Tech Tuesday — Back to Basics — Accounts Receivable

1. Main
E Accounts Receivable Options (DMQ) 5/31/2020 — X
1. Main 2. Additional 3. Credit 4 Entry 5 Printing B. History 7. National ]
Fiscal Period
Accounts Receivable Divisions Current Fiscal Year 2020 v
Allow Entry of Expanded Customer Numbers O Current Period 05 v
Postto General Ledger
Cost of Goods Sold Sales Tax Reporting
Sales Journal in Detail
Cash Receipts in Detail
Segment Substitution
G/L Segmentto Post A/R Sales Location ~ Integrate with
General Ledger
Display Bank Reconciliation
Default Invoice Display Descending Invoice Date L
Display Invoices with Zero Balance

Accept Cancel ‘ =] ‘ @

Accounts Receivable Division — allows the distinction of customers by division or department. A two
digit prefix of 00 will be assigned to all customers. Additional division codes may be created.

Allow Entry of Expanded Customer Numbers — increases the length of the customer number from
seven characters to twenty characters. All forms and reports will automatically accommodate the
increased field size. This cannot be undone once it has been selected.

Post to General Ledger — Sales Journal in Detail — this will post each invoice individually to the Sales
account.

Post to General Ledger — Cash Receipts in Detail — this will post each invoice individually to the Cash
account.

Default Invoice Display — selecting Descending Invoice Date will display the newest invoices at the top
of the list and the older invoices at the bottom of the list.

Fiscal Period:

Current Fiscal Year - this field works in conjunction with the General Ledger Fiscal Periods. It is used to
post to the correct fiscal periods when they are different from year to year.

Current Period — controls the current open period and is independent of the current period in general
ledger. The period will increment when period end is processed.



2. Additional

E‘] Accounts Receivable Options (DMO) 5/31/2020 - x
1. Main 3. Credit 4. Entry 5. Printing B. History 2. National
Commissions
Open ltem or Balance Forward Open ltem v Salesperson Commission Reporting
Days to Retain Paid Invoices 999 Commissions Paid on Paid Invoices Only O
Retain Temporary Customers with Paid Invoices O Calculation Based On Net Invoice v
Update Commissions to Other Modules J
Aging
Age Invoices By Due Date v Finance Charges
Aging Categories to be Used Days v Computation Method Percent v
Aging Category for Calculation 1 v
Aging Categories
Exclude Existing Charges from Calculation
30| Days | 60| Days 30| Days 120| Days
D Standard Charge Rate 1.6500%
Customer Maintenance Minirmum Balance to Apply Charges i}
Apply Changes to Repetitive Invoices No v Minimum Charge to Apply .00

[ accept | concel [ 8] @]

Open Item or Balance Forward — select Open Item for customer payments to be applied against specific
invoices. Select Balance Forward for customers open invoices to be summarized into a monthly total
when period end is processed.

Days to Retain Paid Invoices — enter the number of days to retain paid invoices in the Open Invoice file.
The invoices will be displayed in Customer Maintenance on the Invoices tab. When Period End is
processed any invoices past the number of days will be purged automatically.

Note — Invoices will still be retained in the Invoice History file until purged using the Purge Accounts
Receivable History utility.

Aging Categories — enter the aging days to be used for each category. These values are used on the
Accounts Receivable Aging report.



3. Credit

E Accounts Receivable Options (DMO]) 5/31/2020 — X
1. Main 2. Additional 3 Credit 4 Entry 5. Printing B. History 7. Mational

Cradit Limit Checking Both -
Include Open Orders in Customer's Credit Limit
Margin for Customer's Cradit Limit Exceeded Warning 50.00
Aging Category for Credit Limit Exceeded Waming 90+ Days -
Aging Category Balance Exceeds Amount | 00 |
Autormatically Recalculate Aging MNewer ~
MNumber of Days to Fecalculate Aging 14

l Accept l Cancel l & l 9 l

Credit Limit Checking — select the method to use for Credit Limit checking. The options are Customer’s
credit limit, Customer’s aging category, Both or None.

Margin for Customer’s Credit Limit Exceeded Warning — enter a dollar amount to represent the credit
limit margin.

Automatically Recalculate Aging — select Never to prevent the system from recalculating aging before
credit limit is checked. Select Always to automatically recalculate aging and update the Customer file
before credit limit checking is performed. Note: Selecting Always could affect performance.



4. Entry

E Accounts Receivable Options (DMO) 5/31/2020

— X
1. Main ] 2. Additional 3. Credit 4. Entry &. Printing B. Histary 7. Mational ]
Batch Processing Cash Receipts Entry
Deseiging |Gl || NS Dii{Ekt e EI &
Invoice Data Entry . [ o000z Require Deposit Amaunt
Cash Feceipts Entry [ 0nons
Allow Credit Cards { ACH Payments
Diays Before Credit Card Expiration ljl
MNext Automatic Invoice Number 0100057 |
MNext Automatic Deposit Mumber 00008
Auto Increment Customer Nurnber
Mexdt Automatic Customer Number |DDDDDD1

Batch Processing — enable batch processing to allow entry into individual batch numbers. Each batch
can be updated separately.

Default Bank Code — enter the default bank code to be used in Cash Receipts Entry. This field is
required and cannot be left blank.

Require Deposit Amount — this requires a deposit amount to be entered before entering data in Cash
Receipts Entry. If left blank the system will automatically calculate the amount of the deposit.



6. History

S|
1. kain 2. Additional 3. Credit 4 Entry 5 Printing B. History 7. Mational }
Customer Audit Sales History [
Custamer Changes to Track None ~ “ears to Retain Custarner Historny : i
“Years to Retain Salesperson History :
Include Sales Tax and Freight
Cash Receipts Histary
. . . ~
Years to Retain Cash Receipts History v
Retain Deposit Transaction Histary All Transactions ~

Invoice History

£

Retain in Detail Yes

&

Retain Deleted Invoices

&l

Retain Comment Lines

{

Search for Invoice by Lot/Serial Mumber In Invoice History

Accept I Cancel l =) l @ l

Years to Retain Cash Receipt History — enter the number of years to retain cash receipt history. This
will allow you to print the Cash Receipt report for prior periods or years.

Invoice History:

Retain in Detail — this will store all invoices in the Invoice History file. This feature must be set to
Yes to reprint or review posted invoices.

Retain Deleted Invoices — check this box to retain invoices that have been deleted.

Retain Comment Lines — check this box to retain comment lines that had been entered on the
invoices.

Sales History:

Years to Retain Customer History — this is the Sales, Cost of Goods Sold dollars, etc that is
shown on the History tab in Customer Maintenance/Inquiry.

Years to Retain Salesperson History — this is the Commissions dollars sold, Cost of Goods
Sold, Gross Profit and Commission that is shown on the History tab is Salesperson Maintenance.



Customer Maintenance — Main

E Custemer Maintenance (DMQ) 5/31/2020

CustomerMo.  01-4BF Q, H 4 »

- [m] x

[ Renumber ][ hore B

Mo

Mame |Ameriv:an Business Futures | Customer On Credit Haold
1 Main l 2. Additional 3. Statistics ] 4. Summary ] 5. History l B. Invoices ] 7. Transactions ] 8.5/0s l
Address |2131 1. 14th Street | & Temns Code G, Met30Days
|Suite 100 | Frimary Contact ARTIE JOHN @, Arie Johnsan
|Accounting Department | Shin Code
ZIP Code 53205-1204 Primary Ship To Q, American Business Futures
City |Mi|waukee ‘ State |W\ |
Country Q, United States Tax Schedule Wl MILMIL q,
Residential Addr  [J Milwaukee
Salesperson 0100 Q,  Jim Kentley Split Comm...
Telephone 414) RRE-4787 Ext |21 E
P |c414) Ex | | Cradit Hald ]
e | | Credit Limit 120,00000
E-mail Address |ame@sage.sample.com | =)
URL Address [ww.abf.com | @
@ | Accept LCancel l Delete ﬂ

Paperless — used to set up email delivery of invoices and statements.

Primary Ship To — used on Sales Orders and Sales Order Invoices to default a Ship To address.

Tax Schedule — enter default tax schedule, if using Ship To addresses the tax schedule in the Ship To

address will override this tax schedule.

Exemptions — enter exemption number provided by the customer.




Customer Maintenance — Invoices

E Custemer Maintenance (DMQ) 5/31/2020

Custamer Mo, 01-ABF Q M o4 > M OB

- [m] x

[ Renumber ][ hore B

HName |Ameriv:an Business Futures | Custamer On Credit Hold
1. kain l 2. Additional 3. Statistics ] 4. Summary 5. History B Invoices ] 7. Transactions ] 8. 5/0s l
Inwvoice Mo, Irvvoice Type Ires Daté’ I Due Date Disc Date Amaunt Discount Balance Custome * Gﬂ
0100041 Invoice 5/31/2020 /3072020 3g20 0.00 38.20 784 )
0100065 Invoice 53142020 63072020 242.28 0.00 242.26 Multigle .
0100045 Invoice 5/30/2020 /2972020 130,00 0.00 130,00 789 'iJ
0oo0164 Invoice 5i29/2020 Bf2afz020 2.416.25 0.00 0.00 &
0100011 Invoice 5/z28/2020 Bf27/2020 265.86 0.00 0.00 ]
0100012 Invoice 5i28/2020 Bfe7f2020 BEB.53 0.00 0.00
0100004 Invoice 5i23/2020 gfzzfz020 2.032.54 0.00 0.00
nnanaz Invsnira FARZNZN R Ainen 1113 0R nan R1R0R SoeRany ¥
< >
Trans Dgte Trans Type Trans Amount Pay Date Check Ma. Payment Ref Cr Card FrMA Mo
Biz212020 Invoice 86425
5312020 Payrment 854.25- 5/31/2020 223481
Balance Current 30 Days 60 Days 90 Days 120 Days &
597462 3.494.64 1.222 58 1.2567.40 0.00 0.00

l Accept l LCancel l Delete ﬂ

Drill into Invoice History Inquiry.
Print Aged Invoice report for this Customer.

Print Statement for this Customer.

SIRNCNER

Move and Delete the Paperless document.

Search open Invoices based on invoice number, dates, balances or Customer PO number.

Paperless Viewer — view existing Paperless Invoices. Allows user to Search, Open, Email,

E Paperless Office Customer Viewer

Customer No 01-ABF

- m] X

MName American Business Futures

Form Type Invaice v Invoice Date From |7/7/2019 B To |12/31/2499 \ &

Invaice NB Invaice Type Iy Date Source FDF Created Accty Date Updated PDF Locatio] [

0100072 Invoice 5/31/2020 S/0:0000180 2015/08/06 10:14:58 5/31/2020 N CVACCTYPD i)
&,




Cash Receipt Entry

Click the Next Deposit Number symbol. E’E}

Enter Bank Code, Deposit Date and Deposit Amount. Description is optional.

E Cash Receipts Deposit

I4 4 P Bl Batch

Deposit Mumber Q,
Description |

Bank Code

Deposit Date

El Q, ‘wells Fargo Checking
53142020 =

Cash Deposit Amaount |

117869 |

Credit Card Deposit Armount |

00| &

Deposit Balance |

117669 |

— X

i o

Accept

Cancel l Delete lol

Click Accept to proceed to the Cash Receipts Entry Screen.

E Cash Receipts Entry (DMO) 5/31/2020

Customer No ||

& > B W 4 » ¥

MName |

| Invoice Mo

I

Deposit Type Cash w Check MNa.

1. Header } 2. Lines ]

Amount Received

Customer Balance

Fosting Balance

1]

I

3. Payment ]

Deposit Information

Deposit Mumber Batch
Description ‘

Bank Code EI

Deposit Date

Cash Amount Remaining

Credit Card Amount Remaining

Deposit Remaining

1,178.69

1,178.69

[m] >




There are multiple methods to enter payments.
Option 1.

By entering the Invoice Number in the Invoice No. field, the Customer will be automatically selected, and
the Invoice amount will be entered into the Amount Received field after the Check Number is entered.

[E] Cash Receipts Entry (DM0) 5/31/2020

Deposit Information

Cash Amount Remaining

Customer Na. ‘UT-AEDF | Q % B W o4 b M
Name ‘Amarican Business Futures Invoice MNo. l:l
DepositType | Cash « | CheckMNo. l:l Q,
1. Header } 2. Lines | arPayment |
Amount Received 00 | |

O

x

Credit Card Amount Remaining

Deposit Remaining

Customer Balance Depaosit Number EBatch
Pasting Balance Description ‘ ‘
Eank Code El
Deposit Date

1.178.69

117869

Then click on the Lines tab. The data for this Invoice will be entered on the grid for payment.

E Cash Receipts Entry (DMO) 3/31/2020

O X

CustomerNo. — 07-2BF Q W o4 b oM ETREE
MNarme ‘American Business Futures ‘ Inwoice Mo
Deposit Type  Cash Check No. Q,

1. Header ] 2. Lines } 3. Payment }

Quick Pow = 5 LS v
Invoice o Inv Diate Inw Amount Disc Used Arnt Posted Balance
1 | 0000141-IN 3/31/2020 117869 0o 117869 0o
}0. il 00 00 00

>
Line Type Inwoice e
Discount Date Posting Balance
GL Account Total Posted
GfL Acct Desc

(&9




Option 2.

Enter the Customer Number and Check Number. In the Amount Received field enter the amount of the

Customer Payment.

Note - Click on the Auto button ONLY if the amount received matches the Customer Balance.

Otherwise, click on the Lines tab.

E Cash Receipts Entry (DMO) 5/31/2020

Custorner ho 01-ABF

i 4 b B
Mame |American Business Futures | Invoice MNa.
Depnsit Type  Cash Check Mo Q
1. Header } 2. Lines ] ]
AmountPeceied N[ el 00 P
Deposit Information
Customer Balance Deposit Mumber Batch
Fosting Balance Description ‘ |
Bank Code El
Deposit Date

Cash Amount Remaining

Credit Card Amount Remaining

Deposit Remaining

- a X

Cugtomer...

l Accept ] Cancel ]




Lines Tab

On the Lines tab, enter the Invoice Number in the Invoice No. field to manually enter the payment
amount.

Click on the Select Invoices button (='  to select open invoices for this customer.

[5] Cash Receipts Entry (DMO) 573172020

Customer Mo 01-ABF O\' % 4 4 B B
Name ‘Amemcam Business Futures | Invoice Mo,
Deposit Type Cash Check No 54579 Q,
1. Header ] 2.Lines l 3. Payment }
Quick Fow 11 B I % I = ‘=f': B ‘=<'j
| |
Invaice Mo Inv Date Iy Arnount Disc Used Amt Pasted Balance
|Q.| a0 I a 00

~
v

Line Type Invaice °
Discount Date Posting Balance
GL Account Total Pasted
G/LAcctDesc

sle

The only invoices shown in the Select Cash Receipt Invoices window screen will show ONLY open
invoices. Multiple invoices can be selected in the screen.

5] select Cash Receipts Invaices - O *
Customer Mo, |D1—AEIF Ametican Business Futures

IrvaiceMo. Irew Date Iree Arnount Disc Avail Amt Posted I Balano ™
nooot2z-N 1/31/2020 850.00 .00 .00 BR0.00
0ooat41-N 3/ajenzo 1.178.69 .00 .00 1.178.6¢ =)
0000130-1N 4/30/2020 85.00 .00 .00 8501 =
0100033-IN 5/15/2020 £13.05 .00 .00 513.0¢
0100034-IN 5/15/2020 2,467.61 .00 .00 2,467 .6
0100041-1M Bjat/20z0 38.20 .00 .00 g2l
0100048-1N b/a0/2020 130,00 .00 .00 13000
0100054-1N 342020 407.40 .00 .00 407 .41
0100055-Chd 5/10/2020 81.48- .00 .00 81.4¢
0100065-1N Bjat/20z0 242.26 .00 .00 242.2¢
0100066-1N 1/2/2019 135.00 .00 .00 136.00
0100063-1IN Bjat/20z0 81.48 .00 .00 8148,
< >
Amount Peceived | 1,000.00 | Total Selected 00|
Show Zero Balance Invoices | ﬂ




O

Show Zero Balance Invoices

] select Cash Receipts Invoices - O X
Customer Mo |IJ1—AE|F Ametican Business Futures

InvoiceMo. Inw Date Inee Armount Disc Auvail Amt Posted Inw Balance -
ooooza-m 173172020 850.00 il il 850.00
00001 41-M : =)
0o00190-M 4/30/2020 85.00 il il 85.00 &
0100033-M 5/15/2020 £13.05 il il £13.05
01000344 B/15/2020 2,467 61 aa aa 2,457 1
0100041-4M 5f31/2020 3820 .0a .0a 38.20
0100048-M /3072020 130.00 il il 130000
01000544 31172020 407 .40 il il 407.40
0100055-Ch4 51072020 81.48- aa aa 81.48-
0100065-M 5/31/2020 242.26 .0a .0a 242.26
0100066-M 17272018 135.00 il il 135.00
0100063-M h/31/2020 81.48 il il 81.48
0100071-M 5/31/2020 79.80 .0a .0a 79.80 v
Amount Receivad | 117869 | Total Selectad 117863 |

Note — Example - If the amount selected is more than the amount paid, the system will automatically post
the remaining amount to the last invoice selected. The amount can be adjusted to a different invoice if

necessary.
& Cash Receipts Entry (DMO) 5/21/2020 — [m| X
CustomerMo.  01-45F Q i 4 B bl
MName |American Business Futures | Invoice Mo.
Deposit Type Cash Check Mo 4RE7E O\,
1. Header ] 2.Lines } 3. Payment ]
Quick Row = ERE 0B
Irevoice No. I Date I Amount Disc Used Amt Posted Balance
1 oooo ze-rd 143142020 §50.00 .o g50.00 .0a
B oo 33142020 1,176.69 00 15000 1,026.69
3 .00 i} .ao .0a
< >
Line Type Invaice
Discount Date Fosting Balance | nn |
GL Account Total Posted | 1.000.00 |
GfL Acct Desc

l Accept l Cancel l

B




Once the Deposit is fully distributed the Cash Amount Remaining under the Deposit Information section

will be zero.

E Cash Receipts Entry (DMO) 5/31/2020

Custamer Mo. ||

& *

B W 4 b »

MNarne |

[ 1

| Invioice MNo.

Deposit Type Cash

1. Header I

Amaunt Received

Customer Balance

Posting Balance

v | CheckMo

2. Lines I 3. Payment

I

- [m] X

l Custamer... H Depaosit... l

Auto

oo

Deposit Information

Batch

|

Deposit Number
Description |

Bank Code EI
Deposit Date

Cash Amount Remaining

Credit Card Amount Rermaining

Deposit Remaining

5/31/2020

l Accept l LCancel l Delete .




Miscellaneous Cash Deposit

At the Customer No. field enter the CASH the Customer Number. If you are using Divisions, enter the
Division number before CASH.

In the Name field enter the Name or Description for this deposit. Then enter the Check Number and
Amount Received.

E Cash Receipts Entry (DMO) 5/31/2020

- O X
Custormer No 01-CASH Q s MW 4 b #
MNarne Blue Cross Insurance Refund | Imvoice Mo
Deposit Type Cash Check MNa. 5167615588 Q

2. Lines ] 3. Payment }

Amount Received 750.00

Depaosit Information

Customer Balance Dieposit Humber o0aio Batch  [oo00s

Posting Balance 250.00 Description | ‘
Bank Code El
Deposit Date 5/31/2020
Cash Amount Femaining
Credit Card Amount Remaining

On the Lines tab, enter the Amt Posted and the General Ledger account this amount should be posted to.
By using the CASH customer, the system will automatically take you to the GL Account field and will NOT
allow you to enter an Invoice Number. Click Accept, then print and update the Cash Receipt Register.

E Cash Receipts Entry (DMQ] 5/31/2020

- ] X
CustomerMo.  [11-CASH Q, = I 4 b W
MName ‘Blue Cross Insurance Refund ‘ Inwoice Mo
Deposit Type  Cash Check MNo 5167615588 Q
1. Header ] 2. Lines w 3. Payment ]
Quick Row 1 A @ 5@ o r-?d -
Invoice No Inv Date Inw Arnount DiscUsed | AmtPosted Balance
1 ‘ 00 oo 75000} B < a0
2

oo it} il it}

>
Line Type GL Account

Discount Diate Posting Balance
—
e L ki

Total Posted
G/LAcct Desc | Insurance




Bad Debt Write-Off

To write-off bad debt create a Cash Receipts Deposit and enter zero in the Cash Deposit Amount field.
Click Accept.

[5] Cash Receipts Deposit - d
Deposit Number 000t Q, s 4 4 B B Batch |00005 £
Description | |
Bank Code EI Q. wells Fargo Checking

Deposit Date b/a1/z2020 ]

Cash Deposit Amount | a0 |
Credit Card Deposit Amount | .oa |
DepositBalance | .00 |

‘ Accept | Cancel ] Delete

S

9

Enter the Customer Number in the Customer No. field. In the Check No. field enter a description of the
deposit, such as Bad Debt. Do NOT enter an amount in the Amount Received field.

E Cash Receipts Entry (DMQ) 5/31/2020

— [m| X
CustomerNo. |01ty RK qQ, S M 4 b #
Name |Maverick Fapers | Invoice MNo.
Deposit Type  Cash Check Mo IBADDEEIT CLI
2. Lines ] 3. Payment ]
Deposit Information
Customer Balance 1,880.40 Deposit Mumber noott Batch 00005
Posting Balance Description | |
Bank Code El

Deposit Date 5/31/2020

Cash Amount Remaining

Credit Card Amount Fiemaining

Deposit Remaining

o oo |




entered in the Amt Posted field.

Enter all the invoices that need to be written off. Be sure that the open balance amount of the invoice is

E Cash Receipts Entry (DMQ) 5/31/2020 - O
CustomerNa.  01-MAVRK q, (W4 » W
MName ‘Ma\/er\ck Papers | ice No.
Deposit Type  Cash Check No. B4D DEBT Q,
1. Header } 2.Lines ] 3. Payment }
Quick Row 5] = = l:,l(, o r—%‘ -
Inwoice Mo Irev Date Inv Amount Disc Used Amt Posted Balance
1| 0100068-IM Bf31/2020 1.880.40 i} 188040 <
2 1@., 00 i 0 0
< >
Line Type Invoice
Discount Date Puosting Balance 1,880.40-
GL Account Total Fosted 1.880.40
G/L AcctDesc

After all invoices are entered, click on the next blank line and click on the Line Type field. Select GL
Account. Enter your Bad Debt Write Off GL account number. Notice that the balance of all the invoices
will be automatically entered into the Amt Posted field as a negative amount. Click Accept, then print and
update the Cash Receipt Register.

E Cash Receipts Entry (DMQ) 5/31/2020

Custorner No

- O >
MName ‘Mavenck Fapers ‘ Invaice Mo,
Deposit Type  Cash Check Mo BAD DEET qQ,
1. Header l 2. Lines 1 3. Payment l
Quick Fuow =] ERE LD
Invoice No. Inv Date I Arnount Disc Used Armt Posted Balance
1 | 0100068-IM bf3142020 1,880.40 oo 1,860.40 0o
2 i1} DDI 1.880 4D I 0o
3 .00 oo oo 0o
< >
Line Type GL Accaount I
Discount Date Fosting Balance
GLAccount | 960-00-04 Total Posted
G/lLAcctDesc | Miscellaneous




NSF Check

To reverse a deposit for an NSF check, create a Cash Receipts Deposit and enter zero in the Cash
Deposit Amount field. Click Accept.

E Cash Receipts Deposit

ped

Deposit Balance |

.00 |

Deposit Number Q, 4 4 B Bl Baich K
Description || |
Bank Code E @, wWells Fargo Checking
Deposit Date [
Cash Deposit Amount | .00 |
Credit Card Deposit Armount | .o |

[ Accept ] Cancel [ Deletz

| @

Enter Customer Number in the Customer No. field. Enter the ORIGINAL check number. In the Amount
Received field enter the negative amount for the entire check.

Customer..

5] Cash Receipts Entry (DMO) 5/31/2020 O X

Customer Mo 02-AMERCON Q, 5 K 4 b W
MName ‘American Concrete Service ‘ Invoice No
Deposit Type Cash Check Na. CL
1. Header w 2. Lines } 3. Payment W
Arnount Peceived
Deposit Infarmation
Customer Balance Deposit Number Batch
Fosting Balance Description | |
Bank Code El
Deposit Date

1.045.84

Cagh Amount Remaining

Credit Card Arnount Rermaining

Deposit Remaining 1.045.849

I Accept l Cancel l

8]0




On the Lines tab, enter the Invoice numbers that were paid by this check. The Amt Posted should be
negative. Click Accept, then print and update the Cash Receipt Register.

This process will reverse the deposit and reopen the invoices for payment.

] Cash Receipts Entry (DMO) 5/31/2020 - m} X
CustomerNo. | 02-AMERCON q S M 4 b #
MNarne |American Concrete Service | Invioice MNo.
Deposit Type Cash Check Nao 1096 qQ,
1. Header ] 2. Lines } 3. Payment ]
Quick Pow = = 52 T IS
Invioice No. I Date Irtw Arnount DiscUsed At Posted Balance
1| 0000120-IM 2/23/z020 .00 ] 1,045.85- 1.045.89
}% 00 00 00 00
< >
Line Type Invoice o
Discount Date Puosting Balance | on |
GL Account Total Posted | 1,045_39-|
GfL Acct Desc

l Accept l LCancel l




Adjust a Posted Invoice

To adjust an existing invoice access Invoice Data Entry. Enter the invoice number to be adjusted. Click
OK to accept the Invoice number.

S|
Invoice Number (01000741 Q M 4 b M = Batch 00005 W
1 Header ] 2 Lines ] 3. Totals 4 Payment
Custormer Mo a R
S|
[] Invoice number already used. Would you like to accept?
LAY
Customer PO
oK l l Cancel
Imvoice Date 4f2d/z2020 = Terms Code 0 9 MNoTerns
Due Date 4fe42020 = Ship hethod Q
Discount Date 4124/2020 & Salesperson Q,
MNet Invoice Amt .00 Comment
Sales Tax
Schedule Q, Print Invoice
Fax
E-mail =i

Cluick Print I Accept l Cancel l ﬂ

Enter the Customer Number associated to this invoice. Click Yes to adjust the invoice.
S|
Ivaice Number — [1000741H | 9 9 4 b oMo Batch 00005 K3

1. Header ] 2 Lines ] 3 Totals ] 4, Payment ]

Customer Mo, D1-RSSUPPL Q B = Fi & 5 Supply Carp.
S|
L L) Invoice already exists. Would you like to adjust?
Customer PO =-‘(/ ¥ ¥ J
(e |
Invoice Date 4f2442020 =] Terms Code 1j} Q et 30 Days
Due Date Bf24/20z0 =] Ship Method Q
Discount Date 4f24iz020 = Salesperson ] O\, Shelly Westland
Met Invaice Amt .00 Comment
Sales Tax
Schedule Wl q, Print Irvoice O
Wiscansin Fax
E-maul 4

[ e [ oo | o [B]0)]

= Orarace Fradif Card Trancarfinne




Click OK on the Original Totals box.

E] original Totals ? X

Taxakle Amount

Amt Subjto Commission g5.00
Man-Taxable Amount 85.00 Commission Rate 8.000%%
Freight Amount Commission Amount

Sales TaxAmount

Invoice Tatal 85.00

On the Header tab, you can adjust the Invoice Date, Due Date, Discount Date, Terms, Salesperson, etc.
If you are not adjusting these fields, click the Lines tab.

[ AR Invoice Data Entry (DMO) 4/24/2020 - m} X

Invoice Mumber (07000741 qQ, W 4 B M = Batch 00005 3] [Cus}omer...l[ Credit... l
1. Header ] 2. Lines 1 3 Totals ] 4. Paymant ]

Customer ho |[01-RESUPPL |% B = RassupplyCop.

Customer PO “ ‘

Invoice Date 4/24/2020
Due Date Bf2dfz020
Discount Date /2472020

Terms Code Q, Net30Days
Salespersan nzoo Q, ShellyWestland

Met Invoice Adj .00 Comment
Sales Tax
Schedule Q, Prirt Inwnice O
‘Wisconsin Fax |
E-mail | =]

8] e Ceoon | mm | - [8]0)




Enter an M in the Item Code field. To adjust an invoice down, enter the amount as a negative amount.
To adjust an invoice up, enter the amount as a positive amount. In the GL Account field, enter the
general ledger account number to post the adjustment to. Click Accept, then print and update the ales

Journal.

E AR Invoice Data Entry (DMO) 5/31/2020 - O X
Invoice MNumber 010007 4-1 Q, M 4 b Bl OE Batch  |00005 (%3 [ Customer... I I Credit... ]
1. Header 2 Lines l 3. Totals ] 4. Payment ]
Quick Raow #A =] [ = L Bov
lterm Code Cluantity Price Arount V" Cormrnent
R - 2 o 000 B5.00-
2 il oon .o
< >
Description Returns & allowances &
GL Account 425-00-00 S
Cost .oog
Tax Class NT
v
Net Invoice 85.00-
Cluick Frint... [ Accept [ Cancel l Delete E




