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Disclaimer

Fleet-Net® Corporation, wholly owned subsidiary of Avail Technologies, Inc. makes no warranties about the contents of the
manual and specifically disclaims any implied warranties of merchantability or fithess for any particular purpose. Fleet-Net
® Corporation, wholly owned subsidiary of Avail Technologies, Inc. further reserves the right to make changes to the
specifications of the program and contents of the manual without obligation to notify any person or organization of such
changes.

Copyright Notice

This software package and manual are copyrighted 2018. All rights reserved worldwide. No part of this publication may be
reproduced, transmitted, transcribed, stored in any retrieval system or translated into any language by any means without
the express written permission of Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc., 9183 W.
Flamingo Rd., Suite 110, Las Vegas, Nevada 89147.

License Agreement

The software described in this manual is furnished under a license agreement and may be used or copied only in accordance
with the terms of the agreement. Failure to sign this agreement and still use the software is illegal.

Trademark Acknowledgment

Fleet-Net® is the Registered Trademark of Fleet-Net® Corporation, wholly owned subsidiary of Avail Technologies, Inc.
Microsoft®, Access®, Windows®, the Windows® Logo, and other Microsoft® Office Products are either registered
trademarks or trademarks of Microsoft® Corporation in the United States and/or other countries. The names of actual
companies and products mentioned herein may be the trademarks of their respective owners.
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Product Description

Accounts Payable

Fleet-Net Accounts Payable is an open invoice system designed to process outstanding invoices, make vendor payments,
and generate journal entries for the general ledger.

Invoices are processed on an open invoice basis. Recurring expenses can be recorded automatically if established in a
fixed expense file.

Expenses associated with a given invoice can be distributed to multiple expense accounts across multiple divisions. If an
invoice is paid during the discount period, the discount is taken automatically. If the Vendor Master file is updated with Net
Due, the Due Date field during invoice entry is automatically populated.

Retainage can be used to withhold payment of part of the invoiced amount by entering retainage amount or percentage.

A purchase order reference is on file for each invoice. Various automatic pay options are available for specification at
payment time. Options include manual payments, on-account payments, invoices eligible for discount, invoices for a
given vendor, invoices due within a specific time frame, and fixed expenses. A hold status assigned to an invoice
prohibits its payment.

Accounts Payable includes a payables register, aged trial balance, vendor checks and ACH. Also included is an auto
checkbook where A/P checks, ACH payments generated through Accounts Payable and Payroll checks are automatically
posted. An on-line vendor inquiry is also included.

All journal entries associated with accounts payable are automatically transferred to a general ledger holding file for
update to general ledger at user's discretion. Fleet-Net allows for use of either the cash or accrual method of accounting.

Invoicing and Payments can be tracked in Contract Maintenance and Project Tracking modules.

Balancing Payables

At the beginning of every month, there are usually invoices for the prior month and invoices for the current month. It's a
good idea to decide on a cutoff date (such as 10th of month) to enter the final invoices for previous month. These
invoices should be separated and entered in two batches (prior and current). This way invoices from two different months
won't get updated together (and expenses won't be in the same month.)

Invoice date must be less than or equal to G/L posting date.

In order for expenses to be in the correct month and on an accrual basis, a lease payment due by August 10 for an
August lease expense received in July, must be entered with an August invoice date and the expense must be posted
with an August G/L Update Date. If one would enter this invoice with a July invoice date and update it with an August
G/L Update Date, the invoice would be on the July Aged Trial Balance, but the expense would be in the August GL.

Checkbook Reconciliation

Fleet-Net automatically posts cash disbursements to Checkbook Maintenance when processing accounts payable.

If Fleet-Net for Windows Accounts Receivable module is being used, deposits will automatically post to the checkbook. If
the Accounts Receivable module is not being used, those entries must be manually entered.

This program stores the G/L account number, corresponding bank account number, previous statement date, previous
balance, deposits, checks, and computes the current balance.

NOTE: This is not a Proof of Cash. This program is meant to help balance the bank statement. The data in it can also
help you obtain the figures needed to do actual cash reconciliation.

The Print Audit report associated with this program prints out a complete audit trail of postings to the checkbook for a
selected period. Every month, the checkbook must be balanced with the bank statement. After the checkbook is
balanced to the bank statement, it must be updated.

© 2018 Fleet-Net Corporation Page 6 of 174
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Accounts Payable Implementation

It is understood that the Systems Administration Guide had been followed completely and that all other modules are
working prior to the Accounts Payable installation.

As with all Fleet-Net® for Windows modules, the module must first be installed as directed in the System
Administration Guide. Briefly, this includes (1) copying the data files, program files, server database, and the client
master database, (2) running the configuration program, (3) copying the client master for individual use.

© 2018 Fleet-Net Corporation Page 7 of 174
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About This Guide

This guide contains standard procedures for operation and a description of each feature released with the module. The
module description provides the intended application or use of the module and any comments that relate to this specific

module.

Below are features that are used through FNW applications.

To correctly exit a form, or exit out of Fleet-Net®
completely click on the Fleet-Net® Icon always
located in the upper right of every form.

*When the binoculars search function is not available,
nor a drop-down list, select ‘Ctrl F’ as a search tool.

When using this button to search the following sample
form will open up. Use any of the search item criteria
to find your item select it and it will populate at the
bottom of this form. To populate the previous form with
the selected item simply hover over the item # and
double click it. Close the search form.

S FNWO_ItemSearchsubForm 02/25/2004 © 2010 Fleet-Net Corp

Item Search

Our Item Deseiipti

OEM Descri iption: [

OEM ltem #: [

Warehouse / Bin Logation: |

Product Class: [

Vendor Name: |

Lol Lo b Ll L] e e

Madel: [

ltem #

Throughout Fleet-Net® modules, there are Green
Check marks that will appear next to specific fields.
These Green Checkmarks when selected will open the
Misc. List Codes form allowing the user to setup the
necessary codes and their value for the associated
field.

The clock button allows for changing the time entry.

The question mark button opens the search option.

The Stop button aborts the current selection process.

x
M Api v 4] 2010 b

The calendar button allows for quick selection of a
specific date via a calendar. Calendar defaults to
current date.

Su Mo TuWwe Th Fr Sa

12 3
4[5 &8 7 8 3 10
11 1213 14 15 16 17
18 19 20 21 22 23 24
25 25 27 20 29 30

Cancel

The calculator button allows for quick simple
calculations on the fly. It opens up your systems
calculator.

© 2018 Fleet-Net Corporation
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Accounts Payable Checklist

Initial Setup Checklist

This checklist follows the instructions outlined on the following pages.

Done Menu

GLO1

AP

AP11

AP11 or
APO4

AP11

AP11

AP11

AP11

(@)

(b)

(€)

(d)

()

(f)

(9)

(h)

Program/Procedure

Auto Post Setup in General Ledger is required prior to utilizing the Accounts
Payable module.

Setup & define miscellaneous codes, used throughout the Accounts Payable
module, using Miscellaneous Codes Maintenance.

Determine the Method of Accounting, Aging Brackets and General Ledger
posting options, using A/P_Control Record Setup.

Use Add/Modify Bank Accounts/ Setup Checking Accounts to enter all
Banking and General Ledger Account #'s, and Last Check #

Define values for CheckbookTranNo, SubcontractorNumber, TranNumber, and
VendorNumber, using Setup Tran Control Records.

Define printing set ups, including MICR, logos, signatures using Setup Check
Print Options.

If choosing to use the User Define Data option then select User Defined Data
Field Setup to begin the set up. (Refer to that section of the manual for
additional instructions.

Setup Internal Email Notification using, Email Notification Setup.

© 2018 Fleet-Net Corporation
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Vendor Setup Checklist

This checklist follows the instructions outlined on the following pages.

AP €) Setting up Vendors in the Vendor Master File utilizing Modify/Add Vendor

Master.

Additional Vendor Setup List for other options:

Commodity Codes setup during Miscellaneous Codes Maintenance.

Vendors being paid by ACH will need to have banking information setup
Utilizing ACH Setup. Email address is required. Setup in the Vendor
Master to allow for payment statements to be email to Vendors.

Products that will be ordered from one address and payment made to a
separate address the Order from form will need to be completed.

DBE setup during Miscellaneous Codes Maintenance.

AP (b) If tracking transactions for Subcontractors, utilize Subcontractor Maintenance to

setup the subcontractors.

APO1 (© If Vendor will be paid a fixed amount on a regular basis, utilize Fixed Expense

Transaction Entry to setup the transaction.

© 2018 Fleet-Net Corporation Page 10 of 174
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Standard Cycle Checklist

This checklist follows the instructions outlined on the following pages.

Done Menu

APO1

APO1

AP

APO3

APO1

APO3

APO4

APO4

APO4

(@)

(b)

(©)
(d)

(e)

()
(@

(h)

(i)

ACH Cycle Checklist

Program/Procedure

Transaction Entry — Record invoice, debit or credit memos, and adjustments.
Print Reports and Update Transactions to subsidiary journals.

Fixed Expense Processing — If Fixed Expenses is being utilized process the
transaction for all vendors being paid using this option.

Invoices Due Report — Generate report to determine what invoices will be paid.

Vendor Payment Selections — Utilized to select transactions to be paid by ACH
Payment or Check Print option.

ACH Transaction Entry— Create and Update ACH Payments, Create ACH Xfer
File, and print reports.

Print Vendor Checks — To print check for the selected vendor transactions.

Manual Check Entry — Utilized this function to enter checks issued outside the
system. (Note: Transaction must be entered and updated in Transaction Entry
prior to entering the manual check).

Void Check Entry — Allows for voiding checks and canceling or re-generating
invoices for payment in the future.

Checkbook Maintenance — Tracking Accounts Payable & Accounts Receivable
transactions. Utilized to balance checking accounts.

This checklist follows the instructions outlined on the following pages.

Done Menu

APO3

APO1

(a)

(b)

Program/Procedure

Vendor Payment Selection — Select Vendors paid by ACH and process
invoices for payment.

ACH Transaction Entry — Utilized to create the ACH Payments and Transfer
Files.

1b) Create ACH Payments

2b) Display ACH Transactions

3b) Print Transactions

4b) Create ACH Xfer File

© 2018 Fleet-Net Corporation
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General Ledger Setup

Click General Ledger Setup. General Ledger set up is required prior to utilizing the Accounts Payable module.
Proceed to the General Ledger manual for setup instructions.

General Ledger System Menu

General Ledger Setup

2| Budget Maintenance

Journal Entries

Financial Statements/Inquines

g ||| | and || el )

Project Tracking

=

Account Balance Inguiry

Quick Balance Inquiry

Month End Closing
Fiscal Year End Closing

Amortization Calculator

Special Boutines on GL menu

EAEIEY AP E S EYE] N Y N

|
|
|
|
|
|
GL Transaction Inquiry |
|
|
|
|
|
|

g ||| | end || el e | el | esd

Heturn to Previous Menu

4 || Enter your selection: [] Show Details
Vs 0906 [2/6/2018] | |Iday FHLY42 GL Find

General Ledger Setup

Control Record Setup

Fiscal Year Setup

GL Division Setup

Chart of Accounts Setup

Mizcellaneous List Setup

Auto Post Setup

Update Consolidation Fields

Recompute Account Balances

Fizcal Year Delete

and ||| || |l el | eng | e | el e | | | ey

|
|
|
|
|
Redistribution Reference 5Setup |
|
|
|
|
|

Heturn To Previous Menu

EAEI AP FEE P P T Y

1 || Enter your selection: [] Show Details

e 09.06 [2/6/2018] Iday FHNLY42 GLM Find
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Accounts Payable Setup

ACCOUNTS PAYABLE

il

M EAE AP EA PN MY

4

AF Transaction Maintenance

Modify/Add Yendor Master

AP Payment Processing

Banking Maintenance

Aged Trial Balance

Invoices Due Report

Yendor Master Inquiry

Print 1099 Statements

Uszer Defined Entry

Mizcellaneous Codes Maintenance

AP Setup

Subcontractor Maintenance

GL Posting Inquiry

Return To Previous Menu

Enter your selection:
Ware 09,06 [2/6/2018] Iday FHLY42

EEIRRCEE DT DT DT MR IRt

mnd| | amd | md | wd) | amd) | amd e

[ ] Show Details
AP

Find

Miscellaneous Codes Maintenance

Click Miscellaneous Codes Maintenance to define all codes used throughout the Accounts Payable module.

Each Fleet-Net application includes a list of miscellaneous codes that are used within the system. Some of these
codes are preset by Fleet-Net (Specific) while others are user defined.

ACCOUNTS PAYABLE

e EAE PP EX EA P Y P

4

AP Transaction Maintenance

Modify/Add Yendor Master

AP Payment Processing

Banking Maintenance

Aged Trial Balance

Invoices Due Report

Yendor Master Inquiry

Print 1099 Statements

Uzer Defined Entry

Mizcellaneous Codes Maintenance

AP Setup

Subcontractor Maintenance

GL Posting Inquiry

Return To Previous Menu

Enter your selection:
Vsn: 09.06 [2/6/2018] Iday FHLY42

[] Show Details
AP

Find
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Fleet-Net® for Windows Accounts Payable Users Guide
Accounts Payable Setup...... continued

Enter or select Miscellaneous Codes Type to be created and/or codes defined.

hodify { Add Misc List Codes
Module: [ 2F

Type: |

<

1099Cades A
1033MiscPrintFomat
AchEmailParameters
AchTransactionCode -
Attachments Frint
CheckPrintFormat

CommodityCode

DBE

DrocumentCode

MatificationGroup

PhoneT ype

RetumtmountCode_&

TinType

TypeliGoads

UserDefinedFieldT ype
UserDefinedFomt ame v

Field Name Description
Code Enter a code, either user defined or specific.
Value Enter a description to define the selected code.

1099Codes (Specific) Enter Codes and Values as shown in table below.

Maodify | Add Misc List Codes
Module: W
Type: 1099Codes W
Code Value Print
[ 1033MISC
Code Value
A 1099-MISC

1099 MiscPrintFormat (Specific) Enter Codes and Values as shown in table below.

Modify /| Add Misc List Codes
Module: [ 2P
Type: | 1099MiscPrintFomat v
Code Value Print
P (1099 Print Format FMAP_1033MiscReportlaser
Code Value
1099 Print Format FNAP_1099MiscReportLaser
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Fleet-Net® for Windows Accounts Payable Users Guide
Accounts Payable Setup...... continued

AchEmailParameters (Specific) Enter Codes and Values as shown in table below.

AchTransactionCode (Specific) Enter Codes and Values as shown in table below.

|Modify { Add Misc List Codes

Module: 'ﬁ

Type: AchEmailParameters W

Code Yalue

PathTabschReport u:

ReportType pdf

Code Value

PathToAchReport (Drive Location) C: Folder/File Name

ReportType pdf

Modify / Add Misc List Codes

Module: [AF
Type: AchTransactionCode [v]
Code Value \Pn—nt/
22 Checking
23 Checking - Prenote
32 Savings
33 Savings - Prenote
4l
Code Value
22 Checking Account
23 Checking Account — Prenote
32 Savings Account
33 Savings Account - Prenote

Attachments (User Defined)

Modify / Add Misc List Codes
Module: W

Type: Attachments "]

Code Yalue

» | |Dacumerts

Fhata Phota

© 2018 Fleet-Net Corporation
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Fleet-Net® for Windows Accounts Payable Users Guide
Accounts Payable Setup...... continued

CheckPrintFormat (Specific) Personalized by location.

Modify { Add Misc List Codes
Module: 'ﬁ
Type: |CheckPrintFomat v
Code Value
M| [CamTran FMAP_CheckPrintR eportCmb
CATh FMAP_CheckPrintReportCaTa
Laser FMAP_CheckPrintR epartFnc

CommodityCode (User Defined) Possible option utilized the standard NAICS codes.

Modity } Add Misc List Codes
Module: W
Type: CormodityCode w
Code Value Print
¥ ([238220 PLUMBING, HEATING, & A/C CONTRACTORS
238290 AUTOMATED & REVOLVING DOOR INSTALLATION
233930 PARKING LOT PAVING, PAVER INSTALLATION, FEMCE INSTALLATION
335122 COMMERCIAL ELECTRIC LIGHTING FIXTURE MANUFACTURING
ControlRecord (Specific) Enter codes as shown below
Modify / Add Misc List Codes
Module: | AP
Type: ControlRecord L
Code Value Print
UpdateGITranDescFromvendorName False
H |

Code

Value

True = Vendor Name will be listed on GL entries
associated with the invoice. False = Vendor # and
Description from the invoice will be listed on the GL
UpdateGITranDescFromVendorName | entries associated with the invoice.

© 2018 Fleet-Net Corporation
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Fleet-Net® for Windows Accounts Payable Users Guide
Accounts Payable Setup...... continued

DBE (User Defined) Disadvantaged Business Enterprise

Modify { Add Misc List Codes
Module: 'ﬁ
Type: DEE W
Code
QI Asian Pacific
B Black
C Cauzasian
B African American
H Hizpanic
a Other [i.e. not of any other group listed here]

DocumentCode (User Defined)

Modify | Add Misc List Codes

Module: ’W
Type: DocumentCode v
Code

AR Contact A7R Contact
Contract Contract
Irwoice Irveoice
Memao Mema
Phato Fhoto
Wendor Mate Wendor Mote

NotificationGroup (User Defined)

Modify { Add Misc List Codes

Module: | AP
Type: NotificationGoup W
Code
D Directors
A Adminstation

© 2018 Fleet-Net Corporation
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Accounts Payable Setup...... continued

PhoneType (User Defined)

Module: | 4P
Type: PhoneType

Modify /| Add Misc List Codes

Code Yalue
C Cell Phone
u] Office Phone
F Far Phone

ReturnAmountCode_A (Specific) Enter Codes and Values as shown in table below.

Module: W

Type: |ReturndmourtCode_ A

Modify | Add Misc List Codes

Code

Value -

Rents

Flayalties

Other Income

Federal Income Tax withheld

Fizhing Boat Proceeds

Medical and Health Care Papments

Nanemplopee Compensatian

Substitute payrments in e of dividends or interest

Crop Insurance Proceads

Excess golden parachute payment

Gross proceeds paid to an attomey in connection with legal services

Section 4034 deferrals

=20 U = O I i S I

Section 4094 incorme

3

Record: 4 4 14 of 14

L]

Search

Code

Value

Rents

Royalties

Other Income

Federal Income Tax Withheld

Fishing Boat Proceeds

Medical and Health Care Payments

Nonemployee Compensation

Substitute payments in lieu of dividends or interest

Crop Insurance Proceeds

Excess Golden Parachute Payment

Gross proceeds paid to an Attorney in connection with Legal Services

Section 409A Deferrals

miolo|m|>|o|N oo~ |w [N (-

Section 409A Income

© 2018 Fleet-Net Corporation
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Accounts Payable Setup...... continued

TinType (User Defined)

|Modify ! Add Misc List Codes

Module: W
Type: TinType w
Code Yalue Print
1 EIN
2 Social Security Mumber
4l
Code Value
1 EIN
2 Social Security Number
Type of Goods (User Defined)
Maodify } Add Misc List Codes
Module: W
Type: TypeOfGoods w
Code Value Print
Bus Partz NULL
Inzurance Papout MULL
Mon-T axable Reimburgement MNULL
Refund MIULL
‘Workers Comp Claim MULL
UserDefinedFormName (User Defined)
Modify ! Add Misc List Codes
Module: W
Type: |UseDefinedFomM ame v
Code VYalue

Additional Wendor [nfo

ContractStatus

OPERS

“Wendor Contact List

Customize List for Yendor Contact Infarmation

“endor Papment Type

Huow Yendor is Paid

UserDefinedFieldType (Specific) Enter Codes and Values as shown in table below.

Modify / Add Misc List Codes

Module: IW
Type: |UserDefinedFieldType v
Code Value Print

Date Date

Murmber Murmber

Text Text

Code Value

Date Date
Number Number
Text Text

© 2018 Fleet-Net Corporation
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Accounts Payable Setup...... continued

WarrantAccount (User Defined)

Maodify | Add Misc List Codes
Module: W

Type: W ananticcount =

Code

Yalue

P[er

WBE (User Defined) Women Business Enterprise

Modify /| Add Misc List Codes
Module: W
Type: wWEE "]
Code Yalue
F Female Dwned
Fhd Female Minority Owned

Control Record Setup

Click AP Set up, then AP Control Record Setup to define the accounting method, aging brackets, type of cash detalil
postings and GL division options for invoicing. The following form displays.

SETUP

AP Control Record Setup

Add/Modify Bank Accounts

Renumber Yendors

Setup Tran Control Records

Setup Check Print Options

Uszer Defined Data Field Setup

Uszer Defined Security

Uszer Defined Data Entry Setup

Email Notification Setup

EAb{ T FELE P PSS S

FReturn To Previous Menu

4 || Enter your selection:| |
Ysn: 09.06 [2/6/2018] Iday FHLW42

and | | end | | emd | | wnd| | end] | end| | wnd| | and | | and || ang

[] Show Details
AP

Find
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Accounts Payable Setup...... continued

AfP Control Record Setup

Accounting Method: 2 | .,

Aging Bracket 1: an Summarize Cash Detail Postings
Aging Bracket 2: G0 Post Diff GL Divisions Per Invoice
Aging Bracket 3: a0
Max Field
Field Size Field Type Description
Select the appropriate accounting method A=Accrual or
Accounting Method 1 Alpha C=Cash from the drop-down list.
Enter the day ranges specific to your transit (Example: 30
Aging Brackets 2 Numeric days, 60 days, and 90 days.)
Check this box to summarize Cash Transactions for GL detail.
Summarize Cash Leave unchecked to list individual Cash Transactions for GL
Detail Postings Yes/No detail.
Post Diff GL Divisions Check this box to enable posting A/P transactions to multiple
per Invoice Yes/No divisions during invoice entry.

Add/Modify Bank Accounts

Click Add/Modify Bank Accounts to set up all Checking Accounts and link the associated General Ledger Account
#s, and enter Last Check #.

SETUP

AP Control Record Setup

Add/Modify Bank Accounts

Aenumber ¥Yendors

Setup Tran Control Records

Setup Check Print Dptions

User Defined Data Field Setup

Uszer Defhined Secunty

Uszer Defined Data Entrp Setup

Email Notification Setup

EAEA P EA P PP

Aeturn To Previous Menu

4 || Enter your selection:| |
W 09.06 [2/6/2018] Iday FRLV42

| || | e ||| | | e | e | omad ) | ) (e

[] Show Details
AP

Find
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Fleet-Net® for Windows Accounts Payable Users Guide

Accounts Payable Setup

...... continued

Checking Account Setup

Fizcal -
Checking Account # Account Description Year GL Div  GL Account # Last Check # iu—LI
9350774093 M - General [2018 [y | [CaTaly | [immEoton [o] | 9690
9858106371 5-State 1513 [2017 [y | [CaTaly ] [IMmE0a00  [o] | 2
9863312279 L- Local Reserves [2017 ]| [CaTaly ] [immsoron [o] | 1
9863312386 R-Commute Reserves [2017 [ | [CaTA[y ] [InoE0e00  [u] | 3
Max Field
Field Size Field Type Description
Checking Account Alpha
# 20 Numeric Enter the bank account number.
Account Alpha
Description 50 Numeric Enter a description for the bank account.
Select the fiscal year from the drop-down list, this
filters the division and account #'s available in the next
Fiscal Year 4 Numeric fields.
Alpha Select the General Ledger division from the drop-
GL Division 4 Numeric down list.
Alpha Select the General Ledger account number associated
GL Account # 10 Numeric with the applicable bank account.
Enter the last check number used for the bank
Last Check Alpha account. When checks are issued the system will
Number 8 Numeric populate the next check number in numerical order.

Double Click Checking Account # field. To enter opening balance or review all ending balances for months that have

been reconciled. The following form displays.

2] FNAP_CheckingAcctSubForm - =
"‘?| Period Ending Date: | 123172017 Ending Balance: | Bio0g525.00 =
* Feriod Ending Date: | Ending Balance: | -
Record: H 1of1 F oMb Search
When entering opening balances use table for directions.
Max Field
Field Size Field Type Description
Period Ending
Date Date Enter bank statement ending date.
Enter the ending balance from bank statement that
Ending Balance Currency coincides with the ending date.

Once entries have been made the following confirmation message displays.

© 2018 Fleet-Net Corporation
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Fleet-Net® for Windows Accounts Payable Users Guide
Accounts Payable Setup...... continued

Microsoft Access

Bank Staternent Period Ending Date: 12/31/2017
Bank Staterment Ending Balance: $100,523.00

Correct?

Click Yes to continue or No to cancel.

Renumber Vendors

SETUP

AP Control Record Setup
Add/Modify Bank Accounts

Renumber Yendors

|
|
|
Setup Tran Control Records |
Setup Check Print Options |
Uszer Defined Data Field Setup |
|
|
|
|

User Defined Security

Uszer Defined Data Entry Setup

Email Motification Setup

and | || || | || e | | wad ]| wad] ) | )| | an]

EA b P E EA PSP TN S

FReturn To Previous Menu

4 || Enter your selection:| | [ ] Show Details

Vsn: D9.06 [2/6/2018] | [Iday FNLv42 AP Find

Click Renumber Vendors. To renumber a vendor. When using this option the vendor is renumbered an all historical
data is transferred to the new vendor number. The following form displays.

D

Start

Renumber Vendor

0Old ¥Yendor #: BOO0I09 W Drinker Biddle & Reath LLF
Yendor Name: v

Search Name: W
Mew Yendor #: [EOOO1S []Auto Assign Yendor Number

© 2018 Fleet-Net Corporation Page 23 of 174



Fleet-Net® for Windows Accounts Payable Users Guide

Accounts Payable Setup...... continued
Max Field
Field Size Field Type Description
Select the current vendor number from the drop-down list
or enter the vendor number. If the vendor number is not
known, this field can also be populated by searching by
Old Vendor # 8 Alpha Numeric | vendor name or search name.

Use this field to search for the Vendor being renumbered.
Select the current vendor name from the drop-down list or
enter the vendor name, this will populate the Old Vendor #

Vendor Name 40 Alpha Numeric | field.
Use this field to search for the Vendor being renumbered.
Select the current vendor search name from the drop-down
list or enter the vendor search name, this will populate the

Search Name 40 Alpha Numeric | Old Vendor # field.

New Vendor # 8 Alpha Numeric | Enter the new number for the selected vendor.

Auto Assign Vendor #

Check this box to automatically assign the new number for
this vendor.

Start

Click Start to run the renumbering process. Once completed the following confirmation message displays.

Click Yes to continue or No to cancel.

@

Microsoft Access

complete,

Old vendor # BODO109

Mew vendor # BODIN9

Continue with renumber?

Some tables may be linked with the referencial integrity
and cascaded updates, Please wait for all processes to

Once renumber is completed the following confirmation displays.

Click OK.

Microsoft Access

o ONd vendor £: BODD109

Mew vendor #: BO0019

Renumber Completed

© 2018 Fleet-Net Corporation
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Fleet-Net® for Windows Accounts Payable Users Guide
Accounts Payable Setup...... continued

Setup Tran Control Records

SETUP

AP Control Record Setup
Add/Modify Bank Accounts

Renumber Yendors

Setup Tran Control Records

User Defined Data Field Setup

User Defined Security

Uszer Defined Data Entry Setup

Email Motification Setup

|
|
|
|
Setup Check Print Options |
|
|
|
|
FReturn To Previous Menu |

EA b P E EA PSP TN S

4 || Enter your selection:| |
Ysn: 09.06 [2/6/2018] Iday FHLW42

and | || || | || e | | wad ]| wad] ) | )| | an]

[] Show Details

AF11

Find

Click Setup Tran Control Records to defined values, maximum digits, and leading zero numbering. The following

form displays.

Transaction Control Record Setup Form

Record Type Value Maximum Value Max Digits  Add Leading Zeros
|CheckBockTranto | | | 1
|SubcontractorMumber | 2| 9933333 | 7
[Trantumber | | [ |
[Wendomumber | E | 9399359 | 7

© 2018 Fleet-Net Corporation

Page 25 of 174
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Max Field

Field Size

Field Type

Description

Record Type
(Not User Defined)

The fields shown above must be entered exactly as shown
above.

Value 12

Numeric

Leave CheckbookTranNo and TranNumber blank.

For VendorNumber, enter the last vendor number used.

If auto-number is used when creating new vendors, the system
will automatically assign the next number in sequential order. For
Sub Contractor, enter the last subcontractor number used, the
system will automatically assign the next number in sequential
order.

Maximum Value 12

Numeric

Leave CheckbookTranNo and TranNumber blank.
For VendorNumber and SubContractorNumber, enter the highest
number to be use based on Max Digits (see next).

Max Digits 8

Numeric

Leave CheckbookTranNo and TranNumber blank.

For VendorNumber and SubContractorNumber enter the
maximum number of digits that you will use for numbering
vendors.

Add Leading Zeros

Yes/No

Leave CheckbookTranNo and TranNumber blank.

For VendorNumber and SubContractorNumber, check the box if
you want the system to assign leading zeros. Adding leading
zeros will allow for a standard numerical search.

Setup Check Print Options

Click Setup Check Print Options to define all Accounts Payable check print options. The following form displays.

SETUP

AP Control Record Setup

2| Add/Modify Bank Accounts

2| Benumber ¥endors

4| Setup Tran Control Records

5| Setup Check Print Options

6| User Defined Data Field Setup

Uszer Defined Security

Uszer Defined Data Entry Setup

ol

Email Notification Setup

EA{ - FELE{PS P S

6| Return To Previous Menu

wnd ||| | et | wad | wnd] || | and | | and | | and | ang

1 || Enter your selection:
an: 09.06 [2/6/2018]

Iday FMLW42

[] Show Details
AP11 Find
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Fleet-Net® for Windows Accounts Payable Users Guide

Accounts Payable Setup...... continued

Check Print Setup

FNAP_CheckPrintSetupForm 11/30/2016 © 2016 Fleet-Net Corporation

Checking Account #: 50007865

« | [OPERATING CHECKING ACCOUNT

Max Check Stub Lines: | 15
Print GL Distribution On Checks: [ ]

Print Signatures On Checks: []

Enter only those items to be printed on check.

Check # Max Digits:| [ ] Add leading zeros to check #
[ Print voided vouchers

Bank Branch #:

Do not use if pre-printed on check.

MICR Checking Account #: 0050007868

Bank Routing #:
Path To Company Logo:

Path To Bank Logo:
Bank Name:

Bank Location:

Path To Signature:

[ Ysn: 09.08 [12/1/2016]

MICR Check Routing #: 041200555

Max Field
Field Size Field Type Description
Enter the maximum number of lines to print on the A/P check
Max Check Stub Lines Numeric stub. Usually 15 is appropriate.
Print GL Distribution on Check box to list the GL expense accounts #s on checks
Check Yes/No stubs.
Print Signatures on Check this box to print electronic signatures on A/P checks. If
Checks Yes/No box is checked the Path to Signature will need to be set up.
If leading zeros are being used, enter the maximum number of
Check # Max Digits Numeric digits for the check number.
The program originally defaulted to add leading zeros to
Add leading zeros to check numbers. In order to continue using leading zeros, this
check # Yes/No box must be checked.
When box is checked, and when there is more data than will
fit on one check stub, the program will void the next check(s)
and print the overflow data on the voided check(s). Check
print formats can be created that will allow for overflow
data to be printed on blank paper after all checks are
Print voided vouchers Yes/No printed which eliminates the voided checks.
This is an optional field; it was added for specific banks’
Bank Branch # Alpha/Numeric | positive pay files.
If blank check stock is used, enter the bank account number.
MICR Checking Account # 20 Alpha/Numeric | The el3bscr.ttf font must be copied into C:\Windows\Fonts.
If blank check stock is used, enter the bank routing number (9
digits). The el3bscr.ttf font must be copied into
Bank Routing # 15 Alpha/Numeric | C:\Windows\Fonts.
If blank check stock is used, enter the bank routing number (9
digits) The el3bscr.ttf font must be copied into
MICR Check Routing # 15 Alpha/Numeric | C:\Windows\Fonts.
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Fleet-Net® for Windows Accounts Payable Users Guide

Accounts Payable Setup...... continued
Max Field
Field Size Field Type Description
If blank check stock is used, enter the path to the location on
Path to Company Logo 100 Alpha/Numeric | the network for the Transit’s logo.
If blank check stock is used, enter the path to the location on
Path to Bank Logo 100 Alpha/Numeric | the network for the Bank’s logo.
Bank Name 50 Alpha/Numeric | If blank check stock is used, enter the name of the bank.
Bank Location 50 Alpha/Numeric | If blank check stock is used, enter the address of the bank.
Enter the path to the location on the network of the file containing the
Path to Signature 100 Alpha/Numeric | signature(s) if electronic signatures are used.

User Defined Data Field Setup

SETUP

AP Control Record Setup

2| Add/Modify Bank Accounts

2| Benumber ¥endors

4| Setup Tran Control Records

5| Setup Check Print Options

6| User Defined Data Field Setup

Uszer Defined Security

Uszer Defined Data Entry Setup

Email Notification Setup

EAb{ T FELE P PSS S

6| Return To Previous Menu

and | | end | | emd | | wnd| | end] | end| | wnd| | and | | and || ang

4 || Enter your selection:| |

e 09.06 [2/6/2018] Iday FMLY42

[] Show Details

APT1 Find
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Click Setup User Defined Data Field Setup to set up user defined AP data fields for custom tracking and reporting.
These forms can be used for additional information about Vendors not on the Vendor Master form.

Click Form Restrictions to view or add new forms. Click Green Checkmark to define new forms. The following form
displays.

User Defined Forms

User Form Name Fleet-Net Form Name
“Yendor Contact List w | |FNAP7VEHdU[MaSlEIFUIm

W
Form
: I ~

Field
Restrictions

Data Fields

-

Rename
Fields

Max Field
Field Size Field Type Description
User Form Select existing form from drop-down options or Click Green
Name 50 Alpha/Numeric | Checkmark to add a new form.
Available Selections are FNAP_VendorMasterForm or
FNAP_UserDefinedDataEntryForm. Assigning new User
Fleet-Net Form Forms to the Fleet-Net forms allows for data entry to the User
Name 50 Alpha/Numeric | Forms from the Vendor Master or from the menu (see below).

Click Data Fields to setup the field name and the field type. The following form displays.

User Defined Forms

Field Name Field Type History "
|Subcontractor Name [Tent = [l Data Fields
|Subcontractor Contact [Tent v O He:::l?ilc"lliuns
|Subcontractor Email |Text W O Field

(3 | | ™ O Restictions
Rename
Fields
Max Field
Field Size Field Type Description
Field Name 50 Alpha/Numeric | Enter the category of the data being tracked for the vendor.
Date, Number, and Text. Set up in Misc Code Setup
Field Type 8 Alpha/Numeric | (UserDefinedFieldType).
History Yes/No Check the box to retain historical records of all changes made to this field.
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Click Field Restrictions to select Field Names to be included in the selected form. The following form displays.

User Defined Forms

Form Name: [Vendor Contact List w | |Customize List for Wendor Contact Information

Data Fields

Field Name

|S ubcontractor Contact Mame

Form
= Restrictions

|Suhcnntractnr Email “ Field
e
F
|Suhcnntractnr Mame

-

Rename
| v Fields
| | Branch Location #1
Eranch Location #2
Budgetary E stimate
ce code
T exp
oo number
Contact Email
Contact Name
Contact Phone #

Last Price Paid for Goods, Parts or Equipment

e Mon Contract

Opers Postion Title [32 Characters)

Opers Status

Opers-Begin Date-Period of Services [(MMDDYYY)
Opers-End Date-Period of Services [(MMDDY YY)

Other Yendors Researched? he

Click Rename Fields, Select the field being renamed in the Old Field Name box. Type new name in the New Field
Name box.

User Defined Forms

Data Fields
Did Field Name
I v Form
Subcontractor Contact flestictions
Subcontractar Email Field
Subcontractar Name

Restrictions

Rename

Fields
Start

Start

Click Start to rename the selected field. The following confirmation message displays.

Microsoft Access

o Field Rename Completed.

Click OK.
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User Defined Security

Select this form to set up user rights to access the User created forms. The forms entered will be available from the
Vendor Master or the User Defined Data Entry Form.

User Defined Form Security
User Id: |iday w | |Luginn Day
Form Name Description
|Vendor Contact List W ‘Eustom\ze List For Wendar Contact Infomation
|Vendur Payment Type ™ ‘HUWVEHdU[ iz Paid
Max Field
Field Size Field Type Description
User ID 20 Alpha/Numeric | Select the User ID from the drop-down list.
Select the form name(s) being assigned to the selected
employee from the drop-down list. In order for a user
Form Name 50 Alpha/Numeric | to access forms, they must be assigned on this form.

User Defined Data Entry Setup

Click User Defined Date Entry Setup to enter data for the selected vendor.

User Defined Data Entry | Lunn Dy
Form Name: ‘Yendor Contact List w | |Customize List for Yendor Contact Information
Vendor #: /1045 " |Administrative Professional
WVendor Name: v
Search Name: | “
Subcontractor Contact |AA Staffing Enter
Subcontractor Email |aastafhng@staﬂing.com Print
Subcontractor Hame |Judy Jones
Max Field
Field Size Field Type Description

Select the form name from the drop-down list. Only
those forms assigned to the user in the previous step

Form Name 50 Alpha/Numeric | will display.
Enter or select the vendor number from the drop-
Vendor Number 8 Alpha/Numeric | down list.
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Email Notification Setup

Click Email Notification Setup to enter employee’s email addresses to the group that will receive emails when ACH
payments are processed.

Select Notification Group from the drop-down options or Click Green Checkmark to add a new group. One email per
vendor paid via ACH will be sent to all Active employees in the notification group. Email will have an attached
statement detailing invoices paid.

Email Notification Setup
Motification Group: & w | [ ‘Adminstation

Rec # Email Address Phone # Contact Mame Inactive

| 1‘Lday@f|eet-net.com |[?U2]555-1212 |LuAnnDay [}

| 2 ‘Pdodd@fleet-nat.com |[?E|2] BEE1213 |PatDodd O

Field Maéi;;eld Field Type Description

Rec # Enter a sequential number for each record.
E-Mail 50 Alpha/Numeric | Enter the team member’s email address.
Phone 14 Alpha/Numeric | Enter the team member’s phone number.
Contact Name 40 Alpha Enter the team member’s Full Name.
Inactive Yes/No Check this box to stop sending emails to this member.

Update Vendor Sales Tax Rate

Click Update Vendor Sales Tax Rate to update the Sales Tax Rate on the Vendor Master by State.

Select the applicable State from the drop-down list:

Update Vendor Sales Tax

State: | "v| Sales Tax %:

AK Alaska A
AL Alabama
AR Arkansas

AS American Samoa
AL Arzona

CA, California

CAN  Canada

Co Colorado

CT Connecticut
DC District of Columbia

DE Delaware

FL Florida

GA Georgia

G Guam

HI Hawaii ' Update
1A lowa i L
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Enter the new rate (The new rate will be assigned to all Vendors whose mailing address State matches the State
entered on this form). Edits to individual Vendors can be done after the update is processed.

Click Update.

Subcontractor Maintenance

Click Subcontractor Maintenance to setup subcontractors with all pertinent information.

The subcontractor can be assigned to a vendor via the Contract Maintenance module or when entering Transactions
(Invoices, Credit or Debit Memos). Amounts paid by a Vendor for work performed by the subcontractor can be tracked
using this option.

New

Click New to add a new Subcontractor. The following message displays.

Microsoft Access

9 Get new subcontractor 7

Click Yes to continue or No to cancel.

Subcontractor Maintenance

Subcontractor #: 0000004 |, | 2 |New Subcaontractar

Name: |New Subcantractar New

Search Name: |New Subcontractor Master

Address Line 1: | Projects

Address Line 2: | Delete

Attention: |

City/State/Zip: w || w

Phone: | Ext: | Fax: |

Email: |

Taz Id:

DBE Code: v [« || []SBE

DBE Certificate #: DBE Cert Expiration Date: &

Created: |Iday | 2/20/2018 82321 aM |FNAF‘_SuonntlactorMaintForm

Updated: |Iday | 22042018 82321 AM |FNAF‘_SuonntlactorMaintForm
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Max Field
Size Field Type Description

Subcontractor # 8 Alpha/Numeric | System populates the next number in sequential order.

Name 40 Alpha/Numeric | Enter the Subcontractor’s name.
Enter the a search name for the Subcontractor Example if
the Subcontractor is John Doe enter Doe, John as the
search name or the search name can be an acronym of the

Search Name 40 Alpha/Numeric | actual company name.

Address Lines 1 & 2 40 Alpha/Numeric | Enter the Subcontractor’s street and/or mailing address.

Attention 40 Alpha/Numeric | Enter the ‘attention’ name or department if applicable.
Select the city from the drop-down list. If the city is not
listed, click the green check mark to add it to the drop-down

City 20 Alpha/Numeric | list.
Select the State abbreviation from the drop-down list. States
are setup in Misc Codes for module WS Use CAN for

State 3 Alpha/Numeric | Canada.

Zip 10 Alpha/Numeric | Enter the Subcontractor’s zip code.

Phone 14 Alpha/Numeric | Enter the Subcontractor’s phone number.

Ext 6 Alpha/Numeric | Enter the Subcontractor’s phone ext.

Fax 14 Alpha/Numeric | Enter the Subcontractor’s fax number.

E-Mail 50 Alpha/Numeric | Enter the Subcontractor’'s email address.

Tax ID # 11 Alpha/Numeric | Enter the vendor’s Federal Tax ID number.
Select the DBE (Disadvantaged Business Enterprise) code
from the drop-down list. If the type is not listed, click the

DBE Code 3 Alpha/Numeric | green check mark to add it to the drop-down list.
Check this box to indicate that the Subcontractor is certified

SBE Yes/No as a Small Business Enterprise.

DBE Certificate # 20 Alpha/Numeric | Enter the Subcontractor’s certificate number.

DBE Cert Expiration

Date Date/Time Enter the date the Subcontractor's DBE certificate expires.

Master

Click Master to view/modify selected subcontractor.
Enter or select the subcontractor from the drop-down options.

Subcontractor #: 2

Subcontractor Maintenance

w|l? |Bob the Builder

Name: [M

Search Name: [Eab

Address Line 1: [5555 Plywood Way

Address Line 2: |

Attention: |

Citp/State/Zip: |45 VEGAS

o | NV |B3102-

Phone: [[70Z] 555-121 2

Ext: |

Fax: |

DBE Code: C

DBE Certificate #: DBE Cert Expiration D ate: &

Email: |bob@thebuilder. com
Tax Id: [55-4532463

v |+ || Caucasian

Master

Projects

Delete

[]SBE
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Projects

Click Projects to display Invoices and Payments for the subcontractor by project #.

Subcontractor Maintenance

Subcontractor #: |2 vll? |Bob the Builder

Project # Project Description . Mew
[201501 w!|? |[Test Project #1 Invoices  Payments
Master
Primary AP T Reference Purchase PO DBE Reference Proiect
Yendor # Div Reference i Cd Tran # Date Order## Rev Code Amount rojects
4 |BDDD1DS 2 | [CATAL, |F|EttTest 1] 18856 |2/19/2018 ] v $2.500.00 Delete

Click Delete to remove the subcontractor. If data exists for the subcontractor being deleted, historical data will

be deleted when subcontractor is removed. The following message displays.

Microsoft Access

0 Delete subcontractor?

Yes

Click Yes to continue or No to cancel. Once subcontractor is deleted the following confirmation message displays.

Microsoft Access

[@] Subcontractor Deleted.

oK

Click OK.
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Modify/Add Vendor Master

Click Modify/Add Vendor Master to view or add Vendors to the Vendor Master file.

ACCOUNTS PAYABLE

AP Tranzaction Maintenance

Modify/Add Yendor Master

T
Y

AP Payment Processing

-

Banking Maintenance

Aged Trial Balance

Invoices Due Report

Yendor Master Inquiry

Print 1099 Statements

mad| | | | e | ) femg

Uszer Defined Entry

Mizcellaneous Codes Maintenance

AP Setup

Subcontractor Maintenance

GL Posting Inguiry

wad| | | | g | g | emg

Return To Previous Menu

EXEA N EAEA P EY S EA S P P N

=

4 | Enter your selection:
Wsr: 09.06 [2/6/2018] Iday FHLW42

[ ] Show Details
AP

Find

Modify/Add Vendor Master

Vendor Master

Vendor #: | g
Vendor Name: v
Search Name: v

[[] Show Inactive Vendors

Master

New
Holes
Purchases
Invoices
Payments
All Trans
Fixed Exp
Totals

Commodity
Codes

Contacts
ACH Setup
User Data
Subcontractor
Audit

Delete
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Modify/Add Vendor Master.....continued
Field Description
Vendor # Enter or select vendor number from the drop-down list. OR

To search by vendor name, select the vendor name from the drop-down list or enter the vendor
Vendor Name name. OR

To search by vendor search name, select the vendor search name from the drop-down list or enter
Search Name the vendor search name.

Show Inactive Select this checkbox to include Vendors flagged as inactive in the drop-down. If not checked
Vendors inactive vendors will not be available to view historical data.
Vendor Master
Vendor #: 33434 w | |GILLIG LLC [] Show Inactive Vendors
Vendor Mame: v
Search Name: v
Vendor #: 53484 []Inactive 1099 Hame Control: Customer Account #: |14?94D1
Name: GILLIG LLC Type Of Goods: w |
DBA Name: Type Of DBE: w | |of [ sBE Purchases
Search Mame: GILLIG LLC DBE Certificate 1 Invoices
Address Line 1: |P.0. BOX 45569 DBE Cert Expiration Date: ] Payments
Address Line 2: Tax Id: | 26-3085364 Type of TIN: vl All Trans
Fixed E
Attention: Sales Tax %: .00 Purchase Disc %: 0.00 I:et pr
otals
City/State/Zip: [SaN FRAMCISCO o | o ||CA [ |94145-0569 Type Of 1099: w |&  Amount Code: vl [] Print 1099 Commodity
E-Mail: Dwner Name: Codes
Phone: 5107851500 Ext: | Fax: [[510) 7856679 []Pay ¥ia ACH [ | ACH Prenotification Contacts
_ . ACH Setup
Terms: Net Due Days: 20 Payment Disc Days: Papment Disc %:
v v v v User Data
Created: | 2/25/2008 5:30:55 PM |administrator |FnApImpoerendorW’r|le Subcontractor
Updated: | 241372009 11:34:21 AM |evn\k |FNAP_VendorMasterSubForm Order From Audit
Delete

New
Click New to add a new vendor, the following prompt displays.
Manual Vendor # Entry

If utilizing manual entry to assign vendor #'s. Click Yes to continue or No to have the system assign the next number
in sequential order.

Microsoft Access

g Do you wish to manually enter a new vendor # 7
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Modify/Add Vendor Master.....continued

If Yes is selected the following message populates to manually enter the Vendor #. Enter the vendor #.

Test101]

Enter a new vendor #

Microsoft Access

K

H
H

Cancel

Click Ok to continue or Cancel to cancel.

Automatic Vendor # Entry

If utilizing automated vendor # entry to assign vendor #'s.

Microsoft Access

Yes

0 Do you wish to manually enter a new vendor # 7

Click No to continue. The following message displays.

Microsoft Access

e Do you wish te automatically assign a new vendor # 7

Click Yes to continue or No to cancel.

If Yes is selected the following form displays with only the new vendor number.
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Enter the vendor information in the form.

Vendor Master
Vendor #: 00000010 v ‘Naw wendaor # [] Show Inactive Yendors
VYendor Name: "
Search Name: v
Vendor #: 00000070 [] Inactive 1099 Name Control: ’— Customer Account if: |
MName: Mew vendor # Type OF Goods:
DBA Hame: Type OF DBE: w ||« | [1SBE
Search Name: |Mew vendor # DBE Certificate #: ’7
Address Line 1: DBE Cert Expiration D ate: ’7 =2
Address Line 2: Tax Id: Type of TIN:
Altention: Sales Tax Z: Purchase Disc %:
City/State/Zip: v || " Type Of 1099: w o Amount Code: | ["] Print 1099
E-Mail: Dwner Name:
Phone: Ext: | Fax: | []Pay ¥ia ACH [ ] ACH Prenotification
Terms: Net Due Daps: ’_ Papment Disc Days: l— Papment Disc X%: ’—
Created: | 1/5/2017 5:38:40 PM |jrohrbaugh |FNAF‘,VendorMaslerForm
Updated: | [ | Order From

Notes

Purchases
Invoices
Papments
All Trans
Fixed Exp
Totals

Commodity
Codes

Contacts
ACH Setup
User Data
Subcontractor
Audit

Delete
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Max
Field
Field Size Field Type Description
The vendor number is populated by the new vendor number
Vendor # 8 Alpha/Numeric | entered.
Making a vendor inactive will result in the vendor not being
Inactive Yes/No available for invoicing.
1099 Name This field is used for electronic filing of 1099s only. Refer to the
Control 4 Alpha/Numeric | 1099 section of this manual for further details.
Customer Enter the transit’s account number for the selected vendor.
Account # 20 Alpha/Numeric | (Optional Field)

Enter the vendor’'s name. This is the name that will appear on the
A/P check in the ‘Pay to the Order of’ field. If the Owner Name
field is blank this is the name that will print on the first line of the
Name 40 Alpha/Numeric | vendor’s 1099.

Enter the DBA name, if applicable. The dba will appear on the A/P
check on the second line beneath the Vendor Name. The dba will
appear beneath the Name or Owner Name field on the vendor’s

DBA Name 40 Alpha/Numeric | 1099.

Enter a search name for the vendor The search name can be an
Search Name 40 Alpha/Numeric | acronym of the actual company name.
Address Lines
1&2 40 Alpha/Numeric | Enter the vendor’s street and/or mailing address.
Attention 40 Alpha/Numeric | Enter the ‘attention’ name or department if applicable.

Select the city from the drop-down list. If the city is not listed. Click
City 20 Alpha/Numeric | Green Checkmark to add a City to the drop-down list.

Select the State abbreviation from the drop-down list. States are
State 3 Alpha/Numeric | setup in Misc Codes for module WS Use CAN for Canada.
Zip 10 Alpha/Numeric | Enter the vendor’s zip code.

Enter the vendor’s email address. If ACH is used, notification of
E-Mail 50 Alpha/Numeric | fund transfers will be emailed to this email address.
Phone 14 Alpha/Numeric | Enter the vendor’s phone number.
Ext 6 Alpha/Numeric | Enter the vendor’s phone ext.
Fax 14 Alpha/Numeric | Enter the vendor’s fax number.

Check this box if payments made to this vendor will be via ACH.
This can either be via a NACHA file or an online payment. All
unpaid invoices will be available for payment via ACH when
this box is checked. To change future invoices to ACH all
invoices must be paid prior to checking the ACH box. Un-
checking the box changes all unpaid invoices to payment

Pay Via ACH Yes/No type = Check.

Check this box if this vendor will be paid via a NACHA file and the
ACH Pre- Transit wishes to create a pre-note for the first transaction
Notification Yes/No processed for the vendor.
Terms 15 Alpha/Numeric | Enter the vendor’s terms for payment.

Enter the net due days. This data is used to generate the invoice
due date. If this field is blank or a zero is entered the Due Date will

Net Due Days Numeric be the same as Invoice Date.
Payment Enter the number of days the invoice is due in order to receive a
Discount Days Numeric discount.

Enter the percentage of the discount the vendor allows if paid
within the discount days. Verify that there is an entry for
DiscountsEarned in the GL/Auto Post Setup A/P that includes
Payment the GL account number to be credited with all discounts
Discount % Numeric taken.
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Modify/Add Vendor Master.....continued
Max
Field
Field Size Field Type Description
Select the type of goods purchased from this vendor from the
drop-down list. If the type is not listed, click the green check
Type of mark to add it to the drop-down list. This information will auto-
Goods 30 Alpha/Numeric | populate on invoices processed for the vendor.
Select the DBE (Disadvantaged Business Enterprise) code from
the drop-down list. If the type is not listed, Click Green
Type of DBE 3 Alpha/Numeric | Checkmark to add a new type to the drop-down list.
Check this box to indicate that the vendor is certified as a
SBE Yes/No (Small Business Enterprise).
DBE Enter the Vendor’s certificate number. If the certificate is a
Certificate # 20 Alpha/Numeric | scanned document it can be attached via the Notes button.
DBE Cert
Expiration
Date Date/Time Enter the date the Vendor's DBE certificate expires.
Tax ID # 11 Alpha/Numeric | Enter the vendor’s Federal Tax ID number. (EIN #)
This field is used for electronic filing of 1099s only. Refer to the
1099 section of this manual for further details. If the type is not
listed, Click Green Checkmark to add a new type to the drop-
Type of TIN 1 Numeric down list.
Enter the percentage of sales tax charged by the vendor if
Sales Tax % Numeric applicable.
Purchase Enter the purchase discount percentage allowed by the vendor
Discount % Numeric if applicable.
Select the 1099 type from the drop-down list. This is not user
defined. The code for a 1099-MISC is A. If the type is not listed,
Click Green Checkmark to add a new type to the drop-down
Type of 1099 1 Alpha/Numeric | list.
Select the 1099 Amount Code from the drop-down list. The
code selected determines which box on the 1099 will be
populated with the payment information. This section must be
completed prior to processing any invoices for the vendor
as the Amount Code entered here will auto-populate during
invoicing. If the code is not listed, Click Green Checkmark to
Amount Code 1 Alpha/Numeric | add a new type to the drop-down list.
Print 1099 Yes/No Check this box to designate this vendor as a 1099 recipient.
If the vendor is a sole proprietor with a dba, enter the individual
owner’s name in this field. The individual owner’s name will
print on the first line of the vendor’s 1099 with the dba on the
Owner Name 40 Alpha/Numeric | second line.
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Order From

Click Order From to view or edit the order from address. In order to create a Purchase Order for a vendor, the Order
From address must be entered. This is true if the address is the same or different than the address on the vendor

master form.

Name: |Jozeph Jamison
Address: 1212 M. Jones Blvd.
Address: |Suite H101

Citp/State/Zip: [LAS VEGAS W MY 89100t
Attention: |Steven dllen
Phone #1/Ext: [702] 5551212 | 100
Phone #2/Ext:
Fax #: (702) 555-1213
Fob:
Ship Via:
Instructions:

E-Mail Address: |Jiamisnn@ioescr.cnm

Update From Yendor

Master

Click Order From to view or edit the order from address\. If product or services are ordered from and address that is
different than the address on the vendor master enter the information on this form. If the address is the same, click
Update From Vendor.

Vendor Master

Phone: [(702) 5551212 Ext: [100

Temms: Net 30

Fax: [[702) 5551213

Pay Via ACH [ ]ACH Prenotification

MectDue Daps: [ 30 Payment Disc Days: [ 10 Payment Disc %:[ 500

Vendor #: (0000007 | [Joseph Jamison [] Show Inactive Yendors
Vendor Name: =
Search Name: 5
Vendor #: 0000007 [ Inactive 1099 Name Control: Customer Account #: [83256 iasiey
]
Name: |Jaseph.Jamison Type Of Goods: Repairs w| o cx L
= i - O x
DBA Name: Jog's Computer Repai Type 0F DBE: [H ||/« [¥] SBE =&l FNAP_VendorMasterSourceObjectSubForm -
Search Name: |Jos DBE Certificate #: [12-8378023
Name: [Joseph Jamison
Addiess Line 1: |P.0. Box 50883 DBE Cert Expiration Date: [12/31/2018 [
Address: 1212 N. Jones Blvd
Address Line 2: Tax Id: (385688285 Type of TIN: 2 7
> Address: [Suite #1071
Attention: [Sigven All Sales Tax %: [ 25 Purchase Disc %: ,
even Alen City/State/Zip: [LAS VEGAS MM L]
Citp/State/Zip: a5 VEGAS o | o [NV | B9101-0688 Type 0F1099: 4 [, |«f Amount Code: 3 [, of [¥] Print 1099 .
Attention: Steven Allen
E-Mail: [Jjamison@joescr. com Owner Name:

Phone #1/Ext:
FPhone #2/Ext:

Fax #:
Created: 272072018 0058 AW [day [FNEP _VendaMasterFom -
Updated: Order From i

pdated: | 2/20/2018 10:08:44 AW [day [FNAF_VendoMasterSubFom S
Instructions:
E-Mail Address:

Vory 03 06 [971472017]

(702) 5851212 | 100

[702) 555-1213

[Tiamison@ioescr com

Update From Vendor
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Notes

..... continued

Click Notes to view, add or edit notes for the selected vendor

Multiple Notes and/or Attachments can be entered for each vendor.

Vendor Master

Vendor #: 0000007

Vendor Name:

w | [Joseph Jamison

Search Name:

v

]

["] Show Inactive Vendors

£

Master

Document Code: |Phato w | |of Reference: [Purchase 20160220
Comment: Attachment: pley
ey 272072018 10:1 208 M- oty
‘Attached new computer purchased 20180220 Purchases
- Invoices
L . Payments
Desktop_computer-2,jpg All Trans
=] Desktop_computer-2 (2),jpg - Windows P.. — © Fixed Exp
File =+ Print ¥  E-mail Burn ¥ Open ~ ':E:' jlotal
Commodity
Codes
3 Contacts
Hyperlink: | ACH Setup
Created: [Iday [ 2207218101155 AM  [FNAP_VYendorMasterhld User Data
Updated: | [ | Subcontractor
Audit
Delete
Record: M 1of1 F MK Search
\ Wen: 09.06 [3414/2017]
~ . e
- = *
2 =1 i I,_JI »i &)
Max Field
Field Name Size Field Type Description
Select the applicable code from the drop-down list or add
a new code. Click Green Checkmark to add a new code
Document Code 25 Alpha/Numeric | to the drop-down options.
Enter a reference specific to this comment/attachment
Reference 30 Alpha/Numeric | (i.e. document name, date, etc.) This is a required field.

the same Document Code.

Document Code and Reference Code combined

make this record unique allowing for additional notes using

Enter any applicable comment. Entries are time date and

Comment Memo user stamped.
Right click in this field to activate the attachment process.
Best Practice is to link attachments and not embed. See
following instructions. Double Click on the icon in the
attachment field to view the documentation or photo

Attachment OLE Object | attached.

Hyperlink 255 Alpha Numeric | Enter the path to any desired hyperlink.
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Purchases

Click Purchases to view the Purchase Order history for the selected vendor. No changes can be made on this form.

Vendor Master
Vendor #: |C0073 w | | Transfor Corporation ["] Show Inactive Vendors
Vendor Name: ™
Search Name: v
Purchases - Master
Purchase Prev Date Invoice Mew
Order# Revi# Rev# Ordered Status Invoice # Date Gross Net Due

| NUNEEEE | 000 | [1108/2017 [Clased [20171108 | 117802017 | $10.000.00 | $10,000.00 — N":es

| 1000023z o001 | 000 [ 11/08/2017 [Invoice Pending | | | $25,000.00 | $26,000.00 - Invoices
| 1000023z 002 | 001 [11/09/2017 [Purchase Order | | | $140,000.00 | $140,000.00 Papments
| 10000233 | oon ‘ | 11/08/2017 |F|equiswtimn [ [ [ [ All Trans
| 10000234 [ 000 | 11/08/2017 [Clased |20171108844, | Tsem7 | $5.000.00 | $6,000.00 fuzediEzn)
| 10000235 000 | | 11/08/2017 [Closed |201711088BE | 1/8/207 | $2.000.00 | $2.000.00 & Tnlali

[ 10000235 001 [ 000 [11/08/2017 [Invoice Pending | | | $1.300.00 | $1.200.00 Codes

| 10000236 | 000 | | 11/08/2017 [Clased |20171108CCC | 182017 | $17.000.00 | $17.000.00 Contacts
| 10000236 [ oo [ ood [ 11/08/2017 [Closed [20171108000 IR $4.00000 | $4.000.00 aCHS D
| 10000215 | o000 | 10/18/2017 [Clased |20181019 | 10118/2017 | $3.33333 | $3.23332 - Llser Data
| 10000216 | 000 | | 10/15/2017 [Clased [20171013 01 | 1011922017 | $743.75 | 374975 Audit

[ 1oooozoa|[ ooo [10/11/2017 [Requisition [ [ [ [ Delete

Invoices

Click Invoices to view the invoice history for the selected vendor. No changes can be made on this form. If an item
was attached to the invoice the Att box will be checked. Double click Att Check Box to view the attachment. Double
Click Icon in Attachment box to view the attachment.

Vendor Master
Vendor #: 800013 v | [Drinker Biddle & Reath LLP [7] Show Inactive Yendors
Vendor Name: =
Search Name: =
Invoices Master
Tran Purchase Invoice Discount Discount Mew
Div # Reference # Code  Order & Date  DueDate  Date Amount  Invoice Amount Project At Mot
CATA [REHTest o | 2n9rems| 2nsizome| [ 00| $2500.00 [20601 = °L“
F
CATA [test o [ 101642017 101672017 | [ [ 750,00 [0001 O Ivoices
CATA [SC-Test o | ["5r8/207 [ ae/2017 | [ [ $1E50.00 | 0 Pagments
, - O All Trans
=] FNAP_TransactionSourceObjectSubForm =
Fixed Exp
Attachment: fotals
) o= - o Commodiy
odes
Tt Draft 20171079.gif 5 CaUsers\dayappDat O ~ © | @ e, | @ e
ACH Setup
User Data
Subcontractor
Audit
Delete
Delete
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Double Click Reference # field to display GL Posting detail.

Vendor Master
Vendor #: |C0073 W |Transfur Corporation ["] Show Inactive Yendors
Vendor Name: w
Search Name: "
Invoices Master
Tran  Purchase Invoice Discount Discount New
Div # Reference # Code Order # Date Due Date Date Amount Invoice Amount Project Alt e
otes
CATA [SubTEST 1 o | [ 1/a/2m7 [11728/2007 | [ oo $TAD000 [2017NDvwibLL 0 ——
CATA - -
=] FNAP_VendorMasterGLDistSubForm = = ] Invoices
CATA P P
A/P Div: [ CaTs  Reference #: |SUBTEST 1 Tran Code: [ DI — ] Qymenty
CaTh R | All Trans
GL Posting -
CATA Div # Account # Desciription Amount Batch # Date GL Tran #t | 0 Fixed Exp
50 [ 5030316004 [Transfor Corparation [ §140000 [ 4043 [ 177872007 [ 215815 — 0 Totals_
|EB - Professional Services - Other C dity
CATA O Codes
CaTa O Contacts
TaTA 5 0 ACH Setup
User Data
CATA 20 0 —
CATA Total: $1.400.00 il d Audit
CATA || Record: M < [10f1 [l Search 20 O Delete
Payments

Click Payments to view the payment history for the selected vendor. No changes can be made on this form. Items
can be attached. Double Click Att box to attach documentation to a payment record. (Paperless Option). Right Click

in the attachment field to insert the object.

Vendor Master

Vendor #: |C0079 + | | Transfor Corporation ["] Show Inactive Vendors
Yendor Name: "
Search Name: “
Payments Master
Tran Manual  Check Yoided Hew
Div # Reference #f Code Check # Check Date Payment Amount Date Yoided By Att
Notes
CATA, [Z0T71078 01 CF | ooooooos [ [ 11/eeoi7 | $74975 | [ ——
E FNAP_TransactionSourceObjectSubForm Invoices
Attachment: | — =] writecheck6 (2)jpg - Windows Photo Vie.. = O e
| = = 5
File * Prnt v E-mail Burn ¥ Open ~ (2] ]
writecheckt,jpg Totals
‘ommodity
Codes
101 Contacts
07132015 .CH Setup
s Jzer Data
ZI"  Mytown Water Company | $1a7
bcontractor
ind 71/100 s @ -
MoneyInstructor Bank Audit
mma(ml - Delete
account # BT1624 QO‘I:L"'\:-' -I:UU
©010306497« O071LE7157¢ !I:II.EI].
Delete - o =
- r i h
JORT -] i I,@,I i 9 ¢ | X
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All Trans

Click All Trans to view the transaction history for the selected vendor by date range. No changes can be made on

this form.

Vendor Master

Vendor #: |C0079

¥Yendor Name:

~ |Transfo| Corporation

["] Show Inactive Yendors

W
Search Name: v
All Transactions From Due Date: Thiu Due Date: + | |Refresh Print Master
11428/2M7 New
11/28/2017 Motes
145207
11/8/2017 Purchaszes
103207 Invoices
10419/27 —
10/9/2017 &
All Trans
Field Name Description

From Due Date

Select the date from the drop-down list or leave blank to display from the earliest date.

Thru Due Date

Select the date from the drop-down list or leave blank to display from the latest date.

Click to display transactions for the selected date range. If no dates are entered all

Refresh transactions will be displayed.
Print Click to preview and/or print a transaction report Example below.
Balance Totals all net amounts for the selected date range.

Refresh view.

Vendor #: |C0079
Vendor Name:

Search Name:

Vendor Master

w | |Transfar Corporation
v

v

[[] Show Inactive Vendors

All Transactions  From Due Date: [10/%/2017 || Thru Due Date: [11/23/2017 | Print

Tran  Purchase Due Invoice  Discount Discount Met -
Div # Reference # Code Order # Date Date Date Amount Pay Amount Att
CATA [20171013 01 CP 10000216000 | 11/9/2017 | 11/9/2007 | [ O ($749.75)
CATA [20171108 CF [10000232000 | 11/8/2017 | 11/3/2017 | [ O [00000] [
CATA [201711088A4 CF [10000234000 | 11/8/2017 | 11/3/2017 | [ O EE0000] [
= lmi IT liw [ [ L [ Ll

Master

New
Motes
Purchases
Invoices
Payments
All Trans

Print view.

Vendor Transaction Detail

Transfor Corporation couTa From Dus Date: 109/2017 Thru Dus Date: 11292017
Tran Purchass Invodcs Dus Discount Disc ount
Div# RaBrancs & Cods  Omers  Pay  Dab Dats Dak Amount  NetAmount
CATA SCT-Test i L 192017 1082017 Q00 1.850.00
CATA 20131019 cP 10000215000 Mo 1011972017 10192017 333
CATA SCT-Test = Mo 1QM192M7 10192017 -1.85000
CATA 2017101801 Ci 10000216000 Mo 1001192017 10512017 090 74975
CATA 20131019 Ci 10000215000 Mo 100192017 10512017 090 33333
CATA 20171103 Ci 10000232000 Mo 1MB2017 1182017 090 10.000.00
CATA 2017T1108AAA i 10000234000 Mo 1H&2017 1182017 000 5,000.00
CATA 20171108868 i 10000235000 Mo 1H&2017 1182017 000 2,000.00
CATA 201711080CC i 10000236000 Mo 1H&2017 1182017 000 17.000.00
CATA 201711080CD Ci 10000236001 Mo 1MB2017 1182017 090 400000
CATA 2017101801 = 10000216000 Mo 182017 1182017 -T4875
CATA 20171103 = 10000232000 Mo 182017 1182017 -2.00000
CATA 2017T1108AAA = 10000234000 Mo 1Ha217 1182017 -4,500.00
CATA 20171108868 = 10000235000 Mo 1Ha217 1182017 -1,800.00
CATA 201711080CC = 10000236000 Mo 1Ha217 1182017 -15,300.00
CATA 20171108D0D = 10000236001 Mo 1Ha217 1182017 -4,000.00
CATA SUDTEST1 cP L 122017 1182017 -1.260.00
CATA TESTSLE cP L 122017 1182017 -1.350.00
CATA 201T110TTESTING i Yes MSE2017 11282017 L4440
CATA 20171108ForgetGrant Ci Yes 1182017 1282017 Laim
CATA SUDTEST1 Ci Mo 1192017 1292017 090 140000
CATA TESTSLE Ci Mo 1192017 1292017 090 1.500.00
Balancs: 12.578.00
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Fixed Exp

Click Fixed Exp to view or set up fixed expenses for the selected vendor. Fixed expenses can be set up for vendors
that are paid on a regular basis. The payments can be for a set amount or the amount can be entered on this form
rather than in Transaction Entry.

Vendor Master
Vendor #: 0000007 w | [Joseph Jamison [] Show Inactive Yendors
Vendor Name: "
Search Name: v
Fixed Expenses Master
M| A7P Div: CATA[,| Reference #: ‘Month\y Desc: ‘Month\y Contract [] Stop Processing New
Tran Code: [FE  [,| Project #: [TECH UPGRADE OPS 20| Type OF1093: [4 [ | Amount Code: [3 || Frequency: MO [, Notes
Original Ref Date: ,W Met Due Dayps ’_30 Date Next Invoice: ,W Next Due Date: ,— Mext Ref #: ,— T:::;:Zis
Amount: $650.00  Driginal Balance: $6.600.00 Invoices To Date: $550.00 6L Distribution Pagments
*| AP Div: | Reference #: ‘ Desc: ‘ [] Stop Processing All Trans
Tran Code: | Project #: v | Type OF 1099: w | Amount Code: | Frequency: v Fived Exp
Original Ref Date: ,7 Net Due Days ,7 Date Nest Invoice: ,7 Mext Due Date: ,7 Next Ref #: ,7 = Tulal:n
Amount: ,7 Original Balance: ,7 Invoices To Date: ,7 GL Distribution ﬂé‘:]'s:sllf
Contacts
ACH Setup
User Data
Subcontractor
Audit
Delete
Max Field
Field Name Size Field Type Description
A/P Division Numeric Select applicable A/P Division from the drop-down list.
Reference # 20 Alpha/Numeric | Enter a user defined reference number.
Desc 30 Alpha/Numeric | Enter a user defined description.
Check box to suspend further payment from being
Stop Processing Yes/No processed. To reactivate the payment uncheck the box.
Tran Code Alpha/Numeric | Select DI (Invoice) or FE (Fixed Expense).
Project # Select project from the drop-down box if applicable.
Select the Type of 1099. “A” is required selection at this
Type of 1099 Alpha/Numeric | time.
Select the code applicable to the expense from the
Amount Code Alpha/Numeric | drop-down options.

Select the frequency of the payment for the fixed
expense. (W=Weekly, BW=Bi-Weekly, SM=Semi-
Monthly, MO=Monthly, QT=Quarterly, SA=Semi-

Frequency 2 Alpha Annually, AN=Annually or MD=Same Date Each Month).

Original Ref Date Date Enter original date for the fixed expense (optional field).
Enter number of days from the invoice date to payment

Net Due Days Numeric due date.

Date of Next Enter date of the first invoice that will be processed

Invoice Date using Fixed Expenses.

If the number of Net Due Days is entered, system will
calculate the due date based on the Date of Next
Next Due Date Date Invoice plus the number entered in Net Due Days.

Amount Currency Enter the amount of the expense.
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Max Field

Field Name Size Field Type

Description

Original Balance Currency

Enter the original total amount for this expense. If fixed
expense is being set up for a contracted amount, that
amount should be entered in this field. Once the total
payments processed through Fixed Expenses equal the
amount of the Original Balance, system will stop
processing payments for this expense.

Payments to Date Currency

If Original Balance is being used as outlined above and
payments have been made against the contract prior to
setting up the Fixed Expense, enter the dollar amount of
payments in Payments to Date. System will compute
the Original Balance, less Payments to Date, less
payments processed through Fixed Expenses in order
to determine when to stop processing payments.

GL Distribution

Click GL Distribution to enter the General Ledger Account #s and percentages is applicable to the fixed expense

entry.
= FNAP_VendorMasterFixedExpGLSubForm = =
GL Distribution Reference #: Manthly
Fiscal
Year GL Div GL Account # Posting Description Distribution %
208 | | |CATA W | |B093316090 W |M0nthly Computer b aint. | 75.00
2M8 | [100 | | |5093916090 W |M0nthly Computer b aint. | 26.00

» v v v |

Record: 4 4 |3 of 3 M

Search

Field Name Description
Fiscal Year Select the fiscal year from the drop-down list.
GL Division Select the GL division for posting the expense from the drop-down list.
Select the GL account number for posting the expense from the drop-
GL Account # down list.

Posting Description

Enter a description of the transaction.

Distribution %

Enter the percentage of the expense to be applied to each account. If
the distribution does not equal 100%, the remaining balance will be
applied to the last GL account on the list.
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Totals

Click Totals to view totals for the selected vendor.

Vendor Master
Vendor #: CO079 ~ |Transfor Corporation [] Show Inactive Yendors
Yendor Name: w
Search Name: v
Vendor Totals blazte)
Calendar Year: il .. Fizcal Year: v NNelw
From Invoice D ate: + | Thiu Invoice Date: " Pul:h:;s
Invoices: $55.521.08 rinvnice:
‘ayments
Dizcounts Earned: $0.00 Discounts Lost: ’W AIIyTlans
Payments: ’W Fixed Exp
Balance: ’W Totals
Commaodity
Over DOver Over Codes
30 60 90
Current Daps Daps Daps Balance Conacts
ACH Setup
$0.00 | $0.00 | $8.835.00 | $3.630.00 | $12.578.00 User Data
Subcontractor
Audit
Delete
Field Name Description
Calendar Year Select the calendar year from the drop-down list, OR
Fiscal Year Select the fiscal year from the drop-down list, OR
From/Thru Invoice Date Select the invoice dates from the drop-down lists.
Invoices Automatically populates based on the search method chosen.

Discounts Earned

Automatically populates based on the search method chosen.

Discounts Lost

Automatically populates based on the search method chosen.

Payments

Automatically populates based on the search method chosen.

Balance

Automatically populates based on the search method chosen.

These amounts are the actual a

ging

Current

Automatically populates with invoices due.

Over 30 Days

Automatically populates with invoices due.

Over 60 Days

Automatically populates with invoices due.

Over 90 Days

Automatically populates with invoices due.

Balance

Automatically populates with total invoices due.

© 2018 Fleet-Net Corporation

Page 49 of 174




Fleet-Net® for Windows Accounts Payable Users Guide
Modify/Add Vendor Master.....continued

Commodity Codes

Click Commodity Codes (NAICS code) to view and/or add Commaodity Codes for the selected vendor. Select the
applicable code from the drop-down list. If required code is not listed. Click Green Checkmark to add code to the list.

Vendor Master
Yendor #: |C0073 « | |Transfor Corporation ["] Show Inactive ¥endors
Yendor Name: w
Search Name: w
Commodity Commodity Master
Code Description
¥y | New
" vl & | Notes
238220 PLUMBING, HEATING, & &/C CONTRACTORS
238290 AUTOMATED & REVOLYING DOOR INSTALLA] Purchases
238330 PARKING LOT P&VING, PAYER INSTALLATIO Invoices
] COMMERCIAL ELECTRIC LIGHTING FIXTURE H
Payments
All Trans
Fixed Exp
Totals
Commaodity
Codes
Contacts
ACH Setup
User Data
Subcontractor
Audit
Delete

Contacts

Click Contacts to enter and/or view contacts for the selected vendor.

Vendor Master
Yendor #: |CO079 W |Translur Corporation ["] Show Inactive ¥endors
Vendor Name: v
Search Name: v
Phone Master
i Contact Name Type Phone # Ext Fax o
4 [ [BobHoskins [l Tol || [rozrsest1n | \ Notes
Email: |BHoskins@transtr.com Purchases
—
i — | —
Enal) | All Trans
Fixed Exp
Totals
Commodity
Codes
Contacts
Field Name Description
# Enter number for record #.
Contact Name Enter name of contact person.
Enter or select phone type. If type is not currently on the list. Click
Phone Type Green Checkmark to add the new type to the existing options.
Phone # Enter telephone number for the phone type selected.
Ext. If applicable enter the contacts phone extension.
Fax Enter fax phone number.
Email Enter contact’s email address.

© 2018 Fleet-Net Corporation Page 50 of 174



Fleet-Net® for Windows Accounts Payable Users Guide
Modify/Add Vendor Master.....continued

Ach Setup

Click ACH Setup to set up the vendor’s banking information for submitting ACH payments. This form must be
completed for all vendors being paid via ACH. Vendor’'s Routing & Bank # must be entered. If payments being

processed through ACH are simply to record an on-line payment; this form must still be completed. Enter Account #
=123456 and Routing # =123456.

Vendor Master
Vendor #: [BOOTE [ ] [ittary O Company [[] Show Inactive Yendors
Vendor Name: ™
Search Name: ™
ACH Setup . Master
1an
Routing # Bank Account # Code Recipient Name Transaction Description New
» - - Maotes
[1z3486 [1z3456 28 [] ] [Nittarw Oil Company Po
Invoices
Payments
All Trans
Fixed Exp
Totals
Commodity
A
Max Field
Field Name Size Field Type Description

Enter the routing number for the vendor’s bank account.
Enter 12345 if this vendor will be used solely for recording
Routing # 15 Alpha Numeric on-line payments.

Enter the vendor’s bank account number. Enter 12345 if
this vendor will be used solely for recording on-line

Bank Account # 20 Alpha/Numeric payments.
Select applicable Tran Code from drop-down options. If
Tran Code required Trans Code is not listed in drop-down options. Click

Green Checkmark to add a new trans code to the list.

Vendor’s name will auto populate and can be edited at this

Recipients Name 30 Alpha Numeric time if applicable.
Transaction Enter a description of the ACH transaction. This description
Description 30 Alpha Numeric will display on the ACH Transaction report.

User Data

Click User Data enter user defined AP data fields for customized tracking and reporting. To utilize this option setup is
required. Refer to the User Defined Data Setup in this manual for additional information.

Vendor Master

Yendor #: |CO073 + | |Transfor Corporation [[] Show Inactive Yendors

Vendor Name: v

Search Name: =

Form Name: |verdor Contact List || Customize: List for Wendor Contact Information Print Master

New

Subcontracter Contact Name [ Notes

Subcontractor Email ‘ Purchases

Subcontractor Name [ Invoices

Payments

All Trans

Fixed Exp
Totals

Commodity
Codes

Contacts
ACH Setup
User Data
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Subcontractor

Click Subcontractor to display all subcontractors assigned to the Vendor’'s Contracts and Projects.

..continued

The subcontractor must be setup in Sub-Contractor Maintenance. If subcontractor is setup and selected during
invoicing procedure the system will populate all information pertaining to the selected subcontractor.

Vendor Master
Vendor #: |CO079 w | [Transfor Corporation [[] Show Inactive Yendors
Vendor Name: v
Search Name: v
Dbe Cert Percent Master
Sub # Subcontractor Hame Code SBE  Expires Certification # Bid Amount Contract i
ew
1 3213213213 $27.500.00 1375
| ol [ | Notes
ContractNo: |2El1 Z-000000000073 G azeboBridgeProject Purchases
Project: [2017JUNEGAZERD Gazebo and Bridge Project Ivoices
roject: azebo and Bridge Projec
| ge el Payments Payments
All Trans
1 |3213213213 my| | 10.00 <
Fixed Exp
ContractNo: [2017H0WwALLCONSTRUCTION F etairing W/l Totals
Project: [20TFHOVWALL RETAINING WalL g ey
icot: | | Invoices | Payments Codes
Contacts
|2 |Bab the Buider [C 0| [ ACH Setup
ContractNo: |201 FHOVWALLCONSTRUCTION R etaining 'wall User Data
Subcontractor
Project: i
roject: [2017NDVWALL |F\ETA\NING WALl Invoices | |Pagments Audit
Delete

Invoices

Click Invoices to display all invoices for selected subcontractor. No changes may be made on this form.

Created: |lday

| 9/19/2017 10:58:58 AM |FNAF'_TransactionEntr_l,lForm

Updated: [Iday

| 9/19/2017 10:59.04 AM |FMAP_TranzactionE niryFarm

Subcontractor #: |1 |321 32132113 Invoices
Project #: |2D1 FJUNEGAZEBD |Gazeb0 and Bridge Project
AP Tm Reference Purchase PO DBE Reference
Div Reference # Cd Tran # Date Order # Rev Code Amount
|EATA |SET-Test | il | 15754 |9.-‘l1 9/2017 | l_ $1.950.00

Payments

Click Payments to display all payments for selected subcontractor. No changes may be made on this form.

Created: |pd0dd

| 11/9/2017 11:26:46 &M |FNAF'_CheckF'rintHeport

Updated: |pdodd

| 11/3/2017 11:26:46 AW |FNAF‘_EheckF’rintHepolt

Suh_conuactm #1 [3213213213 Payments
Project #: |2D1?NDVWALL |HETAINING WALL

AP Tin Payment Purchase PO DBE Payment

Div Reference # Cd Tran # D ate Order# HRev Code Check # Amount
CATA |TESTSUB | CP | 15785 |‘I1£9£2D1? 00000003 $1.350.00

Audit

Click Audit to view any changes made to certain tables in the Accounts Payable module. Form displays: Table Name,
old & new values, person that made the change and the date and time the change was made.
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Display

Click Display to view all transactions.

Print

Vendor Master
Vendor #: |C0073 v ‘Tlansfnr Carporation [[] Show Inactive ¥endors
Yendor Name: v
Search Name: v
Field Hame: “ All Fields From D ate: @ Thru Date: & Master
- New
Print
Notes
Update Date Field Hame 0ld Yalue New Yalue User Id - Purchases
Table Name: |FNAP_VendannntactTahle Invoices
212072015 11:35:54 &M [ContactE mail A [pdodd@fleet-nat.com EHoskins@transfor. com |day Payments
v All Trans
Table Name: |FNAP_EnmmndityEndeTahle Fixed Exp
Totals
‘ 2/20/201811:33:10 AM [CommodityCods ‘ |335122 Iday Commodity
Codes
Table Name: |FNAP_VendannntactTahle Contacts
1782017 B:52.41 &M [ContactPhoneT ype CELL ndodd ACH Setup
User Data
Table Name: |FNAP_VendannntactTahle Suhconl-laclnl
— rexr=wraril Yo | = |y gudi
Click Print to generate a report that can be printed.
Vendor Audit Report
Vendor #: COO79 Trarsfar Copo=tan
Tabls Hams : FHNAP_Commed By CodeTanlke
Update Dak Flald Mams Bafors After Updated By
2202018 11:3910 AM|CommodRy Code 335122 Hay
Tabls Name : FMNAP VendorContadTablke
Updat D2k Flald Mams Bators Aftar Updated By
1182017 85341 AM|Contaciho 1 ndodd
1182017 85341 AM|ContaciName Bob Hosk his ndodd
1182017 85341 AM|ContaciPhone (FOZ) 555-1111 ndodd
1182017 85341 AM|ContacEmall ndioddSfest-net com ndodd
118207 85341 AMContacPhoneType CELL pdodd
[ 2r02013 11:3954 AM[ContEcEmall [pdodd @neet-net com [Froskns@immsforcom  [oay |
Tabla Name : FNAP_\VendorTadle
Uptate Dak Flald Mams BafTors atter Updated By
111207 42537 PMEMEIAGI BSS Eup o feat-nat com ndodd
[ 11/8/2017 853702 AM[EMEIAdI BSS [ruman@ festnet com |pdiodd flect-net com [pdodd |

Delete

Click Delete to delete the selected vendor, the following message displays if vendor is not made inactive first.
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Microsoft Access

IQI Vendor status must be inactive,

Click OK.

Once Vendor has been made inactive. Click Delete. The following message displays.

Microsoft Access

9 Delete this vendor and all notes?

Click Yes to continue or No to cancel.
If Vendor has Invoice/Payment transactions the system will not allow the vendor to be deleted. The following message
display. The vendor will not be deleted.

Microsoft Access

|0| Cannot Delete..Invoice/Payment transactions found.

Click OK.
If Vendor is inactive and no transaction are found the system will then allow for the vendor to be deleted. The
following message displays.

Microsoft Access

o Yendor Deleted
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AP Transaction Maintenance

Click AP Transaction Maintenance to process invoices and payments in the Accounts Payable module.

ACCOUNTS PAYABLE

AP Transaction Maintenance
M odify/Add Yendor Master

AP Payment Processzing

Banking Maintenance

Aged Trial Balance

Invoices Due Report

Yendor Master Inquiry

|
|
|
|
|
|
|
Print 1099 Statements | £l
|
|
|
|
|
|

Uszer Defined Entry

Mizcellaneous Codez Maintenance

AP Setup

Subcontractor Maintenance

GL Pozsting Inquiry

Return To Previous Menu

EAE{ S EA PP S EY LN P P

4 | Enter your selection: [] Show Details
Wen: 09.06 [2/6/2018] Iday FMLW42 &P

Find

Click Transaction Entry to enter invoices, adjustments, and debit or credit memos to be updated to the subsidiary

journals.

TRANSACTION MAINTENANCE

?

Tranzaction Entry

Fixed Expenze Transaction Entry ?

Fixed Expenze Processing

|

|

|

ACH Transaction Entry |
Edit ACH Transzactions | ?

|

|

|

Yoid ACH Payments

Grant Allocation Report

==

-
=]

Return To Previous Menu

EAPIES AP P N Y

4 | Enter your selection: [] Show Details
W 09.06 [2/6/2018] Iday FMLY42 AP

Find
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Transaction Entry

Utilized to enter Non-Purchase Order invoices, debit memos, credit memos and adjustments. Pending transactions
will display for selection to be updated.

Transaction Entry
VYendor #: v | |Drinker Biddle & Reath LLP Fiscal Year: 2018 .| GL Posting Date: | 02/20/2018 &
Yendor Hame: w Update Date: | 02/20/2012 |@
Search Mame: )
Invoices
Credit Memos
Debit Memos
Adjustments
Pending
Field Name Description
Vendor # Select the vendor number from the drop-down list or enter the vendor number. OR
Search by vendor name, select the vendor name from the drop-down list or enter the
Vendor Name vendor name. Once the vendor is selected, the vendor nhumber field will populate.

Search by vendor search name, select the vendor search name from the drop-down
list or enter the vendor search name. Once the vendor is selected, the vendor
number field will populate, and the vendor name will display in the field to the right of
Search Name the vendor number.

Fiscal Year Select the fiscal year from the drop-down list.

Enter the date the invoice(s) will be posted to the GL. Recommendation: The invoice
month and year and the GL posting month and year match in order to facilitate

GL Posting Date month end reconciliation to the General Ledger.

Enter the date to be used as a cutoff date for updating transactions. All transactions
prior to and including the date selected will be updated using the GL Posting Date
Update Date selected in the GL Posting Date field.
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Invoices

Click Invoices to enter new or view existing invoices for the selected vendor.

Transaction Entry
Vendor #: (00019 v | |Drinker Biddle & Rieath LLP Fiscal Year: 2018 |, GL Posting Date: | 02/20/2018 &
VYendor Name: > Update Date: | 02/20/2018 @
Search Name: w
Invoices AJP Div #: CATA \ | |Mew Entiy | Reference #: v Invoices
RefMum TranMur Duelate Aot
RE#Test 15856 | 2/19/2018 $2.500.00 mos
SC-Test 18752 9419/2M7 $1.650.00 mos
test 15788 104652007 $750.00
Adjustments
Pending
Field Name Description
A/P Div # Select the A/P division from the drop-down list.
New Entry Click to create a new reference (invoice number).
Select an existing invoice reference number for this vendor from the
Reference # drop-down list to view an existing invoice that has not been updated.

New Entry

If New Entry is selected, the following form displays.

Microsoft Access
Enter Mew Reference #
Cancel

Enter a User Defined reference number max field size is 20 Alphanumeric (i.e. the vendor invoice number).

Click OK to continue or Cancel to cancel.

Transaction Entry
Vendor #: E00019 v |D|inke| Biddle & Reath LLP Fiscal Year: 2018 .. GL Posting Date: | 02/21/2018 &
Vendor Name: w Update Date: | 02/21/2018 &
Search Name: -
Invoices A/P Div 8- |CATA | Mew Entry | Reference B: 12895 " Invoices
Invoice Invoice Discount Discount Purchase Credit Memos
Date Due Date Amount Date Amount Pay Order # Description -
. Debit Memos
[ /572008 @[ 4/52018 | 62543 | [ [Eonstuction
Adjustment:
Contract #: 2 Retainage %: Retainage Amount: Updated: [ ] (s
Pendi
Project #: V1[7] Type DF1099: )4 [.| AmountCode: [3 [,] [¥]Altachment enaing
Grants 6L Distribution || 6L Update Subcontiactor Delete
Tran  Purchase Due Invoice  Discount Discount Net
Div # Reference # Code Order # Date Date Date Amount Pay Amount
CaTA [12895 | EEEE ST [ [ 625.43
Balance: $625.43
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Field Name Description

Enter the date of the invoice. Recommendation: The invoice month and
year and the GL posting month and year match in order to facilitate
month end reconciliation to the General Ledger. An invoice date cannot
Invoice Date be 1 year prior to or later than the current date.

If the Net Due Days field is set up in the vendor master, this field will
automatically populate. If not, enter the date the invoice is due. A due

Due Date date cannot be 1 year prior to or later than the current date.
Invoice Amount Enter the total amount due for this invoice.

If vendor terms were set up in the vendor master, this field will
Discount Date automatically populate. If not, enter the applicable discount date.

If vendor terms were set up in the vendor master, this field will
Discount Amount automatically populate. If not, enter the applicable discount amount.

Automatically checked. This box sets the invoices as due for and
eligible for payment. NOTE: If this is uncheck invoices will not be

Pay selected for payments.

Enter the purchase order number, if applicable max field size is 11
Purchase Order # Alpha-Numeric.

If Type of Goods were set up in the vendor master, this field will
Description automatically populate. The user can edit, replace or delete the data.

Enter the contract # if applicable. To search by Contract#, Description
or Start Date select the? Only Contracts assigned this vendor will be
Contract # displayed.

Enter a percentage of the invoice as retainage format 10.00 = 10%. Or
enter a fixed dollar amount for retainage. When this invoice is selected
for payment the retainage amount will be deducted from the total
Retainage Amount invoice amount to be paid at a later date.

Retainage %

Updated Box will be checked if invoice has been updated.
Enter the project # if applicable. To search by Project #, Description or
Start Date select the red question mark. If a Contract # was selected

Project # only projects assigned to that contract will be available.

Auto-populates based on the Vendor Master setup. This field can be
Type of 1099 edited on this form Currently this Type = A.

Auto-populates based on the Vendor Master setup. This field can be
Amount Code edited on this form.

Box will be checked if there are attachments attached to the
Attachment .

transaction.
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Grants

.continued

Click Grants, to allocate the invoice amount to a grant or grants.

Project must be selected to utilize this options. If a project is not selected the system will generate the following

message.

Microsoft Access

'8' Please enter a Project £,

Once a project is selected. The following form displays:

Project #: |2D1 7JUNEGAZERD

Src Grant #

Invoice Amount: | $625.43

Invoice
Amount

Fiscal
Year Line ltem Amount

Line

Item Uszed Labor Remaining

[ F [2017-05-GROUNDSF

[oooom 2m7 | $150,000.00 | $1692558 | $000 - | $133074.42 | 0. 0ol

Src:| F Grant #: [2017-06-GROUNDSF

Total Distribution: $0.00
Compute Remaini Remaining: $626.43

Field Name Description
Project # Auto populates based on the project selected for the invoice.
Invoice Amount Auto populates based on the amount entered for the invoice.
Src Auto populates the type of grand funding setup in Procurement Suite.
Grant # Auto populates the description for the grant # selected.
Line Item Auto populates all line items for the selected grant.
Fiscal Year Auto populates the Fiscal Year setup for the selected grant.
Line Iltem Amount Auto populates all line items setup for the selected grant.
Used Auto populates the amount already assigned to the line item.
Auto populates at amount of labor is applicable that was entered in Project
Labor Tracking.
Remaining Auto populates the amount of funds still available for the line item.
Enter the amount being paid utilizing the individual line items. Invoice amounts
Invoice Amount can be separated between multiple lines.

© 2018 Fleet-Net Corporation

Page 59 of 174



Fleet-Net® for Windows Accounts Payable Users Guide
Transaction Maintenance.....continued

Compute Remaining

Click Compute Remaining to apply amounts to line items to generate current remaining balances. Amount will move
from Remaining field to the Total Distribution field.

When the Transaction is updated the total invoice amount will be updated to Project Costs and each line item amount
will update the Project with amount used.

Project #: |2017JUMNEGAZERD Invoice Amount: $625.43
Line  Fizcal Invoice
Src Grant # Item Year Line ltem Amount Used Labor R ini Amount

[ F [2017.06 GROUNDSF [oooo.ot [2017 $150,000.00 | $17.551.01 so00 | $13244599 | $E25.43
Sre:[ F Grant #: [2017-05-GROUNDSF

Total Distribution: $625.43
Compute R ini R ining: $0.00

GL Distribution

Click GL Distribution to assign the General Ledger Account # applicable to the invoice transaction.

Posting GL
Div i Account # Description Amount Batch # Date Tran # Distribution Code
M ([caTal | [1oz0850100 [ |Drinker Biddle & Feath LLF [ $625.43 | [ [ v ||
|Accounts Receivable - Capital Grants - Federal
* v vl | | | | v+
|
Field Name Description
Div # Enter or select Division from drop-down options.
Account # Enter or select the General Ledger Account # applicable to the invoice.
See Miscellaneous Code Setup: True = Auto populates the Vendor
Name. False = Auto populates with vendor # and description from the
Description invoice entry
Enter the amount to be recorded to the selected General Ledger
Amount Account #.
Batch # Once invoice has been updated, the system will assign the Batch #.
Posting Date Once invoice has been updated, the system will populate the date.
Once invoice has been updated, the system will populate the
GL Tran # transaction #.
Enter or select a Distribution Code to allow for reports to be generated
to further define subcategories within the selected General Ledger
Account #. If Distribution code needs to be added. Click Green
Distribution Code Checkmark to add a new code.
Total Auto populates based on the amount of the invoice.
Calculates the total amount distributed as amounts are entered by
Distribution General Ledger Account #'s.
System takes Invoice Total against the Distribution amount to generate
Variance the variance amount.
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=l FNAP_TransactionSourceObjectSubForm
Posting GL
Div Account B Description Amount Batch # Date Tran # Distribution Code
CATA[w | 1020850100 || [Drinker Biddle & Reath LLP | $500.00 | | | v ||
‘Accuunls Receivable - Capital Grants - Federal
CATA|y | 1020850200 || [Diinker Biddie & Reath LLP | $12543 | [ | v«
‘Accounts Receivable - Capital Grants - State
4 vl [ [ [ [ vl
Total: ‘ $625.43  Distribution: | 462543  Vanance: ‘ $0.00

Once Variance equals $0.00, close the GL Distribution form by Xing out. Record will be saved. If entry is out of
balance, the following message displays and correcting entries will need to be made.

Microsoft Access

'Ql The distribution amount does not equal the Reference amount.

GL Update

Click GL Update to do a quick update for the invoice entered. This option will not generate any Audit Reports.
Recommendation: Utilize the Pending option when updating invoice records to create an Audit Report for the invoice
transaction. If this option is selected the following message displays.

Microsoft Access

9 Update Mow?

Click yes to update the invoice to the Accounts Payable subsidiary journal or No to cancel.
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Subcontractor

Click Subcontractor to enter the amount the Vendor will pay the subcontractor. This function is only available when
a Project has been setup as the Project must be selected before subcontractor information can be entered.

The following form displays.

Reference Purchaze PO DEE Heference
Subcontractor # Project # Reference # Date Order# Rev Code Amount
M2 |2 |[2N7IUNEGAZEBD [12895 [3/52008 | [ [ $625.43
|Eab the Builder
* vzl | | | [ o
|
Field Name Description
Subcontractor # Enter or select the subcontractor from the drop-down options.
Project # Auto populates based on the subcontractor selected.
Reference # Auto populates for the reference # assigned to the transaction.
Reference Date Auto populates the Invoice Date.
Auto populates from the transaction entry form, if a Purchase Order #
Purchase Order # was used to secure the product or services.
PO Rev Auto populates if Purchase Order as a revision #.
Auto populates based on vendor setup. Can be modified at this type by
DBE Code selecting options available in the drop-down options.
Auto populates the amount entered for the invoice. Amount can be
Reference Amount modified at this time.
Attachment

Click Attachment to attach a scanned image to the transaction. Paperless Option. The following form displays.

Attachment:
n

1st Draft 20171019.gif

Delete
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Delete

Click Delete to remove the attachment. The following message displays.

Attachment:
Microsoft Access
o Attachment Deleted.
Delete
Click OK.

Delete

Click Delete to delete a transaction that has not been updated. Once transaction has been updated it cannot be
deleted. If record has been updated the following message displays.

Microsoft Access

[0} Previously Updated...Delete not allowed

Click OK.

If record has not been updated and the delete option is selected. The following message displays.

Microsoft Access

9 Delete transaction now?

Click Yes to continue or No to cancel.
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Once transaction is deleted, the following message displays.

Click OK.

Credit Memos

Microsoft Access

o Transaction successfully deleted.

Click Credit Memos to add or view existing Credit Memos that have not been updated.

Transaction Entry
Vendor #: [B00013 v | [Diinker Biddle & Reath LLP Fiscal Year: |2016 || GL Posting Date: | 02/21/2018 g
Vendor Mame: v Update Date: | 02/21/2018 @
Search Name: v
Credit Memos A/P Div i CATA . | Mew Entry | Reference #: w Invoices
Credit Memos
Debit Memos
Adjustments
Pending
Field Name Description
A/P Div # Select the A/P division from the drop-down list.
New Entry Click to create a new Credit Memao.

Reference #

Select an existing Credit Memo reference number for this vendor from the
drop-down list to view an existing credit memo..

New Entry

Click New Entry to create a new Credit Memo reference #. The following form displays.

Microsoft Access

Enter Mew Reference #

Cancel

CM20120212|

Enter a User Defined reference number Max Field Size 20 Alpha Numeric. If the credit memo is being issued to
offset an existing invoice, use the same Reference Number that was used for the invoice being offset.

Click OK to continue or Cancel to cancel.
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continued

Transaction Entry

Yendor #: E00019
Yendor Hame:

Search Name:

W |Drinker Biddle & Reath LLP

b4

b4

Fiscal Year: 2013 |,

GL Posting Date:
Update Date:

02/21/2M8 @&
02/21/2M8 @&

Credit Memos AP Div #: CATA o | Mew Entry | Reference #: CHz0180212 W Invoices
Purchase Retainage Credit Memos
Date Amount Description Pay Order # Amount T o]
ebit Memos
| 212/2M8 @ | [$50.00] |Shipping Charges Credit | | Updated: [ ]

Adjustments

Contract #: |

2| Type DE1099: |4 [ | Amount Code: (3 [ | Project #: 201 7IUNEGAZERED W [?

Pending
GL Distribution GL Update Subcontract Attach Delete
Tran  Purchase Due Invoi Di: t Di: t Net
Div # Reference # Code Order # Date Date Date Amount Pay Amount
CATA |EM2D1 80212 Ch | 2nz/2me | 2nz2ms | [$50.00)

Balance: [$50.00)

Field Name Description

Enter the date of the credit memo. The credit memo date and the GL

posting date must match month and year. If they do not the A/P Aged
Date Trial Balance will not reconcile the GL at month end.

Enter the amount of the credit memo. This will automatically display as
Amount a negative amount.

If Type of Goods was set up in the Vendor Master it will auto populate,
Description description can be edited at this time.

Automatically checked. This box sets the credit memos as due for and
Pay eligible for payment.

Purchase Order#

Enter the PO # if applicable Max field size 11 Alpha Numeric.

Retainage Amount

If applicable enter the fixed dollar amount of retainage to be applied.

Updated Box will be checked once credit memo is updated.
Enter or select contract # from drop-down options. Utilize the? To
Contract # search list of all contracts assigned to the selected vendor.

Type of 1099

Auto-populates based on the Vendor Master setup. This field can be
edited on this form Currently this Type = A.

Amount Code

Auto-populates based on the Vendor Master setup. This field can be
edited on this form.

Project #

Enter or select the project # from drop-down options. Utilize the? To
search list of all projects assigned to the selected vendor.
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Grant

.continued

Click Grants, to allocate the credit amount to a grant or grants.

Project must be selected to utilize this options. If a project is not selected the system will generate the following

message.

Microsoft Access

'8' Please enter a Project £,

Once a project is selected. The following form displays:

Project #: |2017IUNEGAZERD

Invoice Amount: [$50.00)

Line  Fiscal Invoice

Src Grant # Item Year Line ltem Amount Used Labor R Amount
[ F [2017-06-GROUNDSF [ooonof [207 | $150,00000 | $7501.01 | $000 | $132430.99 | [450.00]
Src:[ F Grant #: [2017-06-GROUNDSF
Total Distribution: [ [$50.00)
Field Name Description
Project # Auto populates based on the project selected for the Credit Memo.
Invoice Amount Auto populates based on the amount entered for the Credit Memo.
Src Auto populates the type of grand funding setup in Procurement Suite.
Grant # Auto populates the description for the grant # selected.
Line Item Auto populates all line items for the selected grant.
Fiscal Year Auto populates the Fiscal Year setup for the selected grant.
Line Iltem Amount Auto populates all line items setup for the selected grant.
Used Auto populates the amount already assigned to the line item.
Auto populates at amount of labor is applicable that was entered in Project
Labor Tracking.
Remaining Auto populates the amount of funds still available for the line item.
Enter the amount being paid utilizing the individual line items. Credit Memo
Invoice Amount amount can be separated between multiple lines.
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Compute Remaining

Click Compute Remaining to apply amounts to line items to generate current remaining balances. Amount will move
from Remaining field to the Total Distribution field.

When the Transaction is updated the total credit memo amount will be updated to Project Costs and each line item
amount will update the Project with amount used.

Invoice Amount: $625.43

Invoice
Amount

$625.43

Project #: |2 7IUNEGAZEED

Src Grant # Item
F  |2017-06-GROUNDSF [on.o0.01 [am7

Src: | F Grant #: |2D1?-DB-GHDUNDSF

Fiscal
Year

Line
Used

$17.551.01 |

Labor
$0.00 |

Hemaining
$132.44899 |

Line ltem Amount
$150,000.00 |

Total Distribution: $625.43
o R ining: $0.00

C.

B
p L}

GL Distribution

Click GL Distribution to assig

n the General Ledger Account # applicable to the credit memo transaction.

Posting GL
Div # Account # Description Amount Batch # Date Tran # Distribution Code
CATA[ | (1020850100 || [Drirker Biddle & Reath LLF [ [$50.00 | [ [ vl
|Accounts Receivable - Capital Grants - Federal
M T vll I | | | vl
|
Field Name Description
Div # Enter or select Division from drop-down options.
Account # Enter or select the General Ledger Account # applicable to the Credit Memo.
Description Auto populates the Vendor Name.
Amount Enter the amount to be recorded to the selected General Ledger Account #.
Batch # Once Credit Memo has been updated the system will assign the Batch #.
Posting Date Once Credit Memo has been updated the system will populate the date.
GL Tran # Once Credit Memo has been updated the system will populate the transaction #.

Distribution Code

Enter or select a Distribution Code to allow for reports to be generated to further
define subcategories within the selected General Ledger Account #. If Distribution
code needs to be added. Click Green Checkmark add a new code.

Total Auto populates based on the amount of the Credit Memo.

Calculates the total amount distributed as amounts are entered by General Ledger
Distribution Account #’s.

System takes Credit Memo Total against the Distribution amount to generate the
Variance variance amount.
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Once Variance equals $0.00, close the GL Distribution form by Xing out. Record will be saved. If entry is out of
balance the following message displays and correcting entries will need to be made.

Microsoft Access

[8} The distribution amount does not equal the Reference amount.

GL Update

Click GL Update to do a quick update for the Credit Memo entered. This option will not generate any Audit Reports.
Recommendation: Utilize the Pending option when updating credit memo records to create an Audit Report for the

credit memo transaction. If this option is selected the following message displays.

Microsoft Access

9 Update Mow?

Click yes to update the credit memo to the Accounts Payable subsidiary journal or No to cancel.
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Subcontractor

Click Subcontractor to enter the amount the Vendor will apply to the subcontractor. This function is only available
when a Project has been setup as the Project must be selected before subcontractor information can be entered.

Reterence Furchase PU DBE Reterence
Subcontractor # Project # Reference # Date Order# Revy Code Amount
2 v |2 ||z 7IUNEGAZEBD |cMz2manz1z [zn2/zms | C [ [$50.00)
|Eioh the Builder
» vliz]l I I I v
I
Total: [$50.00)
Field Name Description
Subcontractor # Enter or select the subcontractor from the drop-down options.
Project # Auto populates based on the subcontractor selected.
Reference # Auto populates for the reference # assigned to the transaction.
Reference Date Auto populates the Credit Memo date.
Auto populates from the transaction entry form, if a Purchase Order #
Purchase Order # was used to secure the product or services.
PO Rev Auto populates if Purchase Order as a revision #.
Auto populates based on vendor setup. Can be modified at this type by
DBE Code selecting options available in the drop-down options.
Auto populates the amount entered for the Credit Memo. Amount can
Reference Amount be modified at this time.

Attachment

Click Attachment to attach a scanned image to the transaction. Paperless Option. The following form displays.

Attachment:

T

credit-memo-template jpg

Delete
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Delete

Click Delete to remove the attachment. The following message displays.

Attachment:
Microsoft Access
o Attachment Deleted.
Delete
Click OK.

Delete

Click Delete to delete a transaction that has not been updated. Once transaction has been updated it cannot be
deleted. If record has been updated the following message displays.

Microsoft Access

[0} Previously Updated...Delete not allowed

Click OK.

If record has not been updated and the delete option is selected. The following message displays.

Microsoft Access

e Delete transaction now?

Click Yes to continue or No to cancel.

Once transaction is deleted the following message displays.
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Microsoft Access

o Transaction successfully deleted.

Click OK.

Debit Memos

Click Debit Memos to add or view existing Debit Memos that have not been updated.

Transaction Entry
VYendor #: E0OO19 W |DrinkerBiddIe&F|eath LLP Fiscal Year: 2012 |, | GL Posting Date:
Yendor Name: w Update Date:
Search Name: w
Debit Memos AJP Div #: [CATAly | |Mew Enty | Reference #: | W Invoices
Credit Memos
Debit Memos
Adjustments
Pending
Field Name Description
A/P Div # Select the A/P division from the drop-down list.
New Entry Click to create a new Debit Memo.
Select an existing Debit Memo reference number for this vendor from the
Reference # drop-down list to view an existing debit memo that has not been updated.
New Entry

Click New Entry to create a new Debit Memo reference #. The following form displays.

Microsoft Access

Enter Mew Reference #

DM20180222)

Enter a User Defined reference number Max Field Size 20 Alpha Numeric (i.e. the vendor debit memo number).
Click OK to continue or Cancel to cancel. If the debit memo is being issued to offset an existing credit memo,

use the same Reference Number that was used for the credit memo being offset.
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Transaction Entry

Vendor #: E00013
Vendor Name:

Search Name:

Fiscal Year: 2012 .| GL Posting Date: | 02/22/2012 @

0242202018 @

w |Drinker Biddle & Reath LLP
v Update Date:

L4

Debit Memos A/P Div #: CATA y| New Enury | Reference #: DM20180222 v Invoices
Purchase Retainage Credit Memos
Date Amount Description Pay Order # Amount =
[ 2/22ms g || $50.00 [Shipping Charges Reversal | | Updated: [] Debit Memos
Contract i: | 7| TypeOF1099: [z [ | Amount Code: [3 | Project i [Z017JUNEGAZERD | |[2 A‘:ji"'":e""
GL Distribution GL Update Sub A hi Delete encing
Field Name Description
Enter the date of the debit memo. The debit memo date and the GL posting date
must match month and year. If they do not the A/P Aged Trial Balance will not
Date reconcile the GL at month end.
Amount Enter the amount of the debit memo. This will display as a positive amount.
If Type of Goods was set up in the Vendor Master it will auto populate, description
Description can be edited at this time.
Automatically checked. This box sets the debit memos as due for and eligible for
Pay payment.

Purchase Order#

Enter the PO # if applicable Max field size 11 Alpha Numeric.

Retainage Amount

If applicable enter the fixed dollar amount of retainage to be applied.

Updated

Box will be checked once credit memo is updated.

Contract #

Enter or select contract # from drop-down options. Utilize the? To search list of all
contracts assigned to the selected vendor.

Type of 1099

Auto-populates based on the Vendor Master setup. This field can be edited on
this form Currently this Type = A.

Amount Code

Auto-populates based on the Vendor Master setup. This field can be edited on
this form.

Project #

Enter or select the project # from drop-down options. Utilize the? To search list of
all projects assigned to the selected vendor.

Grant

Click Grants, to allocate the debit memo amount to a grant or grants.

Project must be selected to utilize this options. If a project is not selected the system will generate the following

message.

Microsoft Access

[8} Please enter a Project #,

Once a project is selected. The following form will display.
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Project #: [2M7JUNEGAZEED Invoice Amount: [ $50.00
Src Grant # ILlI:; ﬁ:'!:;all Line Item Amount Used Labor R .Lnr::::.l[;ﬁ
[ F [2m7-06-GROUNDSF oot [z017 $150,000.00 | $17.50.01 | $0.00 | $132436.93 | $0.00
Sic: ’T Grant #: [2017-05-GROUNDSF
Total Distribution: ’W
Remaining: [ $50.00
Field Name Description
Project # Auto populates based on the project selected for the debit memo.
Invoice Amount Auto populates based on the amount entered for the debit memo.
Src Auto populates the type of grand funding setup in Procurement Suite.
Grant # Auto populates the description for the grant # selected.
Line Item Auto populates all line items for the selected grant.
Fiscal Year Auto populates the Fiscal Year setup for the selected grant.
Line Item Amount Auto populates all line items setup for the selected grant.
Used Auto populates the amount already assigned to the line item.
Auto populates at amount of labor is applicable that was entered in Project
Labor Tracking.
Remaining Auto populates the amount of funds still available for the line item.
Enter the amount being paid utilizing the individual line items. Debit Memo
Invoice Amount amounts can be separated between multiple lines.

Compute Remaining

Click Compute Remaining to apply amounts to line items to generate current remaining balances. Amount will move
from Remaining field to the Total Distribution field.

When the Transaction is updated the total debit memo amount will be updated to Project Costs and each line item
amount will update the Project with amount used.

Project #: 201 7JUNEGAZERD Invoice Amount: $50.00

Line  Fizcal Invoice
Src Grant # Item Year Line Item Amount Used Labor R Amount
F |2DT T-0E-GROUNDSF |DD.DD.D1 |2D1? | $150,000.00 | $17.551.0 $0.00 | $132.448.99 | £50.00

Sre:[ F Grant #: [2017-06-GROUNDSF

Total Distribution: $50.00
R ining: $0.00
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continued

Click GL Distribution to assign the General Ledger Account # applicable to the debit memo transaction.

Div # Account # Description Amount Batch # P[c)';lli:g Tglr_l # Distribution Code
P |CaTal. |[1020680100 [ |[Drinker Biddee & Reath LLP [ $50.00 | [ [ CaT vl
|Accounts Receivable - Capital Grants - Federal
* v vll | | | | vl
|
Total: 450,00  Distribution: $50.00 Variance: 'W
Field Name Description
Div # Enter or select Division from drop-down options.
Account # Enter or select the General Ledger Account # applicable to the debit memo.
Description Auto populates the Vendor Name.
Amount Enter the amount to be recorded to the selected General Ledger Account #.
Batch # Once Debit Memo has been updated the system will assign the Batch #.
Posting Date Once Debit Memo has been updated the system will populate the date.
GL Tran # Once Debit Memo has been updated the system will populate the transaction #.

Distribution Code

Enter or select a Distribution Code to allow for reports to be generated to further
define subcategories within the selected General Ledger Account #. If
Distribution code needs to be added. Click Green Checkmark add a new code.

Total Auto populates based on the amount of the debit memo.

Calculates the total amount distributed as amounts are entered by General
Distribution Ledger Account #'s.

System takes Debit Memo Total against the distribution amount to generate the
Variance variance amount.

Once Variance equals $0.00, close the GL Distribution form by Xing out. Record will be saved. If entry is out of
balance the following message displays and correcting entries will need to be made.

Microsoft Access

[8} The distribution amount does not equal the Reference amount.
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GL Update

Click GL Update to do a quick update for the Debit Memo entered. This option will not generate any Audit Reports.
Recommendation: Utilize the Pending option when updating credit memo records to create an Audit Report for the
credit memo transaction. If this option is selected the following message displays.

Microsoft Access

6 Update Mow?

Click Yes to update the debit memo to the Accounts Payable subsidiary journal or No to cancel.

Subcontractor

Click Subcontractor to enter the amount the Vendor will pay the subcontractor.

This function is only available when

a Project has been setup as the Project must be selected before subcontractor information can be entered.

The following form displays.

Heterence Purchase PU DBE Heference
Subcontractor # Project # Reference # Date Order # Rev Code Amount
Z +|[2 |[20T7IONEGAZERD [CW20180212 [2rz2mE | | T v ($50.00)
|Bab the Builder
> vzl | | | | v
|
Total: [$50.00]
Field Name Description
Subcontractor # Enter or select the subcontractor from the drop-down options.
Project # Auto populates based on the subcontractor selected.

Reference #

Auto populates for the reference # assigned to the transaction.

Reference Date

Auto populates the Debit Memo date.

Purchase Order #

Auto populates from the transaction entry form, if a Purchase Order #
was used to secure the product or services.

PO Rev Auto populates if Purchase Order as a revision #.
Auto populates based on vendor setup. Can be modified at this type by
DBE Code selecting options available in the drop-down options.

Reference Amount

Auto populates the amount entered for the debit amount. Amount can
be modified at this time.
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Attachment

continued

Click Attachment to attach a scanned image to the transaction. Paperless Option. The following form displays.

Attachment:

Delete

|
debitmemao03.jpg

Delete

Click Delete to remove the attachment. The following message displays.

Delete

Attachment:

Microsoft Access

o Attachment Deleted.

Click OK.
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Delete

continued

Click Delete to delete a transaction that has not been updated. Once transaction has been updated it cannot be
deleted. If record has been updated the following message displays.

Click OK.

If record has not been updated and the delete option is selected. The following message displays.

Click Yes to continue or No to

Microsoft Access

|0I Previously Updated...Delete not allowed

Microsoft Access

e Delete transaction now?

cancel.

Once transaction is deleted the following message displays.

Click OK.

Microsoft Access

o Transaction successfully deleted.
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Adjustments

Click Adjustments to add or view existing Adjustments that have not been updated. Recommendation is to use
Adjustments when making correcting entries in Accounts Payable.

Transaction Entry
Vendor #: B00013 v | [Diinker Biddle & Reath LLP Fiscal Year: |2018 || GL Posting Date: | 02/22/2018 @
VYendor Name: w Update Date: | 02/22/2018 @
Search Name: v
Adjustments AJP Div #: [CATA | [New Entry | Reference i: | v In¥oices
Credit Memos
Debit Memos
Adjustments
Pending
Field Name Description
A/P Div # Select the A/P division from the drop-down list.
New Entry Click to create a new Adjustment.
Select an existing Adjustment reference number for this vendor from the
Reference # drop-down list to view an existing adjustments that has not been updated.

New Entry

Click New Entry to create a new Adjustment reference #. The following form displays.

Microsoft Access
Enter Mew Reference #
Cancel

REV20180222)

Enter a User Defined reference number Max Field Size 20 Alpha Numeric. If the adjustment is being issued to
offset an existing invoice, credit memo or debit memo use the same Reference Number that was used for the
transaction being offset.

Click OK to continue or Cancel to cancel.

Transaction Entry
Yendor #: |BO0O019 v |DnnkerB|ddIe&Heath LLP Fizcal Year: 2018 . GL Posting Date: | 02/22/2018 @
Yendor Name: P Update Date: | 02/22/2018 @
Search Mame: ™
Adjustments AJP Div #: CATA o | |Mew Entry | Reference #: REV20180222 v Invoices
Purchasze Retainage Credit Memos
Date Amount Description Pay Order # Amount e
ebit Memos
EZEEEERE- | $002 |Adjustment | | Updated: [ ]
Contract u:| 7 Type OF1099: |4 || Amount Code: 3 [, | Project #: 2017JUNEGAZEBO wl|[? aciuEtmEnts
Pending
Grants GL Distribution GL Update Sub tract Attach t Delete
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Field Name Description
Enter the date of the adjustment. The adjustment date and the GL posting date must
match month and year. If they do not the A/P Aged Trial Balance will not reconcile the GL
Date at month end.
Amount Enter the amount of the adjustment. This will display as a positive/negative amount.
If Type of Goods was set up in the Vendor Master it will auto populate, description can be
Description edited at this time.
Pay Automatically checked. This box sets the adjustment as due for and eligible for payment.

Purchase Order#

Enter the PO # if applicable Max field size 11 Alpha Numeric.

Retainage Amount

If applicable enter the fixed dollar amount of retainage to be applied.

Updated

Box will be checked once adjustment is updated.

Contract #

Enter or select contract # from drop-down options. Utilize the? To search list of all
contracts assigned to the selected vendor.

Type of 1099

Auto-populates based on the Vendor Master setup. This field can be edited on this form
Currently this Type = A.

Amount Code

Auto-populates based on the Vendor Master setup. This field can be edited on this form.

Project #

Enter or select the project # from drop-down options. Utilize the? To search list of all
projects assigned to the selected vendor.

Grant

Click Grants, to allocate the adjustment amount to a grant or grants.

Project must be selected to utilize this options. If a project is not selected the system will generate the following

message.

Microsoft Access

'8' Please enter a Project #.
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Once a project is selected. The following form displays:

Project #: [2017JUNEGAZERD

Src Grant #

Invoice Amount: $0.02

Invoice
Amount

Line Fiscal

Item Year Line Item Amount Uszed Labor Remaining

[ F [2017-06-GROUNDSF

[000007 [2017 | $150.000.00 | w7sEa | 000 | 32483 | $0.00

Src: 'T Grant #: |2D1?-DB-GF|DUNDSF

Total Distribution: $0.00
Compute Remaining Femaining: $0.02

Field Name

Description

Project #

Auto populates based on the project selected for the adjustment.

Invoice Amount

Auto populates based on the amount entered for the adjustment.

Src

Auto populates the type of grand funding setup in Procurement Suite.

Grant # Auto populates the description for the grant # selected.
Line Item Auto populates all line items for the selected grant.
Fiscal Year Auto populates the Fiscal Year setup for the selected grant.

Line Item Amount

Auto populates all line items setup for the selected grant.

Used

Auto populates the amount already assigned to the line item.

Labor

Auto populates at amount of labor is applicable that was entered in Project
Tracking.

Remaining

Auto populates the amount of funds still available for the line item.

Invoice Amount

Enter the amount being paid utilizing the individual line items. Adjustment
amounts can be separated between multiple lines.
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Compute Remaining

Click Compute Remaining to apply amounts to line items to generate current remaining balances. Amount will move
from Remaining field to the Total Distribution field.

When the Transaction is updated the total debit memo amount will be updated to Project Costs and each line item
amount will update the Project with amount used.

Project #: |2D1 FIUMEGAZERD Invoice Amount: | $0.02
Line  Fiscal Invoice
Src Grant # Item  Year Line Item Amount Used Labor R Amount
F |2D1 F-06-GROUNDSF |DD.DD.D1 |2D‘I? | $150.000.00 | $17551.03 | $0.00 | $132.448.97 | $0.02

Sre: | F Grant #: |2D1?VDBVGF|DUNDSF

Total Distribution: 002
R ining: $0.00

GL Distribution

Click GL Distribution to assign the General Ledger Account # applicable to the adjustment transaction.

Posting GL
Div # Account # Description Amount Batch # Date Tran # Distribution Code
CATA[ | 1020650100 [, |[Drinker Biddle & Fieath LLP [ 002 | [ [ CET v
|Accounts Receivable - Capital Grants - Federal
’ v vl| | | | | vl
|
Total: $0.02  Distribution: $0.02 Wariance: $0.00
Field Name Description
Div # Enter or select Division from drop-down options.
Account # Enter or select the General Ledger Account # applicable to the adjustment.
Description Auto populates the Vendor Name.
Amount Enter the amount to be recorded to the selected General Ledger Account #.
Batch # Once Adjustment has been updated the system will assign the Batch #.
Posting Date Once Adjustment has been updated the system will populate the date.
GL Tran # Once Adjustment has been updated the system will populate the transaction #.
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Field Name Description

Enter or select a Distribution Code to allow for reports to be generated to
further define subcategories within the selected General Ledger Account #. If
Distribution code needs to be added. Click Green Checkmark add a new

Distribution Code code.
Total Auto populates based on the amount of the adjustment.

Calculates the total amount distributed as amounts are entered by General
Distribution Ledger Account #'s.

System takes Adjustment Total against the Distribution amount to generate the
Variance variance amount.

Once Variance equals $0.00, close the GL Distribution form by Xing out. Record will be saved. If entry is out of
balance the following message displays and correcting entries will need to be made.

Microsoft Access

[8} The distribution amount does not equal the Reference amount.

GL Update

Click GL Update to do a quick update for the Adjustment entered. This option will not generate any Audit Reports.
Recommendation: Utilize the Pending option when updating adjustment records to create an Audit Report for the
credit memo transaction. If this option is selected the following message displays.

Microsoft Access

9 Update Mow?

Click Yes to update the adjustment to the Accounts Payable subsidiary journal or No to cancel.
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Subcontractor

Click Subcontractor to enter the amount the Vendor will pay the subcontractor. This function is only available when
a Project has been setup as the Project must be selected before subcontractor information can be entered.

The following form displays:

Reference Purchase PO DBE Reference
Subcontractor # Project # Reference # Date Order# Hevy Code Amount
Z v [ 2 |[2017IUNEGAZERD [REVZ20T80222 [2rzzi2mE | [ C [ $0.02
|Bob the Builder
4l viz|l | | | | v
|
Total: $0.02
Field Name Description
Subcontractor # Enter or select the subcontractor from the drop-down options.
Project # Auto populates based on the subcontractor selected.
Reference # Auto populates for the reference # assigned to the transaction.
Reference Date Auto populates the Adjustment date.
Auto populates from the transaction entry form, if a Purchase Order # was used
Purchase Order # to secure the product or services.
PO Rev Auto populates if Purchase Order as a revision #.
Auto populates based on vendor setup. Can be modified at this type by selecting
DBE Code options available in the drop-down options.
Auto populates the amount entered for the adjustment. Amount can be modified
Reference Amount at this time.

Attachment

Click Attachment to attach a scanned image to the transaction. Paperless Option. The following form displays.

Attachment:

T

credit-memo-template,jpg

Delete
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Delete

Click Delete to remove the attachment. The following message displays.

Attachment:
Microsoft Access
o Attachment Deleted.
Delete
Click OK.

Delete

Click Delete to delete a transaction that has not been updated. Once transaction has been updated it cannot be
deleted. If record has been updated the following message displays.

Microsoft Access

[0} Previously Updated...Delete not allowed

Click OK.

If record has not been updated and the delete option is selected. The following message displays.

Microsoft Access

e Delete transaction now?

Click Yes to continue or No to cancel.

Once transaction is deleted the following message displays.
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Microsoft Access

o Transaction successfully deleted.

Click OK.
Updating Transactions

Pending

Click Pending to view all A/P items (Invoices, Debit Memos, Credit memos, and Adjustments) that have not been

updated to the Accounts Payable subsidiary journals. This form allows batch update of all or a selection of

transactions to update.

Entry of the correct GL Posting and Update Dates is required.

All transactions selected will post to the General Ledger on the date entered in the GL Posting Date field.

All transactions prior to and including the date entered in the Update Date field will be updated. Any transactions with

an invoice date later than the update date will remain pending for a future batch update.
All transactions will display and the default is Select All for updating.

The following are available to limit the transactions to be updated:

Change the Update Date to limit the transactions.

User Id — select only 1 user (the user that generated the transaction).

Print By Vendor Name (the default sort is Vendor Number)

Click Unselect All and manually check the Sel box to the left of the Vendor #

Transaction Entry

Vendor #: [v] | Fiscal Year: 2020 GL Posting Date: 11/09/2020 a
Update Date: |  11/05/2020 E

Vendor Name:

(<] [<]

Search Name:

Transactions Pending Update  Userid: [v] [IANUsers [ SelectaAll | [UnselectAll | [ Print
v ;Print By Vendor Name |

Transactions Pending Update
AP Tran Transaction Transaction
Sel Vendor# Div # Reference # Code Due Date Project Description Amount
L] [cooes | 10 [2020100702 [ M | 10/6/2020 [1997-%281-02 Bus Parts R& | ($750.00)
[GLuGLc User Id: [rohrbaugh

Invoices

Credit Memos |
Debit Memos

Adjustments |

Pending

Once reports are printed and transactions are updated no changes can be made to the transactions.
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Review Transactions

Double Click Vendor Number for the selected transaction to review or make corrections to the data prior to printing
the audit reports and updating the pending transactions. The Transaction Entry form displays:

Transaction Entry
Vendor i v | Fiscal Yearr 2018 .| GL Posting Date: | 02/22/2018 |@
Yendor Name: " Update Date: | 02/22/2015 &
Search Name: w
Transactions Pending Update Userld: v| [JAlUsers | SelectAll | | Unselect Al Print Invoices
Transactions Pending Update - Credit Memos
\ AP Tran T 7 T A Debit Memos
SelgVendor # Div it Reference # Code Due Date Project Descriplion Amount Adjustments
[l [aatzaase [ CATA test [ oI 10120207 [TEST ‘ [ $500.00
|AA Auta Parts User Id: |JRohrbaugh
[ [Booa7 [CaTa [rest [Or [ 1smenT ‘ [ $750.00
|Clark Auto Equipment User Id: frohrbaugh
[ [coo7s [ CATA [20TFT07TESTING [ DI [11/28/2017 [201 NOVwWALL ‘ [ $4,444.00
|Transfur Carporation Uszer Id: |pdodd
L] |coors [ CATA  [20171108F argetGirant [ oI 1172802017 | ‘ [ $4,444.00
|Transf0r Carparation User Id: |pdodd
Total: $1013800 +

Make any required changes. Click Pending to return to the Pending Transaction Entry form.

Transaction Entry

Yendor #: 40123456 v |AAAuto Parts Fiscal Year: 2018 ., GL Posting Date: | 02/22/2018 @

Vendor Name:

- Update Date: | 02/22/20128 @
Search Name: v
Invoices A/P Div #: CATA|w | |Mew Entip  Reference #: test v Invoices
Invoice | Di t Di: t Purchase Credit Memos
Date Due Date Amount Date Amount Pay Order # Description -
Debit Memos
[10712/72017 (g |[0A2/207 $50000 [ [
Adjust t
Contract #: | 2 Retainage %: Retainage Amount: Updated: [ ] Fhnisns
Pendi
Project #: |TEST w! |2 Type OF 1095 | Amount Code: | [ |Attachment Sl
Grants BL Distribution GL Update Sub tract Attach Delete
Tran  Purchase Due Invon D t Di: Net
Div it Reference it Code Order # Date Date Date Amount Pay Amount
CATA ‘lesl ol | 10M12/2007 | 101124207 | $500.00

Balance: $500.00
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Print

continued

Click Print to view/print/save the AP Transaction Audit Report. The report lists all items AP items awaiting updating.

Transaction Audit Report

Accounts Payable Transaction Audit Report
Fiscal Year: 2018 Posting Date: 02222018 Update Date: 02222018
Division: CATA
BODO1S Drinker Biddle & Reath LLP
Trn Inveice Due  Discount Discount Amount
Reference # Drescription Code Trn# Contract #\ Project # Pay Date Date Date Amount Diue
CM2Me0ziz Ehipping Charges Credit CM 15882 Yes  2A22018 2422018 {($50.000
MTJUNEGAFEBD
Joumal Entries
Div & Account # Title Description Amount
CATA 020880100 Aocounts Recsivable - Capital Grants - Drinker Biddle & Reath LLP {®E0.000
Fedesal C5T
S Grant # Line ltem Year Sm Line ltem Grant# Amount Allocated
F  2017-05-GROUNDSF 00.00.01 F Z0iT-D5-GROUNDSF {§50.00)
Total: {§50.00)
Sub# Subcontractor Hame Amount Dbe
2 Bl the Buildar (3E0.00y C
DM 8022 Shipping Charges Rewersal DM 1588 Yes 2222018 2222018 35000
M TJUNEGAFEBD
Joumal Entries
Div# Account # Title Description Amount
CATA 1020850100 Aocounts Recsivable - Capital Grants - Drinker Biddle & Reath LLP $50.00
Federal CsT
S Grant # Line Item  Year S5Src Line tem Grant# Amount Allocated
F  2017-08-GROUNDSF 0000 F ZNT-D&-GROUNDSF 350,00
Total: 350,00
REVZD180222 Adjustment Al 15886 Yes  2EIEDIE ZEZ2E01E 002
MTJUNEGAFEBD
Joumal Entries
Diiv & Account # Title Description Amount
CATA 1020550100 Accounts Recsivable - Capital Grants - Drinler Biddle & Reath LLP 0.0
Fedaral CsT
S Grant # Line Item  Year S5Src Line tem Grant# Amount Allocated
F  2017-08-GROUNDSF 0000 F ZNT-D&-GROUNDSF 3002

After printing/saving the report. Click Close Print Preview the follow message displays.

Microsoft Access

Q Do you wish to print a report sorted by GL Account #7

Click yes to view/print/save the GL Distribution report. The report lists each division on a separate page.
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GL Distribution Report

Accounts Payable Transaction Audit GL Distribution Report

Fiscal Year: 2013

Posting Date: 02222013

Update Date: 0XZ22015

Vandor AP Div Refrencs £ Tran# D=scription Projct £ amount
CATA 1020650100 Accounts Recahvabls - Capi&l Grants - Fedaral

510019 CATA ChM20180212 15862 Drinker Bladle & Feath LLP 201 TIUNE GAZEB D <5000
500019 CATA DhzOi30z22 15864 Drink er Blddle & Reath LLP 2 TIUNE GAZEED 5000
00014 CATA REV2IIB02Z22 15866 Drink er Blddle & Reath LLP 2 TIUNE GAZERD 0oz
CATA 1020850100 Accounts Recahvabls - Capil Grants - Fedaral A count Total: oz
CATA Déwislon Total: a2

Review the reports for accuracy prior to continuing with the update. When the report is closed the following prompt

displays:

Microsoft Access

9 Do you wish to update all pending transactions?

Click yes to update pending transactions or if the reports are incorrect click No to be returned to the pending items

listing.

If Yes is selected the following message displays once update is completed.

Microsoft Access

o Update completed successfully.
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Click Fixed Expense Transaction Entry to setup fixed expenses. Fixed Expense transactions can also be setup

utilizing the Vendor Master Fixed Exp option.

TRANSACTION

MAINTENANCE

Trangaction Entry

2| Fized Expense Transaction Entry

3| Fixed Expense Processing

ACH Tranzaction Entry

g | et [ e [ mm

Edit ACH Tranzactions

-

Yoid ACH Payments

Grant Allocation Report

g

EAPIEEA PSP I

Return To Previous Menu

4 || Enter your selection:
Wen: 09.06 [2/6/2018] Iday FMLV4Z

[ ] Show Details

AR Find

Setup

Click Setup to set up the Fixed Expense transaction that will be processed by the selected frequency.

Fixed Expense Setup

Vendor #: 0000007 v | Jozeph Jamison

Yendor Name: w

Search Name: )

Fixed Expenses

Reference #: |Month|y Desc: |Monthly Contract

Project #: TECH UPGRADE OPS 20 o, | Type OF1099- |4
Original Ref Date: 1/1/2018 Met Due Daps 30 Date Mext Invoice:

Tran Code: FE .,

["] Stop Processing

| Amount Code: |3 [,| Frequency: MO |,

2/1/2018  HNext Due Date: Next Ref #:

Amount: ’w Original Balance: $6.,600.00 Invoices To Date: ’w GL Distribution
Max Field

Field Name Size Field Type Description
A/P Division Numeric Select applicable A/P Division from the drop-down list.
Reference # 20 Alpha/Numeric | Enter a user defined reference number.
Desc 30 Alpha/Numeric | Enter a user defined description.

Check box to suspend further payment from being processed. To

Stop Processing Yes/No reactivate the payment uncheck the box.
Tran Code Alpha/Numeric | Select DI (Invoice) or FE (Fixed Expense).
Project # Select project from the drop-down box if applicable.
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Max Field
Field Name Size Field Type Description

Type of 1099 Alpha/Numeric | Select the Type of 1099. “A” is required selection at this time.

Amount Code Alpha/Numeric | Select the code applicable to the expense from the drop-down options.
Select the frequency of the payment for the fixed expense.
(W=Weekly, BW=Bi-Weekly, SM=Semi-Monthly, MO=Monthly,
QT=Quarterly, SA=Semi-Annually, AN=Annually or MD=Same Date

Frequency 2 Alpha Each Month).

Original Ref Date Date Enter original date for the fixed expense (optional field).

Net Due Days Numeric Enter number of days from the invoice date to payment due date.

Date of Next Enter date of the first invoice that will be processed using Fixed

Invoice Date Expenses.
If the number of Net Due Days is entered, system will calculate the
due date based on the Date of Next Invoice plus the number entered

Next Due Date Date in Net Due Days.

Amount Currency Enter the amount of the expense.

Enter the original total amount for this expense. If fixed expense is
being set up for a contracted amount, that amount should be entered
in this field. Once the total payments processed through Fixed
Expenses equal the amount of the Original Balance, system will stop
Original Balance Currency processing payments for this expense.

If Original Balance is being used as outlined above and payments
have been made against the contract prior to setting up the Fixed
Expense, enter the dollar amount of payments in Payments to Date.
System will compute the Original Balance, less Payments to Date, less
payments processed through Fixed Expenses in order to determine
Payments to Date Currency when to stop processing payments.

GL Distribution

Click GL Distribution to enter the General Ledger Account #'s and percentages as applicable to the fixed expense
entry.

E FNAP_FixedExpenseSetupGlSubForm - B
GL Distribution
Reference #: |I‘~-1onth|5I

Fiscal
Year GL Div GL Account # Posting Description Distribution %
b | HE w100 | (BO9931E6090 | .. |Monthl_l,l Computer kaint. | 25.00
2018 |y | |CATA W 5099316090 " |Monthly Computer Maint. | 75.00
* W [ W | |
Record: W 1of 2 L O Search
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Field Name Description
Fiscal Year Select the fiscal year from the drop-down list.
GL Division Select the GL division for posting the expense from the drop-down list.
GL Account # Select the GL account number for posting the expense from the drop-down list.
Posting Description Enter a description of the transaction.

Distribution % last GL account on the list.

Enter the percentage of the expense to be applied to each account. If the
distribution does not equal 100%, the remaining balance will be applied to the

Print

Click Print to generate the Fixed Expense Setup Report.

Fixed Expense Setup Report
Original Net
AP Reference  Tran Due Invoice Due
Div Reference # Description Date Code Frequency Stop Days Date Date Amount
Vendor 0000007 Joszeph Jamison
CATA Monthly Wonthly Contract 112018 FE MO O 22018 $550.00
Project# TECH UPGRADE OPS 201 Original Balance: 56,600.00 Invoices To Date: $550.00
Fiscal Div Account# Title Description Amount Percent
2018 100 5099916090 CB - Miscellaneous Administration - OtherE  Monthly Computer Maint. $137.50 25
2018 CATA 5099918090 CB - Miscell Admini ion - OtherE Monthly Computer Maint. S412.50 75
Vendor Total: $550.00
Report Total: $550.00
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Click Fixed Expense Processing to process payments for vendors that have been previously set up with fixed
expenses.

TRANSACTION MAINTENANCE
j Tranzaction Entry | ?
ﬂ Fixed Expensze Transaction Entry | ?
j Fixed Expensze Processing | ?
j ACH Tranzaction Entry ?
j Edit ACH Tranzactions ?
__6| Void ACH Payments |[?
j Grant Allocation Report | ?
E Return To Previous Menu | i
4 | Enter your selection: [] Show Details
Var: 03.06 [2/6/2018] || Mday FNLY42 APO1 L]

Enter or select the Vendor from the drop-down option or check the all box for all Vendors.

Fixed Expense Processing

Vendor: | w| 1Al
Jogeph Jarnison
B000T9 Diinker Biddle & Reath LLP
BOO20 Purchasze Power
GL Posting Date: 2/22/2018 |gi| Fiscal Year: v Print
Update
[ Wign: 09.06 [2/21/2018]
Field Name Description
Vendor Select the vendor from the drop-down list.
To select all vendors setup with Fixed Expense transaction check the
All All box.
Select the reference number from the drop-down list if a specific vendor
Reference # was selected. This field is not available if All is checked.
If All is selected enter due date from the drop-down list. This field is not
Due Date available if a specific vendor and reference was selected.
GL Posting Date Enter the GL Posting date. SEE THE NOTE BELOW.
Fiscal Year Select the fiscal year from the drop-down list.
Print Click to print an audit report. See samples below.
Update Click to update the selected fixed expenses.
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GL Posting Date
It is very important that during the month end cut off period that fixed expenses processing is done in two batches if
items are being processed that are due in different months.

Example: On May 315t fixed expenses are being processed with dates through June 3'; one fixed expense batch
should be processed with a 5/31Due Date and a GL Posting Date of 5/31, and the other batch processed with a 06/03
Due Date and a 06/03 GL Posting Date.

Print

Once Vendor option has been selected and Reference or Due Date is entered.
Click Print to generate Audit Reports.

Fixed Expense Processing

Vendor: 0000007 || [ ]AN
Reference #: Maorthly W []Al

GL Posting Date: | 11/30/2017 g Fiscal Year: 2018 |,

| Wan: 09.06 [2/21/2018]

If individual vendor was selected the following message displays.

Microsoft Access

Vendor #: 0000007
9 Reference #: Monthly
Due Date: 11/15/2017
GL Posting Date: 11/30/2017

Print Audit Reports?

Click Yes to continue or No to cancel. If Yes is selected the following reports will be generated.
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If All is selected the following message will display.

Microsoft Access

All Vendors
9 All References
Due Date: 11/15/2017
GL Posting Date: 11/30/2017

Print Audit Reports?

Click Yes to continue or No to cancel. If Yes is selected the following reports will be generated.

Accounts Payable Fixed Expense Audit Report
Fiscal Year 2018 Posting Date 02/22/2018
Reference # Description TC  Invoice Date Due Date Project# Amount Due
AP Division: CATA
BOOM Lowe's Home Centers, Inc
12345 fixed expense FE SMzmT 1002017 $250.00
Div Account # Title Description Amount
200 5049901185 CC - Vehide Pars Fixed Expense $250.00
Vendor Totals $250.00
BOMHS Drinker Biddle & Reath LLP
Monthly fees forads FE 1012017 10M 52017 5100.00
Div Account # Title Description Amount
CATA 5090101130 CC - Dues & Subscriptions $100.00
Vendor Totals 5100.00
BO020 Purchase Power
111 WMonthly FE 10172017 TMS201T 5150.00
Div Account # Title Description Amount
100 5030504250 CB - Building Services $150.00
Vendor Totals 5150.00
AJP Division Totals: 5500.00

Click Close Print Preview the following message displays.

Microsoft Access

9 Do you wish to print a fixed expense audit report sorted by GL Account
#
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Click Yes to print the reports or No to cancel.

Accounts Payable Fixed Expense GL Distribution Audit Report

Fiscal Year: 2013 Posting Date: 02'z22013

Vandor Faferancs £ TS Inwolce Dete Descrption amount

AP Diviskon: CATA

100 SO3Q504730 CB - Bulkling 3arvicas Projpct #
0020 111 FE 104 2017 315000
Account Toll: £150.00

00 IMFN1ES CC -vahicls Pars Projpct #
B0 12345 FE an2aT Flied Expense 325000
Account Toll: £250 .00

CATA 5050101130 CC - Duss & Subscriptions Projpct #
10019 Manthly FE 104 2017 310000
Account Toll: S100.00
AP Diviskon Tokl: 500 00

Click Close Print Preview system returns to the Fixed Expense Processing form.
Update

Click Update to update the transactions to pending status. The following message displays.

Microsoft Access
9 Did you print the audit reports?
Yes Mo

Click yes to continue, No to cancel. The following message displays.

Microsoft Access

All Vendors

Reference #: Monthly

Due Date: 11/15/20017

GL Posting Date: 2/22/2018

Post Fixed Expenses To Accounts Payable?

Click yes to process Fixed Expenses or No to cancel the update. If Yes is selected, the Fixed Expenses are sent to
the AP holding file for processing and check issuance. The vendor master is now updated during the Fixed Expense
update.
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Click OK.

continued

Microsoft Access

=]

o Fixed Expense Update Completed.

ACH Transaction Entry

Click ACH Transaction Entry to process payments to vendors and/or create a NACHA batch file for processing by

the Agency’s bank.

TRANSACTION MAINTENANCE

Transaction E

nkry

2| Fixed Expenze Transaction Entry

3| Fizxed Expenze Processing

ACH Transact

ion Entry

Youd ACH Pay

ments

-

Grant Allocation Report

AN EAEAP P P

|
|
|
|
Edit ACH Transactions |
|
|
Return To Previous Menu |

1 | Enter your

e 09.06 [2/6/2018]

selection:
|day FHLW42

=

and | | emd| | e | end | | wnd| | wad] | )

[] Show Details
AP0

Find
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Create ACH Xfer File

Click Create ACH Xfer File to complete a one-time setup of the agency’s bank information. This form will also be
used when processing ACH Payments. The following form displays.

Select Bank Account from drop-down options that ACH Payments will be withdrawn from.

ACH Transactions

Priority Code: |01

Checking Account #: (3850774093 v | |M - Genesal Delete Display ACH
Transactions
Company Mame: ’W Immediate Origin: ’m Print
Service Class Code: W File 1d Modifier: ’A_ Change
Company Descretionary Data: ’— Format Code: ’1_ 'gfar;ﬂl:
Company Id: ’m Destination Mame: ’W Create
Standard Entry Class: W Origin Hame: ’W Pal:ri:nls

Company Entry Description: |Acct Pay
Origination DFI I1d: |31302955

Immediate Destination: | 031302955

Originator Status Code: |1
Create
Trace #: |031302955 ACH

) 5 Xfer File
[] Automatic Debit Flag

[] Company Prenotification

Batch Header Data: |

5 File T tT

Dutput File Path: |S:\Emplnyee Reimbursementsh8.03.17. tat

User Id: Application I1d: Password: Payment Date: w @ Start

Header Record [Internet Only] [T] Create Special Prenote Only File

Field Name

Description

One Time Setup Items

Company Name

Enter the name that appears on the selected bank account.

Service Class Code

Enter the applicable service class code:

200 = ACH Entries Mixed Debits and Credits;

220 — ACH Credits only; 225 — ACH Debits Only;

290 — Reserved for Magnetic Tape with Clearing Entries.

Company Discretionary Data

For Transit’s internal use, if desired. No specific format is required.

Company Id

Companies are identified by a unique identification number. ANSI standard
identifiers should be used where feasible and formatted with the nine-digit
identification number preceded by the ANSI one digit Identification Code
Designator (ICD). The most frequently used ANSI Identification Numbers and
related ICD's for companies are:

1 - IRS Employer Identification Number (EIN)

3 - DUNS Data Universal Numbering System

9 - User Assigned Number

The first digit in the ANSI format is always ICD followed by appropriate nine-
digit number (LNNNNNNNNN).

Standard Entry Class

Enter: PPD = Prearranged Payments and Deposits.

Company Entry Description

The Transit Agency establishes the value of this field to provide a description
of the purpose of the entry to be displayed back to the Individual; for example,
ACCT PAY.
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Field Name

Description

Origination DFI Id

Transit Routing Number used to identify the DFI's originating entries within a
given batch.

Priority Code

Enter 01.

Immediate Destination

Enter the ACH or Receiving Point Identification Number, preceded by a blank.

Immediate Origin

ACH or Receiving Point Identification Number.

File Id Modifier

Enter A to identify the file as the first file being sent.

Format Code

Enter 1.

Destination Name

Enter the name of the recipient financial institution for the selected bank
account.

Origin Name

Enter the name of the transit.

Originator Status Code

Enter 1 — Originating DFI.

Trace #

TTTTAAAA - Transit & Routing Number of Originating DFI (usually Head
Office) plus ABA Number of Originating DFI.

Automatic Debit Flag

Check box for Yes or leave blank for No. This will determine whether or not
to include the debit side of the transaction. This may or may not be required
by your banking institution.

Company Pre-notification

Check box for Yes if transfer is a first time pre-note or leave blank for No.

Batch Header Data

If your banking institution requires a heading for the transaction file, please
enter the title here. This will be at the top of the file each time it is created
and sent.

Output File Path

Enter the path to the location and file nhame where the ACH text file will be
saved (Note: .txt is required)

For Internet transmission only — If the bank requires this, they will provide the

User Id Id number.

For Internet transmission only — If the bank requires this, they will provide the
Application Id Id number.

For Internet transmission only — If the bank requires this, they will provide the
Password password.

Entries Done for each ACH submission

Create Special Pre-note File

Check box to create an ACH file for pre-notes only.

Payment Date

Enter or select the payment date from calendar.
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Create ACH Payments

Click Create ACH Payment to update the ACH payments for the vendors selected in Vendor Payment Selection.
The following form displays.

ACH Transactions
Create ACH Payments Display ACH
Transactions
Motification Group: |4 w Print
Checking Account #: 3350774033 w Fiscal Year: 2018 | Payment Date: |2/22/2018
Change
Prenote
Start Status
Create
ACH
Payments
Create
ACH
Xfer File
Field Name Description
Notification Group Select the internal group that will be sent emails when ACH Payment are processed.

Select the checking account from the drop-down list where ACH Payments will be
Checking Account # made from.

Fiscal Year Select the fiscal year from the drop-down list.
Enter a payment date. All payments in the cash requirements from Vendor Payment
Payment Date selection will have this payment date.
Start

Click Start the following message displays.

Microsoft Access

9 ACH transactions will be created from A/P payment selections,

Checking Account #: 9850774093

Bank Gl Posting Account: CATA 1010150100
Payment Date: 2/22/2018

Fiscal Year: 2018

Continue?
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ACH Transaction Entry.....continued

Click yes to continue with the update or No to cancel. The following message display:

Microsoft Access

o ACH Transaction Update Completed.

The update process writes the general ledger entries to the Accounts Payable subsidiary journal and updates the

vendor master files.

Click OK.

If no ACH Payments have been selected for payment the following message will display.

Click OK.

Microsoft Access

'el Mo ACH payments selections found.

An ACH statement is exported to the directory specified and emailed to address setup in the Vendor Master.

ACH Statement

ACH deposits from Sample Transit

To LuAnn Day

\
i
o=

chStatement_Robe
Beck BECK_...
See attached statement for invoice detail.

Vendor # [BECK |Robert Beck | Payment Date |  2/23/2018 |
Reference # | Po# | Date | Description [ Amount | Net |
CATA BECK DI 9/13/2017 $750.00 $750.00
CATA 5030116091 $750.00
$750.00 $750.00
Fri 2/23/2018 9:11 AM
LuAnn Day
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ACH Transaction Entry

..... continued

Once ACH Payments have been created the selected Checking account will be updated to reflect the
Withdrawal/Debit in the Bank Statement Reconciliation form, Vendor Master Payment option will reflect the payment

and the General Ledger subsidiary journal will display reflect ACH Payment in the description field.

Bank Statement Reconciliation
Checking Account #: 3350774033 v |M - General Last Statement D ate: B/30/2017
GL Division #: [CATA GL Account #: |1D1 0150100 Cash General
Reconciled Withdrawals: | $877 557.70 | 46 Check Totals
Refresh
Dutstanding Withdrawals: | $92,037.22 | 14 Print
Ref # Rec Hef Date Amount Comment Payee Statement
P |[84-EECK I | $750.00 |AEH-1 234512345 |F|0bert Beck Print
Audit
810016 [ 02/22/2018 | $1.169.70 [ACH-123456 123456 [Fayette Parts Service. Inc. —
Deposits/
|5-BDD28 | n/212my | $10,000.00 |AEH-1 23456 123456 |W'est Penn Power Credits
[20171031 CI [ 1073172007 | $50,000.00 | [ Withdrawals/
— = = Debits
{201 710310 [] | 10/31/2017 | $562.32 |M|_ssmg ‘withdrawl for Board of Directar' |
Vendor Master
Vendor #: BECK w | |Robert Beck [] Show Inactive Vendors
Yendor Mame: w
Search Hame: v
Payments
Tran Manual  Check VYoided
Div # Reference # Code Check # Check Date Payment Amount Date Yoided By Alt
[EAF [BECK [P | atH [ | 2/sems| $750.00 | [ n
Journal Entry Form
Fizcal Year Current Period Start Date  End Date Debits Credits
2018 | | g | 07/0/2m7 | 06/30/2018 $971.459.74 $91.459.74
Journal: AP | AP
Div Account # Poshing Date Amount Reference # Project Descripbion
CaTa |1010150100 O2/2z/2ma [$59,640.02) | |Batch Tatal Checks
Cazh General Dist Code: Tran #: 215395 | Batch #: a3
CATA || 2010150100 02/22/2018 $84,700.02 | Batch Total Checks
Accounts Payable Dist Code: Tran #: 215357 | Batch #: a3
CaTa | 201050500 02/22/28 $3,940.00 | Batch Toatal Retainage Payable
Accounts Papable -Fetainage Dist Code: Tran #: 215992 Batch #: a3
CaTa | 1010150100 02/23/2m8 [$750.00] | Batch Total ACH Payments
Cash General Dist Code: Tran #: 215333 | Batch #: a4
CaTa || 2010150100 02/23/2mae $750.00 | Batch Taotal ACH Payments
Accounts Payable Dist Code: Tran #: 216000 | Batch #: g4

© 2018 Fleet-Net Corporation

Page 101 of 174



Fleet-Net® for Windows Accounts Payable Users Guide
ACH Transaction Entry.....continued

Display ACH Transactions

Click Display ACH Transactions to review all transaction for the selected payment date.

ACH Transactions
Display ACH Transactions Display ACH
Vendor #: vl| [+] All Vendors Payment Date: |2/22/2013 w @ [ Al Dates llan=octons
Print
Payment Tran Pre-
Yendor # Date Code Recipient Hame Bank Account # Routing # note Amount Change
4 |BDD1B | 22202me |22 |Fayette Parts Service, Inc. |123458 |123458 O | $1.169.70 Pslfr;me
atus
|Fayette Parts Service, Inc. Description: |
Create
ACH
Payments
Create
ACH
Xfer File
Total: $1.169.70

Enter a Payment Date or check box for All Dates. Click Select to display the results.

Print

Click Print to generate a printable report for the selected Payment Date. Once date is entered or selected Click Start.
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Change Prenote Status

Click Change Prenote Status to change the pre-note status on all pending transactions.

Microsoft Access

0 All ACH transactions will be set to a prenotification status.

Continue?

Click Yes to continue or No to cancel.

Microsoft Access

o ACH Prencte Update Completed.

Click OK.

Create ACH Xfer File

Click Create ACH Xfer File to create a text file (NACHA) for processing by the Agency’s bank. The text file will be
saved in the location as designated on the Create ACH Xfer form.

This step is not necessary if the ACH Transaction Processing is being used to record electronic payments to
vendors via automatic withdrawals from the Agency’s bank account or via on line payment processing to
vendors.

If creating a pre-note file only check the Create Special Pre-note Only File box.

Select Payment Date from drop-down option.
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Start

Click Start to generate the ACHfile with/without pre notes for the selected Payment Date. The message below
displays.

Secure File Transport Transmizsion Header Record [Internet Only] [] Create Special Prenote Only File

User Id: Application Id: Password: Payment Date: [11/21/2M7 || @ Start

Microsoft Access

9 Continue?

Click Yes to continue or No to cancel.

Microsoft Access

10 Records Transferred
1 Blocks

Total Debits: 0
Total Credits: 1169.7
ACH File Build Completed.

Click OK.

Once Transfer file has been created the system will generate the report to be submitted to the Financial Institution for
the Checking Account that will be paying the ACH payments. The file will be in the Output File Path setup during the

one time setup.

Home Share View
(j(-:) - 4 » This PC » Iday$ (\Wfnlvs3) (U) » ACH » VendorAchReports
-
'r Favorites MName Date modified Type Size
B Desktop "L AchStatement_ACH Test_6790_20170201.PDF 2/ 7914 AM Adobe Acrobat D... 5KB
= Recent places 3 ACHXfer201280222.td 2/14/2017 1:48 PM Text Document 1 KB
& Downloads
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Edit ACH Transaction

Note: Since this form allows editing and purging ACH transactions, access rights to this form should be restricted to
management.

Click Edit Ach Transaction Entry to modify or purge transactions.

TRANSACTION MAINTENANCE

Transzaction Entry

2| Fixed Expenze Transaction Entry

3| Fizxed Expenze Processing

5| Edit ACH Tranzactions
Yoid ACH Payments

Grant Allocation Report

-

and | [ | | e | | wnd| | wad] | end| | amd| | s

—
=]

Return To Previous Menu

EANESEPN PN P

|
|
|
ACH Transaction Entry |
|
|
|
|

1 || Enter your selection: [ | Show Details

Vsn: D9.06 [2/6/2018] | [Iday FNLY42 AP Find

Edit ACH Transaction

Click Edit ACH Transaction to make changes to ACH Payment that have been processed for payment. The
following form display.

Select Payment Date or All Dates.
Select

Click Select to view transaction for editing.

Edit ACH Transactions

Edit ACH Transactions Edit ACH
Yendor #: " ‘ All Yendors  Payment Date: [2/22/2018 v | @ [AllDates Select U
Purge ACH
Payment Tran Pre- Tianzactions
Yendor # Date Code Recipient Hame Bank Account # Routing # note Amount
Y [GiiE [ e @ [ [v] |y|[Favete Pats Senics, inc [123486 [123456 O [ st1ea7
|Fayalte Parts Service, Inc. Description: |
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Purge ACH Transactions

Click Purge ACH Transactions to clear records from the ACH file. This will have no impact on the general ledger

entries or the data stored in the vendor master file.

Start

Select the From Date and Thru Date. Click Start.

Edit ACH Transactions

ACH Transaction Purge

Microsoft Access

From: 11/21/2017
Thru: 2/22/2018

e All ACH transactions will be deleted

Continue?

Edit ACH
Transactions

From Date: |11/21/2117 || Thiu Date: |2/22/2018 w
Purge ACH
Transactions

Click Yes to continue or No to cancel.

A confirmation message displays when the purge is completed.

Microsoft Access

o ACH Transaction Purge Completed.
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Void ACH Payments

Click Void ACH Payments to void an ACH payment that has NOT been sent as text file (NACHA) to the bank.

TRANSACTION MAINTENANCE

Tranzaction Entry

2| Fixed Expense Transaction Entry

3| Fixed Expense Processing

mnd ||| || | el [

Edit ACH Transactions
Yoid ACH Payments

Grant Allocation Report

=)

-
(E]

EANEA PP P P

—
=]

|
|
|
ACH Transaction Entry |
|
|
|
|

Return To Previous Menu

[] Show Details
AP Find

41 | Enter your selection:
Ysn: 09.06 [2/6/2018] Iday FHLW42

Only non-reconciled ACH Transactions are available for this process. When ACH transactions are created, the
program automatically ‘flags’ them as reconciled. Prior to voiding the ACH transaction it must be marked as
unreconciled in the Banking Maintenance menu. Voiding an ACH transaction allows for a paper check to be issued or
the invoice can be cancelled to remove from Accounts Payable open invoices. Complete the form for the specific ACH
Payment to be voided.

Void ACH Withdrawals

Checking Account #: 3350774093
ACH Payment Date: |9/13/2017

W |M - General

w ACH Reference #:

3931-BECK| o |F|0bert Beck

GL Posting Date: 2/22/2M8 @ ACH Date: | 9/413/2017  Amount: | $750.00 Fiscal Year:
Tran ACH Payment
Div # Reference # Code Tran # Date Amount
CATA |BEEK ‘ CP | 15748 9/13/2M7 $750.00

Total:

$750.00

Update
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Update

Click Update to complete the Void process. The following message displays.

Microsoft Access

9 Void the ACH payment now?

Yes Ma

Click yes to void payment or No to cancel.

If Yes is selected the following message displays.

Microsoft Access

0 Do you wish to cancel the invoices?

Click yes if the invoice is being cancelled or No if the invoice is not being cancelled or Cancel to return to the Void
ACH Withdrawal form. The following message displays.

Microsoft Access

o ACH payment voided,

OK

Click OK.
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If invoice has not been cancelled, it is required that in Vendor Payment Selection the Hold/Pay status is changed to
Pay when the invoice is not cancelled.

Vendor Payments
Vendor #: BECK v |F|0bert Beck All Vendors | [ ] Sort Cash Requirements By Yendor Name Pay ¥ia ACH
Yendor Name: v
Search Name: v Division: v | [+] All Divisions
Hold { Pay Status : : DuciDate
Tran Discount Dizcount -
Div # Reference # Code Due Date Date A t Invoice A t | Pay Discount
Eligible
| CATA | BECK | i]] | 9/13/.2m7 | | $0.00 | §750.00 | B -
Fized
| BECK | Fiobert Beck Expenses
[CaTh | BECK [tF [afszor | | | FEL On Account
[ BECK | Robert Back Reference #
Delete
[cara | BECK [ P | zzzeois | [ [ $780.00 [ Payments
| BECK | Fiobert Beck Hold / Pay
Status
Cash
Requirements
Retainage
Payments
Total: $0.00 | $750.00

Grant Allocation Report

Click Grant Allocation Report to display and print transaction reports for selected Grant Funding.

TRANSACTION MAINTENANCE
j Transzaction Entry | 7
ﬂ Fixed Expense Transaction Entry | 7
j Fizxed Expense Processing | ?
j ACH Transaction Entry | 7
ﬂ Edit ACH Transactions | Ky
6| Void ACH Payments |[?
j Grant Allocation Report | 7
E Return To Previous Menu | ?
1 || Enter your selection: [| Show Details
Veru 09.06 [2/6/2018] | |Iday FNLV42 AP0 Find
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Select the Funding Source, Grant # o

Display

r Check the All Grants box.

Click Display to populate the transaction on the screen.

Grant Allocation

Funding
Source

Grant # Description

F v | [2017-06-GROUNDSF

W |Gazeb0 and Bridge

v | []All Grants

Grant # Line # F‘:'!:acaall Due Date Project # Div # Reference # Amount
201706 GROUNDSF DOOLOT [2017 | 10/3/2017 [201700NEGAZEBD | CATA [SCTTet (ol | $1.95000
Src:[ F Line Item Grant #: [2017-06-GROUNDSF | award
Vendor #: |EDD?S Vendor : |Transf0r Corparation Desc: |
[2017-06-GROLNDSF [0000.07 [2017 | 10/31/2017 [2017JUNEGAZEBD | CATA [20181013 [or | wans
Src:[ F Line Item Grant #: [2017-06-GROUNDSF | award
Vendor #: |EDD?S Vendor : |Transf0r Corparation Desc: |
201706 GROUNDSF DOOQOT [2017 | 2/12/2018 |2017)UNEGAZEBD | CATA |[CM20180212 [T | [$50.00)
Src:[ F Line Item Grant #: [2017-06-GROUNDSF | award
Vendor #: |BDDD1 ] Vendor : |Drinker Biddle & Reath LLP Desc: |Shipping Charges Credit
201706 GROUNDSF DOO0OT [2017 | 2/22/2018 |2017)UNEGAZEBD | CATA |REV20180222 (&5 | 3002
Src:[ F Line Item Grant #: [2017-06-GROUNDSF | award
Vendor #: |BDDD1S Vendor : |Drinker Biddle & Reath LLP Desc: |Adiustment
I I I I I — Tm’:l $6.551.03 -
Print
Click Print to generate a report for all transactions for the selected options.
Transaction Maintenance.....continued
A/P Grant Allocation Report
Due
Date Project # Vendor # Vendor Name Diw # Reference # Descripfion Amount
Funding Source: F Federal
Grant# 2017-06-GROUNDSF Gazebo and Bridge
Activity Line Hem: 00.00.01  Fiscal Year 2017 Source: F Grant # 2017-06-GROUNDSF award
21221218 2017TJUNEGAZEBD BOO019 Drinker Biddle & Reath LLP CATA REVZ0180222 Al Adjustment 50.02
45208 2MM7JUNEGAZEBD BOOO19 Drinker Biddle & Reath LLP CATA 12855 Ol Construction $825.43
21222018 20MTJUNEGAZEBD BO0019 Drinker Biddle & Reath LLP CATA DM20180222 DM Shipping Charges Reversal 350.00
2M2/2018 2017JUNEGAZEBD BO0O01S Drinker Biddle & Reath LLP CATA CM20180212 CM  Shipping Charges Credit (350.00)
252018 201TJUNEGAZEBD Coo7Tg Transfor Comoration CATA 20180220 o §84225
1092017 201TJUNEGAZEBD Coo7g Transfor Comporation CATA SCT-Test o $1,950.00
10/31/2017 2017JUNEGAZFEBD [iliric] Transfor Comoration CATA 20181019 DI $3,333.33
Activity Line HemTotal: $6,551.03
Grant Total: $5,551.03
Funding Source Total: $5,551.03
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AP Payment Processing

Click AP Payment Processing to select transactions for payments.

ACCOUNTS PAYABLE

Print 1099 Statements

Uszer Defined Entry

j AP Tranzaction Maintenance | ?
ﬂ Modify/Add Vendor Master ?
j AP Payment Processing ?
j Banking Maintenance | ?
j Aged Tral Balance | ?
ﬂ Invoices Due Report ?
j Yendor Master Inguiry ?
g
|
0|
|

AP Setup

Subcontractor Maintenance

-
M

Mizcellaneous Codes Maintenance | ?

GL Posting Inquiry ?

Return To Previous Menu ?

EE

4 || Enter your selection: [] Show Details
Ver: 09.06 [2/6/2008] | [Idap FNLV42 AP Find

Vendor Payment Selection

Click Vendor Payment Selection to sort and select the invoices to be paid. Invoices can be selected by invoice due
date, invoices that are eligible for a discount, fixed expenses only, on account or by reference number.

PAYMENT PROCESSING

¥endor Payment Selection |
2| Print Yendor Checks |
Check Register by Date |

[ [ ond| |

-

Check Disbursement List

-3

Check Warrant Register

-

Check/oucher Inquiry

A B AP P P Y

-3

16| Return To Previouz Menu

4 || Enter your selection: [] Show Details
Vere 09.06 [2/6/2018] || day FNLW42 APO3 Find
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Vendor Payments

Vendor #: | v | All Vendors | [ | Sort Cash Requirements By Yendor Name [[]Pay Via ACH
Yendor Name: w
Search Mame: w Division: v | [+] All Divisions
Due Date

Discount
Eligible

Fized
Expenses

On Account
Reference #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Retainage
Payments

Field Name Description
Vendor # Select the vendor number from the drop-down list or enter the vendor number

To search by vendor name, select the vendor name from the drop-down list or enter the
vendor name. Once the vendor is selected, the vendor number field will populate and the
vendor name will display in the field to the right of the vendor number. This field (vendor
Vendor Name name) will be blank

To search by vendor search name, select the vendor search name from the drop-down
list or enter the vendor search name. Once the vendor is selected, the vendor number
field populates, and the vendor name will display in the field to the right of the vendor

Search Name number. This field (vendor search name) will be blank

All Vendors Click to select all vendors

Sort Cash Requirements

by Vendor Name Check the box for a vendor listing in name order rather than vendor number order

Check the box to process vendors being paid via ACH. Only invoices for those vendors
set up as ACH recipients will be listed when this box is checked. This feature can be

Pay Via ACH used to process all electronic withdrawals paid to a vendor

Select the A/P division from the drop-down list to process payments for one division at a
Division time
All Divisions Click to select all A/P divisions

Invoice selection can be done by Due Date, by Discount Eligible only, by Fixed Expense only, by Retainage Payments
only or by Reference Number only. Note: all vendors to be paid with checks must be done separately from ACH
vendors. If the Pay Via ACH is not checked, the system only looks for “checks” vendors. If checked, only vendors with
ACH indicated on their Master will be returned.

Due Date

Click Due Date to select all invoices to be paid by the invoice due date the following prompt displays. This can be for
a single vendor or all vendors.
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Vendor Payments

Yendor #: \ | All Vendors | [ Sort Cash Requirements By Yendor Mame []Pay ¥ia ACH
Vendor Name: w
Search Name: v Division: v | [+] All Divisions
Due Date
Discount
Eligible
Fized
Expenses

Reference #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Retainage
Papments

Microsoft Access

9 Select Invoices By Due Date?

Click Yes to continue or No to cancel. If Yes is selected, the Due Date field will now be available. Select the invoice

due date from the drop-down list. All invoices with a due date equal to or prior to this date will be selected for
payment.

Vendor Payments

Vendor #:

v | All Yendors | [ | Sort Cash Requirements By Yendor Name [] Pay Via ACH
Yendor Hame: " Due Date
Search Name: v v | Division: v | [v] All Divisions

10152017 A

104167207

152017 Due,Dale

118/2m7 Dizcount

11/4/2m7 Eligible

ns2zzmy

1142842017 Fixed

1142942017 Expenses

1242f2m7

12/28/2M7 On Account

2A12/2m8

21972015 Reference #

2/22/2ma

372018 LN

a/2e/2me

4/5/2018 L2 Hold / Pay

Status
Cash
Requirements

Retainage
Payments

Once the due date is selected from the drop-down list, the following prompt displays.
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Payment Processing... continued

Microsoft Access

0 Select all Invoices due by 4/5/2018

Click Yes to continue or No to cancel.
Vendor Payments
Yendor #: ™ | All Vendors | [ | Sort Cash Requirements By Yendor Name [] Pay ¥ia ACH
Yendor Name: v Due Date
Search Name: W | (44572018 w | Division: v | [ All Divisions
Cash Requirements Print . -] |REeibate
Tran t D t Invoi Retainage  Payment Vendor Cash -
Div # Reference # Code Due Date Date A t A t A t A t Total Required Dé’:i‘;‘i’;'l':
> | cata [1212 [T ETCEE [ | #5000 | $000 | #5000 [ #15000 | $150.00
|EUDU1 |Lowa's Horne Centers, Inc ["JACH Payment [ |ACH Prenctification [ | Print On Separate Check £ Fixed
xpenses
Project #: Subcontractors
On A
[CaTa” [Monthly-0001 FE  [10/15/2017 | [ [ #0000 | $000 [ #10000 [ #0000 | $250.00 e 5
[EE] [Drinker Biddie & Freath LLF [ ]ACH Payment [ ]ACH Prenotification [ | Print On Separate Check elerence
Project i Subcontractors P[a):r::al:ls
[cara [cMameoz1z SO RSN [ [ ($50.00) | $0.00 | ($50.00) | $50.00 | $200.00 Hold / Pay
|EUDU1 E] |Drinker Biddle & Reath LLP DAEH Payment DAEH Prenotification |:| Print On Separate Check Status
Project #: |2017JUNEGAZERD Subcontractors Tt
o
[cata [oMaotenzzz DM [ 2/z2/2018 [ [ 45000 | $0.00 | $50.00 [ 410000 | $250.00 et
|EUDU1 El |Drinker Biddle & Reath LLP [ JACH Payment [ |ACH Prenctification [ | Print On Separate Check Hetainage
Payments
Project #: |2017JUNEGAZEED Subcontractors
[ cata [REVZ0TB0222 Al | 2/zzema| [ [ $002 | $0.00 | $002 [ #0002 | $250.02
[NNTE] Dririker Biddle & Reath LLP [ 1ACH Payment [ |ACH Prenotification [ | Print On Separate Check -

Discount Eligible

Click Discount Eligible to select only invoices that are eligible for a discount, the following prompt displays.

Vendor Payments

Vendor #: = |
Vendor Hame: =
Search Name: v

All Vendors | [] Soit Cash Requirements By Yendor Name

[]Pay ¥ia ACH

Division: o |

All Divisions

Due Date

Discount
Eligible

Fized
Expenszes

On Account
Reference

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Retainage
Payments
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Microsoft Access

9 Select Discount Eligible Invoices?

Click Yes to continue or No to cancel.

If payments already have been selected, the follow message will display.

Microsoft Access

9 Erase existing payments?

Click Yes to continue or No to cancel.

Note: If invoices are selected by due date, any Discount Eligible invoices eligible for payment will be included in the
list. Itis not necessary to run the Discount Eligible separately.

Fixed Expenses

Click Fixed Expenses to select only fixed expense invoices, the following prompt displays.

Vendor Payments

Yendor #:

w | All Vendors | [] Sort Cash Requirements By Yendor Name []Pay ¥ia ACH
Vendor Name: w
Search Name: v Division: v | [+] All Divisions
Due Date
Discount
Eligible
Fixed
Expenses

Reference #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Retainage
Payments
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Microsoft Access

9 Select Fixed Expense Invoices?

Click Yes to continue, No to cancel.

Note: If invoices are selected by due date, any Fixed Expense invoices eligible for payment will be included in the list.
It is not necessary to run the Fixed Expenses separately.

On Account

Enter or select Vendor from drop-down option.

Vendor Payments

Vendor #:

" | All Vendors | [ | Sort Cash Requirements By Yendor Name [ Pay Via ACH

Yendor Name: v

Search Name: ™ Division: " | [v] All Divisions

Due Date

Discount
Eligible

Fixed
Expenses

eference

Delete
Papments

Hold / Pay
Status

Cash
Regquirements

Retainage
Papments

Click On Account to select invoices for partial payment, the following prompt displays.

Microsoft Access

9 Select On Account Payments?

If Yes is selected, the following prompt displays.
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Microsoft Access

Balance = §330.02
Continue?

@

If Yes is selected, the following prompt displays. Enter the amount of the payment

Cancel

Microsoft Access

Enter payment amount

200.00|

Click OK to continue or Cancel to cancel. The following message displays.

Microsoft Access

Wendor Balance = §350.02

Payment amount of 5200.00

Will be applied to the oldest invoices first
Continue?

®

Yes

Please note that the payment amount will go to the OLDEST invoice when using this option. If Yes is selected, the

cash requirements for this vendor will display.

Vendor Payments

Project #: |2017JUNEGAZEBD

Subcontractors

Yendor #: BOO01S | |DrinKer Biddle & Reath LLF All Vendors | [ | Sort Cash Requirements By Yendor Name [] Pap Yia ACH
Vendor Name: v
Search Name: v Division: v | All Divisions
Cash Requirements Print : 5 - Due Date
Tran Discount Discount Invoice Retainage  Payment Vendor Cash -
Div # Heference # Code Due Date Date Amount A t A t A t Total Required DE?P‘?I)“IN
igible
¥ ([CaTa [Monthiy-0001 [ FE [10775/2017 | \ [ s0000 | 5000 [ 10000 | 10000 | $100.00
(EOINIE] |Dvinker Biddle & Reath LLP []ACH Payment [ ]ACH Prenotification [ | Print On Separate Check E:f;;:es
Project i: Subcontractors
CATA [CM20180212 IR EEEE ($50.00) | $0.00 (450.00) | 45000 | $50.00 e T
[o00T3 [Diinker Biddie & Reath LLF [JACH Payment [ ]ACH Prenotification [ ] Print On Separate Check eletence
Project #: | 2017JUNEGAZEED Subcontractors P[a):r:]il:ls
CATA [DM20180222 [ DM | 2rz22ma] [ [ $50.00 | $0.00 | 45000 | 10000 | $100.00 Hold 7 Pay
|BDUD1 ] |Drinker Biddle & Reath LLP [[JACH Papment [ |ACH Prenctification [ | Print On Separate Check Status
Pioject #: |2017JUNEGAZEED Subcontractors Cash
CATA [REV20180222 [ a0 | 2r2aems| $0.02 | $0.00 $0.02 | $10002 | $100.02 o t
|BEIEIEI1 9 |Dr|nker Biddle & Reath LLP ["JACH Payment [ |ACH Prenotification [ | Print On Separate Check Retainage
Payments
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Reference #

Enter or select a vendor from drop-down options.

Click Reference # to select only the invoices based on a specific reference number; the following message will

appear.

Vendor Payments

Vendor # B00019 | |Dnnka| Biddle & Reath LLP
Vendor Name: w

Search Name: v

All Vendors | [ | Sort Cash Requirements By Yendor Name

Division: vl

[]Pap ¥ia ACH

All Divisions

Due Date

Discount
Eligible

Fized
Expenszes

On Account
Reference #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Retainage
Payments

Note: In order to select invoices by a specific reference number, a vendor must be selected first.

Microsoft Access

g Select By Individual Reference #7

Click Yes to continue or No to cancel. If Yes is selected, the cash requirements for this vendor will display.

Vendor Payments

Project #: |2017JUNEGAZEED

Subcontractors

Vendor #: BOOMS | |Drinker Biddle & Reath LLP All Vendors | [ Sort Cash Requirements By Vendor Name [] Pap Via ACH
Yendor Name: ™
Search Name: v Division: w | [] All Divisions
Cash Requirements Print . A e Due Date
ran Discount Discount Invoice Retainage Payment Vendor Cash _
Div # Reference # Code Due Date Date A t A t A t A it Total Required DESIP'?I':IN
igible
4 | CATA |MDntth-DDD1 | FE |1DJ15:’2D‘I?| ‘ | $100.00 | $0.00 | $100.00 | £100.00 | $100.00
(GIIIIE] |Drrinker Binidle & Reath LLP []ACH Payment [ |ACH Prenotification [ Print On Separate Check E:;’;‘ies
Project 1 Subcontractors
On A
| CATA |CM201 a0212 | CH | 2/2/2ma | ‘ | [$50.00) | $0.00 | [$50.000 | $50.00 | $50.00
|BDUU19 |Dnnker Biddle & Reath LLP [ JACH Papment [ |ACH Prenotification [ | Print On Separate Check
. Delet
Project #: |2017JUNEGAZERD Subcontiactors o ;mi '?ls
| CATA |DM20180222 | sl | 2.-’22:’2018| ‘ | $50.00 | $0.00 | $50.00 | $100.00 | $100.00 Hold 7 Pay
|BDUU1S |DnnKer Biddle & Reath LLP ["JACH Payment [ |ACH Prenotification [ | Print On Separate Check Stalus
Project #: | 201 7JUNEGAZEED Subcontiactors Cash
| CATA |HEV2D1 Bo222 | Al | 2/22/2msa | ‘ | $0.02 | $0.00 | j0.02 | £10002 | $100.02 e
(GIIIIE] |Drrinker Binidle & Reath LLP [[]ACH Payment [ |ACH Prenatification [ | Print On Separate Check Retainage
Payments
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Subcontractors

Click Subcontractors to identify the amount being paid to a subcontractor for the selected invoice. This information is
required if tracking invoices & payments in Contract Management.

Vendor Payments

Vendor #: BO032 w ‘Safety-KIeen Systems, Inc.

Yendor Name:

All Vendors | [ ] Sort Cash Requirements By Yendor Name

¥

[]Pay Yia ACH

|BDDBB |Safety-K\ean Syztems, Inc

["]ACH Payment [ |ACH Prenotification [ | Print On Separate Check

Search Name: v Division: v | [«/] All Divisions
Cash Requirements Print . .
Tran D D Retainage Payment Vendor Cash
Div & Reference # Code Due Date Date A t A t A t A t Total Required
4 | caTa [TEST-SUBS [ D | BAs20E| | | $1250000 | $0.00 | $1250000 | $1250000 |  $12500.00

(Subcontractors :

Project #: |2015-B5CLEANING

Due Date

Discount
Eligible

Fized
Expenses

On A
Reference #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

HRetainage
Payments

The following form displays. Note: The amount of the payment equals the total amount for the selected invoice. This
amount needs to be changed to reflect the actual amount being applied to the subcontractor payment records.

~=|  FNAP_VendorPaymentSubcontractorSubForm - B
Payment -
Subcontractor # Amount
4 0000004 w |Ju:dn Street Sweeping | $12.500.00
* vl| |
Total: | $12.500.00 -
Record: M 1of1 B MR Search

Adjust the amount being paid and X out to save the changes. Note: Once this change has been made if the

Subcontactor option is selected again the system will revert back to the total

invoice amount.

~=|  FNAP_VendorPaymentSubcontractorSubForm - B
Payment .
Subcontractor # Amount
00oo00s I |Ju:dn Street Sweeping | $1.625.00
4l vl |
Total: $1.625.00 -
Record: M A |2 of 2 L]l Search
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Delete Payments

Click Delete Payments to delete all previously selected invoices. This action deletes the invoices from the payment
queue only.

Vendor Payments

Vendor #: BOD019  |u |Drinker Biddle & Reath LLF

All Vendors | [ ] Sort Cash Requirements By Yendor Name [] Pay ¥ia ACH
Vendor Name:

v
Search Name:

" Division: vl [w] All Divisions

Due Date
Discount
Eligible
Microsoft Access Fined
Expenses
If you wish to delete only specific On Account
paymentsthen you must use the cash Reference #
requirements option and select from there.,
Delete
Delete all payments for selected vendor? Papments
Hold /7 Pay
Status

HRequirements

Retainage
Payments

Click Yes to continue or No to cancel. The following message will display.

Microsoft Access

0 Completed

Click OK.

A single invoice can be deleted by clicking Cash Requirements. The form will display all invoices in the payment
gueue. To delete a specific invoice from the selection. Right Click the field to the left of the invoice to be deleted, and
press the Delete key on the keyboard. Click the Cash Requirements button to recalculate the running total.

Vendor Payments
Vendor #: [BOO013 [y, | [Drinker Biddle & Reath LLP All Vendors | [| Sort Cash Requirements By Yendor Name [] Pay ¥ia ACH
Yendor Mame: -
Search Name: w Division: " ‘ [] All Divisions
Cash Requirements Print . : Due Date
Tran Discount Discount Invoice Retainage  Payment Vendor Cash -
Div #f Reference #f Code Due Date Date Amount Amount Amount Amount Total Required DE‘“‘;?I;‘I':
CATA [CM2menziz CM | 2iz/zme| [ | ($50.00) | $0.00 | [$50.00) | ($50.00) | ($50.00)
(EE] [Drink er Biddle & Reath LLP []ACH Papment [ |ACH Prenolification [ | Print On Separate Check E“F;!:::Bs
Project #: |20 7JUNEGAZEED Subcontractors =
n
CATA |DM20180222 DM | 2/22/208 | [ | $50.00 | $0.00 | $50.00 | $0.00 | £0.00 = 5
[BO00TS [Crinker Biddie & Reath LLP [|ACH Papment [ |ACH Prenolification [ | Print On Separate Check slerence
. Delet:
Project #: |2017JUNEGAZEBD Subcontractors o ;mz :ls
CATA [REV20180222 &) | 2/zzeme| [ | $0.02 | $0.00 | $0.02 | $0.02 | £0.02 Hold / Pay
‘EUUU‘IH |Dr|nkE| Biddle & Reath LLP [[JACH Payment || ACH Prenotification [ Print On Separate Check Status
Project #: |2017JUMEGAZEBD Subcontractors =R
Requirements
Retainage
Payments
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Hold/Pay Status

Enter or select Vendor from drop-down option to review the selected Vendors transactions/payments.

Click Hold/Pay Status to change the payment status of the invoices in the queue. The following message displays.

Vendor Payments

Vendor #: BOOD13 | |D|inke| Biddle & Reath LLP

Yendor Name: “

Search Name: w

All Yendors | [ | Sort Cash Requirements By Yendor Name

Division:

V]|

[]Pay Via ACH

All Divisions

Reference

Requirements

Due Date

Discount
Eligible

Fixed
Expenses

On Account

Delete
Payments

Hold /7 Pay
Status

Cash

Retainage
Papments

Microsoft Access

6 Change Held/Pay Status?

Click Yes to continue or No to cancel. The following form displays.

To change an invoice from a Pay status to a Hold status, remove the checkmark from the box labeled Pay.
If changing hold status to pay status check the Pay box.

Vendor Payments

Vendor #: BOOONS |, |D|inker Biddle & Reath LLP

Vendor Mame: N

All Vendors [ ] Sort Cash Requirements By Yendor Name

[]Pay Via ACH

Search Name: “ Division: “ | All Divisions
Hold / Pay Status : . =
Tran Discount Discount
Div #t Reference # Code Due Date Date Amount Invoice Amount Pay
E| FiehTest o [ [ [
‘ BOO01S | Drirker Biddle & Reath LLP /
CATA | SC-Test ol ‘ 419/2017 | | $0.00 | +1.650.00
‘ BO0001S | Drirker Biddle & Reath LLP
CATA | Montly-0001 FE ‘ 1041527 | | | gronon [
‘ BOO0TS | Drrirker Biddle & Reath LLP
CATA | test Dl onsemy | | | £750.00
‘ BOOOTS | Drinker Biddle & Reath LLP
Cata | SC-Test P [y | | | [#1.65000 [
‘ BOOC01S | Drirker Biddle & Reath LLP
Total: | g0 | $1.725.45 -

0On Account

Relerence #

[ Hold 7 Pay

Status

Requirements

Due Date

Discount
Eligible

Fixed
Expenszes

Delete
Payments

Cash

Retainage
Payments
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Cash Requirements

Click Cash Requirements to view the invoices in the payment queue. If invoices are deleted from the queue click
Cash Requirements to refresh the screen and recalculate the amounts being paid and the cash required for the check

run.

If separate checks are required for one vendor, check the box labeled Print On Separate Check.

/

Vendor Payments
Vendor #: v | All Yendors | [ ] Sort Cash Requirements By ¥endor Name [[] Pay Via ACH
Yendor Name: ™
Search Name: - Division: vl| / [/] &ll Divisions
Cash Requirements Print i »|  DueDate
Tran D i Retainage Payment Vendor Cash -
Div # Reference # Code Due Date Date A X Total Required Dé::it;?hulgl
[ CaTa [201711086EE ol | 11/aen7 | [ [ $20000 | $000 | 920000 | $1.70000 | $86650.02
|CDU?9 ‘Transfur Corporation [[JACH Payment [ | ACH Prenctification [ | Print On Separate Check £ Fixed
EPENsEs
Project B: [2017NOVwaALL Subcontractors o
nA
[ CaTa [20171108CCC o[ n/eend | [ | 170000 | $000 | $1.70000 | $340000 | 98835002
- e . Reference #
|CUD?S ‘Transfur Corporation [JACH Payment [ ]ACH Prenotification [ ] Print On Separate Check
- Delet
Project #: [2017N0WVWALL Subcontractors o ;I'I'IEE :k
[ CATA [SUbTEST 1 Dl [11/29/207 [ [ #4000 | 5000 | #4000 [ $354000 | ged490.02 Hold 7 Pay
|CUU?9 ‘Transfor Corporation []ACH Payment [ | ACH Prenctification [ Print On Separate Check Status
Project B [2017NOVwWaALL Subcontractors Bt
[ caTa [TESTSUE oF [1/29207 | [ EEE $000 | $150.00 | $3,690.00 | 3sees002 :
|con7s [Transfor Corporation [[JACH Payment [ ]ACH Pienctification [ | Print On Separate Checl Retainage
Payments
Project B: [2017NOVwWALL Subcontractors
-

If this print option is used, carefully review the checks on screen prior to printing to verify that the invoices are being
applied to separate checks correctly. A separate check will be issued for a vendor each time a checkmark is found in

the Print on Separate Check field.

Retainage Payments

Click the Retainage Payments button to select all Invoices that have been paid with retainage amounts remaining.

Vendor Payments

Vendor #: wl|
Yendor Name: v
Search Name: v

All Vendors | [ | Sort Cash Requirements By Vendor Mame

Division: vl

[[] Pap Via ACH

All Divisions

Due Date

Discount
Eligible

Fixed
Expenses

On Account
Reference #

Delete
Payments

Hold / Pay
Status

Cash
Requirements

Retainage
Payments
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Microsoft Access

9 Select all Invoices with retainage.

Click Yes to continue or No to cancel. Only those invoices that have been flagged with retainage will populate.

Vendor Payments

Vendor #: " | All Vendorg | [] Sort Cash Requirements By Yendor Name []Pay Via ACH
Vendor Name: w
Search Name: ™ Division: v | [] All Divisions
Cash Requirements Print < | [Cueinats
Tran Retainage Payment Vendor Cash .
Div # Reference # Code Due Date Date Amount Total Reguired Dé!:it;li];:l
[CaTA [DMamianzzz DM | 2/z2/2018] [ [ 45000 | 6000 | #5000 | §25000 | 440000
[Boo0Ts [Drinker Biddle & Feath LLP []ACH Payment [ |ACH Prenctification [ ] Print Dn Separate Check z Fixed
XPENSEs
Project #: [2017JUNEGAZERD Subcontractors ona
n £
[CaTA [REvZDTa0z22 &) [ 2/zz2ms| [ [ 00z [ s000 [ s00z [ 25002 [ 40002 = =
[BO0073 [Drinker Biddlle & Fieath LLP [ ]ACH Payment [ ]ACH Prenctification [ ] Print On Separate Check elerence
Project #: [2017JUNEGAZERD Subcontractors PE:[::::‘S
[cata [zoi71i0z Dl [11/zz72007 | [ [ 475000 | $000 | $750.00 | §7o000 | $1150.02 Hold 7 Pay
|BUUU? |C\ark Auto Equipment ["JACH Payment | |ACH Prenctification [ | Print On Separate Check Status
Project #: | 2016 PROJECT Subcontractors Cash
ho
[CaTa [20171102 Dl [ 1z/z2m7 | [ | 3380000 | $000 | $380000 | $380000 |  $4350.02 bt
|BDD1? |Nitlany Office Equipment Inc ["JACH Payment | |ACH Prenctification [ | Print On Separate Check Retainage
P. t
Project #: 201601 Subcontractors =Ll
[ CaTA [20180205 N EEGE] [ | $75.00000 | $0.00 [ $75.000.00 | §7880000 |  $79.350.02

Print on Separate Check

When invoices need to be paid on separate checks the Print on Separate Check box needs to be checked. Now, the
system will look at the invoices in numerical order. In the example below customer has 5 invoices, and they want to
pay the first invoice 20180607 09 on check #1 and the remaining invoices need to be paid on check #2.

Vendor Payments

[EE]

|HL& Technolooy, LLC

[ JACH Payment [ ACH Prenotification

[ Print On Separate Check

Vendor #: BO013 W | All Yendors | [] Sort Cash Requitements By Yendor Name [[] Pay Via ACH
Yendor Name: v Due Date ys
Search Name: v | 78208 v | Division: vl / [w] All Divisions
Cash Requirements Print DueDale
. ran Retainage Paym ndor Cash -
Div # Relerence # Code Due Date Date Amount Amount Amount Am Total Required Dé‘“(;?:l:l
| CATA |2I]'I 80607 09 | o} | FAr2ma | | 333333 | $0.00 33.33 $333.33
|BDD1S |F|iller Technology, LLC ["JACH Payment [ |ACH Prenotification Print OgfSeparate Check E Fixed
xpenses
Project #: Subcontractors
On A it
| CATA |201 80603 01 | o] | F/8/2ma | | | $100.00 | $0.00 ‘ ‘DD.DD | $433.33 | $433.33
- P - Relerence #
|BDD19 |H|tter Technalogy, LLC [CJACH Payment [ ] ACH Prenotification Print On Separate Check
Project #: Subcontractors P[a):nlﬁ::ls
»|[CaTA [20180608 02 [or [ 7o [ [[ s777m0 | $000 [ 77700 [ 121033 [ $1.21033 Hold 7 Pay
|BDD19 |Hitter Technalogy, LLC [ JACH Papment | |ACH Prenotification | |Print On Separate Check Status
Project #: Subcontractors Cash
| caTa |20180608 03 | o | wseme| | | s22z00 | $0.00 | $22300 | $1.43333 | $1.432.33 R
|BDU18 |F|itter Technology, LLC ["JACH Payment [ ACH Prenotification || Print On Separate Check Retainage
P. t
Project #: Subcontractors ayments
| CATA |2D1 80603 04 | [i]] | 7/8/2M8 | | | 420099 | $0.00 ‘ $200.99 | $1.634.32 | $1.634.32
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The user needs to check Print on Separate Check Box for both 20180607 09 and on #20180608 01.

This selection will print two checks: one for 2010607 09 and the next for the 4 remaining invoices starting with
20180608 001, ending with 20180608 04. Note: Program will look for next checked box to split payments.

In the same example above, if the user just wants to print the last invoice, they would only check Print on Separate

Check Box on the last invoice 20180608 05. This selection will create one check for invoices 20180607 09 to
20180608 04 and a separate check for invoice 20180608 05.

Print Vendor Checks

Click Print Vendor Checks to print checks for transactions selected in Vendor Payment Selection. The following form
displays

Accounts Payable Check Printing

Checking Account #: 9350774093 " Fiscal Year: 2018 .
|M - General Check Date: | 02/22/2018 @
Sort checks by vendor # Starting Check #: 632

["]Sort checks by vendor name

Check Print Format: | WRJ?

Print
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Field Name

Description

Checking Account #

Select the checking account number from the drop-down list.

Sort Checks by Vendor #

Check this box to sort the checks by vendor number.

Sort Checks by Vendor Name

Check this box to sort the checks by vendor name.

Check Print Format

Select the check print format from the drop-down list.

Fiscal Year Select the fiscal year from the drop-down list.
Defaults to the system date, but can be changed by typing in a
Check Date new date or selecting a date using the calendar feature.

Starting Check Number

Automatically populates with the next check number. This field

can be edited, if necessary.

Print

Click Print to print checks. The following message displays.

Microsoft Access

9 Is this a restart?

Click Yes if it is a restart (explained later) or No if it is not a restart or Cancel to cancel the check print run. If No
is selected, the following verification message displays.

Microsoft Access

Checking Account # 9850774093
Checks will be sorted by Vendor #
Check Date: 02/22/2018

Starting With Check #: 00009692

Continue?

Click Yes to continue or No to cancel. If Yes is selected, the following message displays alerting user the required
number of checks needed for the check run.

Microsoft Access

Checks Required: &
Continue?

© 2018 Fleet-Net Corporation

Page 125 of 174



Fleet-Net® for Windows Accounts Payable Users Guide
Payment Processing...... continued

Click Yes to continue or No to cancel. If Yes is selected the checks will display on the screen for previewing.

To send the checks to the printer. Click Print Icon on Tool Bar. When the print job finishes, the following message

displays. /

iF“JNT PREVIEW . /
e OO 9 2 B QDR ERRYE &8

Print Size  Margins Print Data Only Portrait Landscape Columns Page  Zoom One Two  More Excel Tt.axt PDF  Email More Close.Print
- - Setup - Page Pages Pages~ File orXPS - Preview

Print Page Size Page Layout Zoom Data Close Preview

Once print is completed. Click the Close Print Preview Icon. The following message displays.

Microsoft Access

0 Did the checks print correctly?

Click Yes if the checks printed correctly or No if they did not. If Yes is selected, the system will update the checks to
the General Ledger; the following message displays.

Microsoft Access

o Update Completed

Click OK.

If after previewing the checks on the screen, it is determined that the checks should not be printed at this time, use the
Windows File/Close function or click the X to close the preview screen. The following prompt displays.

Microsoft Access

9 Did the checks print correctly?
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As the checks were not sent to the printer or printed incorrectly, click No to be returned to the Accounts Payable
Check Printing Screen. No updates will be processed until Yes is selected at the prompt shown above.

If the checks were printed, and some or all of them need to be reprinted, enter the new check starting number in the
Starting Check # field.

select the Restart option.

Microsoft Access

o Is this a restart?

Click Yes to continue or Cancel to cancel. The following message displays.
Click OK to continue or Cancel to cancel. The following verification message displays.

Microsoft Access
Enter check £ for restart
Cancel

3655

Microsoft Access

Checks will be sorted by Vendor #
Check Date: 02/22/2018
Starting With Check #: 00009658

0 Checking Account #: 9850774083

Restarting With Check #: 00009635

Continue?

Click Yes to continue or No to cancel. If Yes is selected, the following message displays alerting user the required
number of checks needed for the check run.
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Microsoft Access

Checks Required: &
Continue?

Click Yes to continue or No to cancel. If Yes is selected the new checks will appear on the screen with the new
starting with check. (Refer back to page 121 for printing and updating instructions).

The spoiled checks must be manually entered into the check book in order to appear on reports. Please refer to the
manual check entry in the Checkbook Maintenance portion of this manual for details on how to enter the spoiled
checks.

Check Register By Date

Click Check Register by Date to view and/or print a check register, the following form displays.

Check Register

Checking Account #: 3550774093 v |M - General

From Check Date: &

v Thru Check Date: 2/22/2018 W

112042017
9120207
842327
214/207
847207
81,207
Aa2my
FATL2MT
705207 Print
207
7430207
742017
B/26/2017
E/13/207
EA12/207 hd

Field Name Description
Checking Account # Select the checking account number from the drop-down list.
From Check Date Select from date from the drop-down list.
Thru Check Date Select the through check date from the drop-down list.
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Print

Click Print to generate an Accounts Payable Check Register. The following message displays.

Click Yes to continue or No to cancel.

Microsoft Access

From Check Diate: 2/6/2018
Thru Check Date: 2/22/2018

Continue?

Accounts Payable Check Register
Man Discount Reference Het Payment
Check # Check Date Chk Void Div# Reference# Retainage Earned Amount Amount Amount Balance
00009690 2062018 O NewF Iyer Industries
CAT 13456 51,722.00
CAT 13456 [&1,722.00)
Statement Date: =Vided* $0.00 $0.00
00009691 21192018 [0 [ Drinker Biddle & Reath LLP
Construction CAT RE#Test 2 250.00
Statement Date: Check Totals: §2,250.00 $2,250.00
00009692 21222018 O O Lowe's Home Centers, Inc
CAT 1212 £150.00
Statement Date: Check Totals: $150.00 $2,400.00
00009683 2222018 (] [ Drinker Biddle & Reath LLP
Shipping Charges C redit CAT CM20180212 {E50.00)
Shipping Charges Reversal CAT DM20180222 £50.00
Construction CAT RE#Test £250.00
Adjustment CAT REV20180222 50.02
Statement Date: Check Totals: $250.02 $2,650.02
00009694 2222012 [ O Clark Auto E quipment
CAT 20171102 £750.00
Statement Date: Check Totals: $750.00 $3,400.02
ooo0sess 222018 [ [ wittany Office Equipment Inc.
CAT 20171102 £3,800.00
CAT 20180205 £75,000.00
Statement Date: Check Totals: 573,300.00 $82,200.02
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Check Disbursement List

Click Check Disbursement List to view and/or print a check disbursement list. The following form displays.

Check Disbursements List
Checking Account #: 9850774093 v | M - General

From Check Date: Z/6/2018 v Thiu Check Date: 2/22/2018 W

Print

Field Name

Description

Checking Account #

Select the checking account number from the drop-down list.

From Check Date

Select from check date, from the drop-down list.

Thru Check Date

Select thru check date, from the drop-down list.

Print

Click Print to generate the distribution report to be reviewed/printed. The following message displays.

Microsoft Access

From Check Date: 2/6/2018
Thru Check Date: 2/22/2018

Continue?

Click Yes to continue or No to cancel.

Accounts Payable Check Disbursement List

Checking Account £ S5507T74093 M -Gemeral
From Dat: 262013 Thru Datk: 2222018
Chack £ Chack Dak Rat# Nams A ownt Vol dad

Q0109690 262018 VIR Mew Flyer ndusiries sooo bl
00009681 219218 B00NND@ Crinker Blddle & Feam LLP $2.25000
00009682 2 R0E  BOOM Lowe's Home Cenfer, I 515000
Q0009683 2201 BO0OI9 Crinker Blddle & Feam LLP $25002
00009694 2208 B0 Clark Aulo Eculpment $750.00
00009695 m20E BOOT MRtany Oflce Eguipment Inc 37850000
Q0009636 fm20E  BO0g RRler Technalogy. LLC $5.000.00
[ala s =17= e C0ove Tersfar Comporatbn $3.690.00

Total: $90.590.02
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Check Warrant Register

Click Check Warrant Register to view and/or print a check warrant register. The following form displays.

Check Warrant Register

Checking Account #: 3850774093 v b4 - General

From Check Date: |2/6/2018 v Thru Check Date: |2/22/2018 ¥

Field Name Description
Checking Account # Select the checking account number from the drop-down list.
From Check Date Select the from date from the drop-down list.
Thru Check Date Select the through check date from the drop-down list.

Print

Click Print to generate the distribution report to be reviewed/printed. The following message displays.

Microsoft Access

From Check Date: 2/6/2018
Thru Check Date: 2/22/2018

Continue?

Click Yes to continue or No to cancel.

Accounts Payable Check Warrant Register
GL Payment
Check# Check Date Vendor#  Div# Reference# Description PO # Div# GLAccount # Amount Balance
00009690 262018 VOi3e HewFlyer Industries
CAT 13456 10000243000
200 1030150100 51,722.00
Check Totals: s0.00 s0.00
00009692 2222018 BOOO1 Lowe's Home Centers, Inc
CAT 1212 100001581000 200 1030150100 $150.00
Check Totals: $150.00 $150.00
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Check/Voucher Inquiry

Click Check/Voucher Inquiry to display or print a report of all checks/vouchers by payment date range.

Select the criteria: One vendor or All Vendors, Only ACH Payments, Print GL Distribution.

Check [ Voucher Inquiry

Vendor #: BOOMS |, |Drinker Biddle & Reath LLP

From Payment Date: |11/20/2017 |

[]All¥endors [ ]ACH Payments

Thru Payment Date: [2/22/2018 W

["] Page break on vendor #

Dizplay

Print

Display

Click Display to view on the form for the selected criteria. Double click Reference # to display the GL Distribution.

Check ! Voucher Inquiry
Vendor #: BOO01S o, |Drinker Biddie & Reath LLP [] Al Vendors [ |ACH Payments [ | Print GL Distribution
From Payment Date: [11/20/2017 W Thru Payment Date: |2/22/2018 W [] Page break on vendor #
Tran ManC  Check Yoided - -
Div # Reference # Code Check # hk Date Payment Amount Date Yoided By Display
| CATA |EM2DW 80212 | CH | ooongess [ | 2/22/208 | [450.00) | | Print
Yendor: |BDDD‘I 9 |Drinker Biddle & Reath LLF |Shipping Charges Credit
| CATA |DM2D1 80222 | DM | ooongess [ | 2/22/208 | $50.00 | |
Yendor: |BDDD‘I 9 |Drinker Biddle & Reath LLF |Shipping Charges Reversal
[CATA [REHTest [F= - _ _ =
Vendor: [E00013 IW =] FNAP_VendorMasterGLDistSubForm
[CaTa [REVZ20180222 I A/P Div: [ CATA  Reference #: [CM20180212 Tran Code: | CM
. - GL Posting
Vendor: [E00013 Diin Div # Account Description Amount Batch # Date GL Tran #
| CATA [RE#Test [| |[¥ERE [020650100 [Drinker Biddle & Reath LLP [ ($50.00] | 79 | 2/2z/2018 215385
Vendor: [B00019 'W ‘Accounts Receivable - Capital Grants - Federal
[ CATA [SC-Test Il
Vendor: [B00013 [Drir
Total:
Record: M 1of6 P oM ota [$50.00)
Record: M 1of1 M Search
[ Wan: 09.06 [2/21/2018]
Print
Click the Print to print a report for the selected criteria.
Check / Voucher Inquiry Report
Vendor BO00M1S Drinker Biddle & Reath LLP
Tran Man Check Voided
Div# Reference# Code Check # Chk Date Payment Amount Date Voided By Description
CATA SC-Test ol oo0esTE [ 1120207 §1,650.00
Check Date Total: §1,650.00
CATA RE#Test ol 0o0ess [ 2192018 §2,250.00 Construction
Check Date Total: §2,250.00
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Banking Maintenance

Click Banking Maintenance to setup, reconcile, enter manual checks and void checks.

ACCOUNTS PAYABLE

?

AP Tranzaction Maintenance
Modify/Add Yendor Master

7

AP Payment Processing ?

Aged Tnal Balance

Invoices Due Report

Banking Maintenance | 7

Yendor Master Inquiry
Print 1099 Statements ?
User Defined Entry ?

Mizcellaneous Codez Maintenance
AP Setup

Subcontractor Maintenance

GL Posting Inquiry

Return To Previous Menu

EXEAEEYE PP EY EA PSP N

)

4 | Enter your selection: [] Show Details

Vor: 09.05 [2/6/2018] || Iday FNLY42 &P Find

Set Up Checking Accounts

Click Setup Checking Accounts from the menu, the following form displays.

BANKING MAINTENANCE

Checkbook Maintenance

=

3| Manual Check Entry

¥oid Check Entry

5| Checkbook Adjustments

¥oid Check and GL Distribution Reports
Positive Pay Export-Customer specific
Positive Pay Export - GPT

Syncretic Invoice Import - BCT

|
2| Setup Checking Accounts |
|
|

wad| | || e | gy mng

-

Delete Closed Checking Accounts

A E AP P AP P P Y

~

Return To Previous Menu

4 | Enter your selection: [] Show Details

Vr: 09.06 [2/6/2018] | [Iday FHLv42 AP04 Find
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Checking Account Setup

Checking Account # Account Description Ii:'i?:l GL Div GL Account #

4 12345 Pazz Thiu dccount |2D‘I? v |E.-‘-\T.6 v |‘ID1DSED‘I 0l (vl | 1
9850774093 - General |2018 W |EATﬁ w |1D1D1501DD vl | 9697
9858106371 S-5tate 1513 |20'I? v |E.-’-\T.t’-‘- w |1D1D1EDSDD vl | 2
9EEII 2279 L- Local Reserves |20'I? v |C.t’-\T.t’-‘- v |'IEI1D150?DU vl | 1
9863312386 R-Commute R ezerves |20‘I? W |E.-‘-\T.6 w| [1010150600 [y | 3
Field Description

Checking Account #

Enter the bank account number.

Account Description

Enter a description for the bank account.

Fiscal Year Select the current fiscal year from the drop-down list.
GL Division Select the General Ledger division from the drop-down list.
GL Account # Select the General Ledger account number associated with this bank account.

Last Check Number

Enter the last check number used for the bank account.

Double Click Checking Account # field to open the sub-form for entering beginning bank balances. Double Click
option will also display ending balances by month once reconciliation has been performed on the selected Checking

Account.

E

FNAP_CheckingAcctSubForm
'| Period Ending Date: l—m

Ending Balance: $931.495.10  |=

Record: M

Period Ending D ate: BAAS207

1of10 L

Sear

Ending Balance: $2.078.928.03 |~

ch

_—Y

Field

Description

Period Ending Date

outside of Fleet-Net.

Enter the bank statement date of the last statement that was reconciled

Ending Balance

Enter the account balance from the last bank statement that was
reconciled outside of Fleet-Net.

Once date and balance have been entered the following confirmation message displays.

Correct?

Microsoft Access

Bank Statement Period Ending Date: 06/30/2017
Bank Statement Ending Balance: $831,495.00
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Banking Maintenance

...... continued

Click Yes to continue or No to cancel.

Close the sub-form by clicking the X in the upper right hand corner.

Checkbook Mai

ntenance

Click Checkbook Maintenance to reconcile and maintain all Checking Accounts.

BANKING MAINTENANCE

EAE A PP M AP P T

1

Checkbook Maintenance

Setup Checking Accounts

Manual Check Entry

WYoid Check Entip

Checkbook Adjustments

Yoid Check and GL Distribution Reports

Positive Pay Export-Customer specific

Positive Pay Export - GPT

Syncretic Invoice Import - BCT

Delete Closed Checking Accounts

Return To Previous Menu

Enter your selection:
W 09.06 [2/6/2018] |daw FMLW 42

-

mn| | =nd] | mn] | mmd ) f s fmmg | f s

-

=

[ ] Show Details
APD4

Find

Enter or select Checking Account # & Last Statement Date.

Checking Account - | 4093
GL Division #: [C4TA GL Account #: [1010750100

Bank Statement Reconciliation

w |M - General

Last Statement D ate:

Cash General

Check Totals

Print
5tatement

Print
Audit

Deposits/
Credits

Withdrawals/
Debits

Manual
Checks

Reconcile
Checks

Update
Checks

Balance
General
Ledger
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Banking Maintenance...... continued
Field Description
Checking Account # Select the checking account number from the drop-down list.
Last Statement Date Select last bank statement date.

Once the Last Statement Date is selected the form will populate as shown above.

Bank Statement Reconciliation

Checking Account #: 3850774033 v |M - General Last Statement Date:
GL Division #: [CATA GL Account #: |1D1 0150100 Cash General
Checkbook Beginning Balance: $831.495.00 Reconciled Checks: $725.137.56 b Check Totals
Plus Deposits/Credits: $1,934. 454 78 145 Dutstanding Checks: $1.324, 397 24 126 Print
Less Withdiawals/Debits: $3.019,160.02 263 Reconciled Withdrawals: $877 587.70 45 Btz
N . - - . Print
Checkbook Ending Balance: [$253.210.24) Outstanding Withdrawals: $92,037.22 14 Audit
Reconciled Deposits: $1.476,187.85 123 Deposits/
Outstanding Deposits: $456,266.93 22 Ciedits
Withdrawals/
Debits
Manual
Checks
Reconcile
Checks
Update
Checks
Balance
General
Ledger

Note the Checkbook Ending Balance field on this form reflects the balance as of the date the form is being viewed,
not the balance as of the date shown in the drop-down list.

If, Accounts Receivable module is being used, deposits will post to the bank reconciliation form automatically. If
Accounts Receivable is not being used, deposits and other credits to the cash accounts must be manually entered.
These transactions can be entered as they occur during the month or at the end of the month as part of the
reconciliation process.

Deposits/Credits

Click Deposits/Credits to enter deposits and/or credits to the selected Checkbook. The following form displays.

Bank Statement Reconciliation
Checking Account #: |3550774093 v |M - General Last Statement Date: E/30/20017|
GL Division #: [CATA GL Account #: ‘101 0150100 |Cash General
Reconciled Deposits: | $1.47816765 | 123 Tl “ | Check Totals
Dutstanding D eposits: | $456,266.93 ‘ 22 Print
Ref # Rec FRef Date Amount Comment Stat t
» |1D4 130 | 6/30/2017 | $29.28951 |Must match bank deposit slip Print
[0s 11 [ 7rreaiy | $75800 |ust match bank deposi sip udit
[04132133 [ 77izian7 | $2245813 |Must match bank, deposit sip prengeiel
|'IE|4 134 | Fhaszmr | 357,862 56 |Must match bank deposit ziip Withdrawals/
[0413s [ 77y | $92.951 67 [Must match bank depost shp Dbits
[104136 137 EEE 9582246 [Must match bank deposit sip M anual
[104 138 | 7rzarzm7| $33.82027 |Must match bank deposit sip Reconcile
[1047139 [ FizEr2m7 | $5190333 [Must match bank deposit sip Sl
[104 140141 ] $12.36650 |Must match bank depost sip Update
|105 40 | B/2972017 | $285.45 |HH credit card payment for 4R Balance
[1E 41 [ 7702007 | $21.30000 relype 'i::;:'
[105 42 IEEE $631.00  [Must match bank depasit sip
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Field

Description

Reconciled Deposits

Automatically populates when form is refreshed.

Outstanding Deposits

Automatically populates when form is refreshed.

Refresh Click to refresh form and populate calculated fields.
Enter a user defined reference number for manual entries. Entries
Ref # created in Accounts Receivable will display the deposit slip number.
Check this box during the reconciliation process if the transaction has
Reconciled cleared the bank.

Reference Date

the payments.

Enter the date of the transaction for manual entries. Entries created in
Accounts Receivable will display the deposit date entered when posting

Enter the amount of the deposit or credit for manual entries. Entries

Amount created in Accounts Receivable will display the amount of the deposit.
Enter a description of the transaction for manual entries. Entries
created in Accounts Receivable will display “Must match bank deposit

Comment slip.” This field can be edited.

Withdrawals/Debits

Click Withdrawals/Debits to enter manual withdrawals and/or debits to the selected checkbook. All A/P checks and

ACH Payments issued will automatically post to the checkbook. The following form displays.

Bank Statement Reconciliation
Checking Account #: 9250774033 v |M - General Last Statement Date: E/30/2017) o
GL Division #: [CATA GL Account #: |1 010150100 |Cash General
Reconciled Withdrawals: | $877 5E7. 70 | 46 et = |Check Totals
Dutstanding Withdrawals: | $92.037.22 | 14 Print
Ref # Rec Ref Date Amount Comment Payee Statement
14 |2|]T 70714 | 07142007 | $177.046.73 |AEH payroll for 0741472017 | Plin_l
|2UT Joves | 07/28/2017 | $183,952.78 |ACH payroll for 07/28/2007 | = Audlrll =
20T O [ 1073172017 | 000000 | [ Credits
[20171031D [ 073172007 | $862.32  [Miszing Withdiawl for Board of Director’ | Withdiawals/
|3?T2-\u"ﬂ1 440w | 06/29/2017 | $137.23 |AEH-1 23456 123456 |Enmcasl Cable [Downtown WiFi] :::::I
|3772-VU1 A4MT | 06/29/2017 | $10.51 |ACH-1 23486 123458 |C0mcasl Cable [Main TY] Checks
|3735-VDU?? | 06/30/2017 | $9.051.81 |ACH-1 23123 |Vantagepoint Transfer #107009 Reconcile
[3795-vz54 [ 0B/307207 | $L47464 [ACH123123 [Vartagepoint Transfer HI0465 Chocks
|3?95-VDEE3 | 0643042017 | $21.050.56 |AEH-1 23123 |Vantagepnint Transfer #107213 gﬁ::iz
|3?95-VD?4D | 06/30/2017 | $615.42 |ACH-1 23123 |Vantagepoint Transfer #705552 Balance
[795v0ga4 [ 05/30/2017 | $7E9612 [ACH1Z3123 [P State W/H Tanes [E Tides] Eg:;';,'
[3795v08a5 [ 0B/307207 | $65,391.21 |ACH 123123 [IFS - Fom 341
Field Description

Reconciled Withdrawals

Automatically populates when form is refreshed.

Outstanding Withdrawals

Automatically populates when form is refreshed.

Refresh

Click to refresh form and populate calculated fields.

Enter a user defined reference number for manual entries. Entries created
through the Accounts Payable ACH process will display a reference number that’s

Ref # comprised of the vendor number and the processing date.
Check this box during the reconciliation process if the transaction has cleared the
Reconciled bank.
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Field Description
Enter the date of the transaction for manual entries. Entries created through the
Accounts Payable ACH process will display the date that the ACH was

Reference Date processed.
Enter the amount of the withdrawal debit for manual entries. Entries created
Amount through the Accounts Payable ACH process will display the amount of the ACH.

Enter a description of the transaction for manual entries. Entries created through
the Accounts Payable ACH process will display the vendor bank routing number
Comment and bank account number. This field can be edited.

Manual Checks

Click Manual Checks to record spoiled checks that were spoiled in a check run (See the Print Vendor Checks section
in this manual). They must be manually entered in checkbook for tracking and audit purposes. Once the spoiled
checks are entered they will no longer be in the Manual Checks form, they will now be included on the list of checks to
be reconciled. Enter the spoiled checks as shown below.

Bank Statement Reconciliation
Checking Account #: 3350774033 v |M - General Last Statement D ate: B/30/2017) o
GL Division #: [CATA GL Account #: |1D1 0150100 Cazh General
Check # Check Date Amount Ref # Payee Comment
Check Totals
| 00009538 | 24224208 | $2.352.25 |2D1 86325 |Joe Jamizon |Eheck Spoiled 2/22/2018
4l [l [ [ [ [ gy it
Print
Audit
Deposits/
Credits
Withdrawals/
Debits
M anual
Checks
Reconcile
Checks
Update
Checks
Balance
General
Ledger
Field Description
Check Number Enter the check number of the spoiled check.
Check Date Enter the date the spoiled check was issued.
Amount Enter the amount of the spoiled check.
Ref # Enter a user defined reference number.
Payee Enter the payee’s name.
Comment Enter a description of the transaction.

Reconcile Checks

Click Reconcile Checks to reconcile checks to the bank statement or to locate the spoiled checks and click the
voided field to mark the checks as voided. Notice when voided is checked, the amount field is now blank. Since the
checks were reissued on a check run restart, there is no effect on the GL as the system will only post the reissued
checks to the General Ledger. Entering the spoiled checks in checkbook puts them on the register so that there will
be no gap in sequence of checks numbers on reports. The following form displays.
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Bank Statement Reconciliation
Checking Account #: 3350774033 v |M - General Last Statement Date: B/30/2017 W
GL Division #: W GL Account #: |1D1 0150100 |Eash General
Reconciled Checks: | $725137.86 | 77 SToh From Check #: v | |Reconcile ~ Check Totals
Outstanding Checks: | $1,326,749.49 | 127 Thru Check #: v Reset Print
Check # Rec Void Check Date Amount Ref # Payee Comment Statement
[oooogeaz [ [ [ 2/zz/2008] $150.00° [BO00T [Lowe's Home Centers, Inc [ Print
[ oonoseas [ [ [ 2/zz2/2ms | $250.02  [BOOC1S [Drinker Biddie & Reath LLP [ AUdi_l
[ oooogead [ [ [ 2/2z/2008] $750.00  [BO007 [Clark Auta Equipment [ c,'edi;s’
[oooosess [ [ [ zvezizmig | $78.800.00 [BOO0T7 [Mittany Office Equipment Inc. [ Withdrawals/
[ oooogeas [ [ [ 2/2z/2008] $5.000.00 [BO0TS [Fiitter Technology. LLC [ :::::I
["oooogear [ [ [ 272272008 $3E90.00 [CO079 [Transfor Corporation [ Checks
[ oooogsas [ BE [ 2/2z/2018 [2m18-6325 [Joe Jamison [Check Spoiled 2/22/2018 Reconcile
[ ooooseat [ [ [ zna200e]| $2.250.00 [BOODT09 [Drinker Biddle & Reath LLP [ Checks
[ oooosean [ EEE $000 - [Vi3E [Mevs Fiyer Industries [ Eﬁ;‘.‘;’.ﬁi
[ ooooseze [ [ [ 1172002007 | $7.000.00 [AATZ3455 [ Ao Parts [ Balance
[ooooserr ] [ [ 172072017 | $2,04663 [BOOOT [Lowe's Home Centers, Inc [ ',3_23;:':'
[ ooooseze [ [ [ 1172002007 | $1.650.00 [BOO0T09 [Drinker Biddle & Reath LLP [
Field Description
Reconciled Checks Automatically populates when form is refreshed.
Outstanding Checks Automatically populates when form is refreshed.
Refresh Click to refresh form and populate calculated fields.
Select the first sequential check that cleared the bank from the
From Check # drop-down list.
Enter the last sequential check that cleared the bank from the drop-
Thru Check # down list.
After selecting the range of sequential checks that cleared from the
Reconcile drop-down list, click reconcile (see below).
Reconciled Check this box if the check cleared your bank.
Reset Click to reset ALL checks to not reconcile.
If a check was voided or if it was the voucher portion only, this box
Voided will be checked.

When the drop-down list is used to reconcile checks in sequential order, after clicking Reconcile the following prompt
displays to confirm the selection of range of check numbers:

Microsoft Access

Reconcile Checks?

Frorm: 00001057
Thru: 00003569

Click Yes to continue or No to cancel. If Yes is selected, the following message displays.
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Microsoft Access
o Update Completed
Click OK.

The Reconciled Checks and Outstanding Checks fields are recalculated and updated.

Checking Account $#: 9250774033 MICE Genefl Last Statement D ate: B/30/2017
GL Division #: |CATA GLYAccount #: |TD1 01501 DU/ |Cash General
Reconciled Checks: TEmaeg] | o From Check #: i -
! i vl Refresh v| |Reconcile Check Totals
Dutstanding Checks: | $1.324,014.25 | & Thiu Check #: W Reset Print
Tinl
Check # Rec Void Check Date Amount Ref # Payee Comment Statement
00001057 O | 5.-"14.-"2012| $10.49 |DDVDSSD |Bridgest0neMiIeageSales | Print
. Audit
noonre2 | | 9;’24!2012| $7.50 |DDFAF| REF |TheresaGIona |
Deposits/
00007851 O [ oA zzmz| 1900 [00TOK REF [Steph Durass [ Credits
00002055 O [rivzoramz | $17.50 [20121120 [Dariel Boane | Withdrawals/
— Debits
00002339 1 | 1.-"14.-"2013| $42.00 |2D130114 |E0mmun|tyD|ver3|tyGroup |
Manual
00002975 O | 5!28!2013| $88.50 |2D130528 |F|edLineSpeedShine | Checks
00002992 O | B.-"5.-"2D13| $23.50 |2D130805 |Andreereissaty | Reconcile
= Checks
00003134 | | BJ28£2D13| $4.50 |2D130828 |AngeIaM. Hardin |
= Update
00003450 O EEEIEIEN $129.00 20130813 |Chung Kai [ Checks
00003563 O [ aazns| $41.00 20130909 [Ella Mae Kuhns [ Balance
00004840 (1 [ [ 3/z/z008 | $1760 [20140303 [Nure Ulku 25k [ ',3_23;:::'

This process can be repeated until all checks in sequential order are marked as reconciled. The checks that are not
in sequential order are more easily marked as cleared by checking the field labeled Reconciled to the right of the
check number. It is not necessary to click the Reconcile button when marking individual checks reconciled. When all
individual cleared checks are marked as reconciled, click Refresh so that the totals in the Reconciled Checks and
Outstanding Checks fields recalculate.
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Update Checks

Click Update Checks Once all items are marked as reconciled. The following message displays.
Enter the Bank Statement Period End Date. Click OK to continue or Cancel to cancel.

Microsoft Access
Please Enter Bank Statement Period Ending Date

(m/d/yyyy)
Cancel

07/31/2017 |

If OK was selected the following message displays. Enter Ending Balance from applicable date the bank statement.
Click OK to continue or Cancel to cancel.

Microsoft Access
Please Enter Bank Statement Ending Balance
Cancel

253867.23 |

If OK is selected, the following message displays.

Microsoft Access

9 This update will close the current Checkbook period

Bank Statement Period Ending Date: 07/31/2017
Bank 5taterment Ending Balance: 5253,867.23

Correct?

If the Bank Account is not in balance the following message displays.

Microsoft Access

8 Out Of Balance: 452707.07

Mo Update Allowed

Click OK to be returned to the reconciliation screen. Make any necessary corrections.
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Bank Statement Reconciliation
Checking Account #: |9850774093 w |M - Gieneral Last Statement D ate: B/30/2017
GL Division #: [CATA GL Account #: [1010150100 Cash General
Checkbook Beginning Balance: ’W Reconciled Checks: ‘ 472652085 | a7 Check Totals
Plus Deposits/Credits: | $1,934,454.78 | 145 Outstanding Checks: ‘ $1.324,014.25 | 116 Print
Less Withdrawals/Debits: | $3013,16002 | 263 Reconciled Withdrawals: [ 3677.667.70 | 4 Statement
Checkbook Ending Balance: ($253.210.24) Dutstanding Withdrawals: \ $92.037.22 | 14 :.:'d".ll
Reconciled Deposits: ‘ $1.478,187.85 | 123 Deposits/
Statement Period Ending Date: ’W Outstanding Deposits: ‘ $45E,26E.93 | 22 (Erzillis
Statement Ending Balance: ’W Willll)delgit:sals!
Plus Dutstanding D eposits: ’m Microsoft Access Manual
Less Dulstanding Checks: ’m Ehecks
Less O ding With [ s ¥y Out Of Balance: 452707.07 “E;ggﬂe
Current Balance: ($705,917.31) hadt Ne Update Allowed Update
Out OF Balance: ’W Ghecks
Balance
S

Click Update Checks enter the bank statement date and the bank balance. Once account is in balance, the following
message displays.

Bank Statement Reconciliation
Checking Account B: 3350774033 v |M - General Last Statement D ate: B/30/2017) o
GL Division #: |[CaTa GL Account #: |1 010150100 Cash General
Checkbook Beginning Balance: $831.435.00 Reconciled Checks: | $728501 54 | 102 Check Totals
Plus Deposits/Credits: | $1.334,45479 | 145 Outstanding Checks: | $1,32063355 | o Print
Less Withdrawals/Debits: | $3.019.160.02 | 263 Reconciled Withdrawals: | 4877 RET.70 | [ Statement
Checkbook Ending Balance: [$253,210.24) Outstanding Withdrawals: | $92037.22 | 14 :.:Idr:ll
Reconciled Deposits: | 41,483,827 55 | 127 Depaosits/
Statement Period Ending Date: 72017 Dutstanding Deposits: | 4450627 23 | 18 Credits
- . Withdrawals/
Statement Ending Balance: $708.833.1 Debits
Plus Outstanding Deposits: $450,627.23 Microsoft Access Manual
Less Outstanding Checks: $1.320,E33.56 Checks
i < . Reconcile
Less Outstanding Withdrawals: $92,037.22 9 Continue with update? Checks
Current Balance: [$253.210.24] Update
Checks
Balance
Yes General
Ledger

Click Yes to continue with update or No to cancel. If Yes is selected the system will update the Check Register and
the following message will display.

Microsoft Access

o Update Completed

Click OK.
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Print Statements

Click Print Statement to print the month end statement, select the month end date that was reconciled from the drop-
down list.

Checkboolk Statement REPBI’T
Checking Account: 9850774093 M - Ganarzl
Last $tatement Date: 06302017
-
E
8
-
z =
FefDat Check# Rst# == Payse/Commeant Amgunt Balancs
1M72014 00005812 20141117 [ CruangngRen 534.70 §330,932 36
V52015 00006141 20150105 O 2wang 52280 $330.909.56
112015 00006180 20150119 W] [ Mesnzn AbAyau 526.20 $330.883.36
9872015 00007187 20150908 [ nsmna Raenaren 51260 $830.870.T6
2112016 00007743 20160201 W] [ Swdb 2 Prowgapny 5170.00 $830.700.76
2222016 00007812 20160222 ] [] Pemsiwania Siate Markeling 52,394 44 §&28,306.32
5222017 00009403  VO154 & [0 AFSCME Cowncll13 513,149,958 §515,156.34
5222017 00009404  VO4GEE ] [J AFSCME Councll 13 Fair Smare F693.09 $814.453.25
5292017 00009428  WOO1Z Wl [0 Central PA Fesival of e Ars §325.00 5514.138.25
612017 00009490  VO239 W [ Central PA Converiion & 5189.00 §313.840.25
G1%2017 00009491  VOO31 Wl [0 Coleglan, inc $50.00 $313.899.25

Balance General Ledger

Click Balance General Ledger to generate a reconciliation report that balances to the General Ledger. The following
form displays.

Bank Statement Reconciliation
Checking Account #: 9850774033 v |M - General Last Statement D ate: FAA20T
GL Divigion #: |CATA GL Account #: |‘|E|‘I 0150100 |Eash General
Bank Statement Check Totals
From Date: | 07/01/2017 |gi| Thiu Date: [ 07/31/2017 |@ Statement Balance: $708,833.31 Print
Statement
Fiscal Year: | 2018 D its/Credits Dutstanding: $8.794.91 Print
Period: IW_ Checks/Debits Dutstanding: $520,087. 65 Audit
General Ledger Account Balance: [$163.093.78) Bank Balance Reconciliation: $197 54057 DE:‘:;;::"
Out Of Balance: | [$360,634.35) Print Withdrawals/
Debits
Manual
Checks
Reconcile
Checks
Update
Checks
Balance
General
Ledger
Field Description
From Date Enter the starting date as shown on the bank statement being reconciled.
Thru Date Enter the ending date as shown on the bank statement being reconciled.
Statement Balance Enter the ending balance as shown on the bank statement being reconciled.

Note: All transactions that pertain to the bank account being reconciled must have been updated in General
Ledger in order for the report to balance.
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Totals

Click Totals and all remaining fields will populate.

Bank Statement Reconciliation

Checking Account #: 9350774093 " |M - General Last Statement Date: TAA207
GL Division #: [CaTA GL Account i: |1D‘I os0100 Cash General

Bank Statement
From Date: [ 07/01/2017 [@| Thru Date: [ 07/31/2017 @ Statement Balance: [ $70883331
Fizcal Year: IW Deposits/Credits Dutstanding: Iw
Period: |1_ Checksz/Debitz Dutstanding: IW
General Ledger Account Balance: [$163,093.78) Bank Balance Reconciliation: Iw
Out OFf Balance: IW Print
Field Description
Fiscal Year Current fiscal year displays.
The account period that corresponds to the thru date entered in the
Period bank statement portion of the form displays.
General Ledger Account The ending balance for the general ledger account associated with
Balance the selected bank statement for the period shown displays.
Deposits/Credits The total amount of outstanding credits as determined in the Update
Outstanding Checks Process displays.
The total amount of outstanding debits as determined in the Update
Checks/Debits Outstanding | Checks Process displays.
The calculated total of the Statement Balance, plus Outstanding
Bank Balance Credits, less Outstanding Debits displays. This amount should
Reconciliation balance to the General Ledger Account Balance.

Print

Click Print to print the reconciliation summary report. Subsequent pages list the outstanding credits and debits.

Bank Reconciliation
Checking Account: 9350774053 M- Ganeml Last staement Dats: 7512017
Divislon: CATA Asccount £ 1010150100 Titla: Cash Geneml
From Date: O7:01/2017 Thru Date: 07312017 Bank $fEtsmant Batancs: 570883331
Fiscal Yaar: 2013 D& posits! CrediE O ulstanding: $5.794 91
Pariod: 4 iethdraw 2 is! Dsbits O uistanaing: F520 .08 65
Genaral Ladger Account Balancs: (3165093 78) Bank Balancs Reconcllafion: 3197 54057
Out 0T Batanca: [3360.634 35)
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Check Totals

Click Check Totals to generate the following screen to review totals based on the Last Statement Date selected.

Bank Statement Reconciliation

Checking Account #: 3850774033 ™ |M - General Last Statement Date: FA32m7

GL Division #: [CATA  GL Account #: [1070750100 Cash General

Checkbook Beginning Balance: ,W Reconciled Checks: | $0.00 | 0

Plus Deposits/Credits: | $480627.23 | 18 Outstanding Checks: |  $132063356 | 98

Less Withdrawals/Debits: [ 141267078 | 1 Reconciled Withdrawals: | ET| [

Checkbook Ending Balance: ,m Outstanding Withdrawals: | $92.037.22 | 13

Reconciled Deposits: | ET| 0

Dutstanding Deposits: | $480627.23 | 18

Print Audit

Click Print Audit to generate a Checkbook Transaction Audit Report.

Checkbook Transaction Audit Report
Chise il N Account; 95507 740493 M - Zeneral
Last Statemant Dats: 73102017
Cutstanding Deposits
Raf# Ref Dt Comment Amount
FBOT24 0730 THO2017  Must match bank depost slip FTAS619
Bank Denosk Summary
FB a7 7512017 Wiust match bank depost slip 3133872
Bank Deposk Summary
2 Month: 7 870491
20170919401 SHW2017  Mwust match bank depost slip F561.00
Bank Denosk Summary
2171120401 9202017 Wust match bank depost sl 3250,000.00
Eark DeposkSummary
tesl SN 42017 Grant Amount DEw Down 3300000
test 2 42017  Grant Amount DRw Down 3360000
] Month: 2 3257 461.00
123456 101 1/2017  Grant Amouwnt DEw Down 5735,000.00

Manual Check Entry

Click Manual Check Entry function to enter checks issued outside of the system. Invoice data must be entered and
updated before manual check payments can be posted. Manual check payments should be posted before selecting
invoices for payment using the accounts payable payment processing function.
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BANKING MAINTENANCE

-

Checkbook Maintenance

2| Setup Checking Accounts

Manual Check Entry

Yoid Check Entry

H| Checkbook Adjustments

Yoid Check and GL Distribution Reports

Positive Pay Export-Customer specific

Positive Pay Export - GPT

Syncretic Invoice Import - BCT

E{EI PP S AP P I Y

Delete Closed Checking Accounts

—
[=1]

Heturn To Previous Menu

| [?

4 || Enter your selection:| | [] Show Details
Ve 09,06 [2/6/2018] |day FHLV42 AP04 Find
Manual Checks  Checking Account #: 9350774053 v M - General
Yendor #: BOOO19 o |Drinker Biddle & Reath LLF
Yendor Name: w Fiscal Year: 2015 |, | Check Date: 2232ms @
Search Name: w Check #: a31q Amount:

Select
References

Diszplay
Selections

Update

Field

Description

Checking Account #

Select the checking account from the drop-down list.

Vendor

Select the vendor number from the drop-down list or enter the vendor number; OR

Vendor Name

Select the vendor name from the drop-down list or enter the vendor name; OR

Search Name

Select the vendor search name from the drop-down list or enter the vendor search
name.

Fiscal Year Select the fiscal year from the drop-down list.
Check Date Enter the issue date of the manual check.
Check Number Enter the check number of the manual check.
Amount Enter the amount of the manual check.

Display Reference

Click Display References to view all transactions available for selection. The following form displays.
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Manual Checks  Checking Account #: 9550774093 v M - General
Vendor #: BOOO19 |, |DrinkerBiddIe&F|eath LLP
Yendor Hame: w Fiscal Year: 2018 ., | Check Date: ]
Search Name: w Check #: Amount:
Tran Di: t Di: t Invoi Payment  Man
Div# Reference #  Code Due Date Date A t A t A t  chk  Check Total otk
P[CaTa [ MarualTest | DI | 2/23/2018 | [ $000 [ 33760 [ s9ws0 [ | $937.50 . -
[Cata [t EEEE [ s000 | sms0o0 | $m000 L] [ #1670 T
Update
Select Reference
Click Select References; the following message display.
Microsoft Access

e Select Reference #'s7

Click Yes to continue or No to cancel. If Yes is selected, the following prompt displays.

Microsoft Access
Yendor Balance = §1,650.00
Continue?

Click Yes to continue or No to cancel. If Yes is selected the following form displays.

Manual Checks Checking Account #: 92950774093 v | M - General
Vendor #: BOODTS |, |Dlinker Biddle & Reath LLP
VYendor Hame: v Fiscal Year: | 2012 |, | Check Date: 22328 @
Search Name: v Check #: 912 Amount:
Tran Discount Digcount Invoice Payment Man
Div # Reference # Code Due Date Date Amount Amount Amount Chk Check Total
4 || CATa | SC-Test | 5] | 9/19/2017 | $0.00 | $1,650.00 | $1.65000 [ | $1.,650.00

Select the open items paid by manual check by checking the Man Chk box.
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Manual Checks  Checking Account #: 9850774033 v M - General
VYendor #: BOODTS | . |Drinker Biddle & Reath LLP
Vendor Mame: w Fiscal ¥ear: 2012 |, | Check Date: 2eme @
Search Mame: " Check #: 9912 Amount: $1,650.00
Tran Di: t Di t Invoi Payment Man
Div# Reference # Code Due Date Date A t A t A t chk  Check Total igclect
‘9|| CaTA | SC-Test | o | 9nge2my | [ $0.00 | $1.850.00 [ $1650.00 [ $1.650.00
Dizplay
Selections
Update
Update

Click Update, to post the manual checks. If the total of the invoices selected does not balance to the amount entered
in the Amount field, the following error message displays:

Microsoft Access

o Update Manual Check Mow?

Click Yes to continue, No to cancel. If Yes is selected, the following message displays:

Microsoft Access

o Updated Completed

OK

Click OK.

Void Check Entry

Voided checks can be entered at any time during the month. You have the option of canceling the invoices also or re-
opening them for payment in the future. In a case where a check is written to the wrong vendor, the invoices can be
canceled permanently. If the check was written for the wrong amount or date, for example, the invoices can be re-opened
and chosen for payment again.

Click Void Check Entry to void checks. The following form displays.
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BANKING MAINTENANCE

Checkbook Maintenance

Setup Checking Accounts

-

Manual Check Entry

Yoid Check Entiy

~

5| Checkbook Adjustments

¥oid Check and GL Distribution Reports

Positive Pay Export-Customer specific

3-]

Positive Pay Export - GPT

-y

1| Delete Clozed Checking Accounts

any| || [ ang| | and| | my| | wng| [ ang| | =

=1}

EAET =P P P A P P

|
|
Syncretic Invoice Import - BCT |
|
|

Return To Previous Menu

41 || Enter your selection:

[] Show Details

Ver 09,06 [2/6/2018] ||Iday FNLY42 APO4 P
Voided Checks
Checking Account #: 3350774033 wl] M - General
Check #: | 00009558, | | Cerntre: County United wWayp
6L Posting Date: [ 2/23/2070 | Check Date: [ 7/17/2017 Amount: | $66.00 Fiscal Year: =
Div i Reference i E:ad':a Tran # Check Date Payment Amount Lpdate
[CaTa 07142017 [cr ] 15386 | 772007 | [$56.00)
Total: [$66.00)
Field Description
Checking Account Select the checking account from the drop-down list
Select the check to void from the drop-down list. Only checks that

Check # have not been reconciled will populate the drop-down list.
GL Posting Date Defaults to the system date. This date can be changed, if necessary.
Check Date Automatically populates based on the check number selected.
Amount Automatically populates based on the check number selected.
Div # Automatically populates based on the check number selected.
Reference # Automatically populates based on the check number selected.
Tran Code Automatically populates based on the check number selected.
Tran # Automatically populates based on the check number selected.
Check Date Automatically populates based on the check number selected.
Payment Amount Automatically populates based on the check number selected.
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Update

Click Update to void the check. The following message displays.

Microsoft Access

9 Yoid the check now?

Click Yes to continue or No to cancel.

If Yes is selected, the following message displays.

Microsoft Access

9 Do you wish to cancel the invoices?

Click Yes to cancel invoices or No to not cancel invoice or Cancel to cancel.

Click Yes to cancel the invoice. If Yes is selected the system will make the associated accounting entries (debit cash
and credit the expense account(s) associated with the invoice).

If No is selected the system will make the associated accounting entries (debit cash and credit accounts payable).

If Yes or No is selected the following messages display.

Microsoft Access

o Check Voided.

If the invoice was not cancelled, it must be flagged for payment. Go to Vendor Payment Selection, select the vendor
from the drop-down list and click Hold / Pay Status (Refer to page 117 for further instructions.) Locate the invoice(s)
associated with the voided check.
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Checkbook Adjustments

Click Checkbook Adjustments to make manual adjustments for Deposits/Credits, Withdrawal/Debits, and do

Transfers from one checking account to another.

BANKING MAINTENANCE

Checkbook Maintenance

Setup Checking Accounts

Manual Check Entiy

Yoid Check Entry

Checkbook Adjustments

¥oid Check and GL Distribution Reports

Positive Pay Export-Customer specific

Poszitive Pay Export - GPT

Syncretic Invoice Import - BCT

Delete Cloged Checking Accounts

Aeturn To Previous Menu

EAEIEA PP EAPN P I

4 | Enter your selection:
Wari 09.06 [2/6/2018] Iday FHLY42

L IR IR IR IR

=

[] Show Details

AP04 Find

Checkbook Adjustments Fiscal vear: [z013

v | Current Period: | §  Start Date: | 07/01/2017 End Date: | 06/30/2018

Checking Account #: 3350774033 W |M - General

Last Statement Date: 74314207

GL Division #: [CATA GL Account #: |1D1 0150100

Journal: | p

Cash General

Posting Date: &

Accounts Payable
AP AP
AR Accounts Receivable Deposits/
BR BR Credits
CR Cash Receipts .
F Fired Assets w'“‘[')i'gi\::kf
GEM GEM
GL General Joumal Entries
1MW Imventary Transfers
P& PFrior Period Adjustments .
FRL Pagrall Pnn_l
ROC Fe-occuring Entries Audit
WM Wehicle Maintenance
Wil work, Orders Update

Field Name Description
Fiscal Year Enter or select Fiscal Year from drop-down options.
Period The current period will display. This cannot be changed on this form.
The starting date of the selected fiscal year displays. This cannot be
Start Date changed on this form.
The ending date of the selected fiscal year displays. This cannot be
End Date changed on this form.
Select the checking account that the transaction pertains to. If the
transaction is a transfer, the account selected in this field will be the
Checking Account account that the funds are being taken from (credited).
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Field Name

Description

GL Division & Account

Defaults to the GL Division and Account assigned to the selected bank
account.

Journal

Select the subsidiary journal that the transaction will be written to.

Posting Date

Enter or select from the calendar, the GL date for the transaction.

Deposits/Credits

Click Deposits/Credits to make adjusting entries for corrections to Deposits or Credit entries.

Checkbaok Adjustments Fiscal vear: 2018 || Cunent Period: [ 5 Start Date: [ (7/01/2017 End Date: | 08/30/2018
Checking Account #: 3550774033 v | [M-General Last Statement Date: | 7/31/2017
GL Division #: ,W GL Account #: |1 010150100 Cash General
Joumnal: 4R |, | Accounts Receivable Posting Date: | 2/23/2M18 | g
Total Deposits / Adjustments: $0.00 Refresh Deposits/
Ref it Ref Date Amount Comment Div Account Credits
[#DJ201 80212 [ 2nzems g || $0.23  |Deposit Shortage CATY | (4010201219 v Wilgdrs}:also‘
ebits
] | @ | \ v v
Transfers
Print
Audit
Update
Field Name Description
Enter a user defined Reference. The Reference # entered will be populated in the
Ref # Checkbook and General Ledger.
Rec The Reconciled checkbox will automatically be checked.
Amount Enter the amount being deposited to the account selected at the top of the form.
Comment Enter a comment/description, if desired.
Select the GL Division and Account that will be credited for the transaction. Multiple
Div/Account accounts can be credited.

Withdrawals/Debits

Click Withdrawals/Debits to make adjusting entries for corrections to Withdrawls or Debit entries.

Checkbook Adjustments Fiscal Year: 2012 [.,| Current Period: [ 8 Start Date: | 07/07/2017 End Date: [ 05/30/2018
Checking Account H: 3350774033 v ‘M - General Last Statement D ate: 743207
GL Divigion #: [CATA GL Account #: |1U1 0150100 Cash General
Journal: AR w | Bcocounts Receivable Posting Date: 20230208 @
Withdrawals / Debits: $0.00 Refresh Deposits/
Ref # Ref Date Amount Comment Div Account i Credits
[ADJZ0180131 REEEE $50.00 [Bank Service Charges CATY | (5030316008 v Wilgdf}:alsf
ebits
} —
&
| | | | * < Transfers
Print
Audit
Update
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Field Name Description
Enter a user defined Reference. The Reference # entered will be populated in the
Ref # Checkbook and General Ledger.
Rec The Reconciled checkbox will automatically be checked.
Amount Enter the amount being withdrawn from the account selected at the top of the form.
Comment Enter a comment/description, if desired.
Select the GL Division and Account that will be debited for the transaction. Multiple
Div/Account accounts can be debited.
Transfers

Click Transfers to transfer funds from the selected checking account to an alternative checking account.

Checkbook Adjustments Fiscal Year: 2013 [, Cunent Period: [ 5 Start Date: [ 07/01/2017 End Date: [ 05/30/2018
Checking Account #: |3550774093 v |M - General Last Statement Date: 74314207
GL Division #: [CATA GL Account #: |1D1 maemon Cash General
Joumnal: AR || |Accounts Receivable Posting Date: |  2/23/2018 | g
Total Transfer Amount: $0.00 Refresh Deposits/
Ref # Ref Date Amount Comment Xfer To Checking Account # Credits
[2m&0T3 [ vsene (g || $100,000.00  [1/30/2018 Payroll 9865511571 v Wi"[-)dlg}:alsf
ebits
dl | @ || | v
Transfers
Print
Audit
Update
Field Name Description
Enter a user defined Reference. The Reference # entered will be populated in the
Ref # Checkbook and General Ledger.
The Reconciled checkbox will automatically be checked. The box can be
unchecked. Leaving it checked on this form will flag it as cleared when processing
Rec the bank statement reconciliation.
Amount Enter the amount being transferred from the account selected at the top of the form.
Comment Enter a comment/description, if desired.
Xfer To Checking Account # | Select the bank that the money is being transferred to.

Print Audit

Click Print Audit to generate reports for reviewing/printing before executing the update to the General Ledger.

Checkbook Adjustments Audit Report
Checking Account# 5850774053 M - Geneml Div & CATA GL Account#: 1010120100
Joumal: AR Posting Diate: 2232018
Deposits/Credits
Reference # Rec Date Div GL Account # To Checking Account # Amourt Comment
ADJIS0HZ [0 21220128 CATA 01020213 3023 Deposit Shorage
Total: 3023
Transfers
Reference # Rec Dat Div GL Account # To Checking Account # Amount Comment
20180131 O 1312018 CATA 010150500 5855511571 $100,00000 3D2018 Paywil
Total: $100,000.00
Withdrawal siDebits
Reference # Rec Date Div GL Account # To Cheching Account # Amount Comment
ADJD1E0131 O 1312018 CATA 5030216008 $5000 Bank Senice Charges
Total: $50.00
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Update

Click Update to update the adjustment entries to the Checkbook & General Ledger.

Microsoft Access

9 Update Checkbook and GL Journal?

Click Yes to continue or No to cancel.

When update is completed the following message displays.

Microsoft Access

o Update Completed
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Aged Trial Balance

Click Aged Trial Balance to generate list of vendors with balances due and to compare to the General Ledger
Accounts Payable account balance. The following form displays.

ACCOUNTS FPAYABLE
J AP Tranzaction Maintenance | ?
_ 2| Modity/Add Vendor Master |[7
j AP Payment Processing | Ky
j Banking Maintenance | 7
j Aged Trial Balance | 7
ﬂ In¥oices Due Report | ?
j Yendor Master Inquiry | Ky
ﬂ Print 1099 Statements | ¥
ﬂ User Defined Entry | 7
ﬂ Mizcellaneous Codes Maintenance | 7
11| AP Setup ?
E Subcontractor Maintenance ?
ﬂ GL Posting Inquiry | 7
E Return To Previous Menu | 7
4 | Enter your selection: [[] Show Details
Var 09.06 [2/6/2018] | |Iday FNLY42 AP I
Aged Trial Balance
All Yendors  Transactions Thru D ate: li o
Vendor i v | Al Yendors
Yendor Name: W
Search Name: “
Usze Due Date For Aging Include Retainage
[JUse Invoice Date For Aging []Only Retainage Print
Field Description
All Vendors Check this box to run a report for all vendors.
Vendor # Select the vendor number from the drop-down list or enter the vendor number; OR
Vendor Name Select the vendor name from the drop-down list or enter the vendor name; OR
Search Name Select the vendor search name from the drop-down list or enter the vendor search
name.
Transactions Thru Date Enter the ending date for the trial balance report.
Use Due Date for Aging Check this box to use the invoice due date for aging purposes.
Use Invoice Date for Aging Check this box to use the invoice date for aging purposes.
Include Retainage Select to include retainage amounts on the aged trial balance.
Only Retainage Select to only print the aged trial balance for retainage.
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Print

Click Print the following message displays.

Microsoft Access

Transactions thru 02/28/2018
Aging Date 02/28/2018

Aged by Invoice Date

Print Report Mow?

Click Yes to continue or No to cancel. If Yes is selected the following report displays.

Accounts Payable Aged Trial Balance Report Includes Retainage

Transactiens ThruDate: 228/2018 Aged By Invoice Date Oer Crver Over
Tran Imvoice Due Discount 30 60 %0 Total
Diiv # Reference # Code Pay Date Date Eamed Current Days Days Days Due
AA AutoParts AR1ZMIE
CATA st o Yes IVI2ZAIT 1022017 $0.00 $500.00
Vendor Totals: $0.00 000 .00 0.00 $500.00 $E00000
0.00% 0.00% 0.00% 00.00%
Centre County United Way
CATA OT142N7 o 4207 $0.00 800
CATA 07142007 cP 2017 2T $0.00 (306000
CATA 07142017 CP Mo 2232018 T2VIME $0.00 6600
Vendor Totals: $0.00 3000 50.00 $0.00 800 06,00
000 0.00% 0.00% LiTiie
Clark AutoEquipment BODOT
CATA st o Yes  IOVIEADIT WE2NT $0.00 $750.00
Vendor Totals: $0.00 000 .00 0.00 750,00 TS0000
0.00% 0.00% 0.00% 00.00%
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Invoices Due Report

Click Invoices Due Report to identify all invoices due through a specified date. Only those invoices with a pay status
will be listed on the report.

ACCOUNTS PAYABLE

j AP Transaction Maintenance
ﬂ Modify/Add Vendor Master

=

| | =

3| AP Payment Processing

-

4| Banking Maintenance

=

5| Aged Trial Balance

=

&| Invoices Due Heport

|
|
|
|
|
|
7| ¥endor Master Inquiry |
&| Print 1093 Statements |
|
|
|
|
|
|

=) | =

-

User Defined Entry

Mizcellaneous Codes Maintenance

b
5
w
o
£
=

Subcontractor Maintenance

GL Posting Inquiry

EAEHEI S PP S EE P PY

=1

Return To Previous Menu

4 | Enter vour selection: [] Show Details

Vs 09.06 [2/6/2018] | [Iday FNLV42 &P Find

Enter or select from calendar icon the Due Date.

Invoices Due Report

Due Date: 02/20/2020 Print

[ | Include Invoices On Hold

Field Description

Include Invoices On Hold Check this box to include invoices that have been flagged as ‘On Hold’ on the report
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Print

Click Print to generate the report for review/print. The following message displays.

Click Yes to continue or No to cancel. If Yes is selected the following message displays.

Click Yes to continue or No to cancel. If Yes is selected, the following report displays.

Microsoft Access

Print invoices due thru 02/26/2018
Continue?

(2]

Yes

Microsoft Access

Balance = 511,081.35
Continue?

®

Yes

Accounts Payable Invoices Due Report
AA AutoParts HRA123456
Tran Imvoice Due Discount Discount
Div# Reference # Description Code Trmn# Pay Date Date Date Amount Amount Due
CATA test Dl 16786 Yes 1012207 10A22007 350000
Vendor Totals: 350000
ABC Bus, Inc. Vo080
Tran Imvoice Due Discount Discount
Div & Reference # Description Code Trn# Fay Diate Date DOate Amourt Amount Due
CATA FASTA1ZZTIS mainenance supplies Dl 10070 Yes 1031206 11202016 36521
CATA PASTA1IZTIE Incorect wendor invouoe M 12880 Mo 3Z32DIT 3232007 (38921)
Vendor Totals: 3000
Clark Auto Equipment BO0OT
Tran Imvoice Due Discount Discount
Div# Reference # Description Code Trn# Pay Date Date Date Amournt Amount Due
CATA test Dl 16767 “Yes 101&2NT 1U5E0TT 375000
Vendor Totals: 375000
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Vendor Master Inquiry

Click Vendor Master Inquiry to view vendor information. No changes can be made to the vendor information in this
view. (Refer to page 33 of explanation on all the selections).

ACCOUNTS PAYABLE
J AP Transaction Maintenance | ?
_ 2| Modify/Add Vendor Master | [?
j AP Payment Processing | ?
j Banking Maintenance | ?
ﬂ Aged Tnal Balance | 7
ﬂ Invoices Due Report | ?
j VYendor Master Inquiry | 7
ﬂ Print 1099 Statements | ?
ﬂ User Defined Entry | 7
ﬂ Mizcellaneous Codes Maintenance | ?
11| AP Setup | [?
E Subcontractor Maintenance | ?
ﬂ GL Posting Inquiry | ?
E FReturn To Previous Menu | ?
41 || Enter your selection: [] Show Details
Ven: 09.06 [2/6/2018] | Iday FNLV42 4P P
Vendor Master Inquiry
Vendor # 16 E ‘ Bus Stopper LLC [ ] Show Inactive Vendors
Vendor Name: zl
Search Name: E
Vendor # 16 [ Inactive 1099 Name Control: ’— Customer Account #: ‘ Master
Name: Bus Stopper LLC Type Of Goods: BUS STOP SIGNS Notes
DBA Name: Bus Stopper LLC Type Of DBE: []sBE Purchases
Search Name: Bus Stopper LLC DBE Certificate #: [— Invoices
Address Line 1: P.O. Box 483 DBE Cert Expiration Date: ’7 Payments
Address Line 2: | Tax Id: Type of TIN: | AllTrans |
Attention: Sales Tax %: 000 Purchase Disc %: 0.00 [P 25
City/State/Zip: KAYSVILLE UT  [B4037- Type Of 1099: Amount Code: [] Print 1099 Totals
E-Mail: jake@busstopper.com Owner Name: Lo
Phone: (435) 565-1338 Ext: | Fax: | []PayVia ACH [ |ACH Prenotification
%I'erms: NET 10 Net Due Days: W Payment Disc Days: '7 Payment Disc %: [7
Created: | 1/4/2019 8:36:22 AM  [jarrod.hampshire |FNAP_VendorMasterForm
Updated: | 17412019 8:38:49 AM  [jarrod hampshire |FNAP_VendorMasterSubFom
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Print 1099 Statements

Click Print 1099 Statements to print 1099 statements for all vendors or a specific vendor based on criteria set up in

the vendor master form.

1099 Misc Forms

Vendor #:
Vendor Name:

Search Name:

Type OF 1099: |4

v

#All Vendors |

v |[1033-MISC

Payment Year: 2017

Transmission #:

w

Create
Payee's

Edit
Payee's

Reports

Electronic
Filing
Transmitter
Setup

Delete
Payee's

Clone
Payee's

Field

Description

Vendor #

Select the vendor number from the drop-down list or enter the vendor number;

OR

Vendor Name

Select the vendor name from the drop-down list or enter the vendor name; OR

Search Name

Select the vendor search name from the drop-down list or enter the vendor
search name.

All Vendors

Check this box to run a report for all vendors.

1099 Print Format

Select the print format from the drop-down list. Currently Option A.

Payment Year

Select the year from the drop-down list.

Transmitter Setup

Click Transmitter Setup to define the required field for printing and submitting 1099'’s to the IRS via FIRE.

(IRS Publication 1220)

1099 Misc Forms

Vendor #:

Yendor Name:

Search Name:

W

All Yendors

Type OF 1099: v

Payment Year:

Transmission #:

.

Setup Transmitter

Create

Transmitter TIN: (33333339

Transmitter Control Code:

Last Filing Indicator: ’—

Company Name: |F|apid Transit

Company Continuation: |

Company Address: |1234 Main Street

Company Citp/State/Zip: |LAS WEGAS

o [N [aa147-

Contact Name: [Susie Smith

Contact Phone #/E xt: |[701) 933-9333

Contact Email: |ssm|lh@rap|dt|ans|t com

Payer Name Control:

Combined Federal/State Filing: ’—

—

Yendor Indicator: v |,

Software Yendor Name: |F|eel-Net Carporation

Yendor Address: |S‘I 83 Flamingo, Suite 110

Vendor City/State/Zip: |LAS WEGAS

w! [NV | [BT47-

Yendor Contact: |Elive Hewel

Yendor Phone #/Ext: |[F00) 253-2762

—

Path To File: |c:\2D1 053,

Payee's

Edit
Payee's

Reports

Electronic
Filing

Transmitter
Setup
Delete

Payee's

Clone
Payee's
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Print 1099 Statements...... continued

If the 1096 and 1099’s will be submitted by mail, complete the top section of the form as shown above and detailed

below.
Max Field
Field Name Size Field Type Description

Transmitter TIN 9 Numeric Enter the transit’s EIN.
Transmitter If filing electronically, the transit must apply for a TCC code with
Control Code 3 Alpha/Numeric | the IRS. If mailing the forms, this field can be left blank.
Last Filing If filing electronically and this is the last year that the payer and
Indicator 1 TIN will file information returns enter a 1, otherwise leave blank.
Company Name 40 Alpha/Numeric | Enter the full name of the Transit.

Used for electronic filing only. Refer to IRS Publication 1220 for
Payer 4 Alpha/Numeric | information on determining the correct Name Control Code.
Company If the full name did not fit in the field above, enter the remaining
Continuation 40 Alpha/Numeric | information in this field.
Combined
Federal/State Used for electronic filing only. Refer to IRS Publication 1220 for
Filing 1 Numeric information on the correct CF/SF code.
Company
Address 40 Alpha/Numeric | Enter the street address of the transit.
City 40 Alpha/Numeric | Enter the city.
State 2 Alpha Select the State code from the drop-down list.
Zip Code 10 Numeric Enter the Zip Code.

Enter the name of the person that the IRS would contact with
Contact Name 40 Alpha/Numeric | questions.
Contact
Phone/Ext 14 Numeric Enter the phone number of the contact person.
Contact Email 50 Alpha/Numeric | Enter the email address of the contact person.

If the 1096 and 1099’s will be submitted by electronically, complete the top and bottom sections of the form as shown
above and detailed below.

Max Field
Field Name Size Field Type Description
Select V' from the drop-down to indicate that the software was
Vendor Indicator 1 Alpha purchased from a Vendor.
Software Vendor
Name 40 Alpha/Numeric | Enter Fleet-Net Corporation
Vendor Address 40 Alpha/Numeric | Enter 9183 W Flamingo, Suite 110
Vendor City 40 Alpha/Numeric | Enter Las Vegas
State 2 Alpha Select NV code from the drop-down list
Zip Code 10 Numeric Enter 89147
Vendor Contact 40 Alpha/Numeric | Enter Clive Newell
Vendor Phone 14 Numeric Enter 800-258-2762
Enter the path to the location where the electronic file will be
Path To File 100 Alpha/Numeric | exported.
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Print 1099 Statements...... continued

Create Payee’s

Select All Vendors, Type of 1099, A or NE and payment year. Click Create Payee’s to generate a set of records to
be submitted electronically. The following message displays.

Microsoft Access

Continue?

tes

A new set of records for payroll year 2020
will be created with transmission # 3.

Click Yes to continue or No to cancel. Once completed the following message displays. Repeat if another Type of
1099 is needed, which will create a second transmission #.

Edit Payee’s

Microsoft Access .

o Completed.

Click Edit Payees to make changes to any Vendor’s populated data that have been selected to receive 1099’s. The
following form displays.

Payment
Year

Tx# Vendor# HRetun#f

Original

Cormrected

2m7

a [w0173 v 1

Return Type: |4 [, |« |1DSS-MISE
TIM: |75-2836627

Payee Name: |Hydr0tex, Ltd.

Mame Control:

Amount: |? w (| $2.489.69

[ a7

g [wozos [y 1

Return Type: & [, | of |1099-M|SC
TIN: |23-2108173

Payee Mame: |HKL, LLP

Mame Control:

Amount: |? - (| $12.600.00

2m7

g [+/0436 W 1

Return Type: & [, |« |1DSS-MISE

TIN: |54-1437463

Payee Mame: |FirstS ource Solutions

Name Control:

Amount: |? W (| $2,030.20

[ 017

] [v0473 vl 1

Return Type: |4 [, [« | [1093MISC

Totals: $2.207,227.35
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Print 1099 Statements...... continued
Max Field

Field Name Size Field Type Description

Payment Year 4 Numeric Auto-populates based on the year selected at the top of the form.
Auto-populates with a 1 for the initial ‘build’. Subsequent builds will be

TX # 1 Numeric numbered accordingly. This function is used in electronic filing only.
Vendor # 8 Alpha/Numeric | Auto-populates with the applicable vendors.
Return # 8 Numeric If sending multiple 1099s to a vendor they must be uniquely nhumbered.
Return Type 1 Alpha Auto-populates with the code assigned to the vendor master.
TIN 10 Numeric Auto-populates with the TIN number from the vendor master.
Payee Name 40 Alpha/Numeric | Auto-populates with the vendor name from the vendor master.
Name Control 4 Numeric Auto-populates with the Name Control from the vendor master.
Amount 2 Numeric Auto-populates with the Amount Code from the vendor master.

Repo rts

Select the Type of 1099 to print, along with Payment Year and Transmission #. Click Reports to print the following

report options:

Detail Report — To review all data prior to printing the 1099’s and 1096.
1099 Form — Prints the 1099 for mailing to Vendors
1099 Form — Prints form to be submitted by mail to the IRS.

1099 Misc Forms VYendor #: vl All Yendors
Yendor Mame: v
Search Name: v
Type OF 1099: ™ |TDSS-MISE Papment Year: 2017 | Transmission #: 8 w
Report Options Create
Payee's
Transmitter TIN: |99999999 W |Hapid Transzit Edit
1099 Print Format: 1033 Frint Format v Payee’s
Reports
[[] Detail Report
Electronic
[]11099 Form Filing
1096 F
U orm Transmitter
Setup
- Delete
Print Papee's
Clone
Payee's
Max Field
Field Name Size Field Type Description

Transmitter ID

Select the EIN from the drop-down list.

1099 Print Format

Select the 1099 Print Format from the drop-down list.

Detail Report

Check Detail Report Box to generate a report to review all data for Vendor’s selected for 1099'’s.

Print

Click Print to review/print the report.
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Print 1099 Statements...... continued
1099 Detail Report
Pa]lmant‘r'aar: 2017 Transmissbon £ 3
Vandor £ Vandor Addrass Original oo rescbed
BO043 ACE AngwerngSewic Retrn Typs: A 1009-0ASC
270'W aker Dive TIN: 251733862
Fube 104 Paysa Name . ACE Answering Senice
Stae Colege PA 16301 ¥ S AL g3
Mams Controd ;
Codeiamount: 7 554208
WaT 3 ALLCATA RetrnTyps: A 1099-MSC
P.0.Box 848579 TIN: 330734307
Daltzs TX 75284-837 : : '
b Payss Mams: ALLDATA
Mame Controd:
Codsiamount: 7 51,500.00
BOO0S Centre Dally Times Retrn Typs: A 1009-0ASC
PO Box 511014 TIN: 24-0576050
Livonta Ml 48151-
* Payes Name: Canine Daly Times
Mams Controd ;
Codeiamount: 7 52 770.08
1099 Forms

Check 1099 Form to generate print preview and final printing of 1099’s.

Print

Report Options

Transmitter TIN: [33333539

1099 Print Format: | 1033 Prirnt Format

[] Detail Report
1099 Form
[[]1096 Form

W |F|apid Transit

Print

Create
Payee's

Edit
Payee's

Reports

Electronic
Filing
Transmitter
Setup

Delete
Payee's

Clone
Payee's

Click Print to print the 1099'’s for vendors and Government Entities. The following message displays. (Alerts to the
number of 1099 forms required).

Microsoft Access

Please load 21 1099 formis) in printer.

Continue?

Load 1099 forms in printer. Click Yes to continue or No to cancel.
Repeat for second type to print.
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Print 1099 Statements...... continued

Rapid Trans it
1234 Main Streest
LAS WVEGAS MV B9147-

9500000 251733282

ACE Answering Service

54209
Z70 Waker Drive
Suite 104
State Colege P4 16801
BO042
9595 ]VOID [ ]JCORRECTED
PAYER'S name, street address, city or town, state or province, country, ZIP | 1 Rents OMB No. 1545-0115
or foreign postal code, and telephone no
$ /A Miscellaneous
2 Royaltios Income
$ Form 1099-MISC
3 Other income 4 Federal income tax withheld Copy A
$ $ For
PAYER'S federal identification number | RECIPIENT'S identification number | § Fishing boat proceeds 6 Medcal and heath carepayments | Internal Revenue

I
|
|
|
|
|
|
|
|
|
|
|
Service Center |
[
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|

$ $ File with Form 1096.
RECIPIENT'S name 7 Nonemployee compensation | 8 Substitute payments in lieu P
of dividends or interest For P”VaCy Act
and Paperwork
Reduction Act
Street address (including apt. no.) $ $ Notice. see the
9 Payer made direct sales of 10 Crop insurance proceeds 2017 General
$5,000 or more of consumer %
products 1o a buyer - Instructions for
City or town, state or province, country, and ZIP or foreign postal code (recipient) for resale » L__J $ Certain
n 12 Information
Returns.
Account number (see instructions) FATCA filing | 2nd TIN not |13 Excess golden parachute |14 Gross proceeds paid to an
requirement | payments attorney
Tt $ $
15a Section 409A deferrals 15b Section 409A income 16 State tax withheld 17 State/Payer's state no. 18 State income
A § o |
$ $ $ $

38-2099803
Department of the Treasury - Internal Revenue Service

Form 1099-MISC :
Do Not Cut or Separate Forms on This Page |
|

Do Not Cut or Separate Forms on This Page --

FORE MAILING

1096 Forms

Two 1096 forms are need, one for Type A (1099-Misc and 1099-NEC) Check 1096 Form to generate print preview
and final printing of 1099’s.
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Print 1099 Statements...... continued
Print

Click Print to print the 1096 to be mailed to the IRS. The following message displays.

Microsoft Access

Please load 1096 form in printer.

Continue?

Load 1096 form in printer. Click Yes to continue or No to cancel.

Fapd Tensk

1234 Maln Sneet

LAS VEGAS NV B9147-
Suske Emith (701} 2899993
ssmBEepbtansoom

29999999 21 Z2OTIZTIS

Do Not Staple E9kL9

1096 . OMB No. 1545 0108
Fom Annual Summary and Transmittal of P
Department of the Treasury U.S. Information Returns 2@1 7
Intemnal Revenue Service

FILER'S name

Street address (including reom or suite number)

City or town, slale or province, country, and ZIP or foreign postal code

Name of person to contact [ Telophone number ] For Official Use Only

Email address Fax number I I I I

1 Emplayer identification number| 2 Social security number 3 Total number of forms | 4 Federal income tax withheld | 5 Total amount reparted with this Form 1096

6 Enter an “X" in anly ane box below ta indicate the type of form being filed. | 7 Form 1099-MISG with NEG in box 7,check . . . . . w[]

W-2G 1007-BTC 1088 1088-C 1088-E 1088-Q 1098-T 10989-A 1099-B 1009-C 1099-CAP | 1089-DIV 1099-G 1089-INT 1099-K

32 50 1] 78 B4 74 83 a0 ] a5 73 al 86 a2 10

1099-LTC |1099-MISC | 1099-0ID |1099-PATR| 1099-Q 1099-QA 1099-R 1099-5 1099-5A 39 392z 5498 5498-ESA | 5498-0A 5498-SA
93 a5 96 =rg kal 1A a8 75 2} 25 26 28 72 2A 27
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Print 1099 Statements..

Electronic Filing

....continued

Click Electronic File to create the file for submission to the IRS. The following message displays.

Microsoft Access

1099 Records found = 21
Electronic Filing

Continue?

Click Yes to continue or No to cancel.

Create Electronic File

Prior Year Indicator: [P/,

Test File: [T |,

Create
Payee's

Edit
Payee's

Transmitter TIN: |SSSESHSE | [Rapid Transit

Reportz

Path to File: |c'\2l]‘| 71093

Electronic
Filing

Transmitter
Setup

Delete
Payee's

Clone
Payee's

Create File

Field Name

Max Field
Size

Field Type

Description

Prior Year Indicator

This will only be used if filing electronically for a prior year.

Test File

Select ‘T’ if creating a test file for submission to the IRS.

Transmitter ID

Select the EIN from the drop-down list.

Enter the path and file name for the text file being created. (.txt)
If 1099 A and 1099 NEC are created, 2 files will need to be

Path to File created, with separate name for each.
Create File Click to generate the text file.
Create File

Click Create File. System will check for missing data. If system finds errors the following message displays.
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Print 1099 Statements...... continued

=2l FNSysdigProgressMeterform 08/24/2016 © 2018 Fleet-N...

Checking For Corections
3of 21 records

14%

Microsoft Access

IQI Corrected TIN missing for vendor # V0119

Click OK. Make corrections to fix any errors. Click Create File again once corrections are made.

Once file is created the following message displays.

Microsoft Access

o Completed.

0K

System will generate a .txt file to the Path to File location. Repeat for second type of 1099.
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h201799999999 T Rapid Tran=it

Rapid Transit

1234 Main Street LAS VEGRS

Nw85147 000000218Susie Smith

7019995559 asmith@rapidtransit.com

00000001 VFleset-Net Corporation 5183 W
Flamingo, Suite 110 LAS VEGAS

Nw85147 Clive Newesll 80023582762
L2017 59955555 L7 Rapid Transit
01234 Main Street LAS VEGAS

Nw85147 T015595995

0ooooo02

B2017 240676050
goooodocoooo00o0O0O0QOO000QO0O00000000000Q0Q00000000000000000Q00000Q0O0000000
goooodooooo0o2770080000000000000000000000000000000000000000000000
ooooodoocooooO0O0O00O0O0000Q0O0O000000000000000000000000000000000000000
Cantea Dol Toas

Print 1099 Statements...... continued

Clone Payee’s
Enter the Payment Year and select a Transmission # where the existing record is currently available to be cloned.
Click Clone Payee’s to select a vendor or all vendors to make a copy for the selected transmission.

If Transmission number is not selected the following message displays.

Microsoft Access

|8I Please select a transmission .

Click OK. Enter or select a transmission # and continue the process.

1099 Misc Forms Yendor #: vl All Yendos
Yendor Mame: v
Search Name: v
Type OF 1099: w Payment Year: 2017 @ Transmission #: |2 “
Clone Payee's Create
Payee's
New/Existing Transmission #:
: : Edit
Yendor #: |E000S w ||Centre Daily Times [] Al ¥Yendors : Payele's
Repoits
Electronic
Filing
Get New Tx 8 Start
Transmitter
Setup

Delete
Paypee's

Clone
Payee's
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Field Name

Max Field
Size

Field Type

Description

New/Existing
Transmission #

Enter an existing transmission number containing the vendor
being cloned.

Select the vendor being cloned or leave All Vendors checked to

Vendor create new records for all vendors.

This is used for electronic filing only. Check box to create next
Get New Tx # seguential transmission number.
Start Click Start to process the Clone.

Get New Tax #

Click Get New Tx # system will populate the next transmission number in sequential order.

Start

Click Start the following message displays.

1099 Statements...

continued

@

Continue?

This option will add new records to existing transmissions or
add records to a new transmission,

Microsoft Access

Click Yes to continue or No to cancel.

System will create a new transmission # with just the vendor(s) record(s) selected.

Delete Payee’s

Enter the Payment Year and select a Transmission # where the existing record is currently available

Click Delete Payee’s to select a vendor or all vendors to make a copy for the selected transmission.

If Transaction number is not selected the following message displays.

Iel Please select a transmission &,

Microsoft Access

OK

Click OK. Enter or select a transmission # and continue the process.
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The following message displays.

Microsoft Access

This option will delete all payee's for the selected payment year and
transmission #,

Payment Year: 2017 Transmission #: 15

Continue?

Click Yes to continue or No to cancel. Once deletion is completed the following message displays.

Microsoft Access

o Payee's deleted.

oK

Click OK.
User Defined Entry

If User Defined Data has been setup. Click User Defined Entry to enter the applicable information for the selected
Vendor.

Form Shows examples only.

User Defined Data Entry Lubnn Day

Form Name: 'Yendor Contact List w | |Customize List for Yendor Contact Information

Vendor #: | 44123456 W |AA Auto Parts

Yendor Hame: w

Search Name: w

Subcontractor Contact Name |

Subcontractor Email |

Subcontractor Mame |
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GL Posting Inquiry

Click GL Posting Inquiry to view only transaction posted to the General Ledger through a selected posting date.

ACCOUNTS PAYABLE
_1 AP Transzaction Maintenance ¥
_2 Modify/Add ¥Yendor Master 7
_3 AP Payment Processing 7
_4 Banking Maintenance 7
_5 Aged Tnal Balance 7
ﬂ Invoices Due Report | 7
j Yendor Master Inquiry | ?
ﬂ Print 1099 Statements | T
_9 Uszer Defined Entry T
E Mizcellaneous Codes Maintenance T
1 AP Setup T
E Subcontractor Maintenance ¥
E GL Posting Inquiry 7
E Return To Previous Menu 7
4 || Enter your selection: [[] Show Details
Ver; 09.05 [2/6/2018] || Iday FNLW42 AP Find
The following form displays.
GL Posting Form
All Yendor:  Thru Posting Date: |02/25/2013
Yendor #: vl| All'endars
Yendor Name: W
Search Name: "
Print
Field Description
Vendor # Select the vendor number from the drop-down list or enter the vendor number; OR
Vendor Name Select the vendor name from the drop-down list or enter the vendor name; OR
Select the vendor search name from the drop-down list or enter the vendor search
Search Name name.
All Vendors Check this box to run a report for all vendors.
Thru Posting Date Enter or select date from calendar icon.

GL Posting Inquiry...... continued
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Print

Click Print to generate the report for the selected options. The following option displays.

Microsoft Access

Thru Gl Posting Date 02/28/2018
Print Report Mow?

Click Yes to continue or No to cancel.

Accounts Payable GL Posting Report
Vendor Reference # TC Tran#% Description Batch # Tran # Posting Date Amount
AP Div: CATA
100 5030501290 CR - Building Services
MO001 654527 ] 15731 Lowe's Home Centers, Inc 3900 215584 B2320M7 £150.00
Account Total: $150.00
100 5049516001 CB - Computer Equipment - E xecutive Office
MO001 §654554 ]| 15711 Lowe's Home Centers, Inc 3696 215573 B2320M7 52,500.00
Account Total: $2,500.00
100 5049901193 CC - Office Supplies
V0074 12245 ol 15735 Office Depot Credit Plan 3504 215587 825217 22870
Account Total: $228.70
100 5049904190 CB - Maintenance - Revenue Vehicle
M0008 20170823 ] 15730 Clark Auto Equipment 3899 215580 B2320M7 $128.58
Account Total: $128.58
100 5043916092 CB - Marketing
CO023 20170823 A ol 15732 213 Printing 3501 215587 aiZarzmy $5,000.00
Account Total: $5,000.00
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