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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.

. 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.

. 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.

. 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 DO1 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.

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

. 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.

. 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.
. Terms Codes are used in processing Sales Orders/Invoices, Job Billing/Invoices, conversion
Invoice Entry and Cash Receipts.
. When a terms code is used, its definition will automatically determine an invoice due date
and discount due date, if applicable.
. 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.
. Territory Codes can also be used for setting a range for printing customer statements.
. 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.
. 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 humeric 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.

. Your Sales Tax Report is based on these Codes.

. 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.

. 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.

. 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:
. Two Character codes for each Sales Tax Code
. A Description for each Sales Tax Code
. The Tax % for each Sales Tax Code
. The General Ledger Account number for your Sales Tax
. Will Freight be taxable for each Sales Tax Code
. 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:

. Two or Three Character code for each Cash Receipt code

. A description for each Cash Receipt Code

. Determine if this Receipt Code will allow $ postings

. Determine if this Receipt Code will allow Discounts

. Does it post to AR or GL or Both

. 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.

. 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

10
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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.

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

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

. 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 nhumber 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
1

. D&B Number if applicable
0.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:
Customer Types
Salesperson Codes
Terms Codes

Territory Codes

Tax Codes

Cash Receipt Codes
Sales Discount Codes
Standard Message Codes
. Cycle Codes

10.Price Codes

11.Freight Terms Codes
12.Customer Maintenance

WoOoNSOUAWNE

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

,.-ﬁ Customer Type Maintenance (
Fle Edit Favorites Help

LA

Type | Description
Unassigned
1a Default

A Dealer

B Distributor
Chd Commercial
CN Contractor
G Gowvermment
HC Hatel/nstitutional
| International
1§ Industry/Processing
N Mot Assigned
R Fetail Customer

SF Service Firm
TST Test
Tx Texile

patal TESTH
Y TESTY

-
4 | 3
0K I Cancel | Delete | Insert |
vE.0. |syc_kn |Is The Above Informat’ﬁ FF 4

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.

A Salesperson Maintenance (ACS MASTER 8.0)
File Edt Favorites Help

e e]e]m

Salesperson | MName | CommPBate |

100 Alan Kasel 12.00
200 Ed Giesen 3.00
300 Don Reese 13.00
A Andreaw . Johnson 10.00
CSH Cash Sale 0.0a
HSE House Account 10.00
JOF Judy 0. Peterson 12.00
Kb Kewin Martin 11.00

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.

,.ﬁ Terms Code Maintenance (ACS MASTER 8.0)
File Edit Favorites Help

Ry ARdcald

Code | Description | Twpe | Discs | MetDaws | DiscDays | Credit Hold

1 Met (Due On Receipt)
2 Met 10 Days
EEE 2510
3 et 30
EEEMET 30
2% 10 Days - Met 30
2% 10th, Net EOr
EEE A TERMS
C.o.0.
EEE O TERMS
F/C MNet Due On Recpt

0.00% 0 0
0.00% 10 0
2.00% 30 10
0.00% 30 0
0.00% 30 0
2.00% 30 10
2.00% K] 10
0.00% a0 0
0.00% 0 0
0.00% a0 0
0.00% 0 0

o|o|o|o|x|o|o|o|x|o|o
A

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: Example 2:

Invoice is due when it is created - no discount Invoice is due 30 days from invoice date - no
is offered. discount is offered.
Code: 00 Code: 30

Description: Due on Receipt Description: Net 30 Days
Type: D Type. D

Discount: 0.0% Discount. 0.0%

Net Day(s): 00 Net Day(s): 30

Discount Days: 0 Discount Days: 0

Credit Hold: N 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.
Code: 10

Description: 2% 10 Net 30

Type: D

Discount: 2.0%

Net Day(s): 30

Discount Days. 10

Credit Hold: N

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.

Code: 11

Description: 2% 10th Net EOM

Type: P

Discount: 2.0%

Net Day(s): 0

Discount Days: 10

Credit Hold: N

Territory Code Maintenance

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

Code: 31

Description: Net EOM
Type: P

Discount: 0.0%

Net Day(s): 31
Discount Days. 0
Credit Hold: N

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

Code: CD
Description: C.0.D.
Type: D

Net Days(s). 31
Discount Days: 0
Credit Hold- N

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

,.ﬁ Territory Code Maintenance (ACS MA
Fle Edit Favorites Help

)ea K| 9

& | |

Teritory |

Description

Unassigned Territory

a0

Westarn LS.

onz

Central .5,

an3

Eastarn .5,

o4

Canada

ans

International
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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.

A Tax Code Maintenance (ACS MASTER 8.0)
File Edit Favorites Help

B[] e EE| 2 | @
TaxCodeE

Description ICharIeSton, SC

Tax Percent IW

GL Account |201 2-02 }Accounts Payable - CH Sales Tax

Freight Taxakle [ Labor Code l_

baxirnurm Tax W Rate
Tax Code 01 l? ICharIeston County I 1.0000%
Tax Code 02 E [Bouth Carolina | &.0000%
TexCode03 [ | | ACSMASTER allows you to
TaxCode 04 [ | "layer” multiple tax codes to
ToxCode 05 [ | acheive the correct Tax %
TexCode 06 [ | liability

|
|
|
Tax Cade 07 |_ | |
|
|
|

TaxCode0g | |
Tax Code 09 |_ |
Tax Cade 10 |_ [

Total Tax Fate 7.7600%

Cancel | Delete |

5.0, [opm_j Is The Above Information Correct? W PP &

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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,ﬁ Cash Receipts Code Maintenance (ACS MAST
Fie Edit Favorites Help

ojnle|1e|n]
Code [5

Description ICustDmerCheck
Cash [v
Discaunt [«
ARJGL [B
Cash Account |1 010-00 ICElSh In Bank - First Mational

Disc Account |1 040-00 lﬁccuunts Feceivahle

FOS Cash Type IC

OK Cancel | Delete |

|VE|.O. |arm_c.|Is The Above Information Correct? |Char | |PP y

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.

,.ﬁ Sales Discount Code Maintenance (ACS
File Edit Fawvorites Help

e 7|e|w

Code | Descriptian | Percent |

Mo Discount 0.0n
Class A Dealer 10.00
Class B Dealer 15.00
Class C Dealer 16.00

Enterwhola dollar 0.0n

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.

,.ﬁ Standard v

File Edit Faworites Help

@ | # | Eﬁl ? | @ | e | Enter Standard Message Code q
L and Description B
Std Message|u5

DescriptiDnICreditMemu nce

nce
Ok Cancel | Delete |

|vEl.0. |opm_g| |Char | |PP e

,ﬁ Comment Maintenance (ACS MASTER
File Edit Fawvorites Help

BiE|s|s|m o] m-| 8w

Seq | Comment

Achoh H bk
CreditMermo Then create the message to appear

on your Customer Delivery Tickets,
Picking Lists and Invoices.

This Credit Memo Will Remain As An Open
lterm And Mot Applied Ta Anather Inwaice

nless Requested By The Customer.

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.

A8 Cycle Code Maintenance (ACS
File Edit Favorites Halp

B AR

Code | Description

DEFAULT
1st
10th
25th
ECibkd

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.

Al price Code Maintenance (ACS MASTER &
File Edit Favorites Help

el 7@

Ptice Code | Description
Mot Assigned

AGRO Agrocultural
OIsT Diistribiutor
OLR Dealer
RTL Fetail Customer

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

,..1-.5 Freight Terms Code Maintenance [ACS MAST
File | EAt Favorites  Help

||| g @) w
Code | Descriptian

DEFALLT
CPU CUSTOMER FICKLUF
oT OURTRUCK
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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.

,.ﬁ Customer Maintenance (ACS MASTER 8.0)
File Edit Favorites Help

nlalx|ss @@l r[n|ajnm@ee|w

Customer qumuu IEverestIndustries

tormer Nurnber

me and Address Maintenance
Frafile Maintenance
Aging & Sales Summary Inguiry
Invoice Detail Inquiny
Ship-To Address Maintenance
Hard Copy Printing
Caomment Maintenance
Service Repair Farameters
Billing Rates
“aughen's Pricing Mulitpliers
Irvoice Archive Detail Inquiry
Email and Fax Infarmatian
ltem Number Maintenance
Customer Motes j

Using the codes previously
revievied in this section,
we will begin to se up
each of your customers.

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.

,.ﬁ. Customer Maintenance (ACS MASTER 8.0)
; Fle Edt Favorites Help

DlE|x|s|yBlm|] 0 i|e]a)e ?|e)w

Customer qum on IEvereSt Industries

~MName and Address
Mame IEverestIndustries

Address |123 hdain St Alternate Sequence IW
[Suite 111 Dete Opened [02/15/03
ShipVia [UPSGCD
Fos[

City |San Berarding Resale Number |SR-Ev/339291

State [ca ZIPPastal [az121-0000 DEMumber [
Country I SIC li
Telephone M Ext IW Fietain Customer [v
Fax Phone m Inactive [

Contact IMr. James Rockyille

Delete |

{[¥8.0. [arm_r s The Above Information Correct? Char | PP y

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).

,.ﬁ. Customer Maintenance (ACS MASTER 8.0)
File Edit Favorites Help

Dlalx|s|s B[] | ] e]n|E 2| e]w

Customer qumuu IEverestIndustries

i Profile Maintenance ;
Custarner Type IA IDeaIer Sales Analysis ||_

Salesperson IJDP I.Judy 0. Peterson Credit Limit IEDDD,DDD.DD
Terms Code |4 |2°/o 10 Days - Met 30 Credit Hald IOpen

Tax Code ICA ICaIifDrnia State Retain Inv Det Hist [v
Freight Terms | [PEFALLT PO Required |N_

Territory Inm lWestern LIS, kinimum Ling I a0

Distribution Code |A1 |Pmduchocation1 Credit Hold Flag |N_
Standard Message |U3 IReturn Falicy

Fricing Code IDLR IDeaIer
Sale Discount IA ICIassADeaIer

Label Code IA

Finance Charges [

Statements [v
Cycle Code [ |PEFAULT ok ] cancal | Restore |

B0, |arm_rr |Is The Above Information Correct? %| ||:>|:> 4

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.

,.ﬁ. Customer Maintenance (ACS MASTER 8.0)
; File Edit Favorites Help

Dja[x|s|x |El@ i | > [ ri] ]| ¢ e w

Customer Innmun IEverestIndustries

r Ship-to Address Maintenance
Ship-To Mo Inuuum

Ship-Ta Name [Morth Roads Division Fex |

Address |4u3 Old Towne Road Salesperson IJDP I.Judy 0. Peterson

I Tertitory IDDS IEastern U3,
Tax Code IF INon Taxable

D&BMNumber [
City [Battimare sicCode [
State Iﬁ
ZipfPostal [46833

Country I

Contact IMr. Torm Charles

Telephone |(212)—954—4333 Ext IDD43

Cancel | Restore |

:|v8.0. |arm_rr |Is The Above Information Correct? ’ﬁ| |PP

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.

39




Application Computer Systems, Inc.
Accounts Receivable

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.

,.ﬁ Customer Maintenance (ACS MASTER 8.0)
i File  Edit Favorites Help

D|E|x|a| 4 |@]m|] > ri|o]nE ?|e|w

Customer |UUU1UU |Everest|ndustries

~Email and Fax Printing Defaults

SGEURNER| [rockyille{@arkh.com
Email Cc |

Fax To IMr. James Fockville
FaxNo [(714)-831-8220
|| WWeh Page I

QK | Cancel | Delete |

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 /f 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:
. Individuals to be trained must have taken the System Navigation training.
. Information to be entered into each of the Accounts Receivable settings covered in Basic File
Maintenance Training must have been entered
. At least one customer has been completely set up through customer maintenance; however, it
is suggested that all customers be entered at this point.
. 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.

,.-ﬁCash Receipts Entry (A
File Edt Favorites Help

MEI R R IR E Y S
. Receigt Date IW

Customer Innmnn IEvereslIndustries
Cash Rec IB ICustDmerCheck

Check/Fef # |54482 Balance I

Receipt |AR Distribution | GL Distributian |

Cash Or Check I
ABA Number I
Amount I

Cash Receipts Entry

(0] I Cancel | Delete | Insert | Autd | AIIOpenl
vE.0, |are_a|: |Enter Check or Reference Number Char PP 4

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:

. 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.

. 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.

. 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.

. 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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,.ﬁ Cash Receipts Entry (&
Fie Edt Favorites Help

D8] x| &] 4 B2 ] e]ea]E] 2 e w
. Receipt Date IW

Custarmer |UDU1DU IEverest\ndustries
Cash Fec IE ICustomerCheck

Check/Fef # |54482 Balance | 8500.00

Receipt AR Distribution | GL Distribution |

Invoice |InvDate |Due Datel Invoice Amt | Awall Disc Applied Discaunt | Balance |

0005214 | 05/05/09 | 06/04/09 275735 52.03 0.00 2757.35 ;I
0005216 | 05/09/09 | 06/08/09 954.00 18.00 0.00 4954.00
0005220 | 0511409 | D5/21/09 100855 n.oo n.oo 1008.55
0005222 | 05/12/09 | 06/11/09 141383 26.68 0.00 141383
0005223 | 05/29/09 | 06/28/09 36738 735 0.00 367.38
0005224 | 06/01/09 | 07/01/09 15593 a1z 0.00 165.93
0005226 | 06/02/09 | 06/02/09 1049466.03 0.00 0.00 109466.03 _I
0005227 | 0&/02/09 | D6/02/09 855 n.oo n.oo 3.55
0009017 | 03/04/03 | 04/03/03 120000 0.00 0.00 1200.00

Use the All Open
button to select

4 | | ﬂ from a list of open

Invoices

0K | Cancell Delete | Insert | Auto | AIIOpenI

wE.0. |are_ac |[OK]:Next Invoice <Fl»>=0n-Acct <F3»=Lockup AUTO=Auto Applici[Char PP v

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 fo 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 humber
special payments, credits or write offs are charged to.

,.ﬁ_ Cash Receipts Entr
Fle Edit Favorites Help

N E R R EE SRR
. Receipt Date IW

Customer Innmnn IEverestInduestries
Cash Rec IMSC IMlscAdJustments

Check/Fef # ID?DEDB Balance I 147061-

Recsipt | AR Distribution GL Distribution |

GfL Account I Description Arnount

B200-00 Bad Delt /0 147061 ﬂ

~|

[« 1 [
oK I Cancel | Delete | Inser | Auta | AIIOpenl

8.0, ‘are_ae ‘Enter The Amount To Be Posted To This Account W [>(=3 4

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.
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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

_,.-ﬁﬂash Receipts
File Edit Favaorites Help

@i n]mjm|m ¢ e/ w)
Sequence ID_
0] Cancel |

WB.0. \arr_aa Is The Above Inf /N | PP y

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.

7 7 Page™ T
09:55 AM Cash Receipts Register Audit 4 0000162
5 By Receipt Date

Fustoner Rec  Chack  Tnvoice Cash Discount Total  ---Miscellaneous Daposit
fNumber And Name Code  MNumber MNumber Amount Amount Credit Acct Amount  ABA Mumber

Receipt Date: 02/24/10

000100

Everest Industries 1215454 0005145

i 0005274
0005277
0005279
no0an1?
CRO0224

Checks:
02/24/10 Daily Total: . . Cash;
Deposit:
Register Total: g,500.00 . g,504,08 0.00

MTD Totals: 109, 511,70 .08 109,513.78 47,657, 96
llext Month Totals: §9,235.00 .08 69,239.08 0.00
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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
\\CRII.

B LB 0 T T ACS MASTER B0 7 T ] Page 3
10:31 AM Cash Receipts Register Audit # 0000167
General Ledger Summary - Journal CR Cash Receipts

Account Description Memo/Reference Debits Credits
Date 02/24/10

1010-00 Cash In Bank - First National Everest Industries 1,456.24
ooo1oo 1215454 0005145
1010-00 Cash In Bank - First National Everest Industries
000100 1215454 0005274
1010-00 Cash In Bank - First National Everest Industries
ooolon 1215454 0005277
1010-00 Cash In Bank - First National Everest Industries
0ooLon 1215454 0005279
1010-00 Cash In Bank - First National Everest Industries
oooloo 1215454 oooso1?
1010-00 Cash In Bank - First National Everest Industries
000100 1215454 OR00224
Subtotal for Account 1010-00 . 500.00

1040-00 Accounts Recelvable Everest Industries 1,456.24
0ooLon 1215454 0005145
1040-00 Accounts Recelvable Everest Industries
ooo1oo 1215454 0005274
1040-00 Accounts Receivable Everest Industries 2,027.13
000100 1215454 0005277
1040-00 Acoounts Recelvable Everest Industries 250.00
ooolon 1215454 0005279
1040-00 Accounts Recelvable Everest Industries 4.08
ooolon 1215454 0005279
1040-00 Accounts Receivable Everest Industries 1,200.00
0ooLo0 1215454 0o0s017
1040-00 Accounts Receivable Everest Industries 4,066.63
ooo1oo 1215454 OADD2Z24
Subtotal for Account 1040-00 500. 9,004.08

4900-00 Discounts Earned Everest Industries 4,
ooolon 1215454 0005279
Totals For 02/24/10 9,504, 9,504.08
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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 2> Accounts Receivable 2> 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.

.,.-ﬁ.Aging Report (AC: P
File Edit | Favorites Help

EEEELEREL

Aging Date W
Due Date Or Invaice Date ||_ Ilnvuice
Future Aging [v
Customer Or Salesperson IC_ IW
Sort Sequence IN_ IW

Beginning Customer I IFirst

Ending Customer I |Last

Beginning Salesperson |

Ending Salesperson I
pdate Customer Aging Summarny? [v
Summary Or Detail ID_ Future Current 30 G0 90 120+
Include Custamer Comments? [ Fram |D?,f03,f09 |na;na;ng |05;n4;ng |n4;u4;ng |03505;ug
Age Credits? [v Thru 07/02/08  [06/02/08  [05/03/08  [04/03/08  [03/04/08
Fixed Size Aging Periods [v

Aging Period Size I 30

0K | Cancel |

wB.0. |arr_balls The Above Information Correct? lcrar | PP 4

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

002708 RESMRSTER 1)+ Fage 2
11:40 AM Detail Aging Report As 0f 07/02/09
i Based On Invoice Date

Mmeric Sort From First To Last

hustomer Ho. & Name Order Contact  06/03/09  05/04/09 04704409 03/05/09
¢ Invoice Imvoiced PO Number Number Terms Type Future 07/02/06  06/02/08 050300 04703700 03/04/00 Ralance

000100 Everest Industries (T14)-832-8113 Mr. James Rockville

I 0005224 08/01/08 J001956 4 3 155,93 155,93
0005226 D6/02/09 P1453-22-2 0001153 1 109, 466.03 109, 466.03
© 0005227 06/02/08 0001155 1 §.55 8.50
{ 0009017 03/04/03 HNone None 3 1,200.00 1,200.00

0.00 117,844.40 0.00  1,001.70 305,573.09  424,419,19

000200 Industrial Products [714)-833-7100 Robert Mansfield

© 0005054 01/31/03 Hone Nome CI § 281.03 281,03
0005053 02/02/03 Hone None (D 1,304.51 1,304.51
£ 0005090 03/02/03 None None (D 3,785.28 3,785.28
© 0005102 03/08/03 Hone None  CD 2,580.29 2,580.29
¢ 0005115 03/18/03 Hone None (D 2,652.45 2,052.4h
© 0005239 03/15/04 0001160 4 4.04 4.04
{ 0009008 02/28/03 Hone Nome 1 198.11 198,11

0.00 10,805.71  10,805.71

UDD]DD Taylor Mamufacturing [7114)-672-0171 Marsha Canterbury
0005048 01/22/03 Hone 3 5 12,70 7270

§ 0005060 02/02/03 None 3 654,30 654,30
;0005091 03/02/03 Hone 3 889.33 889.33
¢ 0005103 03/08/03 None 3 1,264,38 1,264.38
;0005116 03/18/03 Hone 3 3,791.53 3,781.53
© 0005130 03/30/03 Hone 3 2,181,713 2,181.73

§,853.97  8,853.07
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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.

A Aging Analys 10| x|

File Edit Favorites Help

Aol o]nm s e]w

Report Basis ID_ |Days to Pay

Daysl 0
Feport Sequence IC_
Beginning Customer I IFirst

Ending Customer I ILast

Beginning Alt Sequence | |

Ending Alt Sequence I I

o

|vEI.O. |arr_ha |A=List Customers In Alt Sequence, C=Lis ml |PP

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

HERPTI KCSMRSTER 8.0 Pare
11:44 AM Aging Analysis Report
: Based On Average Days To Pay

From First To Last

fCust # Customer Name Last Inv Days Terms Future 30 Days 90 Days  MTD Sales
Telephone Ext Contact Last Pay Pay Code Current 60 Days 120 Days YTD 3ales

b00099 tester customer 0o/oo/00 030 0.00 . .
: 00/00/00 EEE NET 30 0.00 0.00 0.00

:DOOIOO Everest Industries 06/01/09 465 4 0. 117,844,480 1,001.70 237,311.48
i(710) B32-8113 1234 Mr. James Rockville 11/13/08 2% 10 Days - Net 30 . 0.00 305,573.0% 336,092.90

000200 Industrial Products 03/15/04 21 CD 0.00 . 0.00 0.00
{714) 833-7100 Robert Mansfield 03/01/03 C.0.D. 0.00 . 10,805,710 28,428,504
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Age Accounts Receivable Transactions

Accounting =»Accounts Receivable 2> 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.

B s R 9| @]

Aging ID?{DE}DQ
Age On Due Date Or Invoice II_ Ilnvoice Date

Beginning I IFirst

Ending I ILast

Ok, I Cancel |

B0, |aru_ee|ls The Abave Information Correct? W| |PP v

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.

AS conversion Ir

File  Edit Fawor [=s]
sl g @ w

Custamer |Dnn1 a0 |Everest Industries

Iraice MNhr IW
DistCode [ |
Terms Code l_ I
lvaies Dete Ii Conversion Invoice Entry
Irvaice Due I
Discount Due I
Imvaice Type I_ I— ;
Armaunt l— = |

Disc:ountl
(014 | Cancel | Delete |

vB.0. |are_bz Enter Invoice Mumber (<F1>=Next l%| P v

:{/ Is This A Mew Record?

Cancel
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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.

o7/02/09 ECSMASTER B0 Page 1773
12:00 PM Conversion Invoice Register Audit # 0000087

Custoner Invoice Dist Terms Invoice  Due  Discount
flo. Hame Mumber  Code Code  Date Date Date  Type Amount  Discount

00100 Everest Industries 0054783 AL & 07/02/0% 08/01/09 07/12/09 & 523.00 10,50
000100 Everest Industries 0454781 AL 4 03/31/09 04/30/09 04/10/09 3 50,00 1.00
00100 Everest Industries 1548784 AL 4 06/01/0% 07/01/0% 06/11/09 F 5.00 .00
4 07/02/08 08/01/09 07/12/09 8 2,154.80 43.10

000100 Everest Tndustries 4549873 Al

Total For Register 2,734.80 54,60

n

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

. 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
11.0pen 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.




Application Computer Systems, Inc.
Accounts Receivable

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 A/t Seg 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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14120710 S MESTER 6.0
10:37 AM Customer Maintenance Listing

Customer No: 000100
Name: Eversst Industriss

Name, Address & Profil
Address: 123 Main 5t Alternate Sequence: EVEREST
Suite 111 Date Opened: 02/15/03
Ship Yia: UPS GC
FOB:
City: San Bernardino Resale Number: SR-EW399291
State: CA ZIB/Postal: 93121-0000 D&B Number
Country: SIC:
Telephone: (714)-832-8113 Ext: 1234 Retain Customer
Fax Phone: (714)-931-9220 Tnactive
Contact: Mr. James Rockville

ustomer Type: A Dealer Sales Analysis?: T
Slsprsn No: JDP Judy D. Peterson Credit Limit: 5000,000.00
TeTax Code: CA California Stats

Freight Terms: DEFAULT Retain Invoice

Territory: 001 Western U.S. Detail History: ¥
Dist Code: Al Product AfLocation 1
Std Message: 03 Return Policy
Pricing Code: DLR
Sale Discount: A Class A Dealer
Label Code: A

Finance Chrg?: ¥

Statements?: ¥
Cycle Code:

kging, Sales Sumary & Open Invoice

Future Current 30 Days &0 Days 90 Days 120 Days Balance

0.00 500.00- 0.00 266,388,486
7,850.43 3.6l 258,963, 42

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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I,d,[il:ustomer Maintenance (ACS MAS

File Edit Fawvorites Help

Dalx|e| s |l > []e]nlmE || m

Customner Iugm oo IE verest [ndustries

Custamer Mumber

Marme and Address Maintenance
Profile Maintenance

Aging & Sales Summary Inquiry
Invoice Detail Inguiny

Ship-To Address Maintenance
Hard Copy Frinting

Comment Maintenance

l,.-ﬂ,ﬁl:umment Maintenance (ACS MASTER 8.0) — |EI|5|

File Edit Favorites Help

Bjx|ale|dms| -] ulE el

Seq | Camnent |

01 |Pleaze Be Sure That Customer Provides A Y alid ﬂ
02 [Purchase Order Mumber Witk Each Onder.

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.

Ak Customer Maintenance (ACS MASTER 8.0)
File Edit Favorites Help

IS L AR

Fost Labor Price to Invoice Flag I_
Post Matrl Price to Inwvoice Flag I_
Fost Special Instrctn to Invoice I_

Imvoice from Estimte/Detail/Both I_

Fost Nameplate Data to Imvoice I_

Billing Labor Detail Line code |_ |

Billing Materials Dt Line Code |_ |

Billing LaktfMatl Cost Line Code |_ |
Billing Message Line Code I_ I

Billing Mon-Stock Item Line Code |_ |

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.

_- Customer Maintenance (ACS MASTER 8.0 — |EI |i|
File Edit Favorites Help

| E| ]| ol o] €|
Dept#||_|
F’iegRateli

o1 Ratel
OT Ratel

(0]4 Cancel | Delete

vB.0, chm_ce|Enter Department Number (<F3>:|Char | |PP
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Dept#

-Enter a valid Service Repair Department nhumber

-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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Aﬁ.[ustumer Maintenance {ACS MASTER 8.0)

File Edit Favorites Help
b E] ] ] g o] B 2 | @0
.Ju:an_l.JpeI_I

Fewind Frice MultipIiEII
Fecondition/E stra Price Multiplierl

ok Cancel | Delete

|v8.EI.IZI |'\.-'|:IITI_EI-EI |Enter Job Twpe (<F3==Lookup) |Char | |F'|:|-1

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:

I,qﬁl:ustnmer Maintenance (ACS MASTER 5.0)

File Edit Fawarites Help
Dja|x|s| L]l r]o]aE e w

Cushorner Ignm oo IEverest Indusztries

.,qﬁl:ustumer Maintenance (ACS MASTER 5.0)
File Edit Favaorites Help

_.i. B @ 1] ri| & 7| @

Eustamerluum il1] IE\-'erest [ndusties

Cugtomer [tem NDIBAL?‘?‘S

Our ltem N':'ITIEIB BEARIMG - SPECIAL

Cahcel | Delete

|V8.U.D |jam_ca |Is The Abowve Information Carrect? |Char | |F'o-1

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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Application Computer Systems, Inc. Pick Ticket
Address Line One, Address Line Two
City, State 12345
Phone: 864-202-5080 / Fax: 864-202-5084 Order No.: | 0002208
Email: www.acsmaster.com Order Date: | 04/20/10
Web: support@acsmaster.com Page: | 1

Customer Number: 000100 Ship | Ship To Number:
Everest Industries To: Everest Industries
123 Main St 143 Main St
Suite 111 Suite 111
San Bernarding, CA& 93141 San Bernarding, CA 93131

Order Order Date Sales Code Ship Date Ship Via Terms
0002208 142010 JDP 14/30/10 UPS GCD 2% 10 Days - Ne
Customer PO: | | PO Release: [ Misc Number: |
Order | Ship Bf/O | Item #/Description/Notes Unit Price Extension
3.0 3.0 (1.0 (I Whei ocation: - £5.00 05,00
3.0 /JJ/UI 1108 —— h:01 Location:ISL2-BING 5.00 195.00
| —]

Cust Item: BALTT3
//_’—P £ 3

Returned Items Subject To 15% Restocking
Charge. Return Authorization Required.
Flease Phone Our Customer Service Dept.
For Details.

Customer Notes

Meant for Internal User only, Customer Notes provides a Word Pad format to record important
Customer information.

[P AR0O00100.txt - Notepad

File Edit Format Wiew Help
Customer will not pay invoice without a valid pPo# that displays both PO and Dept numbers|

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

I,-.'Iril:ustumer Maintenance (ACS MASTER §.0)

File Edit Fawvorites Help

olalx|s|s Bl r|n|pnm e w]

Cuztomer Ignm on

IE verest Industries

—Aging and 5ales Surmmary

Future 000 Credit Limit | B000,000.00 |

Current I T.A90.43
I0-Daps I 500.00-
B0-Drays I 3461

Avg Days To Pay I 1.052
Laszt [rvaice Im 31410
Last Payment |02£1 a0

30-Daps non

120-Days| 258.963.42

SaIB~<:| 162,394.95
Balance| 266.398.45

Ec-fst| 960,966.13

Grogs Profit I 197.971.27-

Gross Profit? I

HMTD ¥TD Prricr v'ear Hext Moatith

| 502,842,733
| 432,109.90

18.334.20 1.382.26

352085 1,930.35

I 76.732.43 381345 545.03-

A21.46% |

15.08% 43.07% -39.65%

fwg Daps Pay | 513 | 858 13 1.997

HiQthBditl 441,968.63 I 441.568.63 1716212 265.886.71

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.

I,-.1.r.il:ustumer Maintenance (ACS MASTER 8.0)

File Edit Fawvarites Help

ola)x]s| s [Efs[u] > [n]s

Custamer Ignm a0 IEverest Imdustries

r Invoice Detail [nguiry

Beginning Invoice Humber I

Display Paid, Un-Paid, Or BnthIB_

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.




Application Computer Systems, Inc.
Accounts Receivable

I,-_fil:ustumer Maintenance (ACS MASTER 8.0)

File Edit Fawvorites Help

olalx|s(s Bl dr|nipnm e

Euﬂomerlggn1un IEvemanduﬂnes

Inwoice Date Dae TC Type Inwoice Applied Discount Ealance

Q005275 122109 012010 4 3 a.0a 0.00
0005276 122109 012010 4 5 1704, 50 31.50
013110 1545 [ 1704. 50-
Invoice Total
Q005277 012810 022710 4 3
0005278 013110 030210 4 5
013110 1545 C
Invoice Total
Q005279 013110 030210 4 3
0005250 020810 031010 4
0005281 020810 031010 30
Q005283 022310 032510 30
00052584 022410 032610 4
Q005285 022410 032610
00052587 013110 030210
Q005283 013110 030210
0005259 013110 030210

Ta.
83.
1326,
409,
234a.
238,
24,

W o oW W owmown

4
4
4
4

Inwoice Detail Tnquiry <Double-click>=Invoice Notes®

Caticel | Fonward |

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

I,dﬁl:ustumer Maintenance (ACS MASTER 8.0}

File Edit Faworites Help

D8] x| 4 |B|@| e | » s

Customer Ignm oo IEverest Industries

 Invaice History Detail [nguing

Beginning Invaice Number I

Ok, | Cancel |

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.

..15 Customer Maintenance {ACS MASTER 8.0)

File Edit Favorikes Help

ola]xs] s wlefi] s [n]e]nE o]

Cusgtomer Iggm oo IEverest Industries

IInvoic:e Date Ime TC Type Invoice Applied Discount Balance

0005066 020903 020903 1 & 911.00

030103 9603011 C 9ll.00-
Invoice Total
0005078 021503 021503 1 &
030103 9603011 C
Invoice Total
0005085 022303 022303 1 5
030103 2603011 C
Invoice Total
0005163 102000 111900 4 &%
0009000 122702 122702 1 5
011203 9601121 C
Inwoice Total
0002007 022803 022803 1 F
030103 9603011 C
Invoice Total
Customer Total

Invoice Detail Ingquiry-History

(1]4 I Cancel | Fonward | Back |
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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

.,.-ﬂil:ustomer Maintenance {(ACS MASTER 8.0}

File Edit Fawvarites Help

Dja|x|s| x| B|@| e | > [rn] 5]

Customer Ignm o0 IE verest Industries

Open Orders
Enter ¥our Option Is_

Beginning Order Numberl All

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 -0 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

File Edit Favorites Help

plajx|s|s|Blaefu] o njnlnE 7|

Cuﬂomerlggg1uu IEvaeanduﬂﬁes

IDrder Typ 0rd-Date Shp-Date PO-HNumber Ship-Via Slp Invoice

000zZ1l65%
000Zled
000Z1e7
000zZles
000z1a0

C 06430709 07710709 TPrS GCD
0 07/02/09 07712709 TPS GCD
R 07/0270%9 07712709 TPS GCD
Q 07702709 07712709 TPrS GCD
0 09/08/0%9 09719709 TIPS GCD
000z1al 0 09/08/0%9 09719709 TIPS GCD
000Z1&3 0 09711709 09721709 TPS GCD
Qoozlad 0 097117090 097214709 TPS GCD
000zZ1as C 03706709 09721709 TPS GCD
000zZ166 0 09/14/09 09724709 TIPS GCD
0onzlas 0 08/24/0%9 10704709 TIPS GCD
000z190 0 09724709 10704709 TPS GCD
000Z195 0 09/053/09 11706409 TPS GCD
000zloa 0 107274709 11706409 TPS GCD
0onz197? 0 10728709 11707709 TIPS GCD

| Open Orders <Double-click>=0rder Notes*

DETAII- I,alﬁl:ustnmer Maintenance (ACS MASTER. 8.0)

File Edt Favorites Help

olajx|s]s Bl n]|m/E?|e|w

Custarner IDDm oo IEveresl Industries

IDrder Twp 0rd-Date Shp-Date PO-Number Ship-Via 5lp Invoice Total

I Seq Item/Desc/3er# T Order Com Ship Price Extension

oo0llse* B 03715704 03725704 POLZ34 Urs GCD Jne
163 ES831 o1 1 7 0 650.00
3PH 10HP 1800RPM Z15T OPEN HE General Electric Motor
173 100 o1 1 ¥ 0 750,00
3PH 1HP 1755RPM 56H TEFC FBASE 4.0 SMITH
183 100 o1 1 7 0 350.00
3PH 1HP 1755REPM 56H TEFC REASE A.0 5SMITH
213 458123578 o1 1 ¥ 357.00
SPH 1S5HP 18500RPM Z15Y
Order Total:
0001153 B 03/15/04 03/25/04 P1453-22-2 CUSTOMER P JDP
170 100 o1 1 7 0 353.50
3PH 1HP 1755EPM 56H TEFC RBASE 4.0 SMITH
180 TEST o1 3If &.00
TEST

Open Orders <Double-click>=0rder Notes*
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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.

@Eustomer Maintenance {(ACS MASTER

File Edit Favaorites Help
Dja|x|s| 4|2« i]o|a@ 2|e|a

Cusgtorner Iggm oo IE verest ndustries

Invoice Histary

|
I -0/

3
Beginning Invoice Numberl All Order Mumber |
0K, | Cancel All lrvaices |

Enter Your O ption

Iy

w&.0.0 [jcc_Fn ’7

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.

.,.-ﬂ,ﬁl:ustnmer Maintenance (ACS MASTER 8.0)

File Edit Fawarites Help
Dja|x|s|s |Bl@idd | e]mE ]| w

Customer Ignm oo IEverest Industries

IInvn:i.c:e Typ Inwv-Date Shp-Date PO-Number Ship-¥ia

0005165
nooslsd
0005185
nooslsa
0005187
Qooslsa
Qooslse
Qoos130
Qoo0s131
Qooslsz
0005193
0005195
Qoo0s1l9a
0005197
Q005198

09/27/08 09/27/08 23445-4334 SHIP UPS J001000
08431705 09703705 TEST OUR. TRUCK J002071
1001708 03725704 POlE54 TP3 GCD 0001152
l0/03/05 10/03/05 SFDRFDSFD  UPS GCD 00020581
l0/03/05 10/03/05 ASFDASFD  UPS GCD 0002082
10403705 10703705 SDFASFDSFD UPS GCD 0002083
10703705 10703705 SFDASFDASF UPS GCD 000z084
l0/03705 10703705 SASFDASFD UPS GCD 0002085
la/04/06 12704708 J0010s4
0208707 02708707 123456789 OUR TRUCK JO0E07Y1
03/06/08 03716708 Tp3 GCD 000z088
09/06,08 097067058 TEST FOX  UPS GCD 000z058
10401708 107017058 1234RAREE OUR TRUCK J00E000
lo/04/058 10704708 Tp3 GCD 000z105
l0/04/08 1004408 TUp3 GCD 00nzlos

HHHHHH S HHHH = HHH

I Invoice History <Double-click>==Printc

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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.ﬁ Customer Maintenance (ACS MASTER 8.0)

File Edit Favorites Help

DlE|x|e| s |Ble|i] ] rn]o] e e|e| w

Custarner Iggm oo IEvereﬂ Industries

IInvu:u:i.c:E Typ Inv-Date Shp-Date PO-Number Ship-Via S1lp Order Total

I Seq Item/Desc/Ser# W Order Com Ship Price Extension

aoosz20 I 05/11/09 0O5/11/09 JOF JO01095
0lo g00 ol 1 4.04
Bicycle Erake
100
Nameplate Data:
HPF1:50, FRAME:3Za6T,
ENCLOSURE: TEFC, RFM:1775,
MANUFACTUR: GE, WOLTS:575, CUST 3TE

#:10010, CU3T ID #:EI100, MACHINE

ID:MIl00, SERIAL #:5HM100, 3JERVICE

| Invoice History <Double-click>==FPrint

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.

I,.-ﬂ,.[iParameter Maintenance {(ACS MASTER 5.0)

File Edit Fawvorites Help

BLIAREAL

— Report Parameters

Company Mame I.&pplicatinn Computer Syz, Inc

Address |3834 Highway 42 South

City ILDcust Grove

State IGA
ZIP Code |3|324g

Phare Murnber I[?‘?D] 938-2227

Federal ID |99-1 DUEET

Cancel [relete

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.
87




Application Computer Systems, Inc.
Accounts Receivable

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.

l,.-ﬂ,..;.Parameter Maintenance (ACS MASTER 8.0)

File Edit Faworites Help

B ARaEaLd

— Mew Customer Defaults

Sale Dizcount I IND Digcount

T erritory ||:|[|1 I’We&tem L5,

Salesperson IJDP }Juu:l_l,I D. Peterson

Tax Code INT IN on T axable

Terms Code II:D IE.D.D.

Distribution Code Im IF'n:n:Iuct &/Location 1

Custarmer lnvaice Detail Hista [

Cancel | Delete
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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.

A Parameter Maintenance (ACS MASTER 8.0)

File Edit Favorites Help

o|aa| B8] 9 | @ me
| —Sequence Mumber Maintenance

M ext Custarner Murnber ||:|3|:||:||:|2
Mext Simple Invaize Mumber ||5||:|25

0k, | Carnicel |

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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A Parameter Maintenance (ACS MASTER 8.0)

File Edit Fawvorites Help

LAY

— Company Fax/Phone

Company Mame Iﬁpplicatinn Computer Syz, [nc

Telephane ((770) 3382227

Fa”l[??ﬂ] 338-2774

Cancel | Delete |

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 humber sequence.
The right column shows customers listed in their alternate sequence, as defined by the A/t
Seqg field in the Customer Masterfile.

Upon selecting this report you will be asked:

Customer Cross Reference Repork il

:.i) Do o Mank Ta Prink The Custametr Cross Reference Repart?

Yes Mo | Zancel

The report will begin printing immediately.

T RS- MRSTRR B0~
ﬁ2:54 EM Customer Cross Reference Report

qustomer Number Sequence ilternate Sequence

000099 First Atlantic ANDERSON 000500
000100 Everest Industries APPLES 001856
000200 Tndustrial Products B&R Rlectr 002002
000300 Taylor Manufacturing BAKER AND 001001
000400 Santa Monica Water Department BEADFORD (003659
000500 Ron Anderson And Company CASH 9990499
000600 Valley Irrigation Systems DOUGLAS 000700
000700 Douglas Brickson & Company EVEREST 000100
000800 Trident Tndustries FIRST 000099
000900 Orange Coast Juice Co. Hillshoro HBCOOL
001000 Mile High Brewery INDUSTRIAL 000200
001001 Raker And Harrison Kansas Man TEST9
001002 Robinson Enterprises MILE 001000
001954 Test Customer Mackey 123456
001956 APPLES TO ORANGES Mackey Ent MRC100D
002000 TRINITY RIVER AUTHORITY ORANGE 000900
002001 hayes inc ROBINSON 001002
002007 B&R Rlectric SANTA 000400
003633 BEADFORD INDUSTRIES TATLCR 000300
009999 ACS, Inc. TEST ADB100
049899 Test customer TRIDENT  000R00
123456 Mackey Enterprises TRINITY 002000
987987 Test Customer Test Custo 001954
099999 Cash Sale Test Custo 987987
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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.

Al Customer Label Printing (A
File Edit Favorites Help -|D|ﬂ

e =S

Label Sequence IN_

Labels Per Record |00

Label Code |_ Iau_ ZIP

Restat? [ Mo Selection

MHumeric

Alternate Sequence

Enter Starting Customer I
|VB.|:|.|:| |j|:|:_Fn | v

Enter Ending Cuztomer I

Enter Starting 4lt Seq I

Enter Ending Al Seq I

Enter Starting £IP Code I

Enter Ending ZIF Seq I

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.

Labelz Up |03

Label Length | og

Label width [

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

Customer Label Printing ﬂ

v Do You \Wish To Print & Test Patkern?

\‘_r
=1 | Mo I Cancel |

-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.

_iofx
Fle Edit Favorites Help - 10| x|

n*lll"‘l’"l@lﬂlﬁ_@ Termns

Report Sequence IM_ Salesperson
Starting Terme Code I |
Teritary

Ending Terms Code I | —
Starting 5alesperson Code I |

Ending 5alesperson Code I |

Starting T eritory Code I | :
Ending Temitony Code I— || peutD |]CE_FH E —

Starting Cust Tope Code I I

Starting Cust Type Code I I
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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

I,q..ll:usl:umer Detail Listing {ACS MASTER 8.0)
File Edit Favarites Help

L e v | e s | 9| @]

EemnmngEuﬂamerl Firgt

Endngﬂuﬂnmerl Last

Include Comment: W

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

1 ACS MASTER B0 e Page 1
1114 AN Customer Name Listing

tustomer Humber And Hame

$a1esperson: AYJ - Andrew V. Johnson

000099 First Atlantic for, bbdict processing 000 0000
QDDQOD Santa Monica Water Department 3481 Sunset Boulavard, Santa Monica CA (213)-941-0841
000600 Valley Trrigation Systems 917 Ventura Boulevard, Sherman Oaks CA (818)-686-1800
002000 TRINITY RIVER AUTHORITY 1430 MALLOY BRIDGE CR, FERRIS TX (972)-225-3462
002001 hayes inc 000 0000
&alespersun: CSH - Cash Sale

@99999 Cash 3ale 000 0000

$a1esperson: JDP - Judy D. Peterson

NO0L00  Everest Industries 123 Main St, Suite 111, San Bernardino CA 93121-0000  (714)-832-8113
000300 Taylor Manufacturing 1817 Augusta circle, Unit 412, San Juan Capistrano CA 92481 (714)-672-0171
000700 Douglas Erickson & Company 1893 Monterey Court, Chula Vista CA 95523 (619)-452-2589
D00800 Trident Industries 781 Valencia Boulevard, Fullerton CA 92516 (714)-839-2111
001000 Mile High Brewery 9833 Main Street, Lake Arrowhead Ch 92547 (714)-553-9183

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 nhame and address information.

U5y 0Lf IOy ACSMESTER g0 Page 1
09:53 AM Customer Detail Listing

5 Customer No: 000100
: Name: Everest Industries

Name, Address & Profile

E hddress:

City:
State:

| Country:
Telephone:
Fax Phone:

123 Main St
Suite 111

San Bernardino
Ch ZIPF/Postal: 93121-0000

(T14)-832-8113 Ext: 1234
(T14)-931-9220
Mr. James Rockville

Alternate Sequence:
Date Opened:

Ship Via:

FOB:

Resale Number:

D&B Humber:

SIC:

Retain Customer:
Tnactive:

EVEREST
02/15/03
UES GCD

SR-FM399291

| Contact:

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

Sales Analysis?: I

tustomer Type: A Dealer
Credit Limit: 5000,000.00

slsprsn No: JDP Judy D. Peterson
TeTax Code: Ch California State
Freight Terms: DEFAULT
| Territory: 001 Western U.S.
i Dist Code: Al Product AfLocation 1
| Std Message: 03 Return Policy
| Pricing Code: DLR
Sale Discount: A
| Label Code: A
Finance Chrg?: ¥
| Statements?: Y
L Cycle Code:

Retain Involce
Detail History: ¥

Class A Dealer

The third section of the report will reflect the Aging, Sales Summary and Open Invoice for
this customer.
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Aging, Sales Swwmary & Open Inveices

Future Current 30 Days 60 Days 90 Days 120 Days Balance

0.00 1,652.80

2,161.33 3,

0.00
919.76

%Last Invoice: 04/28/10  Last Payment: 02/18/10

! Gross Profit:
Gross Profit 3

| Awg Days Pay:
| High Credit:

ﬁnvoice
0005053

MTD
163,369.86
361,216.13
157, 846.27-

-121.10%
al3
441,968,069

Sales:
Cost:

Date
01/31/03
02/09/03
11/13/08
08/09/09
n7/0z2/09
08/15/09

Due
01/31/03 1
5602091
963

15487
54482

ADJ

Trms Type

Prior
Tear

18,334.30

9,520.85

§,813.45
18.07%

18

17,162.12

¥1D
509,217.33
132,359, 90
76,857.43
15.09%

850

141, 968. 69

Invoice
s 2,0m.01

Applied

268,549.79
260,815.90

Awg Days To Pay: 1052

Next

Month

3,303.89

2,510,95

792,94
24.00%

1997

268,549.79

Balance

41,24
1,714.85-
111.9-
111.52-
0.00

The forth section of this report will reflect any SHIP TO Addresses and information that is
set up for this customer.

80443

ATNBAT

Ship-To No:
Ship-To Name:
Address:

City:
State:
Zip/Postal:

Ship-To Ho:
Ship-To Name:
Address:

Ship-To No:
Ship-To Name:
Address:

Ship-To No:
Ship-To Name:
Address:

city:
State:
Zip/Postal:

Ship-To Maintenance
oooool
North Roads Division
403 0ld Towne Road

Baltimore
MD
48833

Ship-To Maintenance
oooooz
Everest Industries
14 Pinewood Lane
Blg#3

T132015999%0084H
city:
State:
Zip/Postal:

Pittsburgh
BPA
15358

Ship-To Maintenance
000003
Everest of Canada
1141 E Hampton St.
Vancouver, CN

G043887120 M
City:
State:
Zip/Postal:

ary Smith
oo
ANT

Ship-To Maintenance
oooood
Everest Industries
58541 San Juan Blwd

San Juan
CA
99812145

Contact:
Telephone:
Salesprsn:
Tarritory:
Tax Code:
D&E Number:
SIC Code:

Country:

Contact:
Telephone:
Salesprsn:
Territory:
Tax Code:
D&E Number:
SIC Code:

Country:

Contact:
Telephone:
Salesprsn:
Territory:

Tax Code:
D&B Number:
3IC Code:

Country:

Contact:
Telephone:
Salesprsn:
Tarritory:
Tax Code:
D&B Number:
SIC Code:

Country:

Mr. Tom Charles
(212)-954-4333 Ext:
JDE Judy D. FPeterson
003 Eastern 1.5.

NT HNon Taxable

Bill Myers

(4123 -650-1000 Ext: 0100
AVJ Andrew V. Johnson
001 Western U. 5

Cch Ccalifornia sState

Judy D. Peterson
001 Western 1.5
Ch California State

Alan Kasel
(914y-124-5124 Ext:
JDF Judy D. Feterson
001 Western 1.5

Cch Ccalifornia sState

o014
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If “Include Comments” has been selected, the report will also display any comments on
file for this customer.

Please Be Sure That Customer Provides A Valid
Purchase Order Number With Each Order.

Valid purchase agents: Dave Moore / Tim Allen
o other buyers are athorized to purchase

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

_iojx

File Edit Fawvorites Help

5B ] o | aa | 1| g | (I DI
| Fepart Sequence Ig_ I_ Salespersat

Starting 5 alezperson I IFirst Temitany

Ending S alesperzon I ILast

Starting T eriton I I

Ending Territany I I wE.0.0 [jec_fn E

k. Cancel |

|v8.EI.EI|arr_-:ua |Seleu:t Report Sequence (5=35ales |Char | |F‘F‘ i

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

QUF30/ 10 e RO MRS TER e Page I
D9:07 Custoner Comments 11 sting
@alesperson: V] - Andrew V. Johnson

?ustomer Tumber And Wame

b00099 First Atlantic 000 000-0000

bUUﬂDU Santa Momica Water Department 213 941-0841
: Remind them to check accessory levels when
placing an order.

bDDBDD alley Irrigation Systems 818 688-1800

b02000 TRINITY RIVER AUTHORITY 972 225-3462

bDZDDl hayes inc 000 000-0000

The resulting rei:Jort 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 humber

-Select A to print the report by an alternate sequence/alphabetically
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Al - i—a
I,.ﬂr.ll:ustumer Name and Address _ |D|5|

File Edit Fawvorites Help

ME' "{ | Nl | @ |ﬂ|ﬂ|i|§|ll List Customers [n Alt Sequence |

Customer/&lt Sequence IE_ List In Custarmer Mumber Sequence |

Beginning Customer I IFirst ‘ Mo Selection

Ending Customer I ILast | | |
w3,0.0 [jcc_Fn

BEeginning Sequence I I

Ending Sequence I I

Ok, Cancel |

|\-’8.D.EI |arr_da |.0.=List Customers In alt Sequence, C=List In Customer Number Se (Char | |PP i

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

I,.d.r.il:ustomer Ledger Cards {ACS MASTER 8.0)

File Edit Favorites Help

=10l

R CA IRl

A

?|@|w]

vE.0.0 |arr_ma |Is The Above Information Correct?

Beginning Custamer I

IFirst

Ending Customer I

ILast

Through Drate Im;ggﬂ il

Cancel

|

4730710
09:25 A

tustomer
Number Telephona

000099
000100
000200
000300
00400
000500
000600
000700
000800
00900
001000
001001
001002
001954
101956
002000
002001
002002
103659
009999
199959
123456
987937
999999
ADBLOO
HBCOOL
MACLO0
TESTY

(T14)-
(T14)-
(T14)-
(213)-
(619)-
(818)-
(619)-
(T14)-
(T14)-
(T14)-
(208)-
(619)-
(111)-

1972)-
1316)-
1714)-

1316)-

1503)-
1316)-
1316) -

§32-8113
833-7100
672-0171
941-0841
552-6589
688-1600
152-2589
839-2111
671-8331
553-5183
955-9443
584-9332
111-1111

225-3462

954-1111

582-1535

T16-2136

555-1212
111-1111
111-1111

ACS MASTER 8.0

Customer Wame and Address Listing
Customer Number 3equence

Hame

First Atlantic

Everest Industries
Industrial Products

Taylor Manufacturing

Santa Monica Water Departmen
Ron Anderson And Compamy
Yalley Irrigation Systems
Douglas Erickson & Company
Trident Industries

Orange Coast Julce Co.
Mile High Brewery

Baker And Harrison
Robinson Enterprises

Test Customer

APPLES TO ORANGES

TRINITY RIVER AUTHORITY
hayes inc

BEB Electric

BRADFORD INDUSTRIES

ACS, Inc.

Test customer

Mackey Enterprises

Test Customer

Cash Sale

TEST

Hillshoro Coffee Roasting
Mackey Enterprises

Kansas Manufacturing Parts,

Rddress

for

123 Main St

Market Plaza

1617 Augusta Circle
3481 Sunset Boulevard
17 01d Post Road

917 Ventura Boulevard
1893 Monterey Court
781 Valencia Boulevard
9993 Pacific Coast Hay
9333 Main Street

21300 North Trim Way
5683 Guliver Lane
1111 Any street

1430 MALLOY BRIDGE CR
1234 Any Street

Misc Cash Receipts
address

123 Any Street
123 any where

TEST

3175 M Aloclek Drive
123 N Any Street

123 Any Street

bhdict processing

Suite 111

30021 Redhill Avenue
Unit 412

Santa Monica, CA 91741
Palm Springs, Ch 92419
Sherman Oaks, CA 91619
Chula Vista, CA 95523
Fullerton, CA 9251%
Corona Del Mar, Ci
Lake Arrowhead, CA
Suite 128

San Diego, CA 94334
Any City, KS 67208

FERRIS, TH 75125

Any City, KS 67211

67208
KS 67221
K 67208

city, ks
Anywhere,
Any Town,

TEST, ks
Suite 100
Any City,
Any City,

12345

K5 67211
ES 67211

San Bernardino, Ch
Tustin, CA 93002
San Juan Capistrano,

9zed4

52547

Seattle, WA 98004
USA

USA

Hillsboro, OR

USA
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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

Q4730720 ey ACSMESTER &0 Page 1
10:10 AM Customer Ledger Cards
5 Customer: 001000 Through 001000, Dates Through 04/30/10

?ust Tnv # Date Due TC Typ  Tnvoice Applied Balance  Discount

001000 Mile High Brewery

P 0005082 021503 021503 1 1,108, 94 .00
030103 10661 .00

T*ETotal:
0005098 030203 030203 1 2,503.88 .00
0005110 030803 030803 1 1,438, 93 .00
0005123 031803 031803 1 1,731.45 .00
0005248 080609 080609 1 1,414,722 .00
gooseonz 122702 122702 1 1,200.00 .00
011203 960112A .00

**4Total:
0009016 022603 022803 1 129.07 .00

0009018 030403 040303 3

**Customer Total: 1,355.20-  9,371.29

**+heport Total: 10,726,455 1,355.20-  5,371.29

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

I,.-:F;il:ustomer Item Mumber Report (ACS MASTER 8.0}

File Edit Favorites Help
AEfe]idn] e o] w

Beginning Customer I IFirsl

Ending Cuztomer I ILast

Cancel |

v3.0.0 |jar_ca |Is The Above Information Correct? i | |PP i

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

8 ACT MASTER 800
10:19 AM Customer Ttem Number Report
3 Customer: First Through Last

Customer Ttem No Our Ttem No Dascription

bUOlUO Everest Industries
| BALTT3 BEARING - SPECIAL

b00300 Taylor Manufacturing
JB6212 621227 Bearing
JBb224 622422 BALL BEARING -SHIELDED

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

8

9

1

. Monthly Cash Receipts Journal Purge
. Customer Ranking Report

. Zero Balance Invoice Report/Purge
0.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.

106




Application Computer Systems, Inc.
Accounts Receivable

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 fo 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 2 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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I,.-.1.r.5.Aging Report {(ACS MASTER 8.0)

File Edit Fawvorites Help

A|B[m[u] o]l E g ]o]w

Aging Date W
Due Date Or Invoice Date ||_ Ilnvoice
Future &ging v
Cugtomer Or Salegperzon Order IC_ IW
Sort Sequence IN_ IW

Beginting Customer I IFirst

Ending Custormer I ILast

Beginning 5 alesperson I

Ending 5 alesperson I

|Update Customer Aging Surmmary? V.
Summary Or Detail ID_ Future: Cuirent 30 B0 a0

Includs Customer Comments? [~ From |05=’1E=’1D |05;1?x1u |D4£1?£1D IDSHSJ‘ID |0231sx10
Age Credits? ¥ Thiu 870 [AEA0  [16AT  [0EAEn  [2/Te0

Fired Size &ging Periods v

Aging Period Size I an

Cancel

v, 0.0 |arr_ba |Is The Above Information Correct? - v

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.

.,.-ﬂiFinance Charge Creation (ACS MASTER 8.0) - |EI|5|

File Edit Favorites Help

el e ] e]w

D Finance Charge D ate Iugﬂ B0
Days Owerdue I B0

Minimum Past Due Amount I 100.00

Finance Charge % I 300

Finimumn Finance Charge Anatnt I 500

Dizstribution Code Im IF'roduct &/Location 1

Terms Code |3_ INet 30

|V3.D.D |aru_ha |Is The Above Information Correc |Char | |PP

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.




Application Computer Systems, Inc.
Accounts Receivable

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,
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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.

.ﬂr[i Finance Charge Entry (ACS MASTER 8.0}

File Edit Fawvorites Help

]aa|E|e]e]v]

Customner Ignm o IE verest Industries

Irveoice Mbr IW
Dist Code IF IF'rocIuct AsLocation 1
Terms Code |3_ INEl 30
Irvaice Date IW
Irvoice Due W
Digcount Due W
Irrvoice Type IF_ IW

Amaunt | £.001.78

Digcount I 0.00

Cancel | Delete

|v8.D.D |are_ba |Is The Above Information Correct? |Char | |PP

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.

112




Application Computer Systems, Inc.
Accounts Receivable

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:

Finance Charge Register ﬂ

‘-?/] Do vou wank to post ko the 5L when this reqgister is updated?

Yes | Mo I Zancel |
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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.

L 0 1 4 2 PageTI
02:52 BM Finance Charge Register kudit 4 0000089

;Customer Invoice Dist Terms Involce  Due  Discount
No Name Number  Code Code  Date Date Date  Type Amount  Discount

b00300 Taylor Manufacturing 0og531e Al 3 06/16/10 07/16/10 06/16/10 5 10.00
000300 Taylor Manufacturing 0005321 Al 3 06/16/10 07/16/10 06/16/10 F 10.00

Total For Register 20.00

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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Accounts Receivable

92:52 151

?ccount Description
Dte 06/16/10

ﬁDﬂD—UU hecounts Receivable

h040—00 Accounts Recelvable

?UDU—UI 9ales - Product AfLocation 1

Finance Charge Register

General Ledger Swmary - Journal FC Finance Charge

Memo/Reference

Taylor Mamfacturing
000300 0005319
Taylor Manufacturing
000300 00321
Subtotal for Account 1040-00

Taylor Mamfacturing
000300 0005319
Taylor Mamfacturing

0 {1 3 Page 2

Audit # 0000099

Debits Credits

4000-01 Sales - Product A/Location 1
i 000300 0005321
Subtotal for Account 4000-01
Totals For 06/16/10
Total For Report

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 10" of the month, while others
prefer the 15" or the 25™; creating Cycle codes for each date requirement allows you to assign
them to the appropriate customer. Then on the 10™ simply select the appropriate code and the
system will print statements for all customers using the code.
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I,.-ﬂ,ﬁl:ustumer Statements {2

File Edit Favarites Help
S @ ] e da] ) 7 | @] w
Statement D ate W

Message IT hank. rou For Your Business

Cycle Code |T |1 fith

Territary I P" Termitaries

&ging Period I,_T i

Aging Date ||_ Ilnvoice Drate
binimum B alance I gl

Option |_ |AII

Sequence IN_ INumeric

Cuztomer Mumber I

Alternate Sequence I

ak I Cancel |

|v8.D.D |arr_ca |Is The Above Information Correct? _har | |PP v

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.




Application Computer Systems, Inc.
Accounts Receivable

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.

.,.-ﬂ,ﬁMunthly Cash Receipts Journal (AC5 MASTER 8.0) - |EI|5|

File Edit Favarites Help

NEEREEOERDD
| Alternate Or Humenc Sort Sequence IN_ IW

Beginning Customer I IFirst

Ending Custamer I ILast

Beginning Al Sequence I I

Ending Alt Sequence I I

Begirining Receipt Date ||:|5;|:|1 A I

Ending Receipt Date ||:|5;31 Aa I

Cazh Receipt Code I }&II

Include G/L Account Recap W

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 humber 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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6/18/10
132 M

Beginning Customer: First
Ending Customer: Last

ustomer
imber And Hame

Receipt Rec
Date Code

CS MASTER 8.0
Monthly Cash Receipts Journal

Page L

Cash Receipts Code: AlL Beginning Recelpt Date: 02/01/10

Ending Receipt Date: 02/28/10

Total
Credit

--Miscellaneous—
Acct  Amount

Discount
Amount

Amount
Applied

Invoice
Balance

Invoice
Humber

Check
HNumber

Check
Anount

00100 Everest Industries
02/04/10 CH 12 500.00
02/18/10 B 123542 52785.00

0005274 .00
0005053 LB2CR
0005058 L00CR
0005089 L23CR
0005101 .25
0005114 .98
0005127 .30
0005138 .01
0005139 .34
0005140 .95
0005142 15
0005143 .36
0005144 .13
0005168 .36

500.00 .00
111.92CR .00
3272.00CR .00
3257.23CR .00
1378.25 .00
3563.98
1667.50
1390.01
1416.34
1417.95
1386.75
1426.36
1430.73
44348.28

500.00
111.92CR
3272,00CR
3257.23CR
1378.25
3563.98
1667.50
1390.01
1416.34
1417.95
1386.75
1426.36
1430.73
14348.28

Totals For Customer 53285, 53285.00 53285.00
00200 Industrial Products

02/18/10 B 164875 7000, 0005054 .03
0005059 1
0005090 .28

0005102 .29

281.03
1304,
3785.28
1629,

281.03
1304.51
3785.28
1629,

Totals For Customer 7000, 7000, 7000,

00300 Taylor Manufacturing

02/18/10 B 45494 450. 0AD0218 450, 450,

Totals For Customer 450, 450, 450,

Totals For Report 60735,

If selected, the G/L Account Distribution will also print.

6/18/10
1:32 P

ACS MASTER 6.0
Monthly Cash Receipts Journal
/L Accont Tistribution

First
Last

Beginming Customer
Ending Customer:

rash Recelpts Code: AlL Beginning Receipt Date: 02/01/10

Ending Receipt Date: 02/28/10

Tnwoice
Hmber

5/1
Account

Check
Humber

Customer
Humber

Receipt

Date Hame Cradit

1010-00 Cash In Bank - First Hational

02/04/10 000100 Everest Industries 12 0005274

Totals For 1010-00 Cash In Bank - First National
1040-00 Accounts Receivable

02/04/10 000100 Everest Industries 12 0005274

Totals For 1040-00 Accounts Recelvable

Totals For 02/04/10
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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.

I,-J,Lil"‘lnnthly Cash Receipts Journal Purge (ACS MASTER - |EI|5|

File Edit Favorites Help

AlB|@ (]| o] 7| o|w|

Eeginning Customer I IFilst

Enditg Cuistomer I ILa&t

Beainning Feceipt D ate I IFilst

Ending Receipt Date I ILast

Cash Feceipt Code I Fall

oK | Cancel

|V3.U.U |aru_><a |Is The Above Information Correct? |Char | |PD-1

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 humber 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.

I,-J,Lil:ustumer Ranking Report (ACS MASTER 8.0)

File Edit Favorites Help

LB oa|E| 2| e w

Select Al/Repair/Mew Sales IA_

Ranking MethodIT IMTD Sales

Sort By Ig_ IS orted within S alesperson

1=MTD Sales
2=MTD GP
3=MTD %

A=vTD Sales
5=rTD GF

E=rTD %

7=Cust

B=PRIOR YR Sales
3=PRIOR YR GP
10=FRIOR YR %

0] 4 I Cancel Fieprint

[v8.0.0 [arr_ka [1=MTD Sales 2=MTD GP 3=MTD % 4=¥TD Salss 5="T [Char | [pa-1

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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Q622107 ACS MASTER 8.0
03:29 PM Customer Ranking Report - All
i 1D Sales

Sorted within Salesperson

Balesperson: JOP Judy D. Peterson
i MTD MTD ¥TD ¥TD TTD
Customer Wo. & Name Profit Profit % Sales Profit Profit $ Ranking

000100 Everest Industries . 435.13  55.08%  529604.22 811e0.7% 15.32% 0001
001001 Baker And Harrison : 730,00  3z2.44% 23454.05  3894.64 16.618 0002
HBCOO1 Hillsboro Coffee Roasting : 385.00  41.16% 23085.00  9838.11 43.058 0003
001000 Mile High Brewery . 0.00 0,003 21160.00 1072035  50.e68 0004
000800 Trident Industries : 0.00  D0.00% 20716.20  6374.59  30.77% 0005
000300 Taylor Manufacturing . 0.00  0.00% 206093.30  9265.64 44,7838 0006
000700 Douglas Erickson & Company . 0.00  0.00% 14365.01  3416.82  23.4e% 0007
leUU2 Robinson Enterprises : 0.00 0,003 10044,22  3860.40 38.638 0008

ﬁotal for Salesperson . 1554.13  39.00% 663322.00 128651.34  19.40%

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.

_’ﬂi Zero Balance Invoice Report/Purg
File Edit Fawvorites Help

e R s
Purge D ate W
OF. Cahcel |

|‘-.-'3.D.|:| |arr_|a | |Date | |F'|:u-1 v

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:

Question x|

9
\,_'/ *k+ 5l Zero Balance Invoices Through 0170195 Will Be Removed *+*
Are You Ready To Purge These Invoices ([OK][Cancel])?

(0] 4 I Cancel |

-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.

J,ﬁ Period End Upda - |E||ﬂ

File Edit Favorites Help

e | 7@ w

Cloze Period |? Ime 05/01/10 Ta 05/3110

(1] 4 Cancel

|\-'8.IZI.IZI |aru_|:ua |Is The Above Information |‘r’,|'N | |P|:|—1

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.

. 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.

. 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.
e Make sure all invoices have been entered and updated.
e 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.

. Run the Monthly Cash Receipts Journal
. Run the Customer Ranking Report
. Run Customer Statements (optional and can be run at any time)

. Perform Period End Update
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Appendix A

Customer Type Maintenance

I,L'Iﬁl:ustumer Type Maintenance {(ACS 8.1.0 STANDAR
File Edit Faworites Help

Pameew

Custorner Tyvpe | Description |Update|

Detault
A Dealer
B Distributor
Chd Commercial
[ Contractor
[ Gowvernment
HC Hotel/Institutional
| International
I~ Industry/Frocessing
R Fetail Custamer
SF Service Firm
T Textile

=) =) =0 = = =) = =)<

>

Cancel | Set All | Clearf-\lll

|v8.1.D |acs_kw |Is The Above Information CDrrecthhar | |F‘0 i
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Terms Code

.,.-:ﬁTerms Code Maintenance (ACS §.1.0 STANDA
File Edit Faworites Help

LN AR

Terms Code Description Update|

1 Met (Due On Receipf)
2 Met 10 Days

21 EEE 2510

3 Met 30

30 EEE MET 30

4 2% 10 Days - Met 30
5 2% 10th, Net EOM
A, EEE ATERMS
chD C.0.D0.

D EEED TERMS
FC F/C Met Due On Recpt

I <) = = = = < <

.

Cancel | Set All Clear All |

|'-r'3. 1.0 |acs_kw |Is The Abowve Information Cc|Char | |Pn i
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Territory Code

.,dﬁTerritnry Code Maintenance (ACS 8.1.0 STANDARD
File Edit Faworites Help

DnE? e

Tertitory Code | Description |Update|

Diefault
001 Western S,
noe Central 1.3,
003 Eastern 1.5
004 Canada
005 International

R

.

Cancel | SetAll | CIearAlIl

|v8.1.D |au:s_kw |Is The Above Infarmation Correct? |Char | |F‘n o
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