
 

ACCOUNTS RECEIVABLE 
 
Introduction  
This section of the manual will take the user through a conceptual overview of the Accounts 
Receivable Module, the setup process that is required to define the codes used in the module, and 
training on the mechanics of the software. The steps are as follows: 
 
A. Current Process Review – We will need to review your current process from the Billing of 

your Customers to receipt of Customer Payments, including any Period or Month End 
processes.  This will assist us in the setup and training phases of your Accounts Receivable 
Module.  We will be analyzing your responses to the Accounts Receivable questions outlined in 
the Survey Section of the manual to help us determine the correct settings and flow of 
processing.  

 
B. Conceptual Overview of the Structure of Accounts Receivable Module - This step 

involves the review of the basic setup required for the Accounts Receivable Module to function 
properly.  This step is necessary to insure the user has a good understanding of how the 
system works and can prepare the information needed for Basic File Maintenance training. 

 
C. Basic File Maintenance Training – File maintenance training is what we refer to when 

training the user how to enter the basic information to create and maintain customer 
information and files.  
 

D. Core Process Training – This phase of the training gives a brief explanation for the 
 generation of Customer Invoices in the Sales Order and Service Repair Modules; but will focus 
 primarily on the processing of Cash Receipts and Customer Account Adjustments, Accounts 
 Receivable Aging Analysis and the Data Conversion of open AR Invoices from  your current 
  system. 
 
E/F.   Advanced File Maintenance and Process Training 

In this section we will be reviewing all of the advanced Customer Maintenance processes that 
were not reviewed in the BASIC Process Training. 

 
G. Month End Processing – This step will cover additional reporting features of the system and 
 any processing recommended for month-end and year-end.  This step usually does not take 
 place until after you are live on the system. 
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A. CURRENT PROCESS REVIEW 
 
The Installation Overview contains a list of questions that will assist us in reviewing your current 
process, determining who will be responsible for making decisions on how the Account Receivable 
Module will be set up, and identifying the individuals that will need to be trained on different 
aspects of the software. 

 
 
B. CONCEPTUAL OVERVIEW OF THE CODE STRUCTURE 
 
In this section we will review the setup code requirements for the Accounts Receivable module.  It 
is important that you have a grasp of what these codes are used for and how they affect different 
aspects of the system.  
 
Customer Type – Each Customer is assigned a Customer Type that is entered in Customer 
Maintenance.  Customer Types are used by the Order/Invoice Processing and Sales Analysis 
modules to record sales history by customer type and product code.  Customer Type is also used 
in Equipment Storage for Repetitive Billing.  At least one DEFAULT Customer Type must be 
created for your system to process correctly. 
 
The Customer Type can be alpha or numeric and can be up to 3 characters in length.  Therefore, 
you could have:   
Code D01 for Dealer OR  
Code DLR for Dealer OR  
Code D1 for Dealer  
However, once you have established All Numeric OR All Alpha OR Alpha/Numeric 
designations and whether the code is 2 or 3 characters long for each Customer Type, you should 
remain consistence for any subsequent codes you may require.   
 
Unless there is a specific need to segregate your customers (i.e. some Canadian users may have a 
need to group their customers by use of Canadian currency and US currency) generally, one 
DEFAULT Customer Type is sufficient.  
 
When determining what Customer Types you need for your Accounts Receivable System you need 
to review each of the items above to make sure you have covered all of your requirements.  
Should you require additional customer types, they can be added anytime. 
 
What you will need before we can begin the training on Customer Type maintenance: 

1. One-Three Character Customer Type Code for each Customer Type 
2. Customer Type Description for each Customer Type 
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Salesperson Code – each customer will be assigned a Salesperson Code.  Should your Customer 
have multiple Ship-To addresses, your ACS/MASTER system allows you to establish separate 
Salesperson Codes for each of your Customer’s Ship To addresses. 
 

1. Salesperson Codes are used to summarize Sales Analysis information for both 
Order/Invoice Processing and Service Repair. 

2. Salesperson Commission reporting is calculated using the Commission Rate established for 
each Salesperson Code. 

3. Open Order Detail Report, Open Jobs by Salesperson Report, Outstanding Orders by 
Salesperson and Sales Analysis by Salesperson Report can all be run using the Salesperson 
Code. 

4. At least one DEFAULT Salesperson Code must be created for your system to process 
correctly. 

 
The Salesperson Code can be alpha or numeric and can be up to 3 characters in length.  Some 
users decide to use employee initials, in which case you could have the Code: JDS for John 
Smith.   
 
However, this method would require editing/updating every time you have a change in 
salesperson; and, since these codes are assigned to EACH CUSTOMER, would require that all of 
the customers and the Ship To addresses using this code would need to be changed. 
 
Utilizing a numeric system such as: 300 for John Smith OR 400 for James Jones would 
eliminate the need to edit every customer and ship to address each time you change Salespeople.  
Using this method would only require maintenance if a specific customer or customer ship to 
address moved from one salesperson’s area to another. 
 
You will also be asked to establish a Commission Rate for each of your Salesperson Codes.  This is 
a percentage amount recorded in whole numbers.  EXAMPLE: 5% would be entered as 5.00 
These commission rates are then utilized in the calculation of your Salesperson Commission 
Reporting. 
 
When determining what Salesperson Codes you need for your Accounts Receivable System you 
need to review each of the items above to make sure you have covered all of your requirements.  
It is possible to enter additional Salespeople at any time, however, the next step in adding the 
code is to assign it to individual Customers and Ship To address settings. 
 
 
What you will need before we can begin the training on Salesperson Code maintenance: 

1. Two-Three Character Salesperson Code for each Salesperson 
2. The Employee’s name associated with each Code 
3. The Commission Rate assigned to each Salesperson 
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Terms Code - Each of your Customers will be assigned a Terms Code that describes the 
repayment terms you have assigned to that customer. Once established, terms codes are 
associated with each customer record.  

1. Terms Codes are used in processing Sales Orders/Invoices, Job Billing/Invoices, conversion 
Invoice Entry and Cash Receipts. 

2. When a terms code is used, its definition will automatically determine an invoice due date 
and discount due date, if applicable. 

3. At least one DEFAULT Terms Code must be created for your system to process correctly.  
 
There is a set of typical Terms Codes in appendix A-1.  If you decide to use any of these Terms 
Codes, you will be instructed on how to load these during file maintenance training. 
 
What you will need before we can begin training on Terms Code maintenance: 

1. Two Character Terms Code for each terms code 
2. Terms Code Description for each terms code 
3. If each Discount is based on $ OR % and the amount of each 
4. Determine if each terms code is based on the number of days following the invoice date or 

are you using a specific date from the following month 
 
Territory Code – Each Customer is assigned a Territory Code.  Should your Customer have 
multiple Ship-To addresses, your ACS/MASTER system allows you to establish separate Territory 
Codes for each of your Ship To Addresses.  Once established, territory codes are associated with 
each customer record and become part of the order/invoice heading information. 

1. Territory Codes are used in Order/Invoice Processing and Sales Analysis Modules.  Your 
Sales Analysis By Territory Report is run by this code. 

2. Territory Codes can also be used for setting a range for printing customer statements. 
3. If your business does not have distinct sales territories, you must set up at least one 

territory code that can be used by all customers. 
4. The Territory Code provides a way to track customer sales by geographic location in the 

Sales Analysis module. When it is not applicable to your business, you may use the code to 
track sales by another category, such as customer account type (i.e. wholesale vs. retail). 
 

The Territory Code can be alpha or numeric and can be up to 3 characters in length.  As with the 
Salesperson Code, the Territory Code is assigned to each Customer.  So, keep this in mind when 
selecting the format of the codes, it will be much easier to maintain codes that are location 
specific and/or numeric as opposed to Salesperson specific. 
 
When determining what Territory Codes you need for your Accounts Receivable System you need 
to review each of the items above to make sure you have covered all of your requirements.  It is 
possible to enter additional Territories at any time, however, the next step in adding the code is 
to assign it to individual Customers and Ship To address settings. 
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What you will need before we can begin the training on Territory Code maintenance: 
1. Three Character Territory Code for each Territory 
2. The Territory description associated with each Code 

 
Tax Codes – Each of your Customers is assigned a Tax Code that controls the Sales Tax 
calculation for each invoice generated for that customer.  Should your Customer have multiple 
SHIP To addresses, your ACS/MASTER system allows you to establish separate Tax Codes for 
each of your Ship To Addresses if the Tax % for that location differs from the code set up in the 
Customer Profile Maintenance file.  

1. This Tax % will be used to calculate Sales Tax for Sales Orders/Invoices and Job Billing 
Invoices and is updated when the Sales Register is run and updated. 

2. Your Sales Tax Report is based on these Codes. 
3. There should be at least one DEFAULT Tax Code set up using your State/Local 

requirements and one DEFAULT Tax Code set up for Non-Taxable sales.  
4. If it is necessary to set up multiple Tax Codes, this will be determined by the tax liability for 

each of your Customer’s locations. 
5. Your Sales Tax settings also allow the generation of a Labor Detail Line code to be used in 

conjunction with your Service Repair Departments; providing the ability to have BOTH 
Taxable and Exempt Labor Lines.  This setting will also be reviewed in greater detail in the 
File Maintenance Training. 

 
Your ACS/MASTER system also allows you to “layer” your tax liability for each code, thus giving 
you a way to report each different taxing level. 
EXAMPLE: A company doing business in Los Angeles County will pay a Tax of 6.5%.  This is 
made up of a County Tax of .05 added to the California tax of 6%. 
This “layering” process will be reviewed in detail in the File Maintenance Training in Phase II. 
Your Sales Tax Codes can be Alpha or Numeric and are 2 Characters in length. 
  
When determining what Sales Tax Codes you need for your AR Customers you need to review 
each of the items above to make sure you have covered all of your requirements.  Should it 
become necessary to set up additional Sales Tax Codes, this can be done at any time and then 
assigned to the appropriate customers 
 
What you will need before we can begin the training on Tax Code maintenance: 

1. Two Character codes for each Sales Tax Code 
2.  A Description for each Sales Tax Code 
3. The Tax % for each Sales Tax Code 
4. The General Ledger Account number for your Sales Tax 
5. Will Freight be taxable for each Sales Tax Code 
6. The Maximum tax % for each code 
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7. If it becomes necessary to create a Labor Detail Line in conjunction with a Sales Tax Code, 
a Sales Order Line Code and Service Repair Department will need to be set up prior to the 
creation of this field. 

 
Cash Receipt Codes – Cash Receipt Codes are used to identify bank accounts, type of payment 
and the source of payment or adjustment entries when recording Customer Cash Receipts or $ 
Received On Account.  

1. Each of these codes allows you to determine which General Ledger account your payment 
dollars will post to. 

2. Each code also allows you to determine individually which codes will post to AR and/or GL. 
3. You can determine if the code records the receipt of actual $ or is simply an adjustment to 

existing data and if the code allows the entry of discounts. 
4. Cash Receipt Codes are identified on your Monthly Cash Receipts Journal. 
5. At least one Cash Receipt Code must be established for your system to process correctly. 

 
The Cash Receipts code can be up to 3 characters in length and can be either alpha or numeric 
characters. It is suggested that you create codes that are easy to remember such as: CHK for 
check, CRC for Credit Card or ADJ for Adjustment. 
What you will need before we can begin the training on Cash Receipt Code maintenance: 

1. Two or Three Character code for each Cash Receipt code 
2. A description for each Cash Receipt Code 
3. Determine if this Receipt Code will allow $ postings 
4. Determine if this Receipt Code will allow Discounts 
5. Does it post to AR or GL or Both 
6. What General Ledger GL Account will this post to 

 
Sales Discount Code – Each of your customers will be assigned a Sales Discount Code that will 
determine the discount allowed to them (if any) at the time of Invoice Payment.   
If used, these codes usually segregate customers into Discount “levels”.  Example: A code may 
be set up for Large Customers (Sales exceeding $100,000) that you wish to receive a 4% 
discount, while another code may be set up for Smaller Customers (Sales less than $50,000) that 
you wish to receive a 2% discount. Once established, discount codes are associated with each 
customer record. 
 

1. Sales Discount Codes are used in the processing of Cash receipts.  Cash receipts will 
display the discount calculated for each invoice based upon the code used at the time each 
invoice was created. 

2. At least one Sales Discount code must be established for your system to function properly. 
 
 
The Discount Code can be up to two characters in length and can be either alpha or numeric 
characters. 
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What you will need before we can begin training on Discount Codes: 
1. One to Two digit code for each Sales Discount Code 
2. A description for each Sales Discount Code 
3. A percentage to be used for each code to calculate the discount per invoice 

 
Standard Message Codes – Each of your Customers will be assigned a Standard Message Code 
that will automatically print on a customer’s deliver ticket, picking list and invoice.  Upon selecting 
a specific customer in Order/Invoice entry or Job Entry, the Standard Message Code assigned to 
this customer will appear in the Ribbon information of the transaction.  It can be changed if 
necessary. 

 
1. Message codes are used to establish standard messages pre-associated with a customer 

and automatically printed on a customer’s invoice.  
2. They can also be used to keep customers informed of upcoming events; such as sales, 

days your facility will be closed, upcoming inventory, etc. 
3. There should be at least one standard message code set up as a default.  
4. No other code is necessary unless the Order/Invoice Processing module is used. In that 

case, more standard messages may be desired to print on orders as well as on invoices. 

Message Codes are a 2 character alphanumeric code.  The Code Description may have up to 20 
characters, while the message itself can be up to 10 lines long with a maximum of 40 characters 
per line. 
  
What you will need before we can begin training on Message Codes: 

1. Two Character Message Code for each message 
2. Message code Description for each message code 
3. The message you wish to appear on your customer’s invoices 

 
Cycle Code – Cycle Codes allow the user to segregate customers when printing Customer 
Statements at Month End.   
 

1. Assigning these codes to specific Customers allows the printing of specific statements or 
specific group of statements.   

2. If customer statements are not used, one Cycle Code must be set up as a default setting 
and assigned to customers for customer set up to be completed. 

 
Cycle Codes can be up to 2 characters in length and are an alphanumeric field. 
Your description can be up to 20 characters in length. 
 
What you will need before we begin training on Cycle Codes: 

1. Two Character Cycle Codes for each cycle code 
2. Up to a 20 character description for each code 
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Price Code – Although Price Codes are not a mandatory field when setting up your Customers, 
they can play an important role in the pricing of your customer’s purchases; so you may elect to 
set them up when the customer is created rather than going back and establishing them later.   
 

1. Price Codes are designed to be used as part of the Order/Invoice Processing Pricing Tables.  
They are used to segregate your customers into similar pricing “groups or levels”.  

2. Price codes are used in correlation with your Inventory Item Classes to establish pricing for 
Groups of your Stock Items. 
 

EXAMPLE: When selling bearings: 
Large Customers receive 30% mark up from cost 
Distributors receive 50% mark up from cost 
Retailers receives 100% mark up from cost 
This would require 3 Pricing Codes:  
Large customers would all be assigned the same code 
Distributors would all be assigned the same code 
Retail customers would all be assigned the same code.   
At this point, it would be good to note that Pricing tables can be set up to Mark up from Cost, 
Down from List, or Margin over Cost; the point being that your Price Codes are used to group 
customers with similar billing practices. 
Pricing Codes can be up to 4 characters in length and can be alpha or numeric characters.  Once 
established, it is important to remain consistent.  Their description can be up to 20 characters in 
length. 
 
Remember, Price Codes are not a mandatory field when setting up each of your customers; 
however, if you intend to use Pricing Tables it may be more efficient to establish Price Codes and 
include them in Customer settings. 
 
What you will need before we can begin the training on Price Code maintenance: 

1. Determine how many pricing “groups” you are currently using 
2. Two to Four Character Price Code for each “group” 
3. Price Code Description for each “group” 

 
Freight Terms Code – Setting up Standard Freight Terms allows you to designate a preferred 
shipping method for each of your customers. The Terms Code can be up to 3 characters in length 
and be either alpha or numeric characters. You can create any type of distinction that applies to 
your customers: 
CPU Customer Pickup 
ORT Our Truck 
UPS United Parcel 
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What you will need before we can begin training on Freight Terms codes: 
1. Up to 3 character Freight Terms Code for each freight term 
2. Up to a 30 character description for each Freight Terms Code 
3. At least one default Freight Terms Code must be set up for your system to function 

properly. 
 
NOTE: Once all of your Accounts Receivable Maintenance options have been 
completed, you are ready to use these various settings to create your Customer files.  
You will need these options to be defined before you begin to enter specific 
Customers. 
 

Accounting  Accounts Receivable  Maintenance Customer Maintenance 
 
Customer Maintenance – Upon selecting Customer Maintenance you will be required to create 
a Customer Number. 
 
Customer Number: Each Customer is assigned a 6 character alphanumeric Customer Number.  
All Codes are case sensitive so always use upper case. 
When determining your Customer number, keep the following in mind: 

1. It is possible to allow your ACS/MASTER system to assign an all numeric number to each 
Customer. Each time a new customer is created your system will assign it the next 
sequential number. 

2. When displaying a numeric list of Customers, you will see them in ascending customer 
Number order. 

3. If you wish to include alpha characters in your Customer numbers, the customer numbers 
must be assigned manually.  

4. When using Alpha characters, some thought should be given to the addition of future 
Customers.  

 
 EXAMPLE:  
 R00100   Ray’s Plumbing 
 R00110   Raytheon Aircraft 
 This would allow only 9 additional vendors to be set up between R00100 and R0010 
 OR these vendors could also be set up as: 
  

RAY100   Ray’s Plumbing 
 RAY110   Raytheon Aircraft 
 This would narrow the vendors that would need to be set up between Ray’s and Raytheon 
 to those beginning with RAY. 
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The Accounts Receivable module can also provide for automatic sequential numbering for new 
customers. This offers a fast, controlled method of assigning numbers for new customers, as in 
the initial download to the computer.  
 
What you will need before we can begin the training on Customer Number maintenance: 

1. Up to a six character alphanumeric Customer Number for each of your Customers 
2. All previously reviewed codes must be created prior to Customer entry 

 
Customer Maintenance 
 
Customer Name and Address Maintenance – Once you have entered the 6 character 
alphanumeric number for a new customer, you will be required to enter name and address 
information for that customer.  Keep in mind that this is the information that will appear on your 
customer invoices, as such, it should be the current billing information for each  customer. 
This data will be used in Accounts Receivable as well as Order/Invoice Processing and Service 
repair. 

 

 Name: Your customer name can be up to 30 characters. This should be the format you 
 wish to display on your Customer Billing. 
  
 Address: Two lines are available (24 characters each) for customer billing address. 
 
 City: Can be up to 22 characters to identify the name of the city associated with the 
 customer billing address.  
  
 State: 2 character field to identify the name of the state associated with the customer 
 billing address.  

 
 Zip/Postal: The customer’s zip code can consist of either a 5 or 9 digit zip code,  
 depending on how the parameter is set in Accounts Receivable Parameter Maintenance.  
  
 Country: This field is up to 24 characters representing the name of the country associated 
 with the customer.  
  

Telephone: Here you will enter the customer’s telephone number with area code. The 
punctuation for the area code and prefix are displayed automatically so it will not be 
necessary to enter your dashes.  Remember, this information should reflect Customer 
Billing location information. 
 

 Ext: The telephone extension number can be up to 4 characters in length.  
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  Fax Phone: This field is used to record customer’s fax phone number with area code.  The 
 punctuation for the area code and prefix are displayed automatically so it will not be 
 necessary to enter the dashes. 
  
 Contact: This would be used to record your customer’s contact person and the field is up 
 to 20 characters in length. The first 10 characters in this name are used when performing 
 searches using your F3=Lookup function.  
  
 Alt Seq: Generally, it is made up of the first 10 characters of the Company name; 
 however, any name can be entered. For instance, you may want to enter AT&T for 
 American Telephone and Telegraph.  
 When performing a lookup on this field, this sequence is used to locate the customer by 
 name. It is also used to sort customers alphabetically for reports.  
  
 Date Opened: This date can reflect the date that the customer account was originally 
 established or it can also be used to record when the customer was set up your 
 ACS/MASTER system. 
  
 Ship-Via: This is a free standing field that allows you can enter the standard shipping 
 method for this customer and can be up to 10 characters in length.  Your system will 
 display this Ship VIA information as part of the header record when Sales Orders and Jobs 
 are created for your customer.  
  
 FOB: This is a 15 character field that allows you to identify the freight charge description 
 for this customer.  This information will also appear in the header record when Sales 
 Orders and Jobs are created for your customer. 
  
 Resale Number: This field allows you to enter the customer’s resale identification 
 number, if applicable. Although this field does not print on any of your customer 
 transactions, this field is available if you require this data be on file for your customers. 
  
 DB Number: This field provides 9 characters to maintain the customer’s Dun & Bradstreet 
 identification number.  Although this field does not print on any of your transactions, this 
 field is available if you require this data be on file for your customers. 
  
 SIC Code: An 8 character field is provided for maintaining the Standard Industry Code 
 classification number for the customer.  
  
 Retain: Your system allows you to determine if you wish to retain a customer with no 
 open invoice balances. When performing Accounts Receivable Period End update, this flag 
 determines if the Customer record is removed.  Therefore, you would check this box to 
 retain this customer during the Accounts receivable period-end processing, when the   
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customer’s accounts receivable balance is zero; and leave this box blank to remove this 
customer during period-end processing when invoice balances do not exist.  

  
 Inactive: It is possible to determine the processing status of each customer. If the 
 customer is active, it is available for any type of transaction processing.  However, when 
 rendered inactive, your system will not allow the customer to be selected for any type of 
 transactions EXCEPT cash receipts.  If you wish to open a job or create a sales order, the 
 customer would need to be rendered active prior to creating these records. 
 
Once the Name and Address information has been entered for your customer, your Profile 
Maintenance screen will display.  Set up earlier, these codes/settings are generally used 
throughout the Order/Invoice Processing, Service Repair and Sales Analysis modules. During 
Order/Invoice Entry, they provide default values that speed the data entry process. The default 
values may always be overridden for a particular order or invoice.  
 
Not all of these fields may be applicable to your business (such as the Territory Code or 
Salesperson). However, you still must assign a code when setting up a customer. When this is the 
case, establish a single code (i.e., one named “Standard” or “Default”) to apply to the entire 
customer base and enter that code for each customer.  
 
Customer Profile Maintenance - In addition to the standard name and address information, 
there are a number of file-verified fields that may be associated with a customer; these make up 
your Customer Profile.  Because most of these fields have been defined previously, you will see 
detail only for those settings that have not already been reviewed.   
 
 Distribution Code: This setting will be defined by your ACS Project Manager and you will 
 select from a list of established codes when setting up your customers.  These codes 
 determine the various GL Accounts that will be used when performing Customer Billing and 
 will be reviewed during your training process. 
 
 Label Code: This code is a two-character code used for label selection purposes during 
 Customer Label printing.  This setting is associated with your Accounts Receivable 
 Parameter settings that will be covered during the Advanced Training portion of the 
 Installation. 
 
 Finance Charge: Your system allows for the generation of monthly finance charges, this 
 box must be checked for your system to include this specific customer during the finance 
 charge generation process.  You will check this box if the Customer is subject to monthly 
 finance charges, or leave this box blank if the Customer is not subject to finance charges. 
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 Statements: You period end processes also include the ability to generate monthly 
 statements for your Customers with open AR invoices.  You will check this box if your 
 Customer is eligible to receive monthly statements, or leave this box blank if the Customer 
 is not eligible to receive monthly statements. 

 NOTE: The Customer Statement process will be covered in Advanced Process Training. 
 
 Sales Analysis: 
 When the Sales Analysis module is installed, this field controls how sales analysis data is 
 collected for this customer. However, the level of sales analysis detail is limited by the 
 settings created in Sales Analysis Parameter Maintenance. 
 Depending of the Parameter settings, you would enter P to summarize sales analysis for 
 this customer on a product code level, or enter I to retain sales analysis for this customer 
 by inventory item (most detailed).  
 You can also enter N to not collect sales analysis data for this customer.  
 
 Credit Limit: This field is only accessible if Credit Management is not installed.  You will 
 enter the maximum amount of credit to be extended this customer before a hold is placed 
 on their account.   
 When Credit Management is installed, this field shows the credit limit placed on this 
 customer in the Credit Manager’s Review & Release task.  
 
 NOTE: To speed the data entry process, your Credit Management setting can be set to NO 
 so that Credit limits can be easily entered.  Then, once this information is complete, you 
 can change the setting to YES.  This will eliminate the need to use Credit Manager’s Review 
 and Release to set credit limits. 
   
 Credit Hold: This field is display only and appears only if the Credit Management system 
 is installed.  
 A customer may be placed on credit hold for one of several reasons, depending partly on 
 the setting of the Credit Management parameters. Credit holds may be placed 
 automatically on any new customer or on one who has exceeded a credit limit. The credit 
 manager may also manually apply a credit hold.  
 
 NOTE: Credit Manager Maintenance training is included in the Order/Invoice Maintenance 
 section of this training manual. 
 

Retain Inv Det Hist: This option allows you to choose whether you retain invoice history 
for this customer.  You would select this option if you wish to retain the invoice history for 
this customer, and leave this box blank if you do not wish to retain the invoice history for 
this customer.  It is recommended that you always select this option. 
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PO Required: This field allows you to make the entry of PO information mandatory. Once 
 set, your system will not allow the entry of Sales Order or Job information without entry of 
 data in this field. 
 -Enter Y if PO # is required for this customer. 
 -Enter N if a PO# is not required for this customer. 
 -Enter D if PO # is required and the customer does not allow duplication PO#. 
  
 Minimum Line GP%: Your ACS/MASTER system allows you to create a Global Gross 
 Profit setting in the Order Processing Parameters that will be applied to all Customer 
 Transactions.  Once established, all pricing calculations will be compared to this setting and 
 your system will generate a warning if any transaction does not meet this minimum Profit 
 setting. 
 This Customer specific setting will override that Global setting. 
 Each customer allows you to determine the minimum profit % your system will allow for 
 this customer when creating pricing information.  If your customer invoice does not meet 
 the minimum required profit margin, your system will display a WARNING message which 
 can be overridden. 
 
 Credit Hold Flag: This field appears only if the Credit Management system is installed. 
 Selecting this field will place your customer on Credit Hold 
 
 Of the remaining Customer Maintenance options, only the Ship-To Address Maintenance 
 and Customer Email and Fax Maintenance options will be covered in Phase I and Phase II.  
 The remaining options will be covered in the Advanced File Maintenance Section. 
 

Ship-To Address Maintenance - Since the name and address established for each of your 
customers is used for Customer billing purposes; it may become necessary to establish different 
Ship To addresses for some of your customers. This additional Ship To option allows you to 
identify multiple business locations that may all share the same billing address.   

An important feature of your Ship To function is that it gives you the ability to establish 
independent information for each of the customer locations.  

EXAMPLE:  Cessna Aircraft has all of their billing information sent to a local PO Box.  However, 
each of their 5 locations has different delivery locations, and because one of the locations is 
actually out of state, it requires a different Salesperson and Tax Code.  Different Ship To Codes 
give you the opportunity to record data associated with each location. 
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Information you will need for each Ship To Address 
1. Up to a 6 character numeric ship to code 
2. Ship-To Name up to 30 Character in length 
3. Ship To Address up to 2 lines, each line up to 25 characters 
4. This location’s Contact Name 
5. This location’s Telephone/Ext and Fax Number 
6. The Salesperson for this location 
7. The Territory for this location 
8. The Tax Code for this location 
9. D&B Number if applicable 
10. SIC Code if applicable 

 

Email and Fax Information: Presently, these are informational fields that give you a 
place to store Email and Fax contact information as well as Internet Site information. 

 Email To / Email Cc / Fax To / Fax No / Web Page 
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C. Basic File Maintenance Training 
In this section we will train the user on how to add and maintain the codes for the Accounts 
Receivable Module. 
 
Accounting Accounts receivable Maintenance 
 
What will be covered in this section: 
1. Customer Types 
2. Salesperson Codes 
3. Terms Codes 
4. Territory Codes 
5. Tax Codes 
6. Cash Receipt Codes 
7. Sales Discount Codes 
8. Standard Message Codes 
9. Cycle Codes 
10. Price Codes 
11. Freight Terms Codes 
12. Customer Maintenance 
 
Prerequisites: 
1. Individuals to be trained must have taken System Navigation training 
2. Your General Ledger Chart of Accounts must be entered 
3. Order Processing Pricing Tables / Contract Pricing must be entered (if applicable) 
4. Section B/Conceptual Overview must have been reviewed and “What you will need” steps 
completed. 
5. At least one printer must be configured and assigned to the users being trained. 
 
 
Customer Type Maintenance 
The information to be entered and maintained during this training session is the Customer Type 
and the Customer Type description.  When accessing your Customer Type Maintenance you will 
see a list of all existing Customer Types. 
 
  
 
 
 
 
 



 

 

20 

 

 

Application Computer Systems, Inc. 
Accounts Receivable 

 

Customer Type Field Options: 
 To enter a Customer Type, click the “Insert” button. 
 

 
 

Type: Enter up to a 3 character alphanumeric Customer Type.  All codes are case sensitive 
so always use upper case.  When the type has been entered you will hit the “Enter” key.  

 
Description: Enter up to a 20 character Description. When the Description has been 
entered you will hit the “Enter” key.  

 
 Once all codes and descriptions have been entered you will select your “OK” button and 
 you will be asked:  
 “Is the Above Information Correct?” 
 -Select “OK” and you will be asked: 
 “Print A list of All Records?” 
 
 -Select “Yes” to print a list 
 -Select “No” to exit without printing a list  
 -Select “Cancel” to exit 
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Salesperson Maintenance 
The information to be entered and maintained during this training session is the Salesperson 
Code, Salesperson Name and each Salesperson’s Commission Rate.  When accessing your Sales-
person maintenance you will see a list of all existing Salesperson Codes. 
 
 Salesperson Field Options: 
 To enter a Salesperson Code, click the “Insert” button.   
 

 
 

 Salesperson: Enter up to a 3 character Salesperson code. All codes are case sensitive so 
 always use upper case.   
 NOTE: This is an alphanumeric field, however, as explained earlier, maintaining alpha 
 settings associated with specific employees would require much more maintenance when 
 you experience employee turnover.   
 When the Salesperson code has been entered you will hit the “Enter” key. 
 
 Name: Enter your Salesperson name up to 20 characters 
 When the name has been entered you will hit the “Enter” key. 
 
  

Comm Rate: Enter a number that represents the commission rate for this salesperson.  
 EXAMPLE: Enter 5.5 to represent a commission of 5.5% 
 
 Once all codes and descriptions and rates have been entered you will select “OK” and you 
 will be asked: “Is the Above Information Correct?” 
 -Select “OK” and you will be asked: 
 “Print A list of All Records?” 
 -Select “Yes” to print a list 
 -Select “No” to exit without printing a list  
 -Select “Cancel” to exit 
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Terms Code Maintenance 
The information to be entered and maintained during this training session is the Terms Code, 
Terms Code Description, Type, Discount %, Net Days, Discount Days and Credit Hold.  When 
accessing your Terms Code Maintenance you will see a list of all existing Terms codes. 
 

  
Terms Code Field Options: 

 To enter a Terms Code, click the “Insert” button. 
 
 Code: Enter an alphanumeric Terms Code of up to 2 characters.   
 All codes are case sensitive so always use upper case. 
 
 Description: Enter up to 20 characters to describe the terms. 
 
 Type:  Enter Type D or Type P 
 -Enter D for terms based on a specific number of days from the invoice date    
  

-Enter P for prox terms based on a specific day in the next month.  
 
 Disc%: Enter a number that represents the discount rate available for these terms. If no 
 discount is offered, enter 0.  

 Example: Enter 2.5 to represent a prompt payment discount of 2.5% (.025).  
  
 Net Days:   
 -For TYPE D Enter the number of days past the invoice date when the total amount of the 
 invoice is due   
 -For TYPE P Enter the invoice due date of the next month (1 through 31)  
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 For prox terms, enter 31 to represent the last day of the following month.  
   
 Disc Days: 
 -For TYPE D Enter the number of days past the invoice date when a prompt payment 
 discount may be taken 
 -For TYPE P Enter the day of the month to take a prompt payment discount  
 For prox terms, the discount date is always the day of the following month.  
  
 Credit Hold:  
 -Check this box when you want a credit hold for all customers with these terms       
 -Leave this box blank if you do not want a credit hold.  
 
 Once all codes, descriptions and settings have been entered you will select “OK” and you 
 will be asked: “Is the Above Information Correct?” 
 -Select “OK” and you will be asked: 
 “Print A list of All Records?” 
 -Select “Yes” to print a list 
 -Select “No” to exit without printing a list  
 -Select “Cancel” to exit 
 
 
TERMS CODE EXAMPLES: 

Example 1: 
Invoice is due when it is created - no discount 
is offered. 
Code: 00 
Description: Due on Receipt 
Type: D 
Discount: 0.0% 
Net Day(s): 00 
Discount Days: 0 
Credit Hold: N  
 

Example 2: 
Invoice is due 30 days from invoice date - no 
discount is offered. 
Code: 30  
Description: Net 30 Days 
Type: D  
Discount: 0.0% 
Net Day(s): 30 
Discount Days: 0  
Credit Hold: N 
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Example 3: 
Invoice is due 30 days after it was created - a 
2% early payment discount may be taken if the 
payment is received within 10 days. 

Example 4:  
Invoice is due at the end of the month after it 
was created. 
  

Code: 10 
Description: 2% 10 Net 30 
Type: D 
Discount: 2.0% 
Net Day(s): 30 
Discount Days: 10 
Credit Hold: N 

Code: 31 
Description: Net EOM 
Type: P 
Discount: 0.0% 
Net Day(s): 31 
Discount Days: 0 
Credit Hold: N 
 

 
Territory Code Maintenance 
The information to be entered and maintained during this training session is the Territory Code 
and Description. 
 
 Territory Code Field Options: 
 To enter a Territory Code click the “insert” button 
 
 
 
 
 
 

 
 
 
 
 

Example 5: 
Invoice is due at the end of the month after it 
is created. A 2% discount may be taken if 
payment is received by the 10th of the 
following month.  

Example 6:  
Cash on delivery - as may apply to a will call 
sale or C.O.D. delivery. 

 
 
 
 
 
Code: 11 
Description: 2% 10th Net EOM 
Type: P 
Discount: 2.0% 
Net Day(s): 0 
Discount Days: 10 
Credit Hold: N 

 
 
 
 
 
Code: CD 
Description: C.O.D. 
Type: D 
  
Net Days(s): 31 
Discount Days: 0 
Credit Hold: N 
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Territory: Enter an alphanumeric Territory Code of up to 3 characters.   
 
 Description: Enter up to 20 characters to describe the territory.  
 Once all codes and descriptions have been entered you will select “OK”.   
 You will be asked: “Is the Above Information Correct?” 
 -Select “OK” and you will be asked:   “Print A list of All Records?” 
 -Select “Yes” to print a list 
 -Select “No” to exit without printing a list  
 -Select “Cancel” to exit 
 
Tax Code Maintenance 
The information to be entered and maintained during this training session is the Tax Code, 
Description, Tax %, GL Account, Freight Tax option, Maximum Tax and optional Labor Code. 
 

 
  

Tax Code Field Options:  
 Tax Code: Enter a two character alphanumeric Tax Code.  
 

 Description: Enter up to 20 characters to describe the Tax Code. 
 

 Tax Percent: Enter a number that represents the tax rate for this code.   
 EXAMPLE: Enter 5.5 to represent a tax of 5.5% 
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GL Account: Enter the General Ledger Account you wish the calculated tax to post to 
when  this Tax Code is used. NOTE: This information will update when the Sales Register is 
run and updated. 

 

 Freight Taxable:  
 -Check this box if this code taxes freight 
 -Leave the box blank if freight is not taxed 
 

 Labor Code: This option allows the user to establish BOTH taxable and non-taxable labor 
 line codes.  Once established in Order Processing maintenance, the line code must be 
 entered into the labor line code settings in your Job Departments. 
 
 It is suggested that you contact your Project Manager or ACS Customer Support to assist 
 you in configuring the Labor Line code and to review how to insert the code for use in 
 Sales Tax parameters as well as Service Repair Department settings. 
 
 Maximum Tax: Enter the maximum tax amount for this tax code or enter Zero if no limit 
 applies. 
 
 Tax Code 01-Tax Code 10: These fields allow the user to “layer” multiple Tax Codes to 
 arrive at the total tax liability for each code. 
 
 EXAMPLE: The total tax paid by a customer using S2 tax code/ Charleston SC 
 .75% to the city of Charleston 
 1%   to Charleston County 
 6%   to the State of South Carolina 
 For a total tax liability of 7.75% 
 
 NOTE: If your state requires detailed sales totals for non taxable sales, it may be 
 necessary to  establish Tax Codes for non taxable transactions such as out of state sales or 
 sales to nonprofit organizations etc.  These codes would be set up individually and would 
 have a tax percent of 0. 
 
Cash Receipts Code Maintenance 
The information to be entered and maintained during this training session is the Cash Receipt 
Code; cash receipt code description, if cash postings and discounts are allowed, if the transaction 
should post to AR and/or GL, the Cash and Discount GL accounts to be posted to and Point of 
Sale information. 
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Cash Receipt Code Field Options: 

 Cash Receipt Code: Enter a Cash Receipt Code of up to 3 characters in length.   
 All codes are case sensitive so always use upper case. 
 
 Description: Enter up to 20 characters to describe this cash receipts code.  
 
 Cash:  
 -Check this box to enter adjustments and deposit dollar amounts (cash or check) when 
 using this code during the cash receipts data entry.  
 -Leave the box blank if adjustments only can be made using this code. 
  

 NOTE: An entry of N will not allow a cash amount to be entered and is useful to control 
 adjusting type transactions.  
  
 Discount:  
 -Check this box to allow discounts to be taken when using this code during Cash Receipts 
 Entry. 
 -Leave the box blank if discounts are not permitted when using this code.  
  
 AR/GL:   
 -Enter A to post these receipts to accounts receivable invoices.  
 -Enter G to post these receipts to general ledger accounts.  
 -Enter B to allow both Accounts receivable and General Ledger.  
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Cash Account: (with GL installed) 

 Enter the general ledger cash account to be impacted by this Cash Receipt Code.  
 

 NOTE: This posts the cash amount to this account during the Cash Receipts Update. When 
 depositing into several accounts, create a cash receipt code for each account.  
  

 Disc Account: (with GL installed) 
 You must answer Y in the Discount field in order for this field to be activated.  
 Enter a valid general ledger account to post allowed discounts.  
 

 NOTE: Post terms discount amounts to this account when they are taken by a customer. 
 This account is normally a contra-revenue account posted as a debit amount as part of the 
 Cash Receipts Update process.  
  

 POS Cash Type: (with Order Processing installed)  
 -Enter $ for cash point-of-sale transactions.  
 -Enter C for check point-of-sale transactions.  
 -Enter P for credit card point-of-sale transactions.  
 
 NOTE: This field is not used by the cash receipts processing in the Accounts Receivable 
 module, though a value must still be entered. The POS Cash Type is used by the 
 Order/Invoice Processing to process point-of-sale invoices. The value entered causes a 
 related set of questions to be asked on the total screen of the Simple Invoice Entry task.  
 

 Once all codes have been entered you will select “OK”.      
 You will be asked: “Is the Above Information Correct?” 
 -Select “OK” and you will be asked:  “Print A list of All Records?” 
 -Select “Yes” to print a list 
 -Select “No” to exit without printing a list  
 -Select “Cancel” to exit 
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Sales Discount Codes 
The information to be entered and maintained during this training session is the Sales Discount 
Code, the discount description and the discount percent. 
 
 Sales Discount Field Options: 
 To enter a Discount Code click your “insert” button. 
 

 
 

 Code: Enter an alphanumeric character Discount Code of up to 2 characters. 
 

 Description: Enter up to 20 characters to describe the discount.  
 

 Percent: Enter a number that represents the discount rate available for these terms. If no 
 discount is offered, enter 0.00 
 

 Once all codes, descriptions and percentages have been entered you will select “OK”.  
 You will be asked: “Is the Above Information Correct?” 
 -Select “OK” and you will be asked:    “Print A list of All Records?” 
 -Select “Yes” to print a list 
 -Select “No” to exit without printing a list  
 -Select “Cancel” to exit 
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Standard Message Code 
The information to be entered and maintained during this training session is the Standard 
Message Code, the code description and message verbiage for each of your codes.  
 

 
 
 Standard Message Code Field Options:  
 Std Message: Enter an alphanumeric character Standard Message Code of up to 2 
 characters. 
 
 Description: Enter up to 20 characters to describe the Message 
 
 Comment: When taken to the screen that allows you to enter the message verbiage, your 
 system will fill in the SEQ# in increments of 5.  Enter to move your curser to the Comment 
 field.  Here you may enter up to 40 characters and up to 10 lines. 
 
 Once all codes have been entered you will select “OK”.      
 You will be asked: “Is the Above Information Correct?” 
 -Select “OK” and you will be asked:  “Print A list of All Records?” 
 -Select “Yes” to print a list 
 -Select “No” to exit without printing a list  
 -Select “Cancel” to exit 
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Cycle Code Maintenance 
The information to be entered and maintained during this training session is the Cycle Code and 
Description. 
 
 

 Cycle Code Field Options: 
 To enter a Cycle Code click your “insert” button.  
 

 
 

 Code: Enter a 2 character alphanumeric Cycle Code.  
 All codes are case sensitive so always use upper case. 
 

 Description: Enter up to a 20 character description for each Cycle code. 
 

 Once all codes have been entered you will hit “OK”.      
 You will be asked: “Is the Above Information Correct?” 
 -Select “OK” and you will be asked:  “Print A list of All Records?” 
 -Select “Yes” to print a list 
 -Select “No” to exit without printing a list  
 -Select “Cancel” to exit 
 
Price Code Maintenance 
The information to be entered and maintained during this training session is the Price Code and 
the price code description.  Keep in mind that although this is not a mandatory field, it may be 
more efficient to establish this information as you set up each of your customers as opposed to 
going back and adding this information for each customer later. 
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Price Code Field Options: 
 To enter a Discount Code click your “insert” button.  
 

 
 

 Price Code: Enter up to a 4 character Price code.  
 All codes are case sensitive so always use upper case.  
 

 Description: Enter up to 20 characters to describe the Price code.  
 

 Once all codes and descriptions have been entered you will select “OK”.      
 You will be asked: “Is the Above Information Correct?” 
 -Select “OK” and you will be asked: “Print A list of All Records?” 
 -Select “Yes” to print a list 
 -Select “No” to exit without printing a list  
 -Select “Cancel” to exit 
 

Freight Terms Maintenance 
The information to be entered and maintained during this training session is the Freight Terms 
Code and description. 

 

 Freight Terms Field Options: 
 To enter a Freight Code click your “insert” button 
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Code: Enter up to a 3 character alphanumeric Freight Code.   
 All codes are case sensitive so always use upper case.  
 

 Description: Enter up to 30 characters to describe each code. 
 

 Once all codes and descriptions have been entered you will select “OK”.      
 You will be asked: “Is the Above Information Correct?” 
 
 -Select “OK” and you will be asked:   “Print A list of All Records?” 
 -Select “Yes” to print a list 
 -Select “No” to exit without printing a list  
 -Select “Cancel” to exit 
 
Customer Maintenance 
The information to be entered and maintained during this training session is the Customer Name 
and Address information and the Customer Profile Maintenance Information. 
NOTE: All other AR settings and codes must be in place before your AR Customers can 
be entered. 
 

 
 

 This data can be entered into your ACS/MASTER system manually by entering the 
 necessary information into each field.  
 
 However, it is also possible to load this data onto a conversion spreadsheet and have the 
 data “uploaded” into the system. This option would require someone knowledgeable and 
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comfortable with this type of information upload.  This process will be covered in more 
 detail in the System Maintenance Module advanced training portion of this manual. 
  

Customer Name and Address  
 

 Customer Number: Each Customer is assigned a 6 character alphanumeric Customer 
 Number.  All Codes are case sensitive so always use upper case.  When establishing 
 Customer numbers, it is also good to select a numbering sequence that allows for the ease 
 of adding future Customers to your list. 
 

 Name: Enter the name of the customer up to 30 characters. 
 

 
 
 Address: Address information fields allow 2 lines of information up to 24 characters each. 
 

 City: City information allows up to 22 Characters. 
 

 State: This is the 2 Character state abbreviation field. 
 

 Zip/Postal Code: You can enter a 5 to 9 character Postal or Zip Code. 
 If zip code is 9-digits, it displays with separating dashes (Example: xxxxx-xxxx).  
 
 Country: This is a 24 character field representing the name of the country associated with 
 the customer.  
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Telephone: This field will include Area Code and Phone number. The number is displayed 
with punctuation for the area code and prefix, so dashes will not need to be entered. 

  

 Ext: Here you will enter an extension for your Customer contact up to 4 digits. 

  

 Fax Phone: This field will include telephone number with area code of the Vendor’s Fax 
 number.  The number is displayed with punctuation for the area code and prefix, so dashes 
 will not need to be entered. 
 

 Contact: Here you can record and customer’s contact information up to 20 characters in 
 length.  
 

 Alt. Sequence: This field will default to the first 10 characters of the customer name; 
 however, this can be overridden by keying in any 10 characters. This code is used by the 
 F3 Lookup function.  
 
 Date Opened: This field will display the date this Customer account was opened but can 
 be overridden. 
 

 Ship Via: If you wish to assign a default shipping method or Carrier for this Customer, this 
 field is up to 15 characters.  Your system will include this data when creating Sales Order 
 and Job information for this customer. 
 

 FOB: Enter default FOB information for this Customer up to 15 characters. 
 

 Resale Number: If you require your Customer’s resale identification number be on file, it 
 may be entered here. 

  

 DB Number: This allows for the entry of your Customer’s Dun & Bradstreet identification 
 number. 

  

 SIC Code: If you require your Customers Standard Industry Code classification, that 
 information may be entered here.  

 

 Retain Customer: This field will determine if your customer will be retained in your 
 system after their invoices have been paid and your month end update has been 
 performed. 
 You will leave this box blank to remove this customer during period-end processing when 
 invoice balances do not exist; or check this box to retain this customer during the accounts 
 receivable period-end processing, when the customer’s accounts receivable balance is zero.  

  

 Inactive: Check this box to render a Customer inactive, leave the box blank to allow 
 processing for this Customer. 
 
 NOTE: When a customer is Inactive your ACS/MASTER system will allow only Cash Receipt 
 transactions to be processed. 
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 Upon completion of the Name and Address information, select OK.  You will be asked 
 “Is the above information correct?” Select OK. 
 
Customer Profile Maintenance  
In addition to the standard name and address information, there are a number of file-verified 
fields that were defined in Phase One of your installation that may be associated with a customer. 
These codes are generally used throughout the Order/Invoice Processing and Sales Analysis 
modules. During Order/Invoice Entry, they provide default values that speed the data entry 
process. The default values may always be overridden for a particular order or invoice.  
Not all of these fields may be applicable to your business (such as the Territory). However, you 
still must assign a code when setting up a customer. When this is the case, establish a single code 
(i.e., one named “Standard” or “Default”) to apply to the entire customer base and enter that 
code for each customer.  
 
 Customer Profile Maintenance Field Options:  
 Customer Type: Enter a valid customer type (this may simply be a default setting if you 
 do not have multiple customer types). 
 

 
 
 Salesperson: Enter the code for the Sales person assigned to this customer.  Keep in 
 mind;  separate Salesperson codes can be assigned to each Customer Ship to addresses. 
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 Terms Code: Enter the Terms code assigned to this customer. 
   

 Tax Code: Enter a valid sales tax code for the customer: Keep in mind; a separate Tax 
 Code  can be established for each Customer Ship to address that is entered in Customer 
 Maintenance. 

 
 Freight Terms: Enter a valid freight terms code (this may be a default setting if you do 
 not have multiple customer freight terms). 
   

 Territory: Enter a valid territory code  
  

 Dist Code: Enter a valid distribution code.  
 Your Distribution Codes will be established by your ACS project manager and will be 
 reviewed with you during training. 
 

 Standard Message: Enter an optional standard message code that will appear on the 
 customer’s invoice.  
 

 Pricing Code: Enter a valid price code  
 The customer pricing code, in conjunction with an inventory item class code, identifies a 
 quantity break table that is used to calculate prices during order and invoice entry.  
 

 Sales Discount: Enter a valid sales discount is applicable.  
   

 Label Code: Enter a two-character code used for selection purposes during Customer 
 Label printing.  
 

 Finance Charges:  
 -Check this box if the customer is subject to Finance Charges 
 -Leave the box blank if Finance Charges are not applicable  
 

 Statements: 
 -Check this box if this customer is eligible to receive accounts receivable statements 
 -Leave this box blank if when the customer is not to receive statements 
 
 Note: Other selection criterion is available at the time the statements are actually printed.  
   

 Cycle Code: Even if you do not utilize the Customer Statement option available, I will still 
 be necessary to enter a default cycle code for this customer.  
   

 Sales Analysis: 
 -Enter P to summarize sales analysis for this customer on a product code level.  
 -Enter I to retain sales analysis for this customer by inventory item (most detailed). 
 -Enter N to not collect sales analysis data for this customer.  
   
 Credit Limit: This field is only accessible if Credit Management is not installed.  
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Enter the maximum amount of credit to be extended this customer before a hold is placed 
on their account. When Credit Management is installed, this field shows the credit limit 
placed on this customer in the Credit Manager’s Review & Release task.  

   
 Credit Hold: This field is display only and appears only if the Credit Management system 
 is installed.  
 
 Retain Detail History: 
 -Check this box for each customer for who invoice history is to be retained.  
 -Leave this box blank for each customer for whom invoice history is not to be retained.  
 

 PO Required:  
 -Check this box if a customer purchase order number must be entered before processing 
 can proceed 
 -Leave this box blank if no customer purchase order is required.  
 

 Minimum Line: Enter minimum Order Line Gross Profit % 
 

 Credit Hold Flag: This field is display only and appears only if the Credit Management 
 system is installed. 
 

 Once all fields have been entered, you will select “OK”.  
 You will be asked: “Is the Above Information Correct?” 
 Select “OK” and your system will display the remaining Customer Maintenance options. 
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Ship-To Address Maintenance 
The information to be entered and maintained during this training session is the Customer Ship To 
Address (including 2 address lines, City, State, Zip code and Country), Contact information, 
Telephone, Extension, Fax number, Salesperson Code, Territory, Tax Code, D&B Number and SIC 
Code. 
 

 
  

Ship-To Address Field Options: 
 To enter a Ship to Code, enter your Customer Number 
 

 Ship-To No: Enter up to a 6 digit Ship-To Number 
 

 Ship-To Name: Enter a name for the business of the Ship-To No up to 30 characters.  
  

 Address: Enter up to 2 lines to identify the ship-to address, each line can contain up to 25 
 characters. 
  

 City: Enter up to 22 characters to identify the name of the city associated with the 
 customer location.  
 

 State: Enter 2 characters to identify the name of the state associated with the customer 
 location.  
 

 Zip/Postal: Enter the zip code for the address, with a 4-digit extension if available.  
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 Country: Enter up to 22 characters to identify the name of the Country associated with 
 the customer location.  
  

 Contact: Enter up to 22 characters for the name of the contact person or department at 
 this location.  
  

 Telephone: Enter the telephone number, with area code of the ship-to address.  
  

 Ext: Enter up to four characters for the phone number extension, if applicable.  
  

 Salesperson: Enter a valid salesperson code.  
  

 Tax Code: Enter a valid tax code.  
  

 D& B Number: Enter the Dunn and Bradstreet number.  
  

 SIC Code: Enter the Standard Industry Code.  
  

 Once all fields have been entered, select “OK”.  
 You will be asked: “Is the Above Information Correct?” 
 -Select “OK” and your system will display the remaining Customer Maintenance  options. 
 

Email and Fax Information 
The information to be entered and maintained during this training session is the Customer Email 
and Cc addresses, Fax Contact, Fax Number and Web Page information. 
 

 

 
 Email: Enter the Email address(s) for this customer.  
 

 Cc: Enter carbon copy email address(s). 
 

 Fax To: Enter Fax Contact name 
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 Fax No: Enter Fax number for this Customer 
 

 Web Page: Enter web site address for this Customer. 
 

 Once all fields have been entered, you will select “OK”.  
 You will be asked: “Is the Above Information Correct?” 
 Select “OK” and your system will display the remaining Customer Maintenance options. 
  
All remaining Customer Maintenance options will be covered in the Advanced File Maintenance 
and Process training sections of this module. 
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D.  CORE PROCESSING TRAINING 
This phase of the training will focus on basic, day to day, Accounts Receivable functions.  Because 
Customer Invoicing is not performed in Accounts Receivable, we will begin with a brief 
explanation of Invoicing; but the main emphasis will cover the processing of Cash Receipts and 
Customer Account Adjustments, Accounts Receivable Aging Analysis and the Data Conversion of 
open AR Invoices from your current system. 
 
Customer Invoicing 
As we begin to explore the processing options of your Accounts Receivable module, one of the 
first things you will notice is that there does not appear to be an option for billing your customers.    
To explain this omission, we need to ask the question:  “What are we billing our customer 
for?” 
 
Your ACS/MASTER system offers you processing options for 2 types of sales: 

1. Service Repair Jobs 
2. Sales Orders or Counter Sales 

 
All Jobs entered into your system will be invoiced through your Service Repair Module using Job 
Billing. 
 
All Sales Orders or Counter Sales entered into your system will be invoiced through your Order 
Processing Module using Invoice Entry. 
 
Part of the invoicing process in BOTH the Service Repair and Order Processing modules is your 
Sales Register. The Sales Register update is divided into two phases, or parts. In the first phase, 
sales analysis information is updated if the Sales Analysis module is installed. The second phase 
completes the updating of inventory quantities and the Accounts Receivable invoice information, 
customer sales history, general ledger, monthly sales journal, and salesperson commission  
 
information. Some functions of the Sales Register update differ according to various parameter 
settings and how the distribution and line codes are defined for each updated invoice.  
 
Prerequisites: 
1. Individuals to be trained must have taken the System Navigation training. 
2. Information to be entered into each of the Accounts Receivable settings covered in Basic File 

Maintenance Training must have been entered 
3. At least one customer has been completely set up through customer maintenance; however, it 

is suggested that all customers be entered at this point. 
4. At least one printer must be configured and assigned to the individuals being trained. 
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Cash Receipts Entry  
 

Accounting Accounts Receivable Processing Cash Receipts 
 
This task allows entry of payments and adjustments to a customer’s account.  
 
 Header Information 
 Receipt Date: Enter the date that the receipt is to be posted to the general ledger.  
 
 The Cash Receipts Register is sorted by Receipt Date to allow you to associate receipt 
 transactions with their corresponding general ledger postings. The Receipt Date is also 
 used to determine whether or not a discount has expired for a particular invoice. Because 
 the Receipt Date is also used to identify cash being applied on-account, only one on-
 account payment may be made per customer per receipt date. Change the Receipt Date 
 field to make subsequent on-account payments for a customer.  
 

 
  
 Customer: 
 -Enter a valid customer number.  
 -Select the magnifying glass or enter “F3” to select from a list of all valid customers.  
 -Select the “Cancel” or enter “F4” to return to the Receipt Date field. 
 When a valid Customer number is entered, the Customer Name will be displayed. 
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 Cash Rec: 
 -Enter a valid three-character cash receipts code.  
 -Select the magnifying glass or enter “F3” to select from a list of all valid codes.  
 -Select the “Cancel” or enter “F4” to exit the application. 
 The description of the code is displayed. This code is used to determine the cash account 
 in the general ledger and parameters that affect the processing. 
  
 Check/Ref#: Enter a check number or any other identifying number.  
 Because this information is used in Accounts Receivable Customer records as well as 
 General Ledger detail, this is a mandatory field. 
  
 Your system will then ask: “Is this a New Record?” 
 -Select “Yes” to continue 
 -Select “No” or “Cancel” to return to the Receipt Date field. 
 
 Once the heading information has been entered, this task has three separate displays:  
 Receipt / AR Distribution / GL Distribution 
 
 Receipt “Tab” 
 Cash or Check:  
 -Enter C to indicate a Check   
 -Enter $ for a Cash transaction 
 -Select the magnifying glass or enter “F3” to select from a valid list. 
 
 Note: If the selected cash receipts code has its Cash parameter set to N, entry of a 
 deposit amount into the Amount field is prohibited. This is a control provided for 
 adjustment type transactions (e.g. application of credit memos or balance write-offs). See 
 Phase II Cash Receipt Codes for further detail. 
 
 ABA Number: Enter the bank identification number from the check.  
 This optional field prints on the Cash Receipts Register and can be helpful in preparing the 
 deposit slip if this data is necessary. 
 
 Amount: Enter the amount of the payment received. 
 Adjustments, credit memos and other transfer transactions may not require a cash amount, 
 depending on how the cash receipts code is defined. 
 Your system will then ask: “Is the Above Information Correct?” 
 -Select “Yes” to continue 
 -Select “Cancel” to move to the AR Distribution 
 -Select “Delete” to delete the entire cash receipt record 
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 Upon entering the amount of payment received from your customer, you will see that 
 amount displayed in the upper right section of your screen.  
 As you begin to enter invoices and their payment amounts, you will see the balance 
 remaining to be applied in this field. 
  

 Note: A cash receipt transaction cannot be completed until this amount is equal to zero, 
 thereby providing a check that your transaction is in balance. 
 
 AR Distribution “Tab”  
 This portion of your Cash Receipt record allows application of payments and credits to 
 invoices and on-account items.   
 
 Distribution Information 
 You have four options when applying cash receipt dollars to your open customer invoices: 
 

1. Enter the Customer Invoice number in the invoice field; from this information your system 
will populate the following fields: Invoice Date, Due Date, Invoice Amount, Avail Disc and 
Applied.  Initially, your system will place the entire amount of the invoice in the applied 
field (if the amount paid is sufficient to pay then entire invoice).  However, it is possible to 
override this field and enter any partial payment or over payment of the invoice.  
 

2. Click your “F1” Key to record an “on account” payment which is not applied to a specific 
open invoice.  Upon selecting F1 your system will create an invoice number based on the 
date it is entered.   
EXAMPLE: if entering an “on account” payment on May 1, 2009 your invoice# would be 
OA90501. NOTE: This entry will create a CREDIT on your open Receivables for this 
customer. 
 

3. Click on the magnifying glass or enter”F3” to select form a list of open invoices.  You can 
then select the invoice(s) you wish to pay. 
 

4. Select the ALL OPEN button located in the lower right corner of your screen.  Your system 
will display all of the customer’s open invoices and credits.  To record the individual cash 
receipts double click in the APPLIED field of the invoice you wish to apply $ toward. Your 
system will automatically display the payment for the entire amount of the invoice (if the 
customer payment is for sufficient $) however, this can be over ridden by any amount that 

you enter.  It is also possible to over ride the amount of your discount.  
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 Note: The discount amount for an invoice is shown only when the cash receipts date is 
 earlier than the discount expiration date as determined by the terms code associated with 
 the invoice.  
 

 It should also be noted that any Credit Memo or credit amount available for this customer 
 can be selected to be included in your customer payment using methods 1, 3 or 4 listed 
 above.  You will simply enter a CREDIT amount in the applied field. The Balance field in the 
 header is increased as a result. 
 
 Once all invoices have been selected, cash applied, and the balance field in the upper right 
 corner of your screen is $0, this cash receipt is complete. 
 -Select OK to return to the Customer field to enter the next cash receipt. 
 -Select Cancel to return to the Customer field to enter the next cash receipt. 
 -Select Delete and your system will ask: 
 If you select “YES”, the entire cash receipt will be deleted from your system. 
 If you select “NO”, it will ask if you want to delete the last invoice line you created 
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Credit Memos and Customer Adjustments 
When using an existing credit memo amount to pay invoices and external funds are not being 
received, you should enter zero for the Amount field in the Receipt. Proceed with data entry as 
follows:  
 

1. Apply payment to open invoices using options 1, 3 or 4 (see AR Distribution). 

2. Call up the credit memo to be applied using options 1, 3 or 4 (see AR Distribution). 
3. Apply a negative amount to the credit memo in the same amount as applied to the invoices 

that were paid.  
  

 Credit amounts normally appear as negative numbers indicating a credit to the customer’s 
 accounts. To use the credit, you apply the matching negative amount. The Balance field in 
 the header is increased as a result. 

 In a cash receipts transaction where cash is not actually received, the general ledger 
 postings normally created by the application of payment (i.e. Debit to Cash, Credit to 
 Receivables) are offset by the postings created when the credit is applied as payment (i.e. 
 Debit to Receivables, Credit to Cash). The net result is that general ledger postings are a 
 wash. This is the desired result as the credit to receivables (and debit to sales) was 
 made at the time the credit memo was originally updated. 

 
 When making adjustments to open invoices and external funds are not being received, you 
 should enter zero for the Amount field in the Receipt portion of the cash receipt. Proceed 
 with data entry as follows:  
 

EXAMPLE: Invoice 5223 in the amount of $367.38 is being written off to bad debt. 

1. Call up the Customer Invoice to be adjusted by using options 1 or 3 (see AR Distribution) 

2. Enter the dollar amount to be adjusted in the applied field. In this case $367.38 

3. Select “OK” and you will receive the following message: 

“Transaction Is Out Of Balance by $367.38” 

 NOTE: Because you did not enter any funds in the receipt portion of the cash receipt, but 
 you have applied dollars to the invoice, you will see a CREDIT in your balance field.   
   
 In addition to applying payment to individual invoices, the Accounts Receivable module 
 allows you to enter general ledger postings as part of the cash receipts process.  
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General Ledger postings allow you to apply a remaining cash balance (or deficit) to a 
general ledger account(s), as in the case of writing off a non-collectible receivable item or 
granting additional discount on an invoice.  

 
 GL Distribution “Tab” 
 This portion of your Cash Receipt record allows you to determine what GL account number 
 special payments, credits or write offs are charged to.   
 
 

 
 

 GL Account:  
 -Enter a valid General Ledger account. 
         In this case, Bad Debt 
 -Click on the magnifying glass or enter “F3” to select from a list of all valid accounts. 
 -Select “Cancel” to remove the entry and be moved to the GL Account. 
 -Select “Delete” and you will be asked: Delete this record? 
 -Select “YES” to remove the receipt 
 -Select “NO” and you will be asked if you wish to remove the last GL Account line. 
 

 Description: This field will be populated using the GL Account description in the GL 
 Account Maintenance file for the account you selected. 
 

 Amount: Enter the amount to be posted to this account. 
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NOTE: If the transaction requires the postings to be distributed over multiple GL Accounts, 

 the accounts and corresponding amounts will be entered here. 
 -Select “OK” and you will be taken to the Customer number for the next cash receipt. 
 -Select “Cancel” and you will be asked: “Is the Above Information Correct?” 
 -Select “Delete” to delete the entire cash receipt or just the last line of the GL Distribution. 
 

 The GL Distribution display also allows posting of miscellaneous transactions directly to 
 general ledger accounts.  
 

 NOTE: The GL Distribution display is useful when receiving cash that has no related sales 
 transaction, such as a refund or general-purpose deposit. To facilitate the receipt of cash 
 from miscellaneous sources, you should set up a special customer for this purpose called 
 “Miscellaneous Cash” and use when appropriate.  

  
Handling Checks with Non-sufficient Funds  
 
Checks received with non-sufficient funds are generally not discovered until after the cash receipts 
are updated and the checks are deposited in the bank. When this occurs, you must make 
adjustments to the accounts receivable open invoice file and the general ledger as follows:  
  

When paid invoices have a balance remaining or have not been purged from the open invoice file, 
they may be reinstated by performing Cash Receipts Entry using a negative amount in the 
same amount as the bad check in the receipt portion of the cash receipt. Apply a negative amount 
for each invoice that was previously paid until the deposit balance is zero. Proceed with the Cash 
Receipts Register and update. This will both reinstate the invoices to their previous amounts and 
reverse the original general ledger postings that were made at the time of the original Cash 
Receipt. 
  
 

Cash Receipts Register/Update 
 

Accounting Accounts Receivable Processing Cash Receipts Register 
 
Once all Cash Receipts, Credits and Adjustments have been entered, it will be necessary to run 
your Cash Receipt Register.  
  

The Cash Receipts Register prints a report of all cash receipts transactions entered through the 
Cash Receipts Entry task.  All transactions are posted to the customer accounts, general ledger 
and optionally, the GL Bank Reconciliation system when this register is updated. 
 
 
  

 

../../../../../../800std/help/ar/ARHELP70Cash_Receipts_Entry.htm
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Upon selecting the Cash Receipts Register you will be asked in what sequence you wish to run the 
report. 
 Sequence: 
 -Enter C to print the register by cash receipt code 
 -Enter D to print the register by receipt date 
 

 
 

 Upon entering your sequence selection, you will see: 
 “Is the Above Information Correct?” along the bottom of your screen 
 -Select “OK” to proceed 
 -Select “Cancel” to go back to your Cash Receipts processing menu 
 
 Upon running your Cash Receipts Register you will be asked: “Are you Ready to Update the 
 Cash Receipts Register?” 
 
 Review this register for accuracy BEFORE you answer “YES”. 
 -Enter Yes when you are certain the entries are correct and you are ready to update. 
 -Enter No when the update should be postponed and to return to the Accounts Receivable 
 menu without updating.  
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The first page(s) of your register will be a detailed listing of each customer’s transactions. 
These will be displayed by either Cash Receipt Code or Receipt Date depending on the sequence 
you selected. 
 
It will list: 
Customer Name and Number  Cash Amount  
Receipt Date     Discount Amount 
Receipt code      Total Credit 
Check Number     GL Account 
Invoice Number     Amount charged to each GL Account 
ABA number     Amount of the Deposit 
 
It will display a Daily Total, a Register Total, a MTD total and a Next Month Total.   
The information will also display total dollars by Check and Cash settings. 
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The remaining pages will be the General Ledger Summary of the postings generated by the Cash 
Receipt entries. 
 
This information will include:  
GL Account 
GL Account Description  
Customer Name and Number  
Customer Check number or Memo field  
AR Invoice numbers  
The amount posted as a result of that record   
The report provides GL Account Subtotals and Grand totals for all accounts by Dates. 
 
NOTE: All transactions posted as a result of your Cash Receipts Register will carry a Journal ID of 
“CR”.  
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Cash Receipts Register UPDATE: 
   
For each customer on the register, the amounts entered in the Cash Receipts Entry task are 
posted to their open invoices or on-account. The general ledger is posted as follows:  
 
a) The cash account is determined by the cash receipts code.  
 
b) The accounts receivable account is determined by the distribution code associated with the 
invoice when it was entered, not the current distribution code associated with the customer.  
 
c) The terms discount account is determined by the cash receipts code associated with each cash 
receipt transaction.  
 
d) In the case of cash posted on-account, the default distribution code associated with the 
customer determines the accounts receivable account. 
  
e) Miscellaneous general ledger transactions are posted to the accounts entered through the Cash 
Receipts Entry GL Distribution display.  
 
f) Transactions are written to the Cash Receipts History files.  

   
If you plan to use the GL Bank Reconciliation function, you will need to have your ACS Project 
Manager set the appropriate Accounts Receivable Bank Rec flag so that your cash received is 
posted to the Bank Rec. 

 
The month-to-date and/or next month cash receipt totals that appear at the bottom of the Cash 
Receipts Register are also updated at this time.  

  
  

NOTE: Your Cash Receipt Register must be run and UPDATED for these updates to take place.  It 
will then be necessary to run and update your Daily Detail for the GL postings to update.  (See 
General Ledger Installation for further information regarding updating General Ledger.) 
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Aging Report 
 

Accounting Accounts Receivable Processing Aging Report 
 
The Aging Report function may be used to age customer accounts by any date. 
It will then print an aged trial balance of customer accounts in either numeric or alphabetic 
sequence, with the option of displaying detail or summarized information for each customer.  
 

 
 
 Aging Date: Enter the date upon which aging is based.   

 
 Due Date Or Invoice Date: 
 -Enter D to age all invoices based on their due date  
 -Enter I to age all invoices based on their invoice date  
     
 Note: When using the aging report to help determine whether or not a customer should 
 be assessed finance charges, pay close attention to the date selected for aging. 
 
 Future Aging: 
 -Check this box to include all invoices and payments regardless of their dates.  
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-Leave this box blank to exclude any accounts receivable transactions that occurred after 
 the aging date for the report being run, such as a payment received after the end of the 
 period.  

 
  Note: For an aging report that can be used to balance the accounts receivable general 
 ledger account, select I in the Age On Due Date OR Invoice Date field and N in the Future 
 Aging field. 
 
 Customer Or Salesperson: 
 -Enter C for a report sorted by customer number  
 -Enter S for a report sorted by salesperson code  

  
 Sort Sequence: This field will only be available if you selected Customer in the previous 
 field. 
 -Enter A to sort in alphabetical order 
 -Enter N to sort in numeric sequence by customer order numbers 
 
 Beginning Customer: This field will only be available if you selected “Customer” in the 
 Customer/Salesperson field. 
 -Enter the first customer number to begin the report 
 -Press “F1” to start with the first on file 
 -Select the magnifying glass or enter “F3” to select from a list of all valid customers.  
   
 Ending Customer: This field will only be available if you selected “Customer” in the 
 Customer/Salesperson field 
 -Enter the last customer number to end the report 
 -Press “F1” to end with the last on file 
 -Select the magnifying glass or enter “F3” to select from a list of all valid customers.  
 
 Beginning Salesperson: This field is only available if you selected “Salesperson” in the 
 Customer/Salesperson field. 
 
 Ending Salesperson: This field is only available if you selected “Salesperson” in the 
 Customer/Salesperson field 
    
 Update Customer Aging Summary: 
 -Check this box if you wish to update customer information 
 -Leave this box blank to print the report without updating customer information 
   
 Summary Or Detail: 
 -Enter S to print a single line for each customer 
 -Enter D to print all open invoices for each customer 
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   Include Customer Comments: 
 -Check this box to include comments on the report that are associated with the customer 
 -Leave this box blank to print the report without customer comments  
 

 Age Credits: 
 -Check this box to include credit balances on the printed report 
 -Leave this box blank to print the report without credit balances 
  
 Fixed Size Aging Periods: 
 -Check this box to use fixed size for all buckets 
 -Leave this box blank to enter date for each bucket separately  
   
 Aging Period Size:  Enter the number of days for each aging bucket.  
 The number must be at least one (1) and can range up to 999  
   
 After entering the correct information in each of these fields, you will see the following 
 message displayed at the bottom of your screen: 
 “Is The Above Information Correct?” 
 -Select “OK” to run your report 
 -Select “Cancel” to return to your AR Processing menu 
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As the Aging Report prints, the aging summary figures are recalculated for each customer and 
written to the Customer Masterfile when the Update Customer Aging question is checked. 
 
 

Aging Analysis Report 
 
Accounting Accounts Receivable Processing Aging Analysis Report 
 
The Customer Aging Analysis Report provides information on selected customers’ accounts 
receivable balance by aging period. Information is available by either average days to pay or 
balance by aging period. The report is available by customer number or alternate sequence sort.  
 

 
 
 Report Basis: 
 -Enter D to select customers based on the average number of days to pay 
 -Enter A to select customers to print based on their current aging balance for the various 
 aging categories (i.e. 30, 60, 90, etc.).  
 
 Days:  
 -Enter the number of days that a customer must have in “average days to pay” in order to 
 be included on the report 
 -Enter the number of the aging period (Future/Current/30/60/90/120) for which a 
 customer must have a balance due in order to be included on the report.  
   
 Example:  
 When you select D in the Report Basis field and enter 45 for the Days field, only customers 
 with average days to pay of 45 or greater are included on the report. When you select A in 
 the Report Basis field and enter 90 for the Days field, only customers with a balance of 90 
 days or greater are included on the report.  
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   Report Sequence: 
 -Enter A to print the report sorted by customers in alternate sequence 
 -Enter C to print the report sorted in customer number sequence 
 
  Beginning Customer: 
 -Enter a valid customer number to print 
 -Press “F1” to begin with the first customer in the file 
 -Select the magnifying glass or press “F3” to select from a list of all valid customer 
 numbers 
   

 Ending Customer: 
 -Enter a valid customer number to print 
 -Press “F1” to end with the last customer on file 
 -Select the magnifying glass or press “F3” to select from a list of all valid customer 
 numbers 
 

 Note: The Begin With and End With fields represent a lower and upper range of customer 
 numbers to print regardless of whether the report is printed in alphabetic or numeric 
 sequence. 
 

 Beginning Alt Seq: This field is only accessible when the Report Seq is set to A 
 -Enter a number representing an alternate sequence of customer numbers 
 -Press “F1” to begin with the first customer number of file 
   
 Ending Alt Seq:  This field is only accessible when the Report Seq is set to A 
 -Enter a number representing the end of the alternate sequence list of numbers 
 -Press “F1” to end with the last customer number on file.  
   
 After entering the correct information in each of these fields, you will see the following 
 message displayed at the bottom of your screen: 
 “Is The Above Information Correct?” 
 -Select “OK” to run your report 
 -Select “Cancel” to return to your AR Processing menu 
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Age Accounts Receivable Transactions 
 

Accounting Accounts Receivable Processing Age AR Transactions 
 
When the Accounts Receivable Aging Report is printed, the aging summary figures are 
recalculated for each customer and written to the Customer Masterfile. To recalculate the aging 
summary figures without printing an Aging Report, use the Age Accounts Receivable Transactions 
task. When desired, this task will also perform aging for a single customer or series of customers.  
 

 
 
 Aging Date: Enter the date upon which aging is based.  
  
 Age On Due Date of Invoice:  
 -Enter D to base the aging on the Invoice Due date 
 -Enter I to base the aging on the Invoice Date 
 
 Beginning: 
 -Enter a valid customer number with which to start the report 
 -Press “F1” to start with the first customer number on file 
 -Select the magnifying glass or press “F3” to select from a list of all valid customer 
 numbers.  
   
 Ending: 
 -Enter a valid customer number with which to end the report 
 -Press “F1” to end with the last customer number on file 
 -Select the magnifying glass or press “F3” to select from a list of all valid customer 
 numbers.  
 
 After entering the correct information in each of these fields, you will see the following 
 message displayed at the bottom of your screen: 
 “Is The Above Information Correct?” 
 -Select “OK” to run your report 
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 -Select “Cancel” to return to your AR Processing menu 

 
Accounts Receivable Invoice Conversion 
 

Accounting Accounts Receivable Utilities Conversion Invoice Entry 
 

As you approach your ACS “GO LIVE” date there may be active records from your current/old 
system that will need to be entered into your ACS/MASTER system.  In this section we will be 
addressing the conversion of your open Customer Invoices. 
 

All A/R invoices that still have a balance just prior to the time you begin live processing in 
ACS/MASTER should be entered in to the new ACS system.  An A/R Aging Report or Aged Trial 
Balance from your current system is a good source document. 
 
Conversion Invoice Entry 
Working from a current A/R Aging Report from your current system you will use this function to 
enter all open A/R invoices and all unapplied credit memos (credits will be entered as negative 
amounts). 
 
REMEMBER: you are entering ONLY the AR invoices open/unpaid from your “OLD 
SYSTEM” as of the date you GO LIVE in ACS. 
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Customer:  
 -Enter the customer number for your first open AR invoice 
  

-Select the magnifying glass or press “F3” to select from a list of all valid customer 
 numbers.  
 

 Invoice Nbr: Enter the invoice number from the open invoice 
 Your system will display the following query: “Is This a New Record?” 
 -Select “YES” to continue entering invoice detail information 
 -Select “NO” to return to the Invoice Nbr field 
 -Select “Cancel” to return to the Invoice Nbr field 
 

 Dist Code: Your system will default to the Distribution Code assigned to this customer in 
 AR Customer Profile maintenance.  However, this field can be overridden. 
 

 Terms Code: Your system will default to the Terms Code assigned to this customer in AR 
 Customer Profile maintenance.  However, this field can be overridden. 
 

 Invoice Date: Enter the Invoice date for this invoice 
 

 Invoice Due: Enter the Due Date for this invoice 
 

 Discount Due: Enter the date used to calculate the eligibility of a customer discount 
 

 Invoice Type: 
 -Enter “S” for Sale 
 -Enter “R” for Return 
 -Enter “F” for Finance Charge 
 -Select the magnifying glass or press “F3” to select from a list of valid options 
 

 Amount: Enter the outstanding or open amount of the invoice 
 

 Discount: Enter the Customer Discount available for this invoice 
 

 When entry is complete 
 -Select “OK” to move to the next invoice 
 -Select “Cancel” to return to the Invoice Nbr 
 -Select “Delete” and you will receive the following prompt:  
  “Are You Sure You Want To Delete?” 
 Upon entering “YES” the entry will be deleted 
 Upon entering “NO” or “Cancel” you will be returned to most recent invoice entered. 
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Conversion Invoice Register 
Once you have entered all open Account Receivable invoices through Conversion Invoice Entry, it 
is time to run the Conversion Invoice Register.  Upon selecting this option, your system will issue 
the following prompt: “Do you want to print the Conversion Invoice Register?” 

 
 Upon selecting “YES”, your system will issue another prompt:  
 “Do you want to Post to the G/L when the Register is Update?”  

 

 Select “NO” for this option 
 

 NOTE: You will be entering your TOTAL Account Receivable balance through the G/L 
 Beginning Balance Entry, so this option must be answered NO. 
 

STOP: At this point; the Conversion Invoice Register total MUST MATCH the source 

document from your old system that you were using to make these entries.  This 
amount should also match the GL Accounts Receivable balance currently in your old 
system. 
 
If it does not, make any necessary corrections and run the register again.  Continue 
this process until your totals are correct. 
 

 
 
 
Once your Conversion Invoice Register balances to your source document you will answer “Yes” 
to the following prompt: “Are you Ready to Update the Conversion Invoice Register?” 
 
Upon updating your Conversion Invoice Register, all invoices will post to each customer  open 
invoice files. 
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E/F.   ADVANCED FILE MAINTENANCE AND PROCESS TRAINING 
In this section we will be reviewing all of the advanced Customer Maintenance processes that 
were not reviewed in the BASIC Process Training. 
 
What will be covered in this section: 
 
Customer Maintenance 
1.  Hard Copy Printing    
2.  Comment Maintenance    
3.  Service Repair Parameters  
4.  Billing Rates     
5.  Vaughen’s Pricing Multipliers   
6.  Item Number Maintenance 
7. Customer Notes 
8. Aging and Sales Summary Inquiry 
9. Invoice Detail Inquiry 
10.Invoice Archive Detail Inquiry 
11.Open Order Inquiry   
12.Invoice History Inquiry 
 
Parameter Maintenance    
13. Report Parameters    
14. New Customer Defaults   
15. Sequence numbers   
16. Company Fax/Phone 
 
Accounts Receivable Reports 
17. Customer Cross Reference Report 
18. Customer Label Printing 
19. Customer Name Listing 
20. Customer Detail Listing 
21. Customer Comments Listing 
22. Customer Name and Address Listing 
23. Customer Ledger Cards 
24. Customer Item Number Report 
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Utilities 
25. Invoice Date Modification Entry 
26. Invoice Date Modification Register 
 
Note: Of the remaining AR Utility functions, Conversion Invoice Entry and Conversion Invoice 
Entry Register are covered in BASIC FILE MAINTENANCE TRAINING and CORE PROCESS 
TRAINING.   Questions regarding the remaining Utility options can be answered by your Project 
Manager or ACS Customer Support. 
 
 
Prerequisites: 
1. Individuals to be trained must have completed Accounts Receivable BASIC FILE MAINTENANCE 
TRAINING and CORE PROCESS TRAINING. 
2. Individuals to be trained must have completed ADVANCED FILE MAINTENANCE TRAINING. 
3. If Customer Service Repair Parameters and Billing Rates are to be used, individuals to be 
trained must have a working knowledge of Service Repair Departments and Job Billing. 
4. At least one Service Repair Department and Job Type must be set up. 
5. If Customer Item numbers are to be used, individuals to be trained must have a working 
knowledge of Inventory Item maintenance. 
6. At least one printer must be configured and assigned to the users being trained. 
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Customer Maintenance 
 
Hard Copy Printing – this task prints a listing of all information for the selected customer. 
Detailed receivable information is also listed. This option is helpful during the data conversion 
process because it allows you to verify the customer information immediately after it is entered.  
Your system does not ask for criteria to run this report and printing begins immediately after 
selecting this option for a customer. After completion, the task returns to the Customer 
Maintenance Options menu.  
 
Comment Maintenance – use this task to record any customer comments or information you 
would like displayed when a transaction is created for the selected customer.  During Job 
Entry/Job Billing or Order/Invoice Entry, any Customer Comments on file will be displayed on your 
screen upon entering a Customer number. 
 
Service Repair Parameters – these settings provide a means to establish Job Billing 
parameters specific to one Customer.  When the existing Service Repair Department settings do 
not meet the billing requirements of a customer, Service Repair Parameters allow you to 
customize the following settings: 
How Labor and Materials prices post to the customer invoice 
Determine if Special Instructions will appear on the customer invoice 
Should the invoice be created from an Estimate, the Job Detail or Both? 
What line codes will be used for billing Labor and Material Detail Lines? 
What line codes will be used for recording Labor and Material Cost Lines? 
What line code will be used as a message line? 
What line code will be used for Non Stock Items? 
 
NOTE: These Parameter settings will OVERRIDE the Service Repair Departments setting when a 
job is entered for this customer. 
 
You will find a detailed explanation of these settings in the Service Repair Basic File Maintenance 
Training portion of the installation manual. 
 
Billing Rates – use this setting to establish custom labor billing rates specific to one Customer. 
Set up by Department, these Regular, OT and DT labor billing rates will OVERRIDE the Service 
Repair Department labor billing rates for this customer. 
 
Vaughen’s Pricing Multipliers – Set up by Job Type, this option allows the user to establish 
Rewind Price and Recondition/Extra Price Multipliers to be utilized when preparing Service Repair 
Quotes and Estimates.  This maintenance information will OVERRIDE any Vaughen’s global Pricing 
Multipliers in Job Type Maintenance.  
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You will find a detailed explanation of Vaughen’s Pricing in the Service Repair Advanced File 
Maintenance Training portion of the installation manual. 
 
Item Number Maintenance – this option is useful when your Customer requires that their own 
specific material part numbers be printed on Order Picking tickets and Invoices.  Here you will 
establish your inventory item number and its corresponding customer item number. 
 
Customer Notes – this Word Pad function allows you to establish and maintain internal 
communication for this customer.  Different from Customer Comments or Job Special Instructions, 
Customer Notes do not print or display at any time during any process.  It is meant for internal 
use only and must be selected to be viewed.  
 
Aging and Sales Summary Inquiry – this option provides on-line inquiry into a customer’s 
accounts receivable balance, summarized aging, average days to pay and summarized sales and 
gross profit information. All fields are display only.  
 
Invoice Detail Inquiry – this option shows a customer’s open invoice file containing a record of 
billings, payments, adjustments and finance charges. A detailed record of a customer’s accounts 
receivable activity may be retained until it is cleared using the Zero Balance Invoice Report and 
Purge task.  
  
Invoice Archive Detail Inquiry – once the Zero Balance Invoice Purge has been completed, 
Customer invoice information (including records of billings, payments, adjustments and finance 
charges) is moved from the Invoice Detail files to the Invoice Archive file.  The information 
available is the same data; it is simply moved to the Archive file when the purge function is used. 
 
Open Order Inquiry – When the Order/Invoice Processing module is installed, this option allows 
inquiry into a customer’s open orders in either a summarized or detailed format. Summarized 
orders display the order number, type, order date, ship date, PO number, ship-via, salesperson 
invoice number and the order total. Additionally, the detailed format displays the item description 
with lot number, warehouse, quantity, price, etc.  
 
Invoice History Inquiry - When the Order/Invoice Processing module is installed and the 
Customer Inv Dtl His parameter set to Y, the Invoice History Inquiry option is accessible. This 
option displays a customer’s historical invoices. Invoice summary or detail information may be 
viewed if the Retain Invoice Detail History is set to Y in Profile Information. Summarized invoices 
display the invoice number, type, order date, ship date, PO number, ship-via, salesperson order 
number and the order total. Additionally, the detailed format displays the item description with lot 
number, warehouse, quantity, price, etc. A duplicate copy of the invoice can be printed.    
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Parameter Maintenance 
The Accounts Receivable Parameter Maintenance task allows for the creation, modification, 
deletion and inquiry of the Accounts Receivable module parameters. In this task, you can tailor 
the Accounts Receivable module to the way you do business. The options presented here may be 
changed at a later date, HOWEVER, please consult with ACS Customer Support before 
making any changes after your module is in operation and transactions have been 
established.  
 
The Accounts Receivable Parameter Maintenance Option Menu allows you to work on one 
parameter after another without ever leaving the Accounts Receivable Parameter Maintenance 
task. Once a parameter option is chosen, you can make adjustments to the settings. When you 
select an option from the menu, the list of options disappears from the screen and the parameter 
fields of the option you selected are displayed on the screen.  
 
Report Parameters - Report Parameters are used to define the company name and address for 
printing on the Reports and forms.  
 
New Customer Defaults – this option allows the user to define the default customer settings to 
be used when setting up a new customer.  This information will include Sales Discount, Territory 
Code, Salesperson, Tax Code, Terms Code Distribution Code and Invoice Detail History.  Once 
established the default codes will be applied to each new customer, however, any or all of these 
settings may be overridden during the New Customer set up. 
 
Sequence numbers - This option sets the first, or next, number for the automatic sequencing 
features of the Accounts Receivable and Order Processing modules. These numbers are 
automatically incremented when used by the system 
 
Company Fax/Phone – Use this option to establish your Company Fax and Phone information. 
 
NOTE: Company Name and Address information as well as Fax and Phone data are utilized during 
the generation of the following documents: 
 Invoice Print      PO Print (Plain) 
 Invoice Print (Historical)    Delivery Ticket Print 
 Order Pick List / Acknowledgement  Quick Deliver Ticket Print 
 Display Invoice Image    Customer statements (Plain) 
 Estimate Mail-To     Equipment Storage Customer Mailer 
 Quote Mail-To     Pre-Invoice 
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Accounts Receivable Reports 
The reports and listings available to the Accounts Receivable module have all been gathered 
together in this task to make it easier for you to access them. Use this task when you want to 
print labels or ledger cards, etc., or to print customer information of several types.  
  
Customer Cross Reference Report - The Customer Cross-Reference Report task prints 
customer numbers and names in two sequences on the same page. The left column shows 
customers in number sequence. The right column shows customers listed in their alternate 
sequence, as defined by the Alt Seq field in the Customer Masterfile. 
 
Customer Label Printing - The Customer Label Printing task prints mailing labels for  each 
customer based on the options entered. The Label Code is a free standing field that  does not 
validate from a pre-determined table.  Much like AR Customer Statement Cycle  Codes, this code 
can be determined by entering a new Label Code in this field.  Once established, it will be 
necessary to contact ACS Customer Support to have the label settings programmed.  Then it is a 
simple matter of selecting the correct Label Code for the label sizes required. 
 
Customer Name Listing - The Customer Name Listing task prints account numbers and names 
for customers by selected salesperson, territory, terms code, or customer type.  
 
Customer Detail Listing - The Customer Detail Listing task prints a detail listing of customer 
information for all customers. This task is used primarily to verify the information entered in the 
Customer Masterfile during the installation process.   

  
Customer Comments Listing - The Customer Comments Listing task prints customer 
comments as set up in the Customer Maintenance task, selected by salesperson or territory. 
 
Customer Name and Address Listing - The Customer Name and Address Listing report prints 
an alphabetic or numeric listing of all customer names, addresses and telephone  numbers. 
 
Customer Ledger Cards - The Customer Ledger Card Listing report lists all customer invoices 
up to a selected date, for a range of customers. The information shown includes  invoice number, 
date, date due, invoice amount, amount applied and invoice balance. 
 
Customer Item Number Report – The Customer Item Number Report will give you a complete 
listing of all special part numbers set up for any given customer.   
See Customer Part Number in Customer Maintenance for detailed training for this feature 
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Accounts Receivable Utilities 
Of the options available in the AR Utilities menu, we will be covering two in this section: 
The Invoice Date Modification Entry  
Invoice Date Modification Register 
 
The Conversion Invoice Entry and Conversion Invoice Entry Register are covered in the Basic File 
Maintenance and Core Process Training sections of the Accounts Receivable section of your 
manual. 
 
Invoice Date Modification Entry - allows the user to modify the terms code, invoice date, due 
date and discount date for customer open invoices.  Although this option will impact the Accounts 
receivable aging functions, it will not make the corresponding changes to General Ledger.  Should 
your changes span multiple periods, it will be necessary to make General Ledger adjustments. 
  
Invoice Date Modification Register –this task prints a report of all modified invoices prior to 
making the adjustments to the accounts receivable open invoice file.  

 
 
Customer Maintenance 
 
Accounting  Accounts Receivable  Maintenance  Customer Maintenance 
 
 Hard Copy Printing 
 Hard Copy Printing provides a listing of all current Customer information: 
 Customer # 
  Name and Address 
 Customer Profile 
 Aging Sales Summary and Open Invoice information 
 Ship To Address Detail 
 Customer Comments 
 
NOTE: It is not necessary to select report parameters; this option begins printing immediately 
upon selection 
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Comment Maintenance  
Each of your Accounts Receivable Customers allows for the entry of Customer Comment 
information.  To enter Comments for this customer click the “Insert” button. 
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 SEQ: Your system will automatically assign a SEQ number for each comment line. 
 Hit enter to move to the Comment field. 
 
 Comment: Enter up to 48 characters in each line of your comments.  Upon reaching the 
 end of your comment line, it will be necessary to hit ENTER to move to the next line if 
 additional space is required. 
  
 Once comments are complete, select your “OK” button and you will be asked:  
 “Is the Above Information Correct?” 
 -Select “OK” and you will be asked: 
 “Print A list of All Records?” 
 
 -Select “Yes” to print a list 
 -Select “No” to exit without printing a list  
 -Select “Cancel” to exit. 
 
NOTE: These comments will display each time this customer is selected for Order/Invoice entry 
or Job entry and billing.  
 
Service Repair Parameters 
Each of the Departments established in your Service Repair module contain settings that control 
your customer billing structure for Jobs.  The Customer maintenance Service Repair Parameter 
setting option is designed to OVERRIDE the Service Repair Department settings when a job is 
entered for this customer.  
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NOTE: Please see Service Repair File Maintenance Training Department settings for a complete 
explanation of the Service Repair Parameter/Department settings. 

 

 
 
 Service Repair Parameter Field Options 
 Post Labor Price To Invoice Flag: 

- Enter “S” to have Labor Price posted in Summary format 
- Enter “D” to have Labor Price posted in Detail format 
- Enter “T” to have Labor Price posted as Total only 

 
 Post Matrl Price to Invoice Flag: 

- Enter “S” to have Material Price posted in Summary format 
- Enter “D” to have Material Price posted in Detail format 
- Enter “T” to have Material Price posted as Total only 

 
 Post Special Instrctn to Invoice: 
 -Enter “Y” if Special Instructions are to print on your Customer Invoice 
 -Enter “N” to exclude Special Instructions 
 Invoice from Estimate/Detail/Both: 
 -Enter “E” to create your Customer Delivery Ticket/Invoice from the Job Estimate only 
 -Enter “D” to create your Customer Delivery Ticket/Invoice from the Job Detail only 
 -Enter “B” to create your Customer Delivery Ticket/Invoice from both 
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Note: if the BOTH option is selected, your system will always use the Job Estimate to create your 
Customer Delivery Ticket/Invoice.  The Job Detail will only be used if a Job Estimate does not 
exist. 
 
 Post Nameplate Data to Invoice: 
 -Enter “Y” to print the Job Nameplate Data on the Delivery Ticket/Invoice 
 -Enter “N” to exclude Job Nameplate Data on the Delivery Ticket/Invoice 
 
 Because each Customer’s settings can be tailored to their specific needs, it is suggested 
 that you contact ACS Customer Support for assistance with setting up the remaining fields: 
 Billing Labor Detail Line Code 
 Billing Material Detail Line Code 
 Billing Labr/Matl Cost Line Code 
 Billing Message Line Code 
 Billing Non-Stock Item Line Code 
 
 Once all fields are complete 
 -Select “OK” to accept settings 
 -Select “Cancel” or “Delete” to return to Customer Maintenance 
 
Billing Rates 
The information to be entered for this setting is Customer Specific Billing Rates.  Once 
established, these settings will override your current Service Repair Department settings, and, as 
such, impact all Customer Job Pricing. 
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 Dept# 
 -Enter a valid Service Repair Department number 
 -Select the magnifying glass or enter “F3” to select from a list of all valid Dept# 
 -Select “Cancel” or enter “F4” to return to Customer Maintenance 
 
 Upon the entry of your Dept#, your system will issue the following prompt: 
 “Is this a New Record?” 
 -Select “Yes” to move to the next field 
 -Select “No” or “Cancel” to return to the Dept# field 
 
 Reg Rate 
 -Enter the Billing Rate for Regular hours that this customer is to be billed when the job is 
 entered using this department. 
 
 OT Rate 
 -Enter the Billing Rate for Over Time hours that this customer is to be billed when the job 
 is entered using this department. 
  
 DT Rate 
 -Enter the Billing Rate for Double Time hours that this customer is to be billed when the 
 job is entered using this department. 
 
 Once all fields have been entered, you will select “OK” 
 
 Your system will issue the following prompt: “Is the Above Information Correct” 
 -Select “OK” to accept this entry and return to the Dept# field. 
 -Select “No” or “Cancel” to remove this entry and return to the Dept# field. 
 
NOTE: If your Service Repair module has multiple departments, these setting must be created for 
every department where this customer is given special Labor Pricing. 
 
 
Vaughen’s Pricing Multipliers 
Your Customer maintenance options also include the ability to set Customer Specific settings for 
Vaughen’s Pricing.  To utilize this option, you must meet the following criteria: 
 

1. You must have an active subscription for Vaughen’s 
2. The ACS Vaughen’s Pricing module must have been purchased and installed 

 
NOTE: For detailed information regarding the function of Vaughen’s Pricing in relationship to your 
Job Quotes and Estimates, please see the Service Repair Advanced File Maintenance portion of 
your manual. 
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This setting, at the Customer Level, allows you to establish special Customer specific multipliers 
that will override your system’s global Vaughen’s Pricing settings. 
  
 Job Type 
  Vaughen’s Pricing information is configured by Service Repair Job Type.  
 -Enter a valid Job Type 
 -Select the magnifying glass or press “F3” to select from a list of all valid Job Types. 
 
 Rewind Price Multiplier 
 Enter the multiplier to be use for this Customer when Quoting or Estimating Rewind 
 pricing. 
 
 Recondition/Extra Price Multiplier   
 Enter the multiplier to be used for this  customer when Quoting or Estimating any 
 Additional fees. 
 
 Once all fields have been entered, you will select “OK” 
 
 Your system will issue the following prompt: “Is the Above Information Correct” 
 -Select “OK” to accept this entry and return to the Job Type field. 
 -Select “No” or “Cancel” to remove this entry and return to the Job Type field. 
 
Item Number Maintenance 
This option allows you to establish material part numbers specific to this Customer for use in the 
Order Processing module.  
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EXAMPLE: You carry Bearing 1108 and your customer purchases this bearing frequently.  
However, your customer has asked that this bearing be identified as part# BAL773 on all Sales 
Order Pick Tickets and Invoices.  Your settings would be created as follows: 
 
 
 
  
  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 Customer Item No: Enter the part# designated by your Customer, in this case BAL773 
  
 Our Item No: Enter your Inventory Item number for this part, in this case 1108 
 
 Once both fields have been entered, you will select “OK” 
 
 Your system will issue the following prompt: “Is the Above Information Correct” 
 -Select “OK” to accept this entry and return to the Customer Item No field. 
 -Select “No” or “Cancel” to remove this entry and return to the Customer Item No field. 
 
 Now each time this item appears on the Sales Order Pick Ticket and Invoice, BOTH part 
 numbers will be listed. 
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Customer Notes 
Meant for Internal User only, Customer Notes provides a Word Pad format to record important 
Customer information. 
 

 
 Upon selecting Customer Notes from the Customer maintenance functions, the Notepad 
 screen will be displayed.   
 Type in any customer information you wish to keep on file.  
 Your system will automatically wrap your message, so you will not need to “enter to the 
 next line”. 

 Once Notes are complete, select File  Save and close the Notepad box. 
 
Because this information is meant for internal use only, this data will NOT BE DISPLAYED or 
PRINTED at any time.  It will be necessary to select the Customer Notes option to view this data. 
NOTE: When performing Customer “look ups” you will see those Customers that have Customer 
Notes highlighted and color coordinated with the legend at the bottom of the look up screen. 
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The remaining Customer Maintenance options are designed to be used as inquiry functions and 
will assist in extracting and viewing transaction information for the customer. 
 
 
Aging and Sales Summary Inquiry 
 

 
 
A Display Only function, this inquiry will provide the following information as of the date/time the 
inquiry is run: 
Aging / Sales Summary 
Credit Limit 
Average Days for Invoice Payment 
Last invoice Date 
Last Payment Date 
MTD/YTD/PRIOR YEAR/NEXT MONTH information for 
Sales 
Cost 
Gross Profit 
Gross Profit% 
Avg Days to Pay 
High Credit 
 
Invoice Detail Inquiry 
Use this option to view Customer Invoice information.   
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Beginning Invoice Number 
 -Enter a beginning invoice number 
 -Leave field blank to display all invoices 
 
 Display Paid, Un-Paid, Or Both 
 -Enter P to view Paid invoices 
 -Enter U to view Un-Paid invoices 
 -Enter B to view both Paid and Un-Paid invoices 
 
 -Select “OK” or hit enter to continue 
 -Select “Cancel” to return the Customer Maintenance  
 
 NOTE: The information included in the resulting display will vary depending on the Display 
 options selected. 
 

 
 
 
 In this example, no specific Invoice# was used and we requested Both Paid and Un-Paid 
 Invoices be included in this inquiry.  This should result in a complete listing of all Customer 
 invoices that have not been Archived and well as Payments and Adjustments. 
 
The FORWARD and BACK box at the bottom of the page provides a way to quickly Page through 
the information displayed.  You will also be able to arrow up and down thru the current page 
displayed. 
 
 
 
 
 
 
 



 

 

80 

 

 

Application Computer Systems, Inc. 
Accounts Receivable 

 

 
 
 Run using the above criteria, you will see the following information: 
 Invoice# and Date 
 Invoice Due Date 
 Terms Code 
 Type of Transaction: S/Regular Sale 
     R/Return Sales (Conversion Invoices Only) 
     F/Finance Charge 
     C/Payment (Check) 
 Invoice Amount 
 Amount Applied  
 Discount Amount 
 Invoice/Account Balance 
 
 Any Invoice Notes can be viewed by Double Clicking on a specific Invoice. 
 
 
Invoice Archive Detail Inquiry 
Once Accounts Receivable Customer Invoices have been moved from Customer History to the 
Archive files, (see Purge Zero Balance Invoices) it is necessary to use Invoice Archive Detail 
Inquiry to access these invoices. 
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Beginning Invoice Number 
 -Enter a Beginning Invoice Number 
 -Leave this field blank to view all Archived Invoices 
 

 
 
 This information Displayed is similar to the Invoice Detail Inquiry except there will be no 
 Invoice Balances and you will not have access to Invoice Notes. 
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Open Order Inquiry 
If the Order Processing module has been installed, the Open Order Inquiry in Customer 
maintenance will give the user access to Sales Orders that have not yet been billed to the 
Customer.  This information can be obtained in Summary or Detail format. 
  

Enter Your Option   
 -S for Summary 
 -D for Detail 
 
 Beginning Order Number 
 -Enter a specific Order Number 
 -Leave this field blank all open Orders will display 
 

 
 
The FORWARD and BACK box at the bottom of the page provides a way to quickly Page through 
the information displayed.  You will also be able to arrow up and down thru the current page 
displayed. 
 
 Depending on the criteria selected, the inquiry display for open orders in Summary format 
 will include:  
 Order Number - (the * will indicate if this order has Order Notes) 
 Type -O Open order for regular sale  

  Q Quote  
  C Order on credit hold  
  R Order released from credit hold  
  B Back order  

 Order Date – The date the order was created 
 Ship Date – The date the picking ticket was printed 
 PO Number – Customer PO Number 
 Ship Via  
 Sales Person 
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Invoice Number – This will populate if an order has had an invoice PRINTED, but the Sales 
 Register is not yet updated. 
  
SUMMARY 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DETAIL 
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Run using the Detail Format, the information will include all of the data from the Summary 
 format; however, it will also include the Order Detail Line data: 
 
 Seq line 
 Item number and Description 
 Lot/Serial Number 
 Warehouse 
 Ordered – Quantity ordered 
 Com – If inventory quantity has been committed 
 Ship – Quantity shipped 
 Price – Item Price 
 Extension – Quantity times Price 
 
 
Invoice History Inquiry 
For this data to be available; the Order/Invoice Processing module must be installed and the 
Customer Inv Dtl His parameter will need to be set to Y. 
 

 
 

 Enter Your Option 
 -Select D for Detail 
 -Select S for Summary 
 
 Beginning Invoice Number 
 -Select F1 to select specific Order Number 
 -Hit Enter for All invoices 
 -Right Click in the field to bring of the list of options available 
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The FORWARD and BACK box at the bottom of the page provides a way to quickly Page through 
the information displayed.  You will also be able to arrow up and down thru the current page 
displayed. 
 

 
 
 The Summary option for this query will list the following information: 
 Invoice#    Customer PO# 
 Transaction Type   Ship Via 
 Invoice Date    Salesperson 
 Ship Date    Job or Order # 
      Invoice Total 
 
 
 To PRINT a copy of a specific invoice, simply double click on the invoice needed. 
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 The DETAIL option for this query will include all of the information from the Summary 
 report; however, it will also include specific Invoice Detail which includes the following: 
 Line Seq 
 Item Description 
 Lot/Serial# 
 Warehouse 
 Committed status 
 Qty Sipped 
 Price 
 Extension 
 
 To PRINT a copy of a specific invoice, simply double clock on the invoice needed. 
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Parameter Maintenance 
 

Accounting  Accounts Receivable  Maintenance  Parameter Maintenance 
 

Report Parameters are used to define the company name and address for printing on the 
Simple Invoice forms and reports. 

 

 
 
 When you select this option, all existing parameters are displayed and the following prompt 
 is issued:  Is the Above Information Correct?  
  -Select OK or Cancel to return to Parameter Maintenance 
 -Select Delete to delete the record being displayed. 
  
 Report Parameters Field Options: 
 Company Name  
  -Enter the company name using up to 30 characters.  
 This is the name of your company used for tax reporting purposes.  
  
  Address  
  -Enter an address of up to 2 lines and 24 characters per line.  
  This is the address of your company, as you would like it to appear on the simple invoices 
 and reports.  
 
  City  
 -Enter the name of the city using up to 22 characters.  
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 State   
 -Enter the name of the state using 2 characters.  
 
 Zip Code 
  Enter the 5 or 9 digit zip code 
 The system will automatically format the 9 digit zip code, so it is not necessary to enter the 
 dashes 
  
 Telephone Number 
  -Enter the 10 digit telephone number.  
 This telephone number will not print on the invoice 
  The system will automatically format this field, so it will not be necessary to enter the 
 dashes. 
  
 Federal ID  
  -Enter the company’s federal ID with up to 15 characters.  
 This is the employer identification number used for tax reporting purposes. This 
 information does not print on the invoice 
 
 When you are finished entering your Report Parameters 
 -Select OK to accept this information and return the Parameter Maintenance 
 -Select Cancel or Delete to return to Parameter Maintenance without saving  
 
New Customer Defaults - this option is used to define the default customer settings to be used 
when setting up a new customer.  These are the default values that will be automatically assigned 
when creating new customers.  However, each of these fields can be overridden at the time of 
new customer entry. 
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 New Customer Default Field Options: 
 Sale Discount 
 -Enter a Valid Sale Discount code 
 -Select F3 or the magnifying glass to select from a list of existing codes  
 -Right Click in this field to select from a list of existing codes 
 
 Territory 
 -Enter a Valid Territory Code 
 -Select F3 or the magnifying glass to select from a list of existing codes  
 -Right Click in this field to select from a list of existing codes 
 
 Salesperson 
 -Enter a Valid Salesperson Code 
 -Select F3 or the magnifying glass to select from a list of existing codes  
 -Right Click in this field to select from a list of existing codes 
 
 Tax Code 
 -Enter a Valid Tax Code 
 -Select F3 or the magnifying glass to select from a list of existing codes  
 -Right Click in this field to select from a list of existing codes 
 
 Terms Code 
 -Enter a Valid Terms Code 
 -Select F3 or the magnifying glass to select from a list of existing codes  
 -Right Click in this field to select from a list of existing codes 
 
  

Distribution Code 
 -Enter a Valid Distribution Code 
 -Select F3 or the magnifying glass to select from a list of existing codes  
 -Right Click in this field to select from a list of existing codes 
 
 Customer Invoice Detail History 
 -Select this option if you wish to retain the Invoice Detail History 
 -Leave this blank if you do not wish to retain Invoice Detail History 
  
 NOTE: It is strongly suggested that you select this option to retain ALL Invoice Detail 
 History for every Customer. 
 
 When you are finished entering your New Customer Defaults 
 -Select OK to accept this information and return the Parameter Maintenance 
 -Select Cancel or Delete to return to Parameter Maintenance without saving  
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Sequence Number Maintenance allows the user to set the first or next number for the 
automatic sequencing of New Customer Numbers and Invoice Numbers. 
 

 
 
 Sequence Number Field Options: 
 Next Customer Number 
 -Enter the number you wish the system to use when automatically assigning Customer# 
 
 NOTE: If you have set up an alphanumeric based on the Customer name information, this 
 option will not be the method you use when assigning new Customer Numbers.  They will 
 be entered manually. 
  
 Next Simple Invoice Number 
 -Enter the number you wish the system to use when automatically assigning Invoice 
 numbers. 
 
  

When you are finished entering your Sequence Numbers 
 -Select OK to accept this information and return the Parameter Maintenance 
 -Select Cancel or Delete to return to Parameter Maintenance without saving  
 
 
Company Fax/Phone option allows the user to record company phone information that will 
print on various reports and forms. 
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 Upon selecting this option, your system will display Company Name information for the 
 company used during your log in process.  See User Maintenance for more information. 
 
 Telephone 
 -Enter your 10 digit Telephone number 
 Your system will automatically format this field, so it will not be necessary to enter dashes 
 
 Fax 
 -Enter your 10 digit Fax number 
 Your system will automatically format this field, so it will not be necessary to enter dashes 
 
 When you are finished entering your Phone/Fax numbers 
 -Select OK to accept this information and return the Parameter Maintenance 
 -Select Cancel or Delete to return to Parameter Maintenance without saving  
 
 
NOTE: Company Name and Address information as well as Fax and Phone data are utilized during 
the generation of the following documents: 
 Invoice Print      PO Print (Plain) 
 Invoice Print (Historical)    Delivery Ticket Print 
 Order Pick List / Acknowledgement  Quick Deliver Ticket Print 
 Display Invoice Image    Customer statements (Plain) 
 Estimate Mail-To     Equipment Storage Customer Mailer 
 Quote Mail-To     Pre-Invoice 
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Accounts Receivable Reports 
 

Accounting  Accounts Receivable  Reports 
 

Customer Cross Reference Report – this task prints customer numbers and names in 
two sequences on the same page. The left column shows customers in number sequence. 
The right column shows customers listed in their alternate sequence, as defined by the Alt 
Seq field in the Customer Masterfile.  

Upon selecting this report you will be asked: 

 

 The report will begin printing immediately. 
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 Customer Label Printing - prints mailing labels for each customer based on the 
 options entered. The label format is adjustable and is specified in the Accounts Receivable 
 parameters. 
 

 
 
 Label Printing Field Options: 
 Label Sequence 
 -Enter N for Numeric 
 -Enter A for Alternate 
 -Enter Z for Zip code 
 -Select F3, the Magnifying Glass or your Right Click button to select from a list of options 
 
 Labels Per Record 
 -Enter the number of labels you want to print for each customer record 
  

 Example: When you select 6 labels per record and you have 100 customers, you will 
 receive 6 labels for each customer for a total of 600 labels.  
  

 Label Code   
  -Enter a label code to print labels for customers with that code.  
 The label code is set up for each customer in the Customer Maintenance task.  
 -Select F1 to print all label codes 
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A word about Label Codes: 
Labor codes are non validating fields.  You will not have a table or list of codes to maintain, so, 
you are free to enter any code you wish to set up.  It will then be necessary to set up the 
dimensions of your labels in AR Parameter Maintenance.   
 

 
 
However, if you have the need for multiple Label sizes and formats, it will be necessary to contact 
Customer Support for assistance in setting up multiple label dimensions. 
 
 Restart field...  
  -Leave this field blank to print all customer labels 
 -Select this box to restart label printing by selecting a range of customers. 
   
 When you select the Restart field, the remaining fields become available depending on the 
 label sequence selected. 
  
  -Enter Starting Customer 
 -Enter Ending Customer 
 -Enter Starting Alt Seq 
  

-Enter Ending Alt Seq 
 -Enter Starting Zip Code 
 -Enter Ending Zip Code 
  
 Enter Beginning Info 
  -Enter the starting customer number, alternate sequence name or zip code (depending on 
 Label Type). Labels will start printing from this information.  
 -Select F1 to start with the first possible record.  
  
  Enter Ending Info  
 -Enter the customer number, alternate sequence name or zip code (depending on Label 
 Type). Labels will print through this information. 
 -Select F1 to end with the last possible record.  
  
  Once all specifications have been entered 
 -Select OK   
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 You will be issued the following prompt 
 

 
 
 -Select Yes to print a Test Pattern 
 -Select No to begin printing Labels 
 -Select Cancel to return the AR Reports. 
 
 Customer Name Listing – this report allows you to print customer information using the 
 following sequence options: Terms Code / Salesperson / Territory / Type 
 
 Customer Name Listing Field Options: 
 Report Sequence 
 -Enter M for Terms 
 -Enter S for Salesperson 
 -Enter T for Territory 
 -Enter Y for Type 
 -Select F3, the Magnifying glass or the Right Click button of your mouse to choose from a 
 list of options. 
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The remaining fields are available base on the Report Sequence that you select. 
 

 Starting Terms Code 
  Ending Terms Code 
 If your Report Sequence is M/Terms 
 -Enter the starting and ending terms code for which you would like to run the report 
 -Select F1 in each field to select the First and Last possible Terms Codes available 
 -Select F3, the Magnifying Glass or the Right Click button of your mouse to choose from a 
 list of valid Terms Codes. 
 
 Starting Salesperson Code 
 Ending Salesperson Code 
 If your Report Sequence is S/Salesperson 
 -Enter the starting and ending Salesperson code for which you would like to run the report 
 -Select F1 in each field to select the First and Last possible Salesperson Codes available 
 -Select F3, the Magnifying Glass or the Right Click button of your mouse to choose from a 
 list of valid Salesperson Codes. 
 
 Starting Territory Code 
 Ending Territory Code 
 If your Report Sequence is T/Territory 
 -Enter the starting and ending Territory code for which you would like to run the report 
 -Select F1 in each field to select the First and Last possible Territory Codes available 
  

-Select F3, the Magnifying Glass or the Right Click button of your mouse to choose from a 
 list of valid Territory Codes. 
 

 Starting Cust Type Code 
 Ending Cust Type Code 
 If you Report Sequence is Y/Type 
 -Enter the starting and ending Customer Type Code for which you would like to run the 
 report 
 -Select F1 in each field to select the First and Last possible Customer Type Codes 
 available 
 -Select F3, the Magnifying Glass or the Right Click button of your mouse to choose from a 
 list of valid Customer Type Codes. 
 
 Once the selection of your report sequence and starting and ending options have been 
 selected:  
 -Select OK to begin printing 
 -Hit Enter to begin printing 
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 The report will print your Customer Number, Name, Address and Phone number in the   
 order selected in the report sequence option. 
 In this example, by Salesperson Code 
 
 Customer Detail Listing - this will include all information on file for the customer(s) 
 selected.  This will include Customer settings as well as Sales and Invoice information 
 
 Customer Detail Listing Field Options: 
 Beginning Customer 
 Ending Customer 
 

 
 

 
 -Enter the Beginning and Ending Customer number for which you would like to run the 

 report. 
 -Select F3, the Magnifying Glass or Right Click to choose from a list of valid customers 
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 -Select F1 to select the First and Last available customer 
  
 Include Comments 
 -Select this option if you with to include customer comments on this report 
 -Leave this option blank to exclude customer comments 
 
 The first section of this report will list the customer name and address information. 

 

 
  
 The second section will be made up of the profile maintenance information on file for the 
 customer. 

 
  

 
 The third section of the report will reflect the Aging, Sales Summary and Open Invoice for 
 this customer. 
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 The forth section of this report will reflect any SHIP TO Addresses and information that is 
 set up for this customer. 
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 If “Include Comments” has been selected, the report will also display any  comments on 
 file for this customer. 

 
 

 
 Customer Comments Listing – this report prints customer comments as set up in 
 Customer Maintenance, selected by salesperson or territory. 
 
 Customer Comments Listing Field Options: 
 Report Sequence 
 -Enter S to print the report by Salesperson 
 -Enter T to print the report by Territory 
 
 
 

 
 
 
 If S/Salesperson is selected for the report sequence, the Starting and Ending Salesperson 
 fields will become available. 
 
 If T/Territory is selected for the report sequence, the Starting and Ending Territory fields 
 will become available. 
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 Staring Field 
 -Select F1 to begin with the first possible code 
 -Select F3, the Magnifying Glass or Right Click to select from a list of Salespeople or 
 Territories.  
 
 Ending Field  
 -Select F1 to end with the last possible code 
 -Select F3, the Magnifying Glass or Right Click to select from a list of Salespeople or 
 Territories. 
 -Select OK to begin printing 
 

 
 The resulting report will be printed in the sequence order selected and will include the 
 Customer Name and Number any comments on file, as well as their phone number. 
 
 Customer Name and Address Listing - this task prints an alphabetic or numeric listing 
 of all customer names, addresses and telephone numbers. 
 
 Customer Name and Address Listing Field Options 
 Customer/Alt Sequence 
 -Select C to print the report by Customer number 
 -Select A to print the report by an alternate sequence/alphabetically 
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 If C/Customer Number is selected for the report sequence, the Beginning and Ending 
 Customer fields will become available. 
 If A/Alt Sequence is selected for the report sequence, the Starting and Ending Sequence 
 fields will become available. 
 
 Beginning Customer Field 
 -Select F1 to begin with the first possible code 
 -Select F3, the Magnifying Glass or Right Click to select from a list of Customers   
 
 Ending Customer Field 
 -Select F1 to end with the last possible code 
 -Select F3, the Magnifying Glass or Right Click to select from a list of Customers 
 
 Beginning Sequence Field 
 -Select F1 to begin with the first possible code 
 
 Ending Sequence Field 
 -Select F1 to end with the last possible code 
 -Select OK to begin printing 
 
 NOTE: When running the report by Alt Seq/alphabetically, your only selection option is to 
 run the report from the first to the last possible options.  You will not be allowed to select 
 specific customers.   
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The resulting report will display Customer information recorded in the maintenance file for each 
customer in the customer sequence selected. 
 
 
 Customer Ledger Cards – this option will list all invoices, up to a selected date, for a 
 range of customers. The information shown includes invoice number, date, date due, 
 invoice amount, amount applied and invoice balance.  
 
 Customer Ledger Cards Field Options 
 Beginning Customer 
 -Select F1 to begin with the first possible code 
 -Select F3, the Magnifying Glass or Right Click to select from a list of Customers 
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Ending Customer 
 -Select F1 to end with the last possible code 
 -Select F3, the Magnifying Glass or Right Click to select from a list of Customers 
 
 Through Date 
 -Enter the date through which transactions should be included.  
 -Select OK to begin printing 
 

 
 
 
 
 The resulting ledger card will include all invoice information on file for this customer 
 through the date selected.  This will include invoices, adjustments, payments and balances. 
 
 
 Customer Item Number Report – this report will give you a complete listing of all special 
 part numbers set up for any given customer.  See Customer Part Number in Customer 
 Maintenance for detailed training for this feature. 
 
 Customer Item Number Report Field Options 
 Beginning Customer 
 Ending Customer 
 -Select F1 to begin and end with the first possible code 
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 -Select F3, the Magnifying Glass or Right Click to select from a list of valid customers 
 -Select Ok to begin printing 
 

 
 
 The resulting report will display the following information for each customer selected: 
 

 
 
 
 Customer Number 
 Customer Name 
 Customer Part number 
 Our Part Number 
 Item Description 
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G. Period End Processing  
In this section we will be reviewing the tasks that are part of the Accounts Receivable Period End 
process.   Other than the Period End Update task itself, any of these selections may be run on 
demand at any time.  Training for Period End processing usually does not take place until after 
you are live on the system and have completed your first month of processing. 
 
What this section will cover: 
1. Aging Report     
2. Finance Charge Creation    
3. Finance Charge Entry     
4. Finance Charge Register    
5. Customer Statements    
6. Monthly Cash Receipts Journal 
7. Monthly Cash Receipts Journal Purge 
8. Customer Ranking Report 
9. Zero Balance Invoice Report/Purge 
10. Period End Update 

 
Prerequisites: 
1. Individuals to be trained must have a working knowledge of Basic Accounts Receivable 
Processing. 
2. At least one month of Accounts Receivable processing must be complete and ready to be 
balanced. 
3. A determination regarding the generation of Customer Finance Charges and Customer 
Statements must be made. 

 
 
Period End Processing Overview 
 
Accounting  Accounts Receivable Period End 
 
Aging Report - You may age customer accounts by any date and print an aged trial balance of 
customer accounts in either numeric or alphabetic sequence, with the option of displaying detail 
or summarized information for each customer. 
 
Finance Charge Creation – this task automatically creates finance charge invoices for 
customers based on days overdue, invoice amount, finance charge rate and minimum finance 
charge amount. This is the first step of applying finance charges to customer accounts, followed 
by the printing of the Finance Charge Register and the update. Finance charges for individual 
customers may also be entered or modified using the Finance Charge Entry task.  
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Finance Charge Entry – this task allows you to manually enter finance charges for individual 
customers or modify finance charges automatically created by the Finance Charge Creation task. 
This task may be run after reviewing the Finance Charge Register in order to adjust the finance 
charges for specific customers.  
 
Finance Charge Register – this register prints a report of all calculated finance charges prior to 
making postings to the customers’ accounts. Included are all finance charges automatically 
created by the Finance Charge Creation task and manually entered through the Finance Charge 
Entry task. Finance charges may be optionally posted to the general ledger.  
 
Customer Statements – this task selects and prints customer statements. Statements may be 
printed only for those customers who have the Statements field selected in the Customer 
Masterfile. Zero and credit balance statements are not printed, nor are the paid invoices from 
prior months. An additional selection criterion is provided and the statements may be restarted in 
the event of a paper jam or printer malfunction.  
  
Monthly Cash Receipts Journal – this journal prints a detailed report of selected cash receipts 
in customer number sequence for a selected time period. A general ledger recap of all 
transactions is available.  
 
Monthly Cash Receipts Journal Purge – this options will clear the Monthly Cash Receipts 
Journal as of a specified date. The journal file may contain a record of cash receipts for several 
months.  
  
Customer ranking Report – this option prints a report showing sales to and profits from all 
customers, ranked by month-to-date or year-to-date sales, profit or profit as a percent of sales. A 
customer number sort is also available (not ranked) and ranking by territory code, salesperson 
code or customer type may be selected for any report. 
 
Zero Balance Invoice Report/Purge - based on a date entered by the user, this task reads 
through the Accounts Receivable Open Invoice file and prints a report showing all invoices with a 
zero balance prior to purging.  If updated, this option will move zero balance Customer Invoices 
from History files to Archive files.  Once moved, the user must utilize Archive Inquiry options to 
have access to this data.  
   
Period End Update – All activity for the period must be completed before the Period End Update 
can be run.  When all processing for the period is complete, proceed with the period end update. 
The update closes the Accounts Receivable module for the selected accounting period. Month-to-
date sales and cost of sales figures are cleared from the Customer Masterfile. If you are closing 
the last period in the fiscal year, the current year indicator is incremented. The year-to-date sales 
and cost of sales figures in the Customer Masterfile file are moved to the prior year column and 
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the year-to-date figures are reset to zero. In addition, the Sales Analysis files in the module are 
initialized for the new year.  
 

 
Period End Process Training 
  
Accounting  Accounts Receivable  Period End 
 
Aging Report 
When selecting the parameters you will use to run the Accounts Receivable Aging report, you 
must consider what the report is to be used for.  As you complete the report criteria fields, ask 
yourself: “what data needs to appear on the report?” 
 
EXAMPLE: the Aging Date and the Due Date or Invoice Date fields would be very different 
for a report being used to calculate Customer finance charges, versus the same report being used 
to balance to General Ledger for period end. 
 
Because each of these fields was covered in detail earlier in the Core Processing section; we will 
review only those field options that must be set to specifically produce a report for the purpose of 
balancing back to the Accounts Receivable General Ledger account each period. 
 
NOTE: Because the Sales Register and Daily Detail both update files that are used during the 
“balancing” process; it will be necessary to run and update both of this tasks prior to running the 
Aging Report. 
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 Aging Date – Generally, this date would reflect your period end date; usually the end of 
 the month. 
  
 Due Date or Invoice Date – Because the report needs to include all invoices generated 
 through the end of the month, this will generally be se to INVOICE DATE. 
 
 Future Aging – When using a period end date in the Aging Date field, you do not 
 generally want to include processed data beyond this date.  So, this field will not be 
 selected. 
 
 Age Credits – For period end processing purposes, this field will be selected. 
 
 Fixed Size Aging Periods and Aging Period Size 
 Depending on your accounting practices, these options will not be changed once they are 
 originally established, as we are using a specific Accounting/Aging date. 
  
 To obtain a month end TOTAL for your Account Receivable aging, the report can be run in 
 Summary format.  If the balance of the report matches your General Ledger AR account as 
 of the same date, this task is complete.  However, if you find the amounts are not the 
 same, it may require you to reprint the report in detail format to assist you in determining 
 the cause of the imbalance. 
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Finance Charge Creation 
This first step in the Customer Finance Charges process allows the user to define the criteria for 
the calculation of Finance Charges.  These settings work in conjunction with the Terms Code 
assigned to each Account Receivable Customer to generate the fees or charges requested. 
 

 
 
  

Finance Charge Date 
  -Enter a valid date 
 This date is the accounting date of the finance charge. The due date and days overdue are 
 calculated using this date as a base and the assigned terms code.  
  
  Days Overdue 
 -Enter the number of days that an invoice must be overdue in order to have finance 
 charges applied.  
 The days overdue are calculated from the finance charge date entered in the Date field. 
 Open invoices dated on or before this date are considered for finance charges.  
  

Example: For instance, when the finance charge date is 12/30/10 and the days overdue is 
60, only open invoices with due dates on or before 10/31/10 are considered for finance 
charge calculation.  

  
  Minimum Past Due Amount 
  -Enter the minimum dollar Past Due amount for an invoice to be considered for finance 
 charge calculation.  
  

Example: Enter 100.00 to consider invoices which are $100.00 or greater for finance 
charges.  
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 Finance Charge %  
  -Enter the percentage rate to be used in finance charge calculation.  
 This is the percentage rate that applies to just this particular application of the finance 
 charge.  
  

Example: Enter 1.25 to calculate finance charges of 1.25% (.0125). When an overdue 
invoice is $150 and the finance charge percent is 1.25, the amount of the finance charge is 
$1.88.  

  
  Minimum Finance Charge Amount  
  -Enter the smallest finance charge amount that is to be applied to an invoice.  
 When a calculated finance charge is smaller than this amount, it is replaced with the 
 minimum finance charge amount. In other words, whenever a finance charge is applied, it 
 is this amount or greater.  
   

Example: When you enter 1.00, finance charges less than $1.00 are not applied to 
eligible invoices.  

  
 Distribution Code  
  -Enter a valid general ledger distribution code.  
 -Perform a Lookup to select from a list of all valid distribution codes.  
 This code will determine the general ledger postings for the accounts receivable and 
 finance charge revenue accounts, when selected as part of the update process.   
 If you  utilize multiple Distribution Codes, it will be necessary to step through this process 
 for each Distribution Code for which you wish to assess finance charges. 
  
 Terms Code 
  -Enter a valid terms code 
 -Perform a Lookup to select from a list of all valid terms codes. 
 This code, assigned in Customer maintenance, will determine the due date of the finance 
 charge based on the finance charge date.  
  If you utilize multiple Terms Codes, it will be necessary to step through this process for 
 each Terms Code for which you wish to assess finance charges. 
   
 Once you have completed all fields, you will see the follow prompt at the bottom of your 
 screen:     Is The Above Information Correct?  
  -Select OK when the above information is correct. 
 -Select Cancel to return to Period End Processing 
 -Enter Purge to clear all previously created finance charges that have not been updated.  

 
Upon selecting OK, the task will search through all open accounts receivable invoices. The 
invoice number being examined is displayed on the screen. When the invoice is overdue, 



 

 

112 

 

 

Application Computer Systems, Inc. 
Accounts Receivable 

 

the balance is checked for minimum size. If the balance is large enough, the finance 
charge amount is calculated. When the finance charge amount is large enough, a finance 
charge record is created.   The Finance charges generated through this process may be 
modified or deleted using the Finance Charge Entry task prior to updating the Finance 
Charge Register. 
 

 
Finance Charge Entry 
This second step in the Customer Finance Charges process can be used in conjunction with the 
Finance Charge Creation to edit or change any charges automatically processed by the system in 
the first step, or, this option can be used to bypass the first step and manually enter Finance 
Charges by Customer. 
  
  

 
  
 Customer Number 
  -Enter a valid customer number 
 -Perform a Lookup to select from a list of all valid customer numbers.  
 The customer name field will be populated automatically with the selection of a valid 
 customer number  
 
 Invoice Number 
  -Enter a seven-digit invoice number that will be used to identify the finance charge 
 transaction.  
 -Select F1for the system to assign the next invoice number available. 
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 Distribution Code  
  -Enter a valid distribution code. 
 -Hit enter to accept the code associated with the customer 
 -Perform a Lookup to select from a list of all valid distribution codes.  
 The distribution code determines the general ledger account numbers for finance charge 
 revenue, accounts receivable and discounts when the finance charge is updated.  
 
NOTE: You may wish to define a distribution code called FC just for finance charges.  Please see 
Distribution Code Maintenance in Basic File Maintenance Training. 
  
 Terms Code 
  -Enter a valid terms code 
 -Hit Enter to use the default terms code associated with the customer 
 -Perform a Lookup to select from a list of all valid terms.  
 The terms code will determine the due date and discount due date for the finance charge, 
 using the invoice date as a reference point. Normally, finance charges are set up with 
 terms code of net or due on receipt.  
  
 Invoice Date 
  -Enter the date that the finance charge is to be posted to general ledger.  
 This date is used as the reference point by the terms code to determine the due date and 
 discount due date of the finance charge. These dates are displayed and may be overridden 
 if desired.  
  
 Invoice Due  
  -Enter the date that the finance charge is due.  
 -Hit Enter to accept the default.  
  
 Discount Due 
 -Enter the date through which the customer may take the discount.  
 -Hit Enter to accept the default.  
 Discounts are not generally offered on finance charges.  
  
 Invoice Type 
 -Enter F / Finance Charge 
 -Perform a Lookup to select F from a list of options 
  
  Amount  
 -Enter the total amount of the finance charge.  
  When adjusting a finance charge that was generated automatically by the Finance Charge 
 Creation task, this becomes the new amount.  
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   Discount  
  -Enter the amount of discount available on this finance charge, if applicable.  
 
Note: Discounts are recorded as memo amounts only at this point.  They are not posted to 
General Ledger until after they are actually taken.  This is determined during cash receipt 
processing. 
  
  

Once you have completed all fields, you will see the follow prompt at the bottom of your 
 screen:     Is The Above Information Correct?  
 
  -Select OK when the above information is correct. 
 -Select Cancel to go to the next record 
 -Select Delete to remove the record and the system will prompt:  
 Are You Sure You Want To Delete? 
 
 -Select OK to remove the Finance Charge record 
 -Select No or Cancel to return to the Invoice Number field 
  
 
Finance Charge Register 
The third and final step in the Finance Charge process will be the running and updating of the 
Finance Charge Register.  The register will include all charges generated through the Finance 
Charge Creation process, as well as any manual entries or adjustments made using Finance 
Charge Entry 
  
 Upon selecting this option, your system will issue the following prompt:  
 Do You Want To Print The Finance Charge Register?  
  -Select Yes to print the register 
 -Select No or Cancel to return to the menu without printing.  
  
Note: Any finance charge that is automatically generated through the Finance Charge Creation 
task may be modified or deleted using the Finance Charge Entry task prior to updating the 
Finance Charge Register. 
  
 Before proceeding, you will receive the following prompt: 
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 -Select YES to update the general ledger.  A general ledger summary page will print for 
 your inspection. You must also update the Finance charge Register in order for the general 
 ledger postings to take place.  
 -Select No, if you do not want to post transactions to the general ledger but still have them 
 added to the customer’s open invoice files when the Finance Charge Register is updated.  
 -Select Cancel to return to the menu without updating anything. 

 
 The customer numbers are displayed on the screen as the register is printed. After printing 
 and inspecting the register, you may choose whether or not to update the selection when 
 the system issues this prompt:   Are You Ready To Update The Finance Charge Register?  
  
 IMPORTANT: Review the register detail for accuracy before update is run. 
 

 
 

  
 Your register will be a detailed listing by Customer and Invoice number reflecting Finance 
 Charge and Discount amounts. 
 
 If the Post to GL option is selected, you will also see a General Ledger Summary reflecting 
 the entries that will be made using FC as the Journal ID code. 
 
 The finance charges are posted to the customers’ accounts. When the option is selected to 
 post to general ledger and the Finance Charge Register is also updated, the amount of the 
 finance charge is debited to the accounts receivable account and credited to the revenue 
 account. The accounts set up for the finance charge distribution code in the Accounts 
 Receivable Distribution Code Maintenance task will be used.  

 Where individual finance charges are entered using the Finance Charge Entry task, the 
 distribution code established for each of those entries is used.  
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 When you are ready to update the finance charge register: 
 -Select Yes to post the result of the finance charge calculation to the customer’s AR Open 
 Item files and create general ledger postings.  
 -Select No to return to the AR Period-End Processing Menu without updating. Transactions 
 will remain un-posted in the AR open invoice file until the Finance Charge Register is 
 updated.   

  
 
Customer Statements – Although this function is part of the period end processing functions, 
this feature can be used at any time during the month.  Because your statements do not utilize a 
“balance brought forward” total, you will see invoice detail displayed for each unpaid invoice 
balance regardless of the date the statement is run.  With the use of a Cycle code, this process 
also allows for the segregation or grouping of customers that require statements be sent during a 
specific time of each month. 
 
Example: If you have customers that require statements by the 10th of the month, while others 
prefer the 15th or the 25th; creating Cycle codes for each date requirement allows you to assign 
them to the appropriate customer.   Then on the 10th simply select the appropriate code and the 
system will print statements for all customers using the code. 
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 Statement Date 
  -Enter the date that will serve as the cutoff date for all transactions that are to appear on 
 the statement. This date also serves as the reference date for calculating the Aging 
 Summary printed at the bottom of the statement.  
 -Hit enter to allow date to default to the terminal date.  
  
 Message 
  -Enter up to 40 characters of a general message to print on each statement.  
 Messages are usually used for holiday greetings or for changes in company billing policies, 
 special notes, etc.  
  
 Cycle Code  
  -Enter the cycle code for this statement run.  
 -Select F1 to select all codes.  
 -Perform a Lookup to select from a list of all valid codes.  
  
 Territory  
  -Enter a valid territory code.  
 -Select F1 to select all territories.  
 -Perform a Lookup to select from a list of all valid codes.  
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  Aging Period  
 -Perform a Lookup to select from a list of Aging Periods: 
  
 Enter A to print statements for all customers who have an accounts receivable balance. 
 Enter 1 to include customers who have accounts receivable balances of 30 days and older. 
 Enter 2 to only include customers who have a balance of 60 days and older.  
 Enter 3 to only include customers who have a balance of 90 days and older.  
 Enter 4 to only include customers who have a balance of 120 days and older.  
  
  Aging Date 
 -Perform a Lookup to select from a list of Date options 
 -Enter D to calculate the invoice aging by due date.  
 -Enter I to calculate the invoice aging by invoice date.  
  
 Minimum Balance 
 -Enter the aging minimum balance for which statements are printed.  
  Statements will not be printed for aging balances less than this amount.  
  
 Option  
  -Select F1 to print statements for all customers who meet the selected criteria.  
 -Select R to restart with a selected customer and print through the end.  
 -Select S to print a statement for one customer only.  
  -Perform a Lookup to select from a list of options 
  
 Alternate Sequence  
  -Select A to print the statements in alternate or alphabetic sequence order.  
 -Select N to print the statements in numerical order.  
 This field defaults to numeric order when printing only one customer statement.  
  
 Customer Number – This field is not available if ALL is selected in the OPTION field. 

When statements are to be printed in numeric order:  
  -Enter a valid customer number. 
 -Perform a Lookup to select from a list of all valid numbers.  
  
  Alternate Sequence – This field in only available when the Sequence field is set to A 
  This field is used to tell the system where to restart a print job that is interrupted for any 
 reason.  
 -Enter the letter of the alphabet from where the printing is to begin.  
  
  Once all of your selections are complete you will receive the following prompt: 
 Is The Above Information Correct?  
  -Select OK to begin printing Statements 
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 -Select Cancel to return to the Period End Processing menu 
 

Monthly Cash Receipts Journal – Although this report is part of your period end processing 
steps, because you have the ability to select a Receipt Date Range, this report can be run at any 
time for any period during your current accounting year. 
 

 
 
 Alternate Or Numeric Sort Sequence 
 -Enter A to print the journal by Alternate/Alphabetic Sequence 
  -Enter N to print the journal by customer number  
  -Perform a Lookup to select from a list of valid options 
 
 Beginning Customer – This field is available only when N is select in the Alternate or 
 Numeric Sort Sequence field. 
  -Enter a valid customer number 
 -Select F1 to select the first customer number on file  
 -Perform a Lookup to select from a list of valid customers 
  
 Ending Customer - This field is available only when N is select in the Alternate or 
 Numeric  Sort Sequence field. 
  -Enter a valid customer number 
 -Select F1 to select the last customer number on file  
 -Perform a Lookup to select from a list of valid customers 
 
 Beginning Alt Sequence - This field is available only when A is select in the Alternate or 
 Numeric Sort Sequence field. 
 -Enter a number representing an alternate sequence of customer numbers.   
 -Select F1 to begin with the first customer number on file.  
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-Perform a Lookup to select from a list of Alternate customer options 
  
 Ending Alt Sequence - This field is available only when A is select in the Alternate or 
 Numeric Sort Sequence field. 
 -Enter a number representing the end of an alternate sequence of customer numbers  
 -Select F1 to end with the last customer number on file 
  -Perform a Lookup to select from a list of Alternate customer options 
  
 Beginning Receipt Date 
 -Enter the receipt date from which you want to start printing the Cash Receipts Journal 
 -Select F1 to start with the first possible date.  
  
  Ending Receipt Date 
  -Enter the receipt date through which you will include invoices on the Cash Receipts 
 Journal 
 -Select F1 to end with the last possible date.  
  
 Cash Receipt Code 
  -Enter a valid cash receipt code 
 -Select F1 to select all codes  
 -Perform a Lookup to select from a list of valid cash receipt codes 
  
  Include GL Account Recap 
 -Select this field to include a G/L Account Recap  
 -Leave this field blank to print the journal without an account recap.  
  
 When all field selections have been made, you will receive the following prompt 
 Is The Above Information Correct?  At the bottom of the screen 
 -Select OK to begin printing the journal 
 -Select Cancel to return to the Period End Processing menu  
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 The report begins with a detailed listing of all cash receipts entered during the date range 
 entered. 
 

 
 

 
 If selected, the G/L Account Distribution will also print. 
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Monthly Cash Receipts Journal Purge – Because this option will clear the Monthly Cash 
Receipts Journal as of a specified date GREAT CARE SHOULD BE TAKEN when considering this 
option.  If the Cash Receipt Journal is purged, it is suggested that you run the journal 
and print it to a permanent Archive file before the purge is run. 
 

 
 

 Beginning Customer  
  -Enter a valid customer number 
 -Select F1 to select the first number on record 
 -Perform a Lookup to select from a list of valid customers 
  
  Ending Customer 
  -Enter a valid customer number 
 -Select F1 to select the last customer number on record. 
  -Perform a Lookup to select from a list of valid customers 
  
 Beginning Receipt Date 
  Enter the starting date of the receipts to be purged  
 -Select F1 to select the first date on record 
  
 Ending Receipt Date 
 -Enter the last date of the receipts to be purged 
 -Select F1 to select the last date on record  
  
 Cash Receipt Code 
 -Enter a valid cash receipt code 
 -Select F1 to select all codes 
 -Perform a Lookup to select from a list of cash receipt codes  
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 When all field options have been entered, you will receive the following prompt: 
  Is The Above Information Correct?  At the bottom of the screen  
 -Select OK to remove all receipts through the purge date 
 -Select Cancel to return to the Period End Processing menu  
  
 This process will begin immediately and no report will be printed. 
 
 
Customer ranking Report – The sales and profit information shown on each Customer Ranking 
Report is derived from the aging and sales data on file for each customer. 
 
 

 
 

 
 Select All/Repair/New Sales  
  -Enter A for All Sales 
  -Enter R for Repair Sales only 
 -Enter N for New Sales only 
  
 These options will appear at the bottom of your screen, a lookup option is not available in 
 this field. 
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 Ranking Method 
  -Enter a number from the list displayed that represents the type of ranking for the report 
 

1. = MTD Sales (Month-to-date gross dollar sales)  

2. = MTD GP (Month-to-date gross profit)  

3. = MTD % (Month-to-date profit as a percentage of gross sales)  

4. = YTD Sales (Year-to-date gross dollar sales)  

5. = YTD GP (Year-to-date gross profit)  

6. = YTD % (Year-to-date profit as a percentage of gross sales)  

7. = CUST (Customer number)  

8. = PRIOR YR Sales (Prior Year gross dollar sales) 

9. = PRIOR YR GP (Prior Year gross profit) 

10. =PRIOR YR % (Prior Year profit as a percentage of gross sales) 

  
 Sort by Territory/Salesperson/Type/None   
  -Enter S for Salesperson Code 
 -Enter T for Territory Code 
 -Enter Y for Type Code 
 -Enter N  
  

S = Salesperson code  
T = Territory code  
Y = Type code  
N = None; entire customer file is on report  

  
  When all field options have been entered, you will receive the following prompt: 
  Is The Above Information Correct?  At the bottom of the screen  
 -Select OK to print Ranking Report 
 -Select Cancel to return to the Period End Processing menu  
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In this example, the report was run for all types of sales (Service Repair and Counter Sales) and 
uses Year To Date Sales dollars to determine Customer Ranking status.  
 
Because we sorted the report by Salesperson all of Judy’s customers are listed in order of total 
sales for the year. 
 
The report displays Sales, Profit and Profit % for both Month and Year To Date Sales. 
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Zero Balance Invoice Report/Purge - based on a date entered by the user, this task reads 
through the Accounts Receivable Open Invoice file and prints a report showing all invoices with a 
zero balance prior to purging.  Then, using the date entered, it will move Zero balance invoices to 
your Archive Invoice Detail files.  These files can then be accessed by using the Invoice Archive 
Detail Inquiry located in Customer Maintenance and will not be displayed as part of your Invoice 
History Inquiries. 
 

 
  
 Purge Date 
  Enter the date through which all zero balance invoices are removed from the accounts 
 receivable open invoice file.  
   
 You will receive the following prompt: Is The Above Information Correct?  
  Located at the bottom of your screen 
 
 -Select OK to begin Purge 
 -Select Cancel to return to the Period End Processing Menu 
  
 Your system will print a report showing all zero-balance invoices through the purge date.  
 You will then receive the following prompt: 
 

 
 
  -Select OK to purge the invoices shown on the register.  
 -Select Cancel return to the Period-End Processing Menu.  
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Period End Update – this process closes the accounting period for the Accounts Receivable 
module and should be completed before closing your General Ledger accounting period for the 
same month/period.   
  

 
 

  Close Period 
 -Enter the GL period you wish to close, the date range will display automatically for the 
 period selected.  
 -Hit enter to accept the default, your system will display the oldest AR period still open. 
 
 -Select OK to close the Accounts Receivable period displayed  
 -Select Cancel to return to the Period End Processing Menu without updating 
 
Updating: 
  
The update performs the following tasks:  

  
1. The month-to-date sales and cost-of-sales figures in the Customer Masterfile are reset to 

zero. For the last period in the fiscal year, the year-to-date figures are moved to the prior 
year and the current year figures are set to zero.  

2. Month-to-date sales register totals are cleared.  

3. Month-to-date cash receipts totals are cleared.  

4. Temporary customers (those with Retain set to N in their Customer Masterfile) not having 
any open invoices or credit balances are removed.  

5. The current period indicator in the Accounts Receivable parameters is incremented. For the 
last period of the fiscal year, the current year indicator is incremented and the current 
period indicator is set to 1.  

6. For the last period of the fiscal year, the Sales Analysis module’s files are initialized for the 
new year 
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Suggested Accounts Receivable Period End processing steps: 

1. Review all AR processing for the month.   

 Make sure all invoices have been entered and updated. 

 Make sure all Cash Receipt have been entered and updated. 

2. Create and update Customer Finance Charges for the accounting period (optional) 

3. Update the GL Daily Detail 

4. Run the AR Aging Report for this period and determine that it is in balance with the 
General Ledger AR account.  If not, determine why and correct any issues.  Then rerun the 
Daily Detail (if necessary) and the AR Aging Report and compare it to the General Ledger 
AR account balance. 

5. Run the Monthly Cash Receipts Journal 

6. Run the Customer Ranking Report 

7. Run Customer Statements (optional and can be run at any time) 

8. Perform Period End Update 
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Appendix A 

 

Customer Type Maintenance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

130 

 

 

Application Computer Systems, Inc. 
Accounts Receivable 

 

Terms Code 
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Territory Code 
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