also manually enter the debit accounts for the distribution. You can use the small binoculars to
search for an account segment or use the large binoculars to search for an account number. When you
enter a valid debit account number, the description appears automatically in the DR Account Description
column.

To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.

Enter the amount of the distribution in the Amount column or the percentage in the Percent column. You
can manually enter amounts or percents for each account or you can click Distribute Evenly to distribute
amounts or percents equally among the selected accounts.
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Note: The Supervisor can establish security settings to hide the CR Account Number column.

13.

14.

15.

16.
17.

In the CR Account Number column, designate a credit account for each debit account. You can click Load
Distribution to use default account distributions. To use an account distribution defined in Configuration,
select From Table. To use the default accounts from the vendor record, select From Vendor.

You can also manually enter the credit accounts for the distribution. To search for an account segment,
click the small binoculars button. To search for an account number, click the large binoculars button.
When you enter a valid credit account number, the description appears automatically in the CR Account
Description column.

In the Interfund field above the distribution grid, select an interfund set to balance the accounts if you
enter debit and credit accounts from different funds. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Accounts Payable.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.

Note: On a Transaction Distribution screen, you can click Load Distribution to select a transaction distribution
defined in Configuration in Accounts Payable.

18.

19.

20.

21.

22.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the line item Distribution tab.

If you have the optional module Budget Management, you can click Budget on the action bar above the
grid to check the account or project against its budget.

To preview General Ledger debits and credits for the invoice, click DR/CR Entries on the action bar above
the grid.

To attach transaction attributes to an account in the distribution, select the account and click Attributes
on the action bar below the grid. When you have finished entering information, click OK to return to the
invoice record Distribution tab.

To save the miscellaneous line item and return to the purchase order record, click Save and Close.
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You can add comments as a line item on a purchase order. The comment line items print in the body of the
purchase order.

1. From an open purchase order record, select the Line Items tab and click New Line Item. The New Line

2.

3.

Item screen for the purchase order appears.

ew Line Item for PO 23423 for AlphaGraphics
File Edt %iew ltemn Help
r_‘, Save and Close | [ M 4 7 -
Line ltem |Qistributi0n] RBequisition Line Items]
Type: Feqular * | Line item number: 000005
Praduct ID: [MoproductiD> = [ga| -
Description: |
Unit of Meazure | Quantity Ordered | Unit Cost E stended Caost |
0.000 $0.00
Date required: | Department: |N0ne ﬂ
D ate promised: | Requested by: | ﬂ
Vendorpart #: | Deliver bo: |Susan Thamas =l
Post status/Date: |N0tyet posted j |
Motes: | =1
=
Comments: | j
Received: $0.00 Cancelled: $0.00

In the Type field, select “Comment”. The line item number is automatically generated to identify the line

item on the purchase order.

% New Line Item for PO 23423 for AlphaGraphics
File Edit ¥iew ltern Help

rj Save and Close | [ M 4 ? -

Line ltem |Bequisiti0n Line Items]

Type: Comment ¥ | Line item number: 000005

Comrments: |

ool

In the Comments field, enter any comments to associate with this purchase order, up to 90 characters.

4. To save the line item and return to the purchase order record, click Save and Close.
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Managing Attributes and Notes

You can further define a purchase order record on the Attributes and Notes tabs. On the Attributes tab, you can
add attributes which give an additional level of detail and reporting capability. On the Notes tab, you can add
notes specific to that purchase order record.

Adding Attributes

Purchase order attributes add an additional level of detail to purchase order records, which you can use to filter
and sort purchase order information. These additional levels of detail are helpful when creating reports. Once
attributes are added to a purchase order, they can be edited or deleted. You can also define the type of data
stored for each purchase order. For example, you can set up a sales representative attribute as a table and use
that attribute to keep track of purchase orders by sales representative.

» Adding an attribute to a purchase order record
1. From an open purchase order, select the Attributes tab.

@ Purchase Order 1 for ABC Office Supplies
File Edit “iew Purchase Order Fawvortes Tools Help
E]Saveandtlosevu'x_|&§|“ 4« » N|E|| T |
Purchase Qlderl Line Itemsl Beceipts  Attributes |ﬂotes|
L ERRTEE < All Categoriess - o Uo Deown
Attribute Type | Description I Shart Description | Date | R equired I Camments
- Requisition Mumber 9 -
|| r
| |F'D total: $0.00 |T0tal amount receipted: $0.00 |

In the Attribute Type field, you can filter the attribute types appearing in the grid.

In the Attribute Type column of the grid, select an attribute type. For example, “Requisition Number” is a
common purchase order attribute type. Attribute types are established in Configuration.

4. In the Description column, enter or select a description of the attribute. For example, the description for
a “Requisition Number” attribute would be a number. Whether you enter text, numbers, dates, or
currency, select Yes or No, or select a table entry depends on how the attribute type is defined.

5. Inthe Date field, enter a date to record when the attribute was added.

Note: The Required column is for informational purposes only. You can make an attribute required in
Configuration when defining attribute types. If required, the attribute automatically appears on the purchase
order. You must enter a description for the attribute.

6. Enter any additional comments or more detailed information in the Comments column. You can enter
free-form text in this column.

7. To return to the Purchase Orders page, click Save and Close.
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In Accounts Payable, the Notes tab makes it easy to maintain helpful pieces of information you received, read, or
need to remember about a purchase order. Each notepad has a date, type, description, title, and author.

» Adding a note to a purchase order record

2.

1. From an open purchase order, select the Notes tab.

@ Purchase Order 1 for ABC Office Supplies

File Edit “iew Purchase Order Fawvortes Tools Help

[ saveandtiose - [l X (& S W« » Y@ 25 2 |
Purchass Order | Line ltems | Beceipts | Attibutes Notes |
B MewNole = |Onen W% Deleis e il Typesy -
Type /|  Descripon |  Dae | Author | Maotes
4] | 2
| PO total: $0.00 |Total amount receipted: $0.00 |
On the action bar, click New Note. The New Note screen appears.
MNew note for 1
File Edit Motes Format Help
ESaveandCIosev|n X|B,5|N 1 b H|@|?v
[MS Sans Serf s e rujs== =
Date: [osi2ar2004 Title: |
Tipa I j Authar: |Su|:-ervisc-r j
Description: |

|F'ress F5 to inzert time stamp

Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

3.

In the Date field, enter the date of the note. The current date defaults in the field.
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No u ke

Note:

In the Type field, select a notepad type. Notepad types are defined in Tables in Configuration.
In the Description field, enter a description for the note.

In the Title field, enter a title for the note.

In the Author field, enter or select the note’s author.

You can use the formatting options on the toolbar to format your note.

In the text box, enter any notes to associate with the purchase order.

. To return to the Notes tab, click Save and Close.
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Glossary: A purchase order is an order placed with a vendor for goods or services.

If you have the optional module Purchase Orders, you can create receipts. When you create a receipt for a
purchase order, you automatically generate the entries required to reverse encumbrance transactions posted
from a purchase order. A receipt also acts as a template you can use for creating invoices for items you have
received.

Note: Visit our website at www.blackbaud.com for the latest documentation and information.

Once an item on a purchase order is delivered to your organization, you can receipt the item. A receipt consists of
two parts: the receipt record and individual line item receipts attached to the receipt record. On the receipt
record, you enter the date the item was delivered, the name of the person who received the order, and a
description of the receipt. From the receipt record, you add, edit, and delete individual line item receipts. You can
manually create receipts for each line item or you can auto receive the purchase order.

Note: You can set options for receipts, including an option for a default reversal post date. For more
information, see the Options chapter of the Program Basics Guide.

The auto receive process automatically enters the information from the line item record into the fields on the line
item receipt. You can view and accept each receipt one at a time, or you can accept all line item receipts without
displaying each record. You can also automatically generate invoices from the receipt.

Accessing Receipt Records

Warning: The Receipts link appears on the Records page only if you have installed the optional module
Purchase Orders.
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Accounts Payable uses Records to group information together. When you add a receipt to your Accounts Payable
database, you are creating a new receipt record. Because records are such an important part of Accounts Payable
we have placed all record types in one area so you can quickly access them. Think of Records as a filing cabinet.
You open a filing cabinet to pull out a record, or file. When you open Records, you can directly access several
record types, including receipts. Click Records on the navigation bar and then click the Receipts link. The Receipts
page appears.

@5 The Financial Edge

File Edit “iew Go Favorites Tools Help

% Back & Fomwvard ] Community Services Inc, = = Accounts Payable =

8 Records *Receipts

Shotteubs

;I Records

What do you want to do? Products

Yendors
Add 3 Mew Receipt Invoices
E | Invalces

P Recurting
E Open a Receipt Irvoices
Credit
'f(: Edit options for Receipts Memas
o Purchase
Orders

Search for a Receipt by receipt number Receipts I
Requisitions
#

ninistration
SHEREEEE Access a Recently used Receipt

Figuration

E Plug-Ins

Monthly Reparts
web Links ]

‘wielcome to Accounts Payable

Tip: You can also access receipts from a purchase order record by selecting the Receipts tab.

The Receipts page is the starting point for receipt records. From this page, you can add a new receipt record or
open existing records. You can also access options for receipts by clicking Edit options for Receipts. This link
opens the Options screen for records.

Tip: You can save time when searching for a specific receipt by using the Search for a Receipt by receipt
number field.

To quickly access receipts, you can click a recently accessed record or use the quick find option. These procedures
are discussed thoroughly in the Program Basics Guide, but this chapter gets you started by showing you how to
add a new record and open an existing record from the Receipts page.

Finding and Opening Receipt Records

Note: For detailed information about the Open screen and each filter you can use, see the Program Basics
Guide.

To find and open a receipt, you need to be familiar with the Open screen. The Open screen has a number of filters
you can use to narrow your search and quickly locate the receipt you want to open. The search process is not
case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can also use wildcard
characters if you are not sure how a word is spelled. For more information about wildcards, see the Query Guide.

You access the Open screen by selecting File, Open, or by clicking Open a Receipt from the Receipts page.
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» Opening a receipt record from the Receipts page of Records
1. On the navigation bar, click Records. The Records page appears.

Glossary: A receipt is a record created to keep a record of items or services your organization purchases and

receives. In Accounts Payable, a receipt records whether purchase order line items are received, rejected, or
canceled.

2. Click Receipts. The Receipts page appears.
3. Click Open a Receipt. The Open screen for receipts appears.

Eopen @
Finnd: IHeceipt j Search uging guery: |<Default> ﬁlgé

= |Dpen 5@ Add a New Receipt

Options

Bl Exact match orly
Vendar name: | <] PO rmber | H
Wendor [D: f >|  Receipt number: f =]
Phone rumber. | Post status: f =]
Cite | =] Lastmodiied by | =
State: f >|  Lastmodiied an: f any time =
 Hide Fiters | ClearFiters | Fitters are not applied EindNow | [ Toer | Cancel |

4. In the Find Receipts that meet these criteria frame, enter the criteria you are using to search for the

receipt. The criteria you can use includes a vendor’s name, ID, phone number, city, state, purchase order
number, and/or receipt number.

5. After you enter your search criteria, click Find Now. The program searches your database and displays all
receipts that meet your search criteria. Again, depending on how limited or detailed your criteria are, the
program may find one record or many records.

6. Inthe grid, select the receipt to open.

Note: On the menu bar of a receipt record, you access tools and processes common to all records, as well as
those exclusive to receipts, including adding line items and creating invoices. For information about the
common menus, see the Program Basics Guide.
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7. Click Open. The receipt appears.
E Receipt 1 for purchase order 12654 !E

File Edit ‘“iew Receipt Favortes Toolz Help

ESaveandClosev|u X| H 4 H|AutoFleceive...|D||| ? - |

PO number: |12854 ﬂ Receipt number: 1
Recived by: [Bany Lucus =l Receipt date: |nsm1 /2004
Description: I

zint @R 0pen 4 Dalaiz

Line # | Yendor Part # I Description Ordered I Action I Guantity | Unit Cost I
1 Dodge Picku... 3.000 Receive 300 $25.000.00

| | A

8. After you view or edit the record, click Save and Close on the toolbar.

Adding Receipt Records

Note: You can edit a receipt by opening it from the Receipts page or from a purchase order. Once receipt line
items are posted, you can edit only the receipt post date.

Receipting items and services is an integral part of efficiently keeping track of your organization’s purchases. With
Purchase Orders, you can create and open receipts from the Records page or from a specific purchase order. Both
methods provide benefits and as you create receipts you will learn which method is most efficient for you. The
process for receipting a purchase order includes creating a receipt record associated with a purchase order and
then adding line item receipts to the record.

Certain rules apply when adding and managing receipts. Review the following information to familiarize yourself
with the basic rules related to receipts.

¢ All regular and miscellaneous line items must be received before they are invoiced. You can receive a larger
guantity of an item than was specified on the original purchase order. Comment line items cannot be
received.

¢ Receiving or canceling a line item reduces the balance of that line item, while rejecting a line item does not
reduce the balance. Rejection receipts are not posted. When creating transactions to reduce a posted
encumbrance balance, the original line item cost—not the actual receipt cost. The actual receipt cost is used
when creating an invoice for the receipt.

¢ When you finish receipting items, you can create an invoice for the receipt. Once invoiced, you cannot
modify or delete a receipt unless you delete the associated invoice first. When you delete a posted receipt or
cancellation, the program automatically creates reversing entries by changing the post status to “To be
Reversed”.

¢ You can delete unposted receipts at any time, however, you can only delete posted receipts from open
regular purchase orders.

If you enter common values repeatedly for multiple receipts, you can create a default set with these values to
save time during data entry. The values are defaults only and you can still change any field on a record. From the
menu bar of the record, select Receipt, Load Defaults from to select an existing default set or create a new
default set for the record type. To manage default sets for all record types in the program, select Tools,
Organize/Create Defaults. For more information about default sets, see the Program Basics chapter in the
Program Basics Guide.
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» Adding a receipt record from the Records page

1. From the Records page, click Receipts. The Receipts page appears.
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Tip: You can use default sets to define common information for records. For a new record, you can select
Receipt, Load Defaults from to select a default set of information to copy into the record. For more
information about default sets, see the Program Basics Guide.

2. Select Add a New Receipt. The Add a Receipt screen appears.

E Add a Receipt !E[
File Edit “iew Heceipt Favortes JToolz Help

[ 5ave and Close + | [ ><| H 4 + M |ﬂut0Fleceive... |E|||g' ? - |
PO mumber: I QI Fieceipt nurmber:

Received by: I j Rieceipt date: IW
Description: I

A NewReceipt = |Onan 4 Dalia

Line # | ‘endor Part # | [ escription Ordered Action I Quartity | Uit Cozt I

|F'ress F7 far table lookup | 4|

Note: For any field that uses table entries, you can select a previously defined entry or add a new table entry.
For example, in the Received by field, you can select an employee from the Staff table, or create a new entry
by simply typing in the new employee name. Once you leave the field you are prompted to save the new entry.

3. In the PO number field, enter the number of the purchase order for which you are creating the receipt.
You can click the binoculars button to search for a specific purchase order.

4. In the Received by field, select the employee who received the items for which you are creating the
receipt. The selections in this field are linked to the Staff table in Configuration.
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In the Receipt date field, enter the date the items were received.
In the Description field, enter a description of the items. For example, “May 2001 office supply order”.

To save the record and return to the Receipts page, click Save and Close. Once you have created the
receipt record you can enter individual receipts for specific line items. For steps to entering receipts for
line items, see “Adding a line item receipt” on page 162.

» Adding a receipt record from a purchase order record

Note: By creating a receipt record from a purchase order, you automatically associate the receipt with that
purchase order and the purchase order number is loaded by default.

1. Open the purchase order record you want to receipt and select the Receipts tab.

#® Purchase Order 789846 for Office Supplies Inc. !E
File Edit “iew Purchase Order Favortez Tools Help
ESaveandClosev|u X||ﬁ§|" 1 b H|E|| ? - |
Furchaze Qrderl Line Items Beceipts |Attrihgtes| ﬂotesl
ipt — [Onan A4 Dslziz  Re ar: ed by:
Receipt number | [escription I Receipt date I Received by | Total amount receipted |
| |F'D total: $30.00 |T0tal amaunt receipted: $0.00 |

2. On the action bar, click New Receipt. The Add a Receipt screen appears. If the purchase order has not

been saved, a screen appears prompting you to save before the Add a Receipt screen appears.

[ Add a Receipt !E

File Edit “iew Receipt Favortes Toolz Help
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Description: I
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_ | :
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In the PO number field, the value defaults to the number of the purchase order from which you are
creating the receipt.

In the Received by field, select the employee who received the items for which you are creating the
receipt. The selections in this field are linked to the Staff table in Configuration.
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In the Receipt date field, enter the date the items were received.
In the Description field, enter a description of the items. For example, “May 2001 office supply order”.

7. To save the record and return to the Receipts tab of the purchase order record, click Save and Close. Once
you have created the receipt record you can enter individual receipts for specific line items. For steps to
entering receipts for line items, see “Adding a line item receipt” on page 162.

Adding Line Item Recelpts

Glossary: Auto receive is a process performed from a receipt record in Accounts Payable that automatically
enters information from a purchase order line item record into fields on the line item receipt.

From a receipt record, you can create receipts individually for line items. You can also quickly create receipts for
multiple line items using Auto Receive on the receipt record. By auto receiving line items, you can save time by
creating receipts for each line item at once or you can choose to create and accept receipts for one line item at a
time.

» Adding a line item receipt

Glossary: A line item is a good or service ordered from a vendor using a purchase order.

1. Open the receipt record from which you want to create the line item receipt.

B Receipt 2 for purchaze order 565465 !E

File Edit “iew Receipt Favortes Toolz Help

[ Save and Closev| H x | M 4« » M | Auto Receive... | ) | | ? - |
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| | A

Note: On the Records tab of the Options screen, you can set a option that designates a default reversal post
date for receipts. For more information, see the Options chapter of the Program Basics Guide.
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On the action bar, click New Receipt. If the receipt has not been saved, you are prompted to save. The line
item receipt screen appears. If applicable, the Post status and Post date field values default from the
purchase order.

[E Receipt 2 for purchase order 565465 | x|

BReceipt Igislribuliunl

PO Line number: I = Product D
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In the PO Line number field, select the line item number. The list of available entries is based on the
values defined on the purchase order. Once you select a line item number, the line item’s information
appears on the right side of the screen.

In the Action field, select the type of action to take with the specific line item. Select from “Receive”,
“Reject”, or “Cancel”. This field defaults to “Receive”.

e “Receive”: This action receives the line items, creates a receipt and records the journal entry, and
relieves the encumbrance accounts. You can receive more than the original quantity of the purchase
order line item.

¢ “Reject”: By selecting “Reject” you are not accepting the line items and no action is recorded. For
example, if the line items were received but were returned to the vendor because of damage, the same
guantity of items is still due. Encumbrance accounts are not changed.

e “Cancel”: This action removes the line items, records the journal entry, and relieves the encumbrance
accounts.

5. The Unit cost field defaults from the unit cost on the purchase order.

In the Quantity field, enter the number of items received. Once you enter the quantity, the extended cost
is calculated and displayed in the Extended cost field and the post amount displays in the Post amount
field. If you change the unit cost or quantity, the extended cost is recalculated automatically.

Note: Because the purchase order creates an encumbrance and the receipt removes that encumbrance, the
Post amount on the Receipt should always display the PO Line ltem Amount. If you create an invoice, it will post
the full amount for the receipt.

7.

8.

In the Location field, select the department to which the item was delivered. If a product record exists for
the line item, the location defaults from the product record.

To assign serial numbers to line items, click Serial Numbers to open the serial numbers grid. To search the
grid for duplicate serial numbers, click Duplicates. Once complete, click OK to return to the line item
receipt.

If Fixed Assets is installed, you can click the Create Assets button to open the Asset Wizard. Using the
wizard, you can create a new asset record for the line item. For more information about asset records, see
the Assets chapter of the Records Guide for Fixed Assets.
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10. To view the distributions for the line items on this receipt, select the Distribution tab. The information on
this tab for informational purposes only.

Feceipt Qislributionl
IDistribution j Interfund: I j n)i{,. Entries IEEI
I DR Account Humber | DR Account Des... I Amount | CR Account Number | CR Account Des.. I Project D |

Dizirinntian,.. Aoz,

Serialﬂumbels...l Lreate Asset(s).. | Cancel |

11. To preview General Ledger debits and credits for the line item transaction, click DR/CR Entries on the
action bar above the grid.

12. To view distributions by amount, click the $ button. To view distributions by percentage, click the %
button.

13. To view transaction distributions for the debit and credit accounts in a distribution row, select the
distribution row and click Distribution. For a debit account, select DR Distribution. For a credit account,

select CR Distribution. The Transaction Distribution screen appears. Click OK or Cancel to return to the
line item receipt.

14. To save the line item receipt and return to the receipt record, click OK

» Auto receiving line items for a purchase order

Glossary: Auto receive is a process performed from a receipt record in Accounts Payable that automatically
enters information from a purchase order line item record into fields on the line item receipt.

1. Open the receipt record containing the line items you want to auto receive.

W Rocowt 2 o purchaso ordor o69465_________________BmE]
File Edit “iew BReceipt Favortes Toolz Help
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2. From the menu bar, select Receipt, Auto Receive. The first line item receipt appears with the line item
information entered as defaults.

3. Make any necessary changes to the default and enter the appropriate location.
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4. To accept only the displayed line item receipt, click Accept. To accept all line items for the purchase order,
click Accept All. To move to the next line item receipt without receipting the displayed line item, click
Skip.

5. To exit the auto receive process and save the line item receipts you accepted, click Finished.
Adding Line Items from Receipts

Glossary: A line item is a good or service ordered from a vendor using a purchase order.

If you are creating receipts and realize you received an item not on the original purchase order, you can quickly
and efficiently add a line item from the receipt record.If you are creating a line item for an item that will be used
as a fixed asset, make sure you debit the asset account in the line item distribution.This section contains
procedures for adding regular, miscellaneous, and comment line items to a purchase order from a receipt record.

» Adding a regular purchase order line item from the receipt record

Note: On the Records tab of the Options screen, you can set options for line items, including default post date,
post status, and reversal post date. For more information, see the Options chapter of the Program Basics
Guide.

1. From the receipt record, select Receipt, Add PO Line Item. The Add a Line Item for PO screen appears.

% Mew Line Item for PO 23423 for AlphaGraphics I
File Edit ‘iew |tem Help
[ save and Closev| =] X| H 4 F M | [Frsert: | Hepeat | ? - |
Line Item IQistribution' Bequizition Line Itemsl
Type: ¥ | Line item number: 000005
Praduct [0 |<N0 product [Drs jﬁl = | Emounts inelide tay
Description: I
Urit of Measure I Quantity Ordered | Unit Cost I Extended Cost |
0.000 $0.00
Date required: | Department; [More =l
D ate promised: I Fequested by: I ﬂ
YWendor part #: I Deliver ko ISusan Thaomas j
Post status/Date: INotyet posted j I
MHotes: ;I
| 5
Cormmerts: I jl
[ | Received: $0.00 | Cancelled: $0.00

2. Inthe Type field, select “Regular”. The line item number is automatically generated to identify the line
item on the purchase order.

Glossary: A product is an object purchased by an individual or organization. In Accounts Payable, product
records document items you purchase.

3. Inthe Product ID field, select the type of product you are ordering. If the product you want to order is not
listed, you can create a new product record from this screen. Click the binoculars to access the Open
screen, then click the Add a New Product button. For more information about product records, see the
Products chapter.
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9.
10.
11.
12.

he information in the Description field defaults from the product record. If no description was entered on
the product record, enter a description in this field to help identify the line item.

. The Unit of Measure field automatically displays the unit of measure designated on the product record. If

the unit of measure was not defined on the product record, select the correct unit of measure.
In the Quantity Ordered field, enter the number of items ordered.

The information in the Unit Cost field defaults from the product record. If no unit cost was entered on the
product record, enter a unit cost for the line item in this field.

If you entered a quantity in the Quantity Ordered field and a unit cost in the Unit Cost field, the Extended
Cost field displays the total cost of the line item.

In the Date required field, enter the date your organization needs to receive the item.
In the Date promised field, enter the date the vendor has promised to deliver the item.
In the Vendor part # field, enter the vendor’s part reference number for the item you are ordering.

In the Requisition # field, enter the requisition number if your organization uses internal tracking
numbers for goods purchased.

Note: For any field that uses table entries, you can select a previously defined entry or add a new table entry.
For example, in the Department field, you can select “Administration” from the Department table, or create a
new entry by simply typing in the new department. Once you leave the field you are prompted to save the new

entry.

13.

14.

15.

16.

17.

In the Department field, select the department for which the item is being ordered. The selections in this
field are linked to the Department table in Configuration.

In the Requested by field, select the person who requested the line item. The selections in this field are
linked to the Staff table in Configuration.

In the Deliver to field, select the person to whom the line item is being delivered. The selections in this
field are linked to the Staff table in Configuration.

In the Post status/Date fields, enter a post status and post date. If you select “Do not post” as the status,
the post date is not required. If you have the appropriate security rights, you can set default values for the
Post status/Date fields in options. The “Do not post” status may not be available if the business rule
excluding that status is in effect.

In the Notes field, you can enter notes or special circumstances regarding this line item. The notes you
enter do not print on the purchase order form.

Warning: You are required to enter a General Ledger distribution for each line item in a purchase order.
Distribution information is used to establish the accounts, projects, classes, or transaction codes to which the
line item activity posts. Projects and transaction codes are available only if you have the optional Projects and
Grants module.
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Select the Distribution tab.

% New Line Item for PO 2 for ABC OFfice Supplies
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Note: To make adjustments associated with the line item to the general ledger, select “Miscellaneous Entries”.
For more information about adding miscellaneous entries to regular line items, see the Purchase Orders
chapter.

19.
20.

In the distribution field, select “Distribution”.

In the DR Account Number column, default debit accounts appear from the vendor record. You could also
click Load Distribution to use default account distributions. To use an account distribution defined in
Configuration, select From Table. To use the default accounts from the vendor record, select From
Vendor.

You can also manually enter the debit accounts for the distribution. You can use the small binoculars to
search for an account segment or use the large binoculars to search for an account number.

Warning: If you are creating a line item for an item that will be used as a fixed asset, make sure you debit the
asset account and credit the cash account in the line item distribution.

21.
22.

Note:
23.

When you enter a valid debit account number, the description appears automatically in the DR Account
Description column.

To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.

Enter the amount of the distribution in the Amount column or the percentage in the Percent column. You
can manually enter amounts or percents for each account or you can click Distribute Evenly to distribute
amounts or percents equally among the selected accounts.

The Supervisor can establish security settings to hide the CR Account Number column.

The CR Account Number column displays default values, depending on default Accounts Payable
Summary Account settings established on the Default Accounts page in Configuration.

You can also manually enter the credit accounts for the distribution. To search for an account segment,
click the small binoculars button. To search for an account number, click the large binoculars button.
When you enter a valid credit account number, the description appears automatically in the CR Account
Description column.
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24.

25.

26.
27.

In the Interfund field above the distribution grid, select an interfund set to balance the accounts if you
enter debit and credit accounts from different funds. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Accounts Payable.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.

Note: On a Transaction Distribution screen, you can click Load Distribution to select a transaction distribution
defined in Configuration in Accounts Payable.

28.

29.

30.

31.

32.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the line item Distribution tab.

If you have the optional module Budget Management, you can click Budget on the action bar above the
grid to check the account or project against its budget.

To preview General Ledger debits and credits for the line item, click DR/CR Entries on the action bar
above the grid.

To attach transaction attributes to an account in the distribution, select the account and click Attributes
on the action bar below the grid. When you have finished entering information, click OK to return to the
line item Distribution tab.

To save the line item and return to the receipt record, click Save and Close.

» Adding a miscellaneous purchase order line item from the receipt record

Use miscellaneous line items to track additional changes associated with items in a procedure, such as
shipping charges.

1.

From the receipt record, select Receipt, Add PO Line Item. The Add a Line Item for PO screen appears.
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In the Type field, select “Miscellaneous”. The line item number is automatically generated to identify the
line item on the purchase order.

% Mew Line Item for PO 2 for ABC Office Supplies
Fil= Edit “iew ltem Help
[ Save and Cloze + | [ )(| H 4 kM | [risert | Fepeat | % ~ ‘
Line Item | Distibution
Type: IMisceIIaneous j Ling itern nurber: 000001
Misc. code ID: I i
Dezcription: I
Arnount; I Calculate Percentage..
Pzt status: INgt yet posted j
Past date: I
[ | Received: $0.00 | Cancelled: $0.00

Note: If you have rights to Miscellaneous Line Items in Configuration, you can add a new line item by entering
it in the field. When you leave the field, you are prompted to add a new miscellaneous line item record.

3.

4.

In the Misc. code ID field, select a code used to identify the miscellaneous line item. Miscellaneous line
items are defined on the Miscellaneous Line Items page in Configuration.

In the Description field, enter a description to help identify the line item. This field automatically defaults
to the description of the miscellaneous code ID you select if you entered a description for the ID in
Configuration.

In the Amount field, enter the amount of the line item. This field automatically defaults to an amount if
you entered the amount for the miscellaneous line item in Configuration.

To calculate a percentage of specific line items, click Calculate Percentage. The Calculate Amount Based
on Percentage screen appears. Enter a percentage and select the line items to use for the calculation.
Click OK to return to the New Line Item screen.

In the Post status field, select “Do not post” or “Not yet posted”. The “Do not post” status may not be
available if the business rule excluding that status is in effect.

In the Post date field, enter the date for the line item to post.



170 CHAPTER

9.

10.

11.
12.

Note:
13.

14.

15.

16.

Select the Distribution tab. Distribution information is required to establish the accounts, projects,
classes, or transaction codes to which the line item activity posts. Projects and transaction codes are
available only if you have the optional Projects and Grants module.

% Mew Line Item for PO 2 for ABC Office Supplies
Fil= Edit “iew ltem Help

I Save and Cloze ~ | [ )(| H 4 kM | [risert | Hepeat| ? - ‘
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In the DR Account Number column, enter the accounts to debit. You could also click Load Distribution to
use default account distributions. To use an account distribution defined in Configuration, select From
Table. To use the default accounts from the vendor record, select From Vendor.

You can also manually enter the debit accounts for the distribution. You can use the small binoculars to
search for an account segment or use the large binoculars to search for an account number. When you
enter a valid debit account number, the description appears automatically in the DR Account Description
column.

To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.

Enter the amount of the distribution in the Amount column or the percentage in the Percent column. You
can manually enter amounts or percents for each account or you can click Distribute Evenly to distribute
amounts or percents equally among the selected accounts.

The Supervisor can establish security settings to hide the CR Account Number column.

In the CR Account Number column, designate a credit account for each debit account. You can click Load
Distribution to use default account distributions. To use an account distribution defined in Configuration,
select From Table. To use the default accounts from the vendor record, select From Vendor.

You can also manually enter the credit accounts for the distribution. To search for an account segment,
click the small binoculars button. To search for an account number, click the large binoculars button.
When you enter a valid credit account number, the description appears automatically in the CR Account
Description column.

In the Interfund field above the distribution grid, select an interfund set to balance the accounts if you
enter debit and credit accounts from different funds. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Accounts Payable.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

In the Class column, select a class for the distribution.
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If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.

Note: On a Transaction Distribution screen, you can click Load Distribution to select a transaction distribution
defined in Configuration in Accounts Payable.

18.

19.

20.

21.

22.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the line item Distribution tab.

If you have the optional module Budget Management, you can click Budget on the action bar above the
grid to check the account or project against its budget.

To preview General Ledger debits and credits for the invoice, click DR/CR Entries on the action bar above
the grid.

To attach transaction attributes to an account in the distribution, select the account and click Attributes
on the action bar below the grid. When you have finished entering information, click OK to return to the
invoice record Distribution tab.

To save the miscellaneous line item and return to the receipt record, click Save and Close.

» Adding a comment purchase order line item from the receipt record

You can add comments as a line item on a purchase order. The comment line items print in the body of the
purchase order.

1.
2.

3.

From the receipt record, select Receipt, Add PO Line Item. The New Line Item screen appears.

In the Type field, select “Comment”. The line item number is automatically generated to identify the line
item on the purchase order.

% New Line Item for PO 2 for ABC OFffice Supplies
File Edit Wiew Item Help

[ Save and Cloze ~ | [ )(| H 4 » M | [t | Fepeat | ? - ‘
Line Iteml
Tupe: ICnmment j Line item number: 000001

Comments: |

| Press F7 to zoom

In the Comments field, enter any comments to associate with this purchase order. The maximum length is
90 characters.

4. To save the line item and return to the receipt record, click Save and Close.
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Adding Invoices from Recelpts

In Accounts Payable, you can create two different types of invoices: regular and recurring. A regular invoice is a
request for payment from a vendor for goods or services rendered, while a recurring invoice is a template from
which a regular invoice is created according to a schedule. Recurring invoices are never posted or included in any
balance calculation. For more information about recurring invoices, see the Recurring Invoices chapter.

Note: On the Records tab of the Options screen, you can set an option for receipts that prompts you to create
invoices for uninvoiced items. For more information, see the Options chapter of the Program Basics Guide.

You create, edit and delete regular invoices from the Records page. You can also create regular invoices one at a
time from a receipt record or all at once from a purchase order. This section provides procedures for creating a
regular invoice from a receipt and creating invoices for all receipts from a purchase order.

» Adding an invoice from the receipt record

Glossary: A receipt is a record created to keep a record of items or services your organization purchases and
receives. In Accounts Payable, a receipt records whether purchase order line items are received, rejected, or
canceled.

1. Open the receipt record for which you want to create the invoice.

B Receipt 4 for purchaze order 626516 !E

File Edit “iew Receipt Favortes Toolz Help
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Note: On the Records tab of the Options screen, you can set invoice options that designate a default invoice
date, due date, post date, post status, and reversal post date. For more information, see the Options chapter

of the Program Basics Guide.
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From the menu bar, select Receipt, Create Invoice. The Invoice for <Vendor> screen appears. The vendor
name, vendor ID, and purchase order number default from the purchase order. The line item information
appears in the fields as defaults. For more information about adding an invoice, see the Invoices chapter.

B Invoice for Bell Telephones HEE
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ESaveandClose'|u X||‘ 4 » H|%|B|||?‘ |
Invoice IQistributionl anments.:’[lreditsl Attribglesl ﬂotesl
Yendor name: IBell Telephones ﬂl YWendaor D 8
Invoice number: I PO number: ISZBE‘IB ﬂﬂl; §l
Status: I,&pp[g\fed vl [~ Hold payrment
Invoice date: |1 0/03/2004 Post status: INot vet posted 'l
Due date: |1 0/03/2004 Post date: |1 0/09/2004
Description: I
Fiemit to: IImported Address < I dl
Amount
Ireegice amaount: |$290.DD & 1093 Distribution... |
Dizcount
Discount percent:l Discount expires on:l
Discount amount: I Dizcounted total: |$2SD. 0o
Payment
Payment methad: IEheck j [~ Create a separate payrment for this invoice
| |Balance: $230.00 |Appr0ved

In the Invoice number field, enter the invoice number.

In the Status field, select either “Pending” or “Approved” as the current approval status of the invoice. If
the invoice is neither “Pending” nor “Approved”, mark the Hold payment checkbox.

Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

10.
11.
12.

13.

14.

In the Invoice date field, enter the invoice date. This is a required field.
In the Due date field, enter the payment due date. This is a required field.

In the Description field, enter a description of the invoice, if applicable. If you marked Warn when the
invoice description is blank on the Records tab of Tools, Options, you will receive a warning if the invoice
description is left blank.

In the Remit to field, select the vendor’s billing address or click the magnifying glass to open and edit the
billing address.

In the Post status field, select “Not yet posted” or “Do not post”. “Do not post” is typically used only for
archived invoices or activity already posted in the general ledger.

In the Post date field, enter the post date.
The amount due on the invoice defaults from the receipt and appears in the Invoice amount field.

If the vendor offers a discount percent for early payments, enter the percent in the Discount percent
field. The discount amount displays automatically.

If the vendor offers a discount amount for early payments, enter the amount in the Discount amount
field. The discount percent appears automatically.

In the Discount expires on field, enter the last date the payment must be received in order to qualify for a
discount.

The Discounted total field displays the adjusted amount based on the Invoice amount, Discount percent,
and Discount amount fields.
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15.

16.
17.

In the Payment Method field, select a payme
the optional module EFT.

To create a separate payment for the invoice,

To save the invoice and return to the receipt

» Adding invoices for all receipts
1. Open the purchase order containing the receipts you want to invoice.

nt method. Electronic funds transfers are available only with

mark Create a separate payment for this invoice.
record, click Save and Close.

File Edit “iew Purchase Order Favortez Tools Help

#® Purchase Order 626516 for Bell Telephones NE &3 I

I Save andClose < Il X[ S| M« » w [T (=) 2 - |
Purchase Order | Line ltems | Bieceipts | Attibutes | Notes|
Wender fisme: [E! Telephones 4] Vendor ID: 8
POruber [E26516 FOB: | [
Type: |Renular = Terms: f =l
Orderdate:  [09/13/2008 Buyer. | =l
Ewpreson: [~ Department: | |
Status: [Unprinted purchase order = Confimto: |
Order from: IImpolted Address = Ship to: |<F'rimary address> =]
Shipvis: | = Atertors | =
Comments: I ﬂ

| |PO total: $760.00

|T0tal amount receipted: $375.00 |

2. From the menu bar, select Purchase Order, Create Invoice for All Receipts. The Invoice for <Vendor>
screen appears. The vendor name, vendor ID, and purchase order number default from the purchase
order. The line item information appears in the fields as defaults. For more information about adding an

3.

invoice, see the Invoices chapter.

File Edit iew Inwoice Fawvortes Tools Help

E]Saveandtlosev|u )(_|I1 4 » H|%|E|||?v |

. Invoice for Bell Telephones !EE

Irwoice I Qistributionl anmentsx’Ereditsl mtribgtesl ﬂotesl

Wendar name:

]

IBeII Telephones

Vendor |D: 8

Irnvoice number: I

PO number: 526516 [ i

Stabus: I,qppm\,-ed vI ™ Hold payment

Invoice date: |1 0/03/2004 Post status: I Mot yet posted A I
Due date: |1 040942004 Post date: |1 0/09/2004

Description: I

Remit to: |Imp0rted Address 7 | ,-_)|

Amount

Invoice amaunt: |$3?5_ i o 1099 Distribution. .. I
Dizcount

Discount percent:l )
Digcount amount: I D

Payment

iscount expires on:l
izcounted total: |$3?5.DD

Payment rmethod: ICheck

j I~ Create a separate papment for this invoice

| |Balance:

$375.00 |&pproved

In the Invoice number field, enter the invoice number.
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4. In the Status field, select either “Pending” or “Approved” as the current approval status of the invoice. If
the invoice is neither “Pending” nor “Approved”, mark the Hold payment checkbox.

Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

In the Invoice date field, enter the invoice date. This is a required field.
In the Due date field, enter the payment due date. This is a required field.

. In the Description field, enter a description of the invoice, if applicable. If you marked Warn when the
invoice description is blank on the Records tab of Tools, Options, you will receive a warning if the invoice
description is left blank.

8. Inthe Remit to field, select the vendor’s billing address or click the magnifying glass to open and edit the
billing address.

9. In the Post status field, select “Not yet posted” or “Do not post”. “Do not post” is typically used only for
archived invoices or activity already posted in the general ledger.

10. In the Post date field, enter the post date.
11. The amount due on the invoice defaults from the receipt and appears in the Invoice amount field.

12. If the vendor offers a discount percent for early payments, enter the percent in the Discount percent
field. The discount amount displays automatically.

If the vendor offers a discount amount for early payments, enter the amount in the Discount amount
field. The discount percent appears automatically.

13. In the Discount expires on field, enter the last date the payment must be received in order to qualify for a
discount.

14. The Discounted total field displays the adjusted amount based on the Invoice amount, Discount percent,
and Discount amount fields.

15. In the Payment Method field, select a payment method. Electronic funds transfers are available only with
the optional module EFT.

16. To create a separate payment for the invoice, mark Create a separate payment for this invoice.
17. To save the invoice and return to the purchase order record, click Save and Close.

Managing Asset Acquisitions with Purchase
Orders

If you have Fixed Assets, you can open the Asset Wizard directly from the receipt record to create asset records
and acquisition transactions. For more information about creating assets, see the Assets chapter of the Records
Guide for Fixed Assets.

Creating a purchase order for the purchase of a fixed asset consists of two steps:
¢ Create the purchase order with a line item for the asset.
¢ After the fixed asset is received, create a receipt and asset record for the item.

Warning: To avoid problems with reconciliation, make sure you debit the asset account when you create the
line item distribution and when you create the acquisition transaction on the asset record.

To avoid later problems with reconciliation, make sure the line item distribution debits the asset account. You
should use the same debit account for the acquisition distribution. Later, you can use Fixed Assets acquisition or
depreciation reports to reconcile the Fixed Assets ledger to General Ledger.



176 CHAPTER

» Adding a line item for an asset acquisition
Create a line item on a regular purchase order for the asset.

1. From an open purchase order, select the Line Items tab and click New Line Item. The New Line Item
screen for the purchase order appears.

it New Line Item for PO 23423 for AlphaGraphics
File Edit Wiew ltem Help
[ save and Closevl = )(| H 4 » M | Irizest | Fepeat | % - ‘
Line Item IQistributionI B equizitian Line Itemsl
Type: ¥ | Line item number: 000005
Praduct |D: |<N0 product 1D ﬂﬁl ™ | Emounts e ude: tay
Description: I
Unit of Measure | Guantity Ordered | Urit Cost I Ertended Cost |
0.000 $0.00
Date required: I Departmert: INone j
Date promised: | Requested by: I j
“endor part #: I Deliver to: ISusan Thomas j
Post status/D ate: INDt et posted j I
Mates: I ;I
=l
Commerits: | jl
[ | Received: $0.00 | Cancelled: $0.00

Note: The status bar at the bottom of a regular line item displays the total of all receipts created for a line item
with an action of “Receive” and “Cancel”. These calculations include posted and unposted receipts.

2. Inthe Type field, select “Regular”. The line item number is automatically generated to identify the line
item on the purchase order.

3. Inthe Product ID field, select the type of product you are ordering. If the product you want to order is not
listed, you can create a new product record from this screen. To create a new product, click the
binoculars, then click Add a New Product. For more information about product records, see the Products
chapter.

4. The Description field defaults from the product record, however you can edit the description if necessary.

5. The Unit of Measure field automatically displays the unit of measure designated on the product record. If
the unit of measure was not defined on the product record, select the correct unit of measure.

6. Inthe Quantity Ordered field, enter the number of items ordered.
In the Unit Cost field, enter the cost of the items per unit.

If you entered a quantity in the Quantity Ordered field and a unit cost in the Unit Cost field, the Extended
Cost field displays the total cost of the line item.

9. In the Date required field, enter the date your organization needs to receive the item.

Note: For any field that uses table entries, you can select a previously defined entry or add a new table entry.
For example, in the Department field, you can select “Administration” from the Department table, or create a
new entry by entering in the new department. Once you leave the field, you are prompted to save the new
entry.

10. In the Date promised field, enter the date the vendor has promised to deliver the item.
11. Inthe Vendor part # field, enter the vendor’s part reference number for the item you are ordering.



12.

13.
14.
15.

Note:
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In the Requisition # field, enter the requisition number if your organization uses internal tracking
numbers for goods purchased.

In the Department field, select the department for which the item is being ordered.
In the Requested by field, select the person who requested the line item.
In the Deliver to field, select the person to whom the line item is being delivered.

On the Records tab of the Options screen, you can set line item options that designate a default post

date, post status, and reversal post date. For more information, see the Options chapter of the Program Basics

Guide.

16.

17.

In the Post status/Date fields, enter a post status and post date. If you select “Do not post” as the status,
the post date is not required. The “Do not post” status may not be available if the business rule excluding
that status is in effect.

In the Notes field, you can enter notes or special circumstances regarding this line item. The notes you
enter do not print on the purchase order form.

Warning: You are required to enter a General Ledger distribution for each line item in a purchase order.
Distribution information is used to establish the accounts, projects, classes, and transactions codes to which
the line item activity posts. Projects and transaction codes are available only if you have the optional module
Projects and Grants.

18.

19.

Select the Distribution tab.

% New Line Item for PO 789846 for Office Supplies Inc.

File Edit “iew ltem Help
ESave and Elosev| u )(| H 4 ¢ M | [rreert | Eepeat | ? - |

Line [term - Distribution |

IDistribution YI Interfund: I 'l Budgetl 0% Entries ” b %l
DR &ccount Murmber I DR Account Des... | Amount | CR Account Number I CR Account Des... I F
I 01-52000-00 Office Expenzes 430,00 01-21200-00 Encumbrance Su...

o,  Load Distribution...  Distribute Evenly & ... Delete All.. Remaining: $0.00

[ | Received: $0.00 | Cancelled: $0.00

In the field above the distribution grid, select “Distribution”.

Warning: If you are creating a line item for an item that will be used as a fixed asset, make sure you debit the
asset account and credit the cash account in the line item distribution.

20.

In the DR Account Number column, default debit accounts appear from the vendor record. You could also
click Load Distribution to use default account distributions. To use an account distribution defined in
Configuration, select From Table. To use the default accounts from the vendor record, select From
Vendor.
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21.
22.

Note:
23.

24.

25.

26.
27.

Note:

You can also manually enter the debit accounts for the distribution. You can use the small binoculars to
search for an account segment or use the large binoculars to search for an account number. When you
enter a valid debit account number, the description appears automatically in the DR Account Description
column.

To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.

Enter the amount of the distribution in the Amount column or the percentage in the Percent column. You
can manually enter amounts or percents for each account or you can click Distribute Evenly to distribute
amounts or percents equally among the selected accounts.

The Supervisor can establish security settings to hide the CR Account Number column.

The CR Account Number column displays default values, depending on default Accounts Payable
Summary Account settings established on the Default Accounts page in Configuration.

You can also manually enter the credit accounts for the distribution. To search for an account segment,
click the small binoculars button. To search for an account number, click the large binoculars button.
When you enter a valid credit account number, the description appears automatically in the CR Account
Description column.

In the Interfund field above the distribution grid, select an interfund set to balance the accounts if you
enter debit and credit accounts from different funds. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Accounts Payable.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.

On a Transaction Distribution screen, you can click Load Distribution to select a transaction distribution

defined in Configuration in Accounts Payable.

28.

29.

30.

31.

32.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the line item Distribution tab.

If you have the optional module Budget Management, you can click Budget on the action bar above the
grid to check the account or project against its budget.

To preview General Ledger debits and credits for the line item, click DR/CR Entries on the action bar
above the grid.

To attach transaction attributes to an account in the distribution, select the account and click Attributes
on the action bar below the grid. When you have finished entering information, click OK to return to the
line item Distribution tab.

To save the line item and return to the purchase order record, click Save and Close.

» Adding an asset acquisition transaction from the receipt record

Create a receipt for the line item and, using the Asset Wizard, create an asset record for the line item.

1.
2.

Open the purchase order from which you want to create the line item receipt.
Select the Receipts tab.



3.
4.
5.

6.

10.

11.

12.

13.
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On the action bar, click New Receipt. The Add a Receipt screen appears.
In the Received by field, select your user ID.
In the Description field, enter a description of the item received.

E Receipt 4 for purchase order 555 !El

File Edit “iew BReceipt Favortes Toole Help

[ save and Closev| B * | H o4 M | Auto Receive... | ) |
PO number: |555 QI Receipt number. 4

Received by: ISusan Thomas j Feceipt date: |05J21 #2004

Description: IDeII Demenzion 4100 - Desktop

ceipt — |Oezn

Line # | Vendor Part # I Description Ordered I Action I Guartity | Unit Cost I

[ | Z

On the action bar, click New Receipt. If the receipt has not been saved, you are prompted to save. The line
item receipt screen appears.

[ Receipt 4 for purchase order 555 [ ]
Receipt |Qislribution|
PO Line number: I - Froduct |
5 - Wendor part #:
Action: IFlecElve - Description:
Quantity: I Motes:
Unit cost:
Nt eos I Date required Date promised
Estended cost: |$U-UU Requisition # Diepartment
Fequested by Deliver to
Locatian: I j Puost status Post date
Past amaount: |$U.UD Didered _ Unit
Received Urit cost
Post status: INol yet posted j Cancelled Extended cost
o
Post date: I L
Serial Numbers | Lreate Asset(s) | Cancel |

In the PO Line number field, select the line item number. Once you select a line item number, the line
item’s information appears on the right side of the screen.

In the Action field, select “Receive”.
The Unit cost field defaults from the unit cost on the purchase order.

In the Quantity field, enter the number of items received. Once you enter the quantity the extended cost
is calculated and displayed in the Extended Cost field and the post amount is calculated and displayed in
the Post amount field.

In the Location field, select the department to which the item was delivered. If a product record exists for
the line item, the location defaults from the product record.

To assign serial numbers to line items, click Serial Numbers to open the serial numbers grid. To search the
grid for duplicate serial numbers, click Duplicates. Once complete, click OK to return to the line item
receipt.

If Fixed Assets is installed, you can create a new asset record for the line item. Click Create Assets. For
more information about asset records, see the Assets chapter of the Records Guide for Fixed Assets.



180 CHAPTER

14. The Asset Wizard screen appears on the General tab. Vendor and acquisition information default from the
purchase order.

& Asset Wizard
Step 1:General |2:Hist0rical Transactionsl ZAcquizition Digtribution | 4:Depreciation Distributionl §:Attributes|

Provide basic information for the asset[z] you want to create

Description: |DeII Demengion 4100 - Desklop j Acquisition value: |$'| 160,00

Class: I j Diepreciation method: IStraight Line j
Model number: I Useful life: |2— ﬂ ‘rears

Wendor: IHard Drrive Cornputers QI @3 Salvage value: |$D.EID

Acquisition date: |05£21 /2004 Carvention: IFuII-month j

D ate in service: I

Elealel‘l_ﬂ Asset(s] with this detailed inf tion [optional] -

Agzet D | Serial # | Location Department I
1 968N 25LH Shipping - Office Supplies | Information Technology

¥ Create asset acquisition transaction

<- Bach | Mext -» | Cancel | Create Azset(z] Mow |
| |

15. Enter asset and depreciation information on the General tab. For more information about fields on the
General tab, see the Assets chapter of the Records Guide for Fixed Assets.

16. The number in the Create [ ] Asset(s) with this detailed information defaults from the Quantity field on
the line item receipt screen.

17. To create an acquisition transaction on the Historical Transactions tab, mark Create asset acquisition
transaction.

18. Click Next or select the Historical Transactions tab. The transaction date and amount default from the
General tab. The Post date field is disabled. You cannot post the acquisition transaction. The asset cost is
posted when the invoice created from the receipt is posted.

Warning: To avoid problems with reconciliation, make sure you enter the same distribution accounts as those
used on the line item distribution tab.

19. Click Next or select the Acquisition Distribution tab. On this tab, you designate the accounts to debit and
credit for the value of the asset. To avoid problems with reconciliation, make sure you enter the same
distribution accounts as those used on the line item distribution tab. For more information about
acquisition distributions, see the Records Guide for Fixed Assets.

20. Click Next or select the Depreciation Distribution tab. On this tab, you designate the amounts distributed
to depreciation expense accounts and depreciation accumulation accounts. For more information about
depreciation distributions, see the Records Guide for Fixed Assets.

21. Click Next or select the Attributes tab. On this tab, you can enter attributes for the asset. For more
information about attributes, see Program Basics chapter of the Program Basics Guide.

22. Click Create Assets Now. The program processes the transactions and then a screen appears notifying you
if transactions generated successfully. The Historical Transactions control report appears displaying
information about the generated transactions. Click X to exit the report.

23. Another message appears. You can select to create another asset, go to the asset record, or close. Click
Close. You return to the line item receipt screen.

24. Click OK to save the line item receipt and return to the receipt record.
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With WebPurchasing, you can create and approve requisitions online. After you create the requisitions, you can
view and update requisition records from the Records page of Accounts Payable, and create purchase orders.

To use WebPurchasing, you must have the optional module Purchase Orders and a Web server. We recommend
you use a dedicated server for WebPurchasing.

Glossary: A purchase order is an order placed with a vendor for goods or services. Purchase Orders is an
optional module in Accounts Payable you can use to process purchase orders and receipts between your
organization and its vendors.

This chapter details the requisition order process, from creating and approving the requisitions online to creating
purchase orders from the program.

Requisition Records

Once you create requisitions online, the requisition records appear in Accounts Payable and are accessed from
the Records page. From Accounts Payable, you can update and approve the requisitions, and generate purchase
orders from requisitions.

Accessing Requisition Records

Warning: The Requisitions link appears on the Records page only if you have installed the optional module
Purchase Orders.

From Accounts Payable, click Records on the navigation bar and then click the Requisitions link.

[ The Financial Edge (Sample Data) | _ (O] %]
File Edit View Go Favorites Tools Help
4 Back ® Forward | Community Services Inc. - Accounts Payable -
T Records « Requisitions
~| | Records
What do you want to do? Prakits
- Vendors
'EF Open a Requisition Invoices
fawn Reaurring Invoices
K‘-_.) Generate Purchase Orders from Requisitions e
Purchase Orders
Search for a Requisition by Requisition ID Receipts
Requisitions
]
Access a Recently used Requisition
|
|Wetcome to Accounts Payable ‘Done 4

From this page, you can update requisitions and generate purchase orders from requisitions.
You can also access options for Accounts Payable Records by clicking Edit options for Requisitions.
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Tip: You can save time when searching for a specific requisition by using the Search for a Requisition by
requisition ID field.

To quickly access requisitions, you can click a recently accessed record or use the quick find option.

Opening and Editing Requisition Records

Note: For detailed information about the Open screen and each filter you can use, see the Program Basics
Guide.

To find and open a requisition, you need to be familiar with the Open screen. The Open screen has a number of
filters you can use to narrow your search and quickly locate the requisition you want to open.

You access the Open screen by clicking Open a Requisition from the Requisitions page.

» Opening a requisition from the Requisitions page of Records

Note: Visit our website at www.blackbaud.com for the latest documentation and information.

1. From the Requisitions page, click Open a Requisition. The Open screen for requisitions appears.

Eopen g
Finudk: IHequisition j Search uzsing quen: |<Default> ﬁlgé

Options

Fequisition D I j Department: I j
Requester [0 I j Status: I j
Owrer 10 I j Last radified by: I j
‘Waiting for 10: I j Last modified on: Ian}. tirme j
. Hide Filters | Clear Filtersl Previous Filtersl Filters are not applied Find Mow I [Ipen | Cancel |

|F'ress F7 to zoom

2. In the Find Requisitions that meet these criteria frame, enter the criteria you are using to search for the
requisition. The criteria you can use includes a Requisition ID, Requester ID, Owner ID, Waiting for ID,
Department, Status, Last modified by, and Last modified on.

w

After you enter your search criteria, click Find Now. The program searches your database and displays all
requisitions that meet your search criteria. Again, depending on how limited or detailed your criteria are,
the program may find one record or many records.

s

In the grid, select the requisition you want to open.

4

Click Open. The requisition appears.

o

Click Save and Close on the toolbar to return to the Requisitions page.
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Generate Purchase Orders from Requisitions

You can generate purchase orders from requisitions on the Requisition page or Purchase Orders page in Accounts
Payable.

» Generate purchase orders from requisitions

1. From the Requisitions page, click Generate Purchase Orders from Requisitions. The Generate Purchase
Orders from Requisitions screen appears.

w. Generate Purchase Orders from Requisitions =10l x|
1: General | 2 Grouping | 3: P Line Iters | 4 PO Information | 5 Resuls
Step 1: General Information
Default dates:
Poststatus/Date: [Pasted <] [e/12008
Interfund Set o -
Do you want to override the unit price of line items?
& Always use the unit price from the requisition line item
£~ IF & unit price exists on the product record, alwaps use that price
< Back Mext > Cancel Pre-Creation Creste
2. Click Generate for and select to generate purchase orders for all records, selected records, or one record.
If you choose Selected records, you must select a query of records. If you choose One record, you must
select the record.
Note: Use this filter when you want to generate a purchase order for a specific requisition.
3.

In the Post status/Date field, select “Not yet posted” or “Do not post”. If you select “Not yet posted”, you
must enter a valid post date.

In the Interfund Set field, select an interfund set to create balancing entries if you enter debit and credit
accounts from different funds. Interfund sets are defined in Configuration.

Mark Always use the unit price from the requisition line item or If a unit price exists on the product

record, always use that price. This gives you the option to use the requisition line item price even if it is
different from Product record in Configuration.
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6. Click Next to access the Grouping tab.

7.

8.

9.

10.

&, Generate Purchase Orders from Requisitions =10l x|
1 Generdl |2 Giray g']g PO Line ltems | & PO Information | 5 Resuls |
Step 2: Requisition Grouping
Do you want to group multiple requisitions into the same purchase order?
* Yes
 No
< Back Mest > Carcel Pre-Creation Creste

Mark Yes to group multiple requisitions into the same purchase order. When you mark Yes, you indicate
how those requisitions should be combined on the PO Line Items tab. For example, when Sally and Tom
each create a requisition for the same vendor, one purchase order is generated.

If you do not want to group multiple requisitions into the same purchase order, mark No. Marking No,
removes the PO Line Items tab and a separate purchase order is created for each requisition. For example,
when Sally and Tom each create a requisition for the same vendor, two purchase orders are generated.

Click Next to access the PO Line Items tab. This tab appears if you marked Yes on the Grouping tab.

&, Generate Purchase Orders from Requisitions =10l x|
1: Geneial | 2 Grouping {3 _!_’D___L\!je__\_te_[_ns_'l 4: PO Information | 5 Results
Step 3: Purchase Orders
By what characteristics do you want to group requisition line items?
1 ByVendor orly
£ ByVendor and purchase ordet information
™ By Submitted By
I~ By Deliver T
™ By Buyer
I~ By Department
I~ By SHip T
I™ By Ship Vi
™ ByFOB
How do you want to create PO line items for the same product?
" Combing line items inta a single PO i item
(= Keep line items separate
¢ Back et > Cancel FieLieaion | | Ciesie

Mark By Vendor only or By Vendor and purchase order information. If you choose By Vendor only,
requisition line items are grouped by vendor. If you choose By Vendor and purchase order information,
the requisition line items are grouped by vendor and the purchase order information you select.

For example, Sally, Tom, and William each create a requisition for the same vendor. However, Sally and
Tom are in the same department. If you choose to group requisition line items by vendor and department,
two purchase orders are generated — one for William and one for Sally and Tom who are in the same

department.

If you have two requisition line items for the same product, you need to determine how to handle them in

the purchase order.

¢ To combine the two requisition line items into a single purchase order line item, mark Combine line
items into a single PO line item.
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¢ To keep the two requisition line items separate, mark Keep line items separate. For example, Sally and
Tom each create a requisition for the same vendor to order a computer. You choose to group
requisitions by vendor only to generate one purchase order. However, when you mark Keep line items
separate, two separate line items are created for each computer when the purchase order is generated

11. Click Next to access the PO Information tab.

. Generate Purchase Orders from Requisitions =] |
1: General | 2 Grouping | 3: PO Line Items § 4 PO Tnformation | 5 Results
Step 4: Purchase Order
If Purchase Order information is missing. what should default?
Ship via:  [Best Wayp - Ship to: Shipping & Receiving -
FOB Shipping - Department: [admiristration 5
Tems. Net 30 - Canfirm to
Buyer Susan Thamas - Attention: Susan Thomas e
Comments: I ﬂ
< Back et > Cancel PreLreation | | Creste

¢ If no grouping settings were defined for requisition line items on the Grouping tab, the purchase order
information selected on the PO Information tab overwrites the purchase order information on an
individual requisition line item. For example, if you group two requisition line items By Vendor and By
Department and both line items have purchase order information defined, the purchase order
information defined on the PO Information tab overwrites what is on each individual line item.

¢ If two requisition line items are grouped and they both have purchase order information defined, the

purchase order information of the first line item overwrites the purchase order information of the
second line item.

12. In the Ship via field, select the shipping method to use.

13. Inthe FOB (Freight on board) field, enter the point at which the client assumes ownership of the order.

Glossary: Terms are payment rules established for payments to vendors or payments from customers. Terms
specify how long a customer who purchases on account may wait to pay an invoice. Terms may include
discount provisions for early payment of an invoice.

14. An entry in the Terms field is optional. This field entry calculates automatically based on the vendor
record discount and due date information.

15. In the Buyer field, select the individual responsible for buying the items.

16. In the Ship to field, select the area to receive the order.

17. In the Department field, select the department for which the order is being placed.

18. In the Confirm to field, enter the name of the person with whom the order was placed.

19. In the Attention field, enter the name of the person to whom the package is being shipped.

20. Inthe Comments field, enter any comments to associate with this purchase order. These comments are
printed on the bottom of the purchase order.

Note: To view additional columns in the grid, right-click and select Columns.
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21. Click Next to access the Results tab.

&, Generate Purchase Orders from Requisitions

B =10l x]

2 Grouping | 3 PO Line Items | 4 PO Infamation {5 Fesiils

Create? | °°

Quantity

ion uantit:
| oot ordered

Quantity
b order

Product ID | Uik Price:

(]
*

PO
Line #

Quantity

Submitted by

Date
Promised

< Back Hent > Cancel PleGreation | | Cieate

Warning: If you are restricted to “Same department only” in Online Security, you cannot see other
department’s requisitions approved for consolidation, or those attached to a purchase order’s line item.

22. If thereis not a vendor on the requisition line item, enter the vendor name in the Vendor column or click

the binoculars to locate the vendor.

23. Click Create All to fill the Quantity to Order column with the remaining amount to order.

24. Click Pre-Creation to view the Control Report. If you do not like the results displayed in the Control

Report, close the report and click Back to change the settings on the previous tabs.

Note: If the Requested by field is required for a purchase order and the user is not already listed in the staff
table, the program automatically adds the user’s name to the staff table during the generate process.

25. Click Create to generate the purchase orders.
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