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Welcome to Series 5 Accounts Receivable

Getting started — new users

The Series 5 Accounts Receivable system is one
segment of a fully integrated set of Financial Applications.
It provides a rich set of reporting and inquiry functions to

your company's Receivables.

The Accounts Receivable system may be run stand-
alone, on in conjunction with other applications. It
functions as a subsidiary system to the Series 5 General
Ledger system.

This help is designed both as a course in using the
Series 5 Accounts Receivable and as an ongoing
reference while you are working with the program.

e Study the Introductionl 10 and Quick Start Tutorials sections to familiarize yourself with

the basics of the application.

e Check out all the links in the Help tab — plenty of help is available!

Getting started — users upgrading from prior revisions

e See the History of Enhancements|12] for a quick summary of the major changes and

where to find the functions you are looking for.

e Even if you are an experienced Accounts Receivable user, please run through the
Introduction[ 10 and Quick Start Tutorials sections quickly to get up to speed with what
has changed in the latest version of the program.

Copyright Notice

¢ Sentinel Hill Software Inc. has made every effort to ensure that the material published in
this Help file and/or manual is correct and accurate, but reserves the right to make
changes without notice at it's sole discretion at any time.

¢ PROPRIETARY RIGHTS NOTICE: Allrights reserved. This material contains the
valuable properties and trade secrets of Sentinel Hill Software Inc. of West Vancouver,
BC, Canada, (Sentinel Hill), embodying substantial creative efforts and confidential
information, ideas and expressions, no part of which may be reproduced or transmitted
in any form or by any means, electronic, mechanical, or otherwise, including
photocopying and recording or in connection with any information storage retrieval
system without the permission in writing from Sentinel Hill Software Inc.

e Copyright 2008-2014. -- An Unpublished Work by Sentinel Hill Software Inc. -- Printed

in Canada

© 2007 - 2014 by Sentinel Hill Software, all rights reserved
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Introduction

The topics in this section provide some basic information about the Accounts Receivable
system, what it is for and what you can do with it.

Product Overview

The Accounts Receivable system basically stores your Invoices from your sales of goods,
manages your Cash Receipts, generates Customer Statements, provides historic inquiry,
and produces distributions that interface to the <%PRODFAMIL%> General Ledger system.
It is the application that controls your company's Receivables, including:

Recording your Customers' Information
Entry and Inquiry of your Customer's Sales Transactions
Entry and Inquiry of Customer Credits and Debits

Entry and Inquiry of Customer Cash Receipts

Prints Customer Statements

Prints Receivables Aging and Overdue Analysis Reports

U000 DODOCO

Provides Analysis of Customer Activity

The Accounts Receivable system handles the Receivables for a single company. If you have
more than one company, then you need only to set up additional Series 5 company systems,

one for each. Each A/R company may be interfaced into it's own G/L, or into a corporate G/L
system.

The Accounts Receivable system may be used in conjunction with the Series 5 Professional
Invoicing, Customer Order Processing, and Class Registration/Invoicing systems to capture
all the invoices that are generated, and provides them with the Customer Master file.

Accounts Receivable Features

A brief summary of some of the major features of the Series 5 Accounts Receivable system!

qglnvoice and Cash Receipts Transaction Entry

i
Sales and Cash Transactions are entered on-line as sets of batches of transactions.
The batches may have control totals, and are posted with a registers being generated.
Invoices may also be interfaced from files down-loaded from user defined sources. The
types of transactions include the following:

> Invoices

© 2007 - 2014 by Sentinel Hill Software, all rights reserved
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> Prepaid Invoices (ie., Credit Card, Debit Card, or Checks)
> Credits

> Debits

» Cash Receipts

oy

Ad-Hoc Customer Account Inquiry

For a selected Customer, you can Inquire and display lists of Open ltems waiting to
be paid. Selected transactions can also be output to spreadsheet for further
analysis.

@ Open Item or Balance Forward Customers

The Accounts Receivable system provides for both Open ltem processing and
Balance Forward processing. Each customer may be defined as one or the other.
Open Credits may be entered for either types of Customers. On a monthly basis,
(or as however frequently is desired), the Customer Open ltems are Purged,
showing only those items that are left to be paid.

#} Customer Statements and/or Dunning Letters

Standard Customer Statements may be generated and printed, or emailed. Also,
you may generated 3 versions of Dunning Letters accompanied by a brief
statement. In either case, Statements or Letters may be printed with the
Customers being sorted in a variety of ways.

& Customer "Demographics" Codes

The Accounts Receivable system allows you to define your own "Customer
Demographic” codes. These are informational type fields about your customers that
you may like to define, depending on the type of your business. Once defined, you
can enter those codes that are valid for the particular code. There is also a Code
"Lookup" utility, and you can define multiple values for any type of code to each
customer. Most of the reporting functions that are customer driven in all of the
Series 5 systems provide for selection filters based on the Demographic codes.

~ Sales Analysis

There are a number of different Sales Analysis reports. These Include Analysis by
Customer, Sales Representative, Sales Volume, Customer Type and State/
Province.

There is also a comprehensive Period Analysis, that generates period totals for up to
72 months or 10 years in the past, by Customer, Customer Type, Revenue
Accounts, Sales Representatives or Sub-ledger Projects. The analysis is displayed
to the screen in a grid with "drill-down" display of contributing transactions. The

© 2007 - 2014 by Sentinel Hill Software, all rights reserved
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2.3

analysis can be displayed to a grid screen, printed, or exported to a spreadsheet.

i";’ User Defined G/L Account # ie., 9999-99-9999999 - 999

The G/L Account number is divided into two parts. The Main Account #, and the
Profit Center. The Main Account can have up to 18 digits and can be segmented
into up to four segments. The Profit Center may be 3, 4 or 5 digits in size. You get
to define the size as required.

“Extensive Export to Spreadsheet capabilities
The Series 5 provides for the loading or dumping of data from or to your favorite

spreadsheet. Data can be read or written directly to Microsoft's Excel, or tab-delimited text
files.

Data Export is offered for the following transactions, master records or analysis:

» Custom  » Customer Master Data
N er O » A/R Tax Codes
PU Master ut » Customer Open ltems
Data Eu> AR Distributions
» AIR Tax © » A/R Aging Report Details or Summary Totals
Codes » Period Analysis Sub-Totals by Customer
» Sales » Period Analysis Sub-Totals by A/R Accounts
Transact » Customer Overdue Analysis Totals
ions
from
User
Systems

tﬁ%‘ Using the Series 5 Accounts Receivable can be fun

Don't believe it? Give it a try.

History of Enhancements

Over the lifespan of the Accounts Receivable system a number of major enhancements and
minor fixes have been applied. Following is a brief summary, (listing the most recent items
first).

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Introduction 13

New and Different — Enhancements and Fixes in A/R

& For 2013

- Customer Statements

The operation to Generate Customer Statements has been enhanced. Now for a given
customer, multiple Statements may be generated. A separate Statement may be
generated for each A/R User Code, Sub-Ledger Project, or Pl Invoice Attention-To
name that was assigned to the Sales Transaction associated to each Open Item for
the customer. A new property in the Customer's A/R Profile tab sub-screen is used to
identify how, and if, multiple Statements are to be generated.

As an alternative, now for a given customer, the items listed on their Statement may be
grouped by each A/R User Code, Sub-Ledger Project, or Pl Invoice Attention-To name
that was assigned to the Sales Transaction associated to each Open Item for the
customer. A new property in the Customer's A/R Profile tab sub-screen is used to
identify how, and if, grouping it performed. For each group reported, a sub-total is
printed.

(Mar 15-2013)

- Customer Codes Maintenance

New fields for properties associated to how a Customer's Statement is generated have
been introduced to the the AR Profile ta sub-screen in Customer Maintenance. Now
for a given customer, multiple Statements may be generated. A separate Statement
may be generated for each A/R User Code, Sub-Ledger Project, or PI Invoice Attention-
To name that was assigned to the Sales Transaction associated to each Open ltem for
the customer. Also for a given customer, the items listed on the Statement may be
grouped by each A/R User Code, Sub-Ledger Project, or Pl Invoice Attention-To name
that was assigned to the Sales Transaction associated to each Open Item for the
customer.

(Mar 15-2013)

= Calculation of Customer Finance Charges

The function used to compute Finance Charges has been enhanced. When computed
for each customer, they are now written to a temporary transaction file. These records
are displayed to a Series 5 grid screen and records may now be displayed sorted by
Customer Code, Customer Name, Sales Representative, Customer Type, Overdue
Amount, or the Date of the Oldest Outstanding Invoice on file. As well, displayed for
each customer, is the total Credits, total Debits, # of Overdue Invoices, and the current
Customer Balance. The computed Finance Charge amount may also be edited
directly on the grid screen..

(Feb 26-2013)

-1 User Sales Transaction Import from Spreadsheet or CSV or Tab-Delimited
files

A new Operation has been introduced into the Accounts Receivable system. The
menu item titled Load Sales Trxs from Spsheet provides the function to load Sales
Transactions from a user supplied file into a Series 5 Sales Batch. These transactions
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may be Invoices, Prepaid Invoices or Credits. The user supplied file may be an Excel
spreadsheet, a CSV file, or a tab-delimited file. Input data is validated, and either a full
interface journal or an exception report may be generated. (This function complements
the existing function to load Sales Transactions from a user supplied sequential flat
file).

(Feb 06-2013)

- Operations' menu-items Renamed

The Operations sub-menu function titled Interface Users Sales Trxs has been
renamed to Load Sales Trxs from Seq File; and the sub-menu function titled
Interface Bank Cash Trxs has been renamed to Load Bank's Lock-Box Cash Trxs

(Feb 06-2013)

&+ For 2012

- Customer Dunning Letters

The generation of Customer "Dunning Letters", uses three text files for the content of
each of the possible letters that may be sent out. The directory path used to specify
where these letters are found is now defined be the variable
CCCCC_DUNLETTER_PATH, (where CCCCC is the Company System Code), in
the Runtime Configuration file.

(Sept 14-2012)

- Customer Demographic Codes

The Series 5 Accounts Receivable provides the ability to define up to 15 User Defined
codes. Each code has a description associated to it. This description field may now
hold up to 50 characters.

(July-26-2012)

Upgrade instructions

When the software with this enhancementis installed, you MUST execute the AR
Upgrade utility to have all applicable records rebuilt. Please contact Sentinel Hill
Software for further information.

- Customer Dunning Letters

The generation of Customer "Dunning Letters", has been enhanced to offer the option
of having delinquent invoices printed with the letter. (At this time ONLY Professional
Invoicing generated Invoices are printed). As well, the Dunning Letters may now be
generated as formatted MS Word or PDF documents.

(July-19-2012)

& For 2011

- Customer Properties Import

The Customer "import” function has been enhanced to provide for the loading of a
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Customer Membership Code (or OWID #), and for each Contact's email address.
(Dec-20-2011)

-1 Sales Transaction Entry Operation

When entering a Credit, or a Finance Charge transaction, if when positioned at the

Document # entry field, the F1 function key is struck, the system will now assign the

"Next Credit/Finance Charge Doc #" as defined in the A/R Control Preferences
(Oct-10-2011)

= Customer Email Addresses Field Increased to 120 Characters

The Customer Company Name field has been increased to hold up to 150 character
names. All applicable maintenance and display screens have been revised
accordingly. The Upgrade program, as described in the previous enhancement item,
when executed will update applicable files.

(Oct-10-2011)

- Customer Company Name Field Increased to 150 Characters

The Customer Company Name field has been increased to hold up to 150 character
names. All applicable maintenance and display screens have been revised
accordingly. The Customer Lookup function still only displays a limited length, but if
while positioned on a particular Company, the mouse right-click is pressed and held,
the full name and address is displayed in a small pop-up window.

Upgrade Program Must be Executed

Existing users must have an Upgrade program executed to have applicable data
records rebuilt accordingly. After installing the update, you must select User Functions
from the menu on the Series 5 Main Menu screen, and select the Upgrade A/R function,
and specifically choose to upgrade the Customer file, and the Customer Templates.

(Oct-10-2011)

= New Feature to Attach Supporting Documents to Customers, Cash Receipts
and Sales Transactions

You may now attach a variety of different documents to Master Customer records,
Cash Receipt Transactions and Sales Transactions. Up to 15 separate documents
may be selected, and attached and viewed from the Customer Codes Maintenance,
the Sales Transaction Entry, the Cash Receipts Entry and the Historic Transaction
Inquiry functions. These documents may also be viewed from the Customer Open
ltem Inquiry and Historic Open ltem Inquiry functions. The different types of documents
support are as follows:

e PDF e MS Word 2003 documents
¢ Bitmap ( *.BMP files) e MS Word 2007 documents
¢ JPEG e MS Excel 2003 documents
e TIFF e MS Excel 2007 documents

e ASCII Text (*.TXT files) ASCII Text ( *.txt files)

(Apr-14-2011)

- User's Sales Transaction Interface
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When interfacing a user supplied file containing Sales Transactions, when choosing to
generated an Exception Report, the system would validate each transaction's
Customer Code, and A/R Revenue Distributions and print an error if any were
undefined. If a given Sales transaction had an undefined Revenue Distribution, the
Sales Transaction immediately following was not being properly tested. Thus, if two
transactions in row had an error, the 2nd transaction's errors were not being reported.
The problem has been fixed. {Note that when the transactions were eventually written to
a Sales Batch, and that batch was posted, and associated Distributions posted to
General Ledger, they would be properly identified as undefined} (Feb-21-2011)

= Customer Maintenance

From the Customer Maintenance routine, the existing function to Import Customers
data from spreadsheet has been enhanced. When loading data, there were two
Processing Directives, %RADD% and %DELE%, which would either Re-Add
Customers, or just Delete those Customer Codes that followed. A new directive has
been introduced, %UPDT%, that provides for the option to Update a particular field in
existing Customer records. The field to be updated is identified by the code provided in
column 2 of the row the %UPDT % directive is in. In column 2, enter CUST-TYPE,
SALES-REP, TAX-CODE1, TAX-CODE2, SHIP-VIA, TERRITORY or TERMS-
CODE to indicate which field is to be updated. In the rows that follow, in column 1
specify the Customer Code, and in column 2, the new value of the indicated field to be
replaced. (Feb-01-2011)

&+ For 2010

- Cash Transaction Entry

The Cash Entry application has been revised to handle the case where, during the
posting function, a transaction is encountered where it's Customer is NOT ON FILE.
Previously, all other transactions were posted, and any that had undefined Customers
were left to be fixed, and posted at a later time. Now, those transactions that have
undefined Customers are identified when the Posting Journal is generated, and after
the journal is produced, the posting is aborted. (This problem has been identified since
the Bank Lock-Box Cash Receipts Interface function was introduced, where in some
cases, a Cash transaction could be written with an invalid Customer. (Nov-03-2010)

= Purge A/R Function

The Purge Accounts Receivable function generates a journal of transactions that are
purged. The default output for the Purge Journal has been changed from Printer, to
that of being "Archived". (Oct-11-2010)

= Interface Lock-Box Cash Receipts from your Bank

A new operation has been added to the Accounts Receivable system. "Interface Bank
Cash Transactions" may be invoked to load a CSV text file, supplied by your bank, that
contains information on any cash receipts that they had received on your behalf. When
loaded, a Cash Transaction Batch will be automatically created, and appropriate Cash
Receipts transactions generated. A number of different conditions are dealt with.
These include the following:
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e If for a Customer's receipt, only the Invoice # to which the amount is applied is
provided, the system will correctly determine the Customer, and create the
appropriate Cash Transaction

¢ |f there are multiple Checks that were received against a single Invoice, the
system correctly creates the appropriate Cash Transactions

e |f a single check is received that is to be applied to Invoices for different
Customers, the system will correctly identify each Customer, and create the
appropriate Cash Transactions

e Over-Payments and Short-Pays are identified and reported on the Interface
Exception Journal

e Incorrect Apply-To number are identified and reported on the Interface Exception
Journal

e |f an amount to be applied to a particular Invoice exceeds the Balance Due, then
an "Open Credit" is generated

When the interface to the A/R Cash Batch is completed, either an Exception Journal,
or a Full Posting Journal may be generated. (Mar-25-2010)

- Customer Properties Maintenance

New fields have been added to the Customer Master records. Previously each
customer had a single email address field. Now, that email address will be designated
as the Company Email Address and each of the two Contacts, that may be defined,
now have their own Email Addresses.

Upgrade Program Must be Executed

Existing users must have an Upgrade program executed to have applicable data
records rebuilt accordingly. After installing the update, you must select User Functions
from the menu on the Series 5 Main Menu screen, and select the Upgrade A/R function,
and specifically choose to upgrade the Customer file, and the Customer Templates.

Also, the check-box on the A/R Profile Tab screen labeled "Automatically Email A/R
Statements and Invoices", has been changed to a drop-list. The option has been
enhanced to indicate, for the customer, whether or not their Invoices and A/R
Statements should be emailed, and to which email address. (Currently only the
Professional Invoicing system can automatically have it's invoices emailed). (Feb-24-
2010)

= A/RPeriod Analysis Report/Inquiry

Normally this analysis may be executed for Calendar Months, Calendar Years, G/L
Fiscal Periods or G/L Fiscal Years. If you do not have the Series 5 General Ledger
system, the Fiscal Years or Periods are undefined. The routine has been enhanced to
not offer these dates if the G/L system is not used. Previously, an error was reported
and the system exited the function. (Feb-02-2010)

- Sales Batch and Cash Batch Maintenance

When creating a new Sales Batch or Cash Batch, there are Valid Starting and Ending
Dates that must be entered. Transactions that are entered to these batches must
have a document date that falls within the dates entered. The logic for these date fields
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has been revised such that if a date that does not fall within a two month period from
the current date is entered, a warning message will be displayed. (Feb-02-2010)

Sales Transaction Entry Operation

When entering Debits or Credits, it was possible to enter the associated transaction
with a Due Date of ZERO. This problem has been fixed. (Feb-02-2010)

Cash Receipts Entry Operation

A new function has been introduced that may be used from the Cash Receipts Apply-
To Documents screen. The new function: AUTO-APPLY, when clicked, will have the
system automatically apply the amount of the check to as many Invoices it can,
starting with those with the lowest apply-to numbers. An invoice will be selected only if
the amount applied is for the full amount due. Any residual amount, will be left to be
dealt with by the operator. (Jan-24-2010)

A/R Users' Sales Transaction Interface Operation

The format of the interface file used to load user Sales Transactions has been revised
to accommodate the larger 8 digit document numbers, and the large document
reference field. You must have your software developers modify their programs which
generate the interface file. (Jan-24-2010)

A/R Statements and A/R Dunning Letters Formats

The format of the A/R Statements and the A/R Dunning Letters have been revised to
now handle 8 digit document numbers. Depending on the layout of any pre-printed
forms, the output may or may not fit in applicable columns. Please test these layouts
to see if any customization will be required. (Jan-24-2010)

A/R System Documents' Reference Field

The Accounts Receivable system has been enhanced to now handle 40 character
document references. (Increased from 30 characters). All screen entry, exporting and
, Where possible, reporting functions have been revised to accept, and/or display, 40
characters strings. All existing applicable data records will be updated in the upgrade
utility used to upgraded Document Numbers (Jan-24-2010)

A/R System Documents' Invoice Numbers and Check Numbers

The Accounts Receivable system has been enhanced to now handle 8 digit numeric
document numbers. This includes both Invoice Numbers and Cash Receipt Check
Numbers. All screen entry, exporting and reporting functions have been revised to
accept, and/or display, 8 digit numbers. Note that the 8 digits will be carried through to
the G/L system where applicable. Also, for other systems that interface to the AR, up
to 8 digits may be carried.

Upgrade Program Must be Executed

Existing users must have an Upgrade program executed to have applicable data
records rebuilt accordingly. After installing the update, the firsttime the AR system is
executed, it will advise the operator that an upgrade is needed, and launch that upgrade
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To complete the upgrade, you must also manually delete the following temporary work
files from the folder(s) where data files are strored:

e ARPRDWRK2*.*
e ARSUBQWRK*.*
e AGWRK*.*

= A/RDistributions Inquiry

When displaying Distributions for Sales Transactions of Cash Receipts for a G/L
account, if the row in the grid is double-clicked or if "Show Transaction Details" is
chosen from the pop-up menu, the corresponding associated Sales or Cash
transaction is supposed to be displayed. In the case of Cash Receipts this function
had not been implemented. Now, the system will correctly display the original Cash
Receipt that generated the given distribution. (Jan-04-2010)

- A/ROpen Item Inquiry and Purged Items Inquiry

When displaying Open ltems, or Purged ltems, for a customer, if the row in the grid is
double-clicked or if "Show Transaction Details" is chosen from the pop-up menu, the
corresponding associated Sales or Cash transaction is supposed to be displayed. In
the case of Payments originating from Cash Receipts, if there were more than one
payments received for the customer that had the same check number, the correct
Cash Receipt transactions was not always being displayed. This problem has been
fixed. (Jan-04-2010)

&+ For 2009

- Sales Transaction Entry

When entering the A/R Revenue Account associated to a Sales Transaction, it was
possible to exit the entry screen with a ZERO account number. This would result in
having an undefined, ZERO, account being posted. The problem has been fixed.
(Dec-22-2009)
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- Historic A/R Aging Report

When selecting to output the Historic Open ltems in Detail to Excel spreadsheet, the
application was terminating with a memory access violation. This problem has been
fixed. The problem has been fixed. (Dec-12-2009)

- A/R Account Inquiry and Historic A/R Aging Report

When the export to Excel spreadsheet was executed, credit amounts were incorrectly
being output with leading zeros between the minus sign, and the 1st significant digit.
The problem has been fixed. (Dec-11-2009)

- A/RPeriod Analysis Inquiry/Report

The option to export data to spreadsheet has been enhanced. There are upto 9
different types of data that may be output to an Excel spreadsheet. Each type will now
be output to it's own worksheet within the Excel workbook. (Dec-11-2009)

- Functions Exporting to Excel Spreadsheets

For those functions that export data to Excel spreadsheets, the following
enhancements have been made:

e When titles are output, they will be formatted as bold in 14-point

e When legends are output, they will be formatted as bold in 12-point

e When headers are output, they will be formatted as bold and italic

e Dollar amount data column will be formatted for "Currency", (where $ signs will
be displayed with 2 decimal places)

The following applications have been revised accordingly, where applicable (Dec-10-
2009) :

¢ A/R Aging Report — With output to Spreadsheet — (with new default filenames of
AR_Aging_Summary or AR_Aging_Detail)

¢ Historic A/R Aging Report — With output to Spreadsheet

e Customer Open Item Inquiry — Export function — (with a new default filename of
Cust_xxxxxx_0Openltems) where xxxxxx is the customer code)

¢ A/R Distributions Inquiry — Export function

e Purged Open Item — Export function

¢ Load A/R Open ltems — Export function

e Customer Maintenance — Properties Export — (with a new default filename of
Customer_Properties)

¢ Overdue Analysis Report — With output to Spreadsheet and/or the Notification
Merge output

e Tax Codes Maintenance — Properties Export

e AR Sales Analysis by Month — With output to Spreadsheet

e A/R Period Analysis — Export functions

= Function to Re-Generate A/R Distributions

A new function has been introduced to the A/IR system. Under the menu's Operations
drop-down menu, Re-Generate A/R Distributions may be invoked to have all AR
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Distributions that were previously generated from the entry and posting of Sales
Transactions and Cash Receipts, re-generated. Filters are provided to limit
transactions to those with Ledger Dates falling within a given range. (June-10-2009)

Use of this function

This operation is introduced to be executed, ONLY IF THE A/R DISTRIBUTIONS WERE
INADVERTENTLY PURGED BEFORE BEING INTERFACED TO THE GENERAL LEDGER.
Normally, this operation would never need to be executed. Make sure access is limited
only to your accounts manager.

- Sales Archive Inquiry/Reporting Function

The filter that offers that ability to select a range of documents within a given date range
has been enhanced. Previously, only the Document Date was tested. Now, you may
specify to apply the date range to the Ledger Date of the documents. (June-10-2009)

= Clear Credit Card Numbers

A new function has been introduced to the A/R system. Under the menu's File drop-
down menu, Clear All Credit Card Numbers may be invoked to have all occurrences
of credit card numbers cleared. That is, in those data records where a credit card
number is stored, the text string xxxx-xxxx-xxxx-1111 will be assigned to the card
number. A cutoff date may be entered as a filter to limit the records that have the
numbers cleared for those files were dates would be applicable. This function should
be executed on a regular basis to ensure that historic Invoice records have their credit
card fields cleared. Also, if data files are being used in a test environment, all data files
should have the credit card fields cleared. (June-01-2009)

= A/RDistribution Report

When executing the A/R Distribution report for "Summary by Account”, if a range of G/L
Accounts was specified, the program appeared to continue endlessly, building the work
file. This problem has been fixed. (April-28-2009)

- Integrated On-Line Help

On-Line Help is now available for all Accounts Receivable applications functions.
(April-23-2009)

= Non A/R Cash Report

The date that the Cash Transaction was posted is how printing on each detail line. As
well, the Customer Code is now printing correctly.  (April-21-2009)

= Clear Customer Period YTD and PTD function

The processing screens for these functions have been revised. In order to proceed
with these functions, the operator will now be required to type the word PROCEED in
the field provided. (April-20-2009)

- Historic A/R Aging Report

The option to have the Customer's Aged Summary and/or the Aged Detail exported to
a spreadsheet has been introduced. It is similar in operation to that found in the normal
A/R Aging report. Also, a new filter has been introduced as an option. A check-box
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labeled Suppress any Customer "Open Credits" is offered in the Report Options
screen. When checked, any Open ltem Credits on file for a given customer will be
suppressed from the detail listed in the Historic A/R Aging report. (April-14-2009)

A/R Period Analysis Inquiry/Report
Integrated Help has been introduced to the Period Analysis function. (April-07-2009)
A/R Period Analysis Report

When the analysis was executed, work files were created using the users' PID Id #. If
the user left the A/R system, then returned to the Period Analysis system later, if they
did not get the same PID number allocated, they were not seeing the correct analysis
work files. Now, the 1st 10 characters of the user's signon name will be used in the
name of the work files, so they will always be guaranteed to see the correct files.
(April-07-2009)

User Interface to A/R Sales

This application has been enhanced to offer the option to have an Exception Edit List
generated. Only those transactions that have undefined data will be listed. This will
make it easier to validate and correct the A/R system with undefined Customers or AR
Revenue Accounts. (April-02-2009)

Print Customer Statements

A new filter has been introduced as an option. A check-box labeled Suppress any
"Open Credits" on file for Customers is offered in the Statement Generation
Options screen. When checked, any Open ltem Credits on file for a given customer
will be suppressed from printing on their Statement, and will not be included in the aged
totals. (March-30-2009)

A/R Dunning Letter Generator Function

When Dunning letters are generated, they may contain a number of different pseudo
variables. These get replaced with specific fields from the Customer's properties
records. These pseudo variables may now be displayed on a tabbed screen that may
be selected when specifying the assorted options. (March-25-2009)

A/R Customer Bulk Email Generator Function

When emails are generated, the message may contain a number of different pseudo
variables. These get replaced with specific fields from the Customer's properties
records. These pseudo variables may now be displayed on a tabbed screen that may
be selected when specifying the assorted options. (March-25-2009)

A/R Aging Report

A new filter has been introduced as an option. A check-box labeled Suppress any
Customer "Open Credits" is offered in the Report Options screen. When checked,
any Open ltem Credits on file for a given customer will be suppressed from the detall
listed in the A/R Aging report. (March-25-2009)

A/R Aging Report

If the option to output detail to a spreadsheet was selected, the Open ltem's Amount-1
and Amount-2 fields were being output as text fields. These have been changed to
output as numeric cells. (For Payment items, the negative sign was not being dealt
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with correctly). The problem has been fixed. (March-24-2009)
= A/R Customer Code Entry

In a number of different A/R functions where a Customer code needs to be entered, the
field used to enter the code has been increased in size. In some cases where a PC's
resolution was set for large fonts, it was not large enough to display all 6 characters.
(March-18-2009)

= A/R Statement Printing

As an option, when generating and printing Customer Statements, there is an option
that causes the Open ltem Reference field to be printed for each detail item listed.
This option will now be defaulted checked so that the Reference will be printed unless
unselected. (March-18-2009)

= User Interface to A/R Sales

If when interfacing Sales transactions from a user developed invoicing system,
undefined Revenue Accounts were loaded, the system was not identifying these
accounts on the interface edit list. These accounts will now be identified as "****
Undefined Account Identified *** message. Also, the interface routine has been
revised so that the transactions will be copied into the selected A/R Sales Batch, even
though undefined revenue accounts were found. The theory is that it is easier to add
the A/R Account to the A/R, after being interfaced. The problem has been fixed.
(March-18-2009)

= A/R Aging Report

If the option to group Customers by one of the available codes was selected, the name
of the report used when it was archived, was not being set up correctly. The problem
has been fixed. (March-18-2009)

& For 2008

- Sales Transaction Entry

When entering a Sales Transaction, the system does not allow a document of a given
type to be re-entered with the same document number. (le., you can't have two
invoices on file with the same Invoice #; but you may have an Invoice and a Credit with
the same Document #). If a duplicate was detected, it was possible for the operator to
ignore the error message and proceed to enter the Sales transaction. this problem
has been fixed. The operator will no longer be able to exit from the 1st screen if a
duplicate was detected, or if each of the amount field of the transaction are equal to
ZERO. (Dec-16-2008)

- Sales Transaction Entry

When entering a Sales Transaction, the logic and screen for entering the A/R Revenue
Distribution Account has been enhanced. You may now enter the Account directly into
the field presented. (In other words, a separate window is no longer displayed). The
new field is presented as a drop-down list, that you can either enter the account #
directly, or choose from the 10 most recently entered accounts. When entering the
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account number each segment of the Account number may be separated with either a
Space, or the "-" character. (Nov-25-2008)

Customer Open Item Inquiry

The grid screen that displays the Customers' Open ltems has been enhanced. A new
column has been added on the right, that displays the $ Balance Amount due for the
item's Apply-To. (Nov-11-2008)

Cash Entry

The screen used to enter the Apply-To amounts to a particular Invoices has been
redesigned. It now displays the amount to be applied, (the Amount to be applied, the
Discount Amount and the Allowance Amount), in a column with a total below it. This
hopefully make it easier to see the applicable balances when discounts and/or
allowances are entered. Also, when entering a new Cash Transaction, if the Apply-To
is entered first, the Check Amount field will default to the current balance owing, rather
than the original value of the Invoice. This is particularly handy if you applying cash to
an item that was previously partially paid. (Oct-30-2008)

Cash Entry

When selecting a pre-defined Non-A/R Cash Customer, (one whose Customer Code
starts with ™", and has it's first 7 characters in the name as "NON A/R", normally, the
check # would be assigned from the "Next Non-A/R Check #" field in the A/R Control
properties. The application has been revised so that, the next # from the Control
properties is assigned only if it is non-Zero. (Sep-14-2008)

User Sales Trx Interface

When Browsing to select the file to be loaded, if the directory path was changed, it was
not being correctly passed to the program. (Sep-14-2008)

On-Line Help

The Accounts Receivable system now has On-Line Help. You can access these help
files from the application's screens or menu bars. (Aug-2008)

New and Different — Enhancements and Fixes in all Series 5 Systems

& For 2014

= Support for Office 365

The printing routines, and the import/export routines have been enhanced to provide
support for MS Word and MS Excel in Office 365. (Oct-01-2014)

Series 5 User Logon Profile Maintenance

A new property has been introduced to the Series 5 Logon User's profile. You may
now specify the Default Import/Export File type for each user. When Importing or
Exporting data the selected default will now be automatically set. The Import/Export
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routines has been revised to use the specified default. (Mar-26-2014)

&+ For 2013

- Generating Documents and Reports as MS Word Documents

When output is generated as an MS Word Document, an entry in the runtime
configuration file is used to define the output orientation, font name, font size, and
where applicable, a Template. The system has been enhanced to now provide for 40
character font names and template filenames. (Increased from 25 characters)  (July-
03-2013)

- Attach Supporting Documents function

The ability to attach documents to different Series 5 Transactions Master Code records
has been enhanced. You may now attach an HTML file or a link to a Web Page. Also,
when displaying JPEG or Bit-Map files, the Microsoft Office Picture Viewer Utility will be
employed.

Also, when adding a new attachment, the system will default the path to a folder that

should exist in the directory designated to be the "Temporary" directory associated to
each Company System. You should create a directory named "Attachments" in that

directory, (if it's not already there). (Jun-27-2013)

- Series 5 Outlook Email Reading

Series 5 applications may now make use of a new routine that provides the ability to
read email from MS Outlook. Currently used by the A/P and O/P Manager Approval
functions, emails are read that were sent from designated approval managers. The
internal driver used to read emails using calls to Microsoft Office Outlook. The
following capabilities associated to reading emails are now possible:

e Emails are read from program selected in-boxes

Filters may be set to read only emails from selected Senders or emails with a
specified character string within the Subject line

Up to 3 attachments may be read and passed to the S5 application
Sub-folders withing a designated In-Box may be created by the system

Emails may be deleted or moved to different sub-folders

(May-26-2013)

&+ For 2012

-1 Series 5 Import/Export Functions

When importing or exporting data fields from/to MS Excel, after the process has been
completed, the EXCEL.EXE process was not being terminated, (due to a problem with
Windows, or there is some secret function to do so). The problem has been fixed.
Now, when Excel is launched from Series 5, it's Process Id is detected, and once the
import/export is completed, the process is "Killed" using a system call using the
TASKKILL DOS command. (Nov-12-2012)
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- Series 5 Import/Export Functions

When importing or exporting data fields from MS Excel, tab-delimited, or CSV data
files, the system will now handle text fields up to 200 characters in length. (Sept-18-
2012)

-1 Series 5 Launching Microsoft Calendar

The Series 5 Applications make calls to the Microsoft Calendar routine to display a
calendar, and accept the operator's selection of a date. In order to make use of this
feature, the Microsoft Calendar must be registered on all client computers executing
Series 5. MSCAL.OCX may be found in \ms\ocx on the AcuGT, (Extend 9.xx),
installation CD for Windows. If you cannot locate it on the release CD, a copy is
included in the Series 5 release directory in SS5\UTIL . (June 25-2012)

This is accomplished by executing the following command from the designated DOS
Command Prompt:

REGSVR32.EXE S5\UTIL\WMSCAL.OCX

where:

For System From Directory Comments

Windows Server 2003 & | C:\Windows Right click on the Command

2008 - 64 bit \SysWOW64 Prompt and select "Run as
Administrator"

Windows XP and 7 C:\Windows Right click on the Command

\System32 Prompt and select "Run as

Administrator"

earlier Windows C:\Windows\System

- Reports and Forms generated as MS Word Documents

All reports and forms that are generated as MS Word Documents may now have an
assorted formatting properties applied to the text that is generated. The following
formatting capabilities may be applied:

¢ "Formatting Regions", defined as ranges of lines, for a page may be formatted
with a particular font type and size and be set as Bold, Italic, Underlined, Shaded,
or as Reverse Video. Up to 5 different regions may be defined and activated
under program control as the page is being populated with text.

¢ "Tab Sets" may be defined consisting of up to 10 tab settings per line. The types
of tabs include Left-Tab, Right-Tab, Center-Tab, and Decimal-Aligned-Tab. Up to
20 different Tab Sets may be defined and activated under program control as the
page is being populated with text. As the line of reporting text is output, the tabs
are inserted and any preceding spaces are removed. (This basically now allows
the use of variable pitch fonts, when outputting columns of data, ensuring proper
alignment).

¢ Individual words or sub-strings, within a print line, may now be output as Bold,
ltalic, Underlined, Shaded, or as Reverse Video. On a given page, up to 50 sub-
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strings may be formatted in this manner. On a given line, up to 6 sub-strings
may be formatted in this manner.

e Single, (thick or thin), and Double Lines may now be inserted at any position
within a page. As the page is being populated with text, the lines are defined to
the printing routines with position and sizing set under program control. Up to 40
line may be output per page.

These types of formatting controls could be implemented for Invoices, Purchase
Orders, Customer Statements, A/P Checks or Customer Quotes. In order to take
advantage of these features, the appropriate applications' program must be pro-
grammatically customized. Contact Sentinel Hill Software Inc., for more information.
further details. (Apr-24-2012) HS5 Enhancements to ALL Systems-2011-2013.xml

- All Series 5 Applications offering Export Functions

When entering export selection options, if the operator was to click on the "About
Exporting" information tab, an error was being reported that the "File did not exits".
This problem has been fixed. Now you may freely select any filtering or output options
tab when they are presented without any problems. (March-09-2012)

- Using Windows' Logon Usernames

New functionality has been introduced to the Series 5 Main menu Signon process.

You may now define to have the Series 5 system use the client's Windows Logon
Code as the User Code for signing in to Series 5. If set, when Series 5 is launched,
the Windows Signon Code will be used. The User-Logon screen will be presented, but
only the Password field may be displayed for keyboard entry. (If the given Series 5
User Logon profile had a blank password entered, then the User-Logon screen
will not be presented at all. Control will be transferred directly to the Main Menu
screen.)

For systems that are set to use the Windows User Logon code, user's will ONLY be
able to log in to Series 5 using the Windows Logon Code. The function to "Repeat
User's Logon", found under the Main Menu's File drop-down menu will be disabled.
Note however, if auser has their System Management Access set to Full, they
will still be able to "Repeat User's Logon", and sign on as a different user.

For systems that do not wish to use the Windows logon, the default will still be set to
that defined by the PC Client user's SHSI_USER_NAME environment variable. (Feb-
28-2012)

- Bitmapped Images in Series 5

All Series 5 applications that load bitmapped images have been revised to expect the
image filenames to be in upper case. (Feb-28-2012)

Upper Case Bitmap Files

On UNIX systems, please make sure that all bitmap files in the bin/fimages
folder have uppercase file names.

- Series 5 File Error Handling Routine
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The logic used to report serious file I/O errors has been enhanced to correctly identify
the full folder path for any sequential text files that might be generated. Previously in
some cases, the error message displayed incorrectly showed the path that was
assigned as the Data Files Directory assigned to the Company System. This problem
has been fixed. (Jan-30-2012)

-1 Series 5 Directory/Folder Selection "Browse" Feature

For any application that requires entry or selection of a directory path, a "Browse" push
button is presented. The operator could click this button, and the Windows Folder
browse dialogue window would be presented. Previously, only descendants of the
user's default working folder are shown. The system has been revised to now display
only those folders which are descendants of the root directory of the Directory Path
field associated to the "Browse" button. So now, if you were to enter C:\ in the
Directory Path, when the "Browse" button is clicked, you would be able to browse any
directory on your computer's "C" drive. Setting the Directory Path blank, or to
something other that a drive letter designation, would result in only being able to
browse descendants of the user's default working directory. (Jan-18-2012)

= "Series 5 File Error Handling Routine

The logic used to report serious file I/O errors has been enhanced to identify errors
associated to the use of AcuServer. Previously, 9D-104 errors were reported as an
"AcuServer Connection Failure". Now, all 9D-XX errors are identified, and the
applicable message displayed. (Jan-10-2012)

- Reports and Forms generated as MS Word Documents

All reports and forms that are generated as MS Word Documents are now created
protected as "Read-Only" documents. A password may be used to un-lock them.
Refer to the applicable documentation for further details. (Jan-10-2012)

&+ For 2011

- Series 5 Import/Export Routine

The generic routine to handle importing and exporting of data, (to spreadsheet or
character delimited files), has been enhanced to provide for CSV files that do not have/
allow quotes around character strings. (Dec-12-2011)

- "CALLEREQ" Program

The CALLEREQ program has been revised to call either the W/M's E-Request Service
routine or the new P/I's On-Demand Billing Service routine. It no longer resides as a
program belonging to the W/M system, rather, it has been moved into the S/M,
(System's Management) directory and library. Please ensure the correct compile
script files are installed. (Nov-11-2011)

= Interfacing with MS Office Excel and Word

The logic provided to launch MS Excel or MS Word has been expanded to handle the
case where MS Office was installed in C:\Program Files (x86)\Microsoft Office
\Office. (Previously the system only looked in in C:\Program Files\Microsoft Office
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\Office . (Oct-03-2011)
- Series 5 Email Generation

A number of different application functions offer the ability to automatically generate and
send emails. This includes the emailing of invoices, purchase orders, statements,
customer quotes, reports and other messages.

The internal driver used to send emails has been enhanced to generated and send
emails using calls to Microsoft Office Outlook, (rather than to the MAPI library). As a
result, the following capabilities associated to sending emails are now possible:

e Emails may be sent as Plain Text, Rich Text, or as HTML

Emails may be generated when executing as either a thin-client of FAT client

Emails may now be sent with copies going to Cc users and Bcc

The text message associated to emails are now loaded from user created/

maintained data files, rather than being coded from within the application

software. These text files may be either plain ASCII text, or HTML files and

contain up to 8192 characters. Except for specific types of emails, these files

MUST BE LOCATED in the directory named Email-Templates located in each

Company System's designated reports directory.

¢ Provides support for 120 character email addresses, and 140 character subject
line

(Sept-20-2011)
= Importing $ Numeric Cells from Spreadsheet

A problem has been identified and fixed when importing $ formatted columns of data

from spreadsheet. If any headings were specified, and they exceeded 22 characters in

length, the number being input and recorded was ZERO. The problem has been fixed.
(July-25-2011)

- Generating Reports as MS Word Documents

The Series 5 printing routines had the ability to generate output as an MS Word
document. This function has been enhanced to provide support for Office 2010 Word
utility. Now, when presented with the print options screen, and the operator chooses to
"Save To Disk", they may choose to output as an Office 2007/2010 or Office 2003
Word document. The system will automatically append either the .DOCX or the .DOC
extension, and generate the document using the correct file format. (June-14-2011)

= Import/Export Functions

The import and export function has been enhanced to provide support for Office 2010
EXCEL utility. Now, when presented with the import/export options screen, the
operator may select to load from, or output to, either an Excel 2007/2010 W orkbook, or
an Excel 97-2003 Workbook. The system will automatically append either the . XLSX or
the .XLS extension, and read or write the spreadsheet using the correct file format.
(June-14-2011)

- Generic Search Function
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In all Series Series 5 applications where a grid screen is presented for the entry of
transactions, or the maintenance of master codes, a "Search" function is provided.
This function has been enhanced in the cases where the operator has chosen to
search for a given record where a Date is chosen as the search criteria. Now the
following literal label is displayed, "mm/dd/yy", indicating the desired format that the
date should be entered as. As well, the date entered may now be as "mmddyy",

"mmddyyyy", "mm/dd/yy", or "mm/dd/yyyy", depending on the mood of the operator.
(May-02-2011)

New Feature to Attach Supporting Documents to assorted Master Code
Records and Transactions

You may now attach a variety of different documents to assorted Master Code records,
and Transactions. Up to 15 separate documents may be selected, and attached and
viewed from the applicable functions in assorted Series 5 systems. These documents
may also be viewed where applicable. The different types of documents supported

are as follows:

e PDF e MS Word 2003 documents
¢ Bitmap ( *.BMP files) e MS Word 2007 documents
e JPEG e MS Excel 2003 documents
e TIFF e MS Excel 2007 documents

o ASCIl Text (*.TXT files)

ASCII Text ( *.txt files)

(Apr-14-2011)
Printing to Windows Spooler

The Series 5 provides for the definition of Printer Queues. As a property to each
Series 5 Printer Queue, you may define a "Captured Printer". When a report is
generated and a given Series 5 Printer Queue is chosen that has a "Captured Printer",
the report prints directly to the associated network printer. If the Printer Queue does
not have a "Captured Printer” defined, then a Windows "Printer Select" dialogue box
window is displayed. Previously, the the Series 5 system made a call to have the
"Printer Select" window displayed which was an older style, compatible with older
versions of Windows. Now a new call is made displaying a modern Windows XP/7
"Printer Select” Window. (Feb-09-2011)

System Captured Windows Maintenance

The Series 5 provides for the definition of Printer Queues. As a property to each
Series 5 Printer Queue, you may define a "Captured Printer". When a report is
generated and a given Series 5 Printer Queue is chosen that has a "Captured Printer",
the report prints directly to the associated network printer. The routine used to capture
a Windows printer was not working correctly under Windows 7. This problem has
been fixed. (Feb-09-2011)
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&+ For 2010

- Default Reporting Output Destination

In all Series 5 applications that generate reports that might normally be printed, a Print
Options screen is presented. From this screen, the operator may choose to have the
output directed to a printer; to be "Archived"”, to be just displayed to the screen to
"Browse"; or output as an MS Word or PDF file. The default output has been changed
to be just displayed to the screen to be "Browsed". (Previously it was defaulted to be
output to a printer).

Additionally, should you desire to set the default output, you may do so by inserting a
variable in the runtime Configuration file. The variable SHSI_ RPT_DESTINATION with
a single numeric argument, will provide the default target for generated reports, where
you would set the argument as follows:

1-Tothe Printer 17 - To Disk as an MS Word 2003 document

2 - Archived 26 - To Disk as an MS Word 2007 document
3 - Both the Printer 35 - To Disk as a PDF document

and Archived

4 - To be just

Browsed

Note that if the applicable application already determined the target output, these
defaults will NOT be used. (Oct-13-2010)

- Data File "Properties" function

In all Series 5 applications that maintain master codes records, or provide for the entry
or inquiry of transaction or history records, under File on the menu bar, the Properties
function will display information about the related files. This function has been
enhanced to now display 12 numeric digits for both the files size, and the number of
records in the file. Also, now the version of the Vision file is displayed, along with the
number of volumes that are used to hold the data and the index keys for the associated
file(s). (Sept-01-2010)

- Using the Mouse Wheel to navigate Series 5 Grid Screens

In all Series 5 applications that use a paged grid screen, (those showing rows of
master codes and/or transaction records similar to a spreadsheet), the operator may
now navigate forwards and backwards through the records using the Mouse Wheel. If
the Ctrl-Key is also pressed while twirling the mouse, 4 rows of data are skipped
instead of just 1. (If when you spin the mouse too fast, and a "Stack Overflow" error
occurs, in the runtimes Configuration file, add the variable PERFORM_STACK 384
and it should work OK') Note that this new feature is only available for systems with at
least AcuGT Rev 8.1.3 (July 27-2010)

- MS Excel System Error Recovery

The Series 5 family of applications offers the ability to import to, and export from, an
MS Excel Workbook document. System error that could be generated while outputting
to and/or inputting from, MS Excel documents were causing Series 5 applications to
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terminate with a not too friendly error message. The errors that were particularly
annoying were as follows:

¢ When importing from an Excel document with a filename, selected from the
application, that did not actually exist, (and the operator had forgotten to "Browse"
to choose the particular file).

e When a user attempted to generate output as an MS Excel document, but they
did not have MS Excel installed, or it was installed in a location other than the
default, a fatal error occurred.

The import/export routines have been enhanced to now capture any system errors that
were being generated from MS Excel. A reasonably friendly error message will now be
displayed, and the particular application will continue processing. (In most cases, the
import/export will just be abandoned). (May-31-2010)

Compiling with INTEL Native mode

A problem has been discovered when compiling with the Intel native mode. This option
must be removed from the S5_GCBL.BAT compiler macro that can be found in the S5
\util directory. (Basically replace the set NATIVE=--intel command with set NATIVE=
command. (May-21-2010)

Generating Standard Forms as MS Word Documents

The Series 5 generates a number of different forms. For example, A/IP Checks,
Invoices, Picking Tickets, Statements and Purchase Orders. Variables within the
runtime configuration file may be set up that are used to indicate how the forms are to
be generated and/or printed. Arguments to these variables indicated whether the form
was printed, archived, and/or saved as MS Word documents. The 2nd argument,
used to define the output, may now have the following values:

e WORD2003 e WORD2007
¢ PRINT&WORD2003 ¢ PRINT&WORD2007
e ARCHIVE&WORDZ2003 e ARCHIVE&WORDZ2007

Existing arguments associated to WORD will be interpreted as WORD2003.

The applications that generated these forms have been enhanced to now recognize
arguments that indicate the forms are to be generated as Office 2007 Word or Office
2003 Word documents. (May-21-2010)

MS Word System Error Recovery

The Series 5 printing routines had the ability to generate output as an MS Word
document. System error that could be generated while outputting to and/or automatic
printing of MS Word documents were causing Series 5 applications to terminate with a
not too friendly error message. The errors that were particularly annoying were as
follows:

¢ \When outputting to an MS Word document that had a template defined, and the
given template file was not set up for that user, a fatal error occurred.

¢ When outputting to an MS Word document that was supposed to be

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Introduction 33

automatically printed, but the given network printer was either offline, or that
segment of the network was not active, a fatal error occurred.

e When a user attempted to generate output as an MS Word document, but they
did not have MS Word installed, or it was installed in a location other than the
default, a fatal error occurred.

The printing routines have been enhanced to now capture any system errors that were
being generated from MS Word. A reasonably friendly error message will now be
displayed, and the particular application will continue processing. (In most cases, the
generation of the report will just be abandoned). (May-21-2010)

= Generating Reports as MS Word Documents

The Series 5 printing routines had the ability to generate output as an MS Word
document. This function has been enhanced to provide support for Office 2007 Word
utility. Now, when presented with the print options screen, and the operator chooses to
"Save To Disk", they may choose to output as an Office 2007 or Office 2003 Word
document. The system will automatically append either the .DOCX or the .DOC
extension, and generate the document using the correct file format. For users that
have Office 2007 installed, the default File Type will be the Office 2007 Word, but they
may choose either Office formats. For users that do not have Office 2007 installed,
the default File Type will be the Office 2003 Word, and they will not be able to choose
Word 2007 or the PDF formats. (May-20-2010)

- Automatic Sending of Emails

The Series 5 system has the capability of automatically sending emails. Emails are
sent by making a call to a MAPI.Library, which in turn sends the email using Microsoft
Outlook. If the receiver's email address is prefixed with "LN:" or "Ln:", (indicating that
they are Lotus Notes users), then instead of using MAPI, a DOS command call is
made using the command line defined by the runtime configuration variable
"DOS_MAIL_CMD", to actually send the email. Within this command line, there are
pseudo variables, that would be replaced with the Subject, Receivers Name and
Address and the path to an Attachment. This capability has been enhanced to now
provide for sending the email with 2 attachments. The new pseudo variable %
ATTACHMENT 2% will be replaced with the full path to a 2nd attachment, if applicable.
(May-03-2010)

- Import/Export Functions

The import and export function has been enhanced to provide support for Office 2007
EXCEL utility. Now, when presented with the import/export options screen, the
operator may select to load from, or output to, either an Excel 2007 Workbook, or an
Excel 97-2003 Workbook. The system will automatically append either the .XLSX or
the .XLS extension, and read or write the spreadsheet using the correct file format.
For users that have Office 2007 installed, the default File Type will be the Excel 2007
Workbook, but they may choose either Excel format. For users that do not have Office
2007 installed, the default File Type will be the Excel 97-2003 Workbook, and they will
not be able to choose Excel 2007. (May-03-2010)

= Import/Export Functions
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When the import/export screen is presented and a particular directory and file is
selected for processing, if the operator clicks on the Back push-button, (to go back and
change an option of prior screens), upon re-displaying the import/export screen, the
originally selected file/directory was being reset to the program's default. This problem
has been fixed. (Mar-24-2010)

- Generating Sub-Documents as MS Word or PDF Files

The Series 5 printing routines had the ability to generate a sub-document as an MS
Word document. (A sub-document might be a single Invoice or Customer Statement,
generated with a unique filename). This functionality has been enhanced to have the
sub-document generated as either an MS Word document, or a PDF document.
These sub-documents may be generated at the same time, totally independent from,
their normal "printed"” versions. When generated as Word documents or PDF
documents, MS Word Templates may be used to define the properties of the resulting
document with watermarks and headers and footers. (Mar-15-2010)

= Import functions from Excel Spreadsheets

The Series 5 import function offers the option to input from an Excel spreadsheet. In
any application that loaded data in this manner, it was difficult to determine when all
valid rows of data had been loaded. The Excel import function has been enhanced so
that it will correctly stop once valid rows of data have been loaded. (Previously, the
system would attempt to load up to 65,436 rows of data and when executing any given
Import function it would appear as if the system has hanging). (Mar-03-2010)

= Printing of Report as PDF Documents

All reports and forms that are generated from the Series 5 applications may now be
saved as PDF documents. This option is available only to users that have Microsoft's
Office 2007 installed on their systems. When the Print Options screen is presented,
click the Save To check box, and select PDF Document from the associated Save
As drop list. (Feb-23-2010)

- Browsing to Select Files and/or Directories Functions

All routines that offer the functionality to click a "Browse" button to present the operator
with a window from which a directory, or a file, can be selected have been revised.
Under Windows 7, the clicking of the "Browse" caused a "nested input of events"
syndrome to occur. In effect, repeatedly displaying the browse window. The logic for
these routines have been revised to avoid this problem. (Jan-28-2010)

= Encryption/Decryption Function

The subroutine has been revised to now handle 8 digit numeric seeds. This was done
to accommodate the A/R system that now has 8 digit documents numbers. All existing
encrypted fields will still be able to be decrypted. (Jan-24-2010)

& For 2009

- Printing of Reports in Series 5
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The Series 5 printing function has been enhanced to offer the option of printing multiple
copies of reports, forms, invoices, orders, etc. A new entry field has been added to the
print options sub-screen labeled # of Copies. You may select to have up to 9 copies
printed. These copies printed will be automatically collated.

Multiple Copies

The ability to have the system print multiple copies is a a feature thatis provided as a
function of the Windows operating system, and the driver for your printer. If either does not
support multiple copies, then setting a value other than 1, will have no effect.

This feature is available onlyto users executing on Windows system, either directly, or as
thin clients.

As well, fields on the Print Options sub-screen have been reorganized slightly to
accommodate the new field. (Fields and display prompts associated to outputting
reports to a Print Queue are now enclosed within a frame.

Where applicable, in all Series 5 applications, the size of display windows and/or tab
sub-screens have been adjusted accordingly. (Dec-22-2009)

= Export functions to Office 2007 Excel Spreadsheets

The Series 5 import/export function offers the option to output/input to an Excel
spreadsheet. Office 2003 Excel had allowed for 65,500 rows, and Office 2007 Excel
allows for 1,000,000 rows. When exporting data, the Series 5 system would
automatically start outputting to a 2nd worksheet when 65,500 rows were reached.
The system will now switch to a 2nd worksheet depending on which version is being
used.

As well, the Spreadsheet /O routines have been enhanced to support up to 999,999
rows of data. (Dec-16-2009)

= Exporting to Excel Spreadsheets functions

The logic used to export to Excel spreadsheets has been enhanced. In the assorted
Series 5 applications, those functions that offer functions to export to an Excel
spreadsheet have the ability to perform the following:

¢ Create multiple worksheets
e Select a specific worksheet to be populated
Format titles, legends and headers in larger fonts, as bold, and/or as italic
Have data columns justified left, center or right
Have a data column formatted for "Currency", (where $ signs will be displayed
with 2 decimal places)
Q For Office 2003 Excel negative numbers are displayed with parenthesis
around them
Q For Office 2007 Excel negative numbers are displayed in red with
parenthesis around them

Where applicable, in most of the Series 5 applications, these new capabilities have
been introduced. (Dec-10-2009)
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Import and Export functions to Excel Spreadsheets

The Series 5 import/export function offers the option to output/input to an Excel
spreadsheet. If the user selected to launch Excel after exporting data, the system
incorrectly assumed Office 2003 was installed, and it's Excel utility was being
executed. If you only have Office 2003, then this would not have been a problem. The
system now correctly detects the version of Excel to launch. (Nov-11-2009)

Selecting Dates from Lookup Calendars

When executing under Windows VISTA, dates were not properly being returned. The
year was loaded incorrectly as year ZERO which resolved to a date falling in the year
2000. The problem has been fixed. (Oct-28-2009)

Automatic Disabling of User who Fail to Correctly Logon

As a new security feature, as an option, you may select to have users that fail to
correctly log in to Series 5 after a specified number of times, automatically disabled
from logging in again. Before they can use the Series 5 system again, the System's
Manager, or Series 5 Gatekeeper must modify their Logon Properties record. This
option may be selected with a new field found on System Control Options screen.
(Oct-22-2009)

User Logon Passwords

Passwords now must contain at least one numeric digit, and one alpha character, and
be at least 8 characters in length. (Oct-22-2009)

Import and Export functions to Excel Spreadsheets

The Series 5 import/export function offers the option to output/input to an Excel
spreadsheet. If that output/input option is selected, and Excel is not installed on the
user's workstation, a message will now be displayed. Previously, the system
assumed it was installed, and when it attempted to call Excel to build/read the
spreadsheet, the program would bomb out with an error. This will no longer happen.
(June-02-2009)

Outputting Reports and Invoices as MS Word Documents

Any Series 5 generated reports, invoices, statements, etc, may be output as an MS
Word document. For any MS Word documents that are generated, a Template may
also be specified, (as defined in a Series 5 Configuration file variable). These
templates must be installed on each users workstation in the C:\Documents and
Settings\<PC UserName>\Application Data\Microsoft\Templates folder. For users
with Office 2007 these templates need an extension of .DOTX. For earlier versions of
MS Office, the templates need an extension of .DOT. The system has been enhanced
so that if from the Series 5 Print Options screen, MS Word output is chosen, it will test
for the occurrence of the designated template file for the particular type of output being
generated. If the template cannot be located, an error message is displayed.
Previously, if when generating the output, the MS Word utility could not find the
template, the system displayed an evil looking message, and would abort. (June-02-
2009)

Main Menu User Logon
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When a user fails to logon after 5 attempts of entering their User Code and Password,
the system exits. Now, as well, an entry will be recorded in the User Access Log file.
(April-04-2009)

= Encryption/Decryption Function

A new subroutine has been developed that provides the functionality to encrypt and
decrypt data fields. The algorithm used is based on a Vigenere Cipher. This would be
considered a "strong" encryption. The subroutine is made available to any Series 5
application that requires encryption of any given data record field. (March-11-2009)

-1 Series 5 Grid Management Screens

In any of the Maintenance or Transaction Inquiry routines that listed items in a grid
whereby a given item, such as a Customer Code or a G/L Account, could be selected.
If there were no item on file to be listed, sometimes transactions for the next item on
file were being displayed, but the entry field was not being updated. This problem has
been fixed. Also, now a message will be displayed indicating that no records were
found for the item entered, but the next highest item's items were being displayed.

(Feb-03-2009)

&+ For 2008

= Using AcuGT Rev 8.1

With the recent release of Rev 8.1 of AcuGT, we have discovered that the INTEL native
mode, on certain occasions cause Memory Access errors. The batch file used to
compile programs S5\util\s5_gchl.bat must be edited to have the variable NATIVE set
to nothing. (Nov-15-2008)

- User Logon Passwords

The Series 5 system now requires all passwords to be made up of at least 8 non-
space characters, at lease one of which must be a numeric digit. Also, if a users
password has expired, they will be offered the opportunity to assign a new password,
after entering the old password. The rules for password entry will apply. (Oct-7-
2008)

= Import and Export and User Interface Applications

An error occurred when exporting to an Excel spreadsheet if the 1st character the
output string was a "+", "=", or "-" character. In this case, Excel expected a valid
formula. If this was not the case, a terminating error was displayed. The problem has
been fixed. Now the Series 5 software will automatically insert a single quote™"
character in front of the string before inserting to the cell. (Oct-7-2008)

- User Access Maintenance

The Series 5 User Access maintenance routine has been enhanced to simplify the
steps to establish new users and give/deny access rights. (Sept-24-2008)
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¢ The Enable and Enable-Like functions have been simplified. In each case, you
now just highlight the "Red" head that is to be given access rights, and click the
Enable or Enable-Like push button, (or right click, and select the desired function
from the pop-up menu.

¢ For the Enable-Like function, a drop-down list will be presented, from which you
can select the user that already has access rights, whose rights are assigned to
the new user.

e The Copy function has been simplified. If you highlight a "Green" head user that
is already enabled, and select Copy from the Edit menu's drop-down menu, you
will be able to select one of the users that has no access rights in drop-down list
that is presented. (The Copy is basically the reverse of the Enable-Like
function)

¢ For "Green" head users that are already enabled, when right-clicked, the pop-up
menu has 2 new functions - "Set All tems to Full Access” - "Set All tems to No
Access". These will make it easier to set up and maintain the users' access
rights.

e A pop-up window will now be displayed, when any given menu-item in the tree is
right-clicked. You will be able to set the access to either "No Access", or to "Full
Access" directly, without having to edit the properties sub-screen.

User Access Maintenance
The Series 5 User Access has been enhanced to support up to 250 Logon Users.
Formerly was limited to 100 users. (Sept-10-2008)

Print Manager and Browser

The Series 5 reporting and printing routines have been enhanced to handle filenames
of up to 30 characters long. The UPGRADSM utility must be executed to have the
Report-Manager file's records rebuilt to accommodate the larger field. (Aug-25-2008)

Import and Export and User Interface Applications

In all applications that offer the opportunity to load from or read a text based interface
file where a BROWSE button had been provided, you will now be able to select files that
have a "—" or a SPACE in the filename or the directory path. (Aug-25-2008)

Import/Export Functions

The import and export function has been enhanced to provide support for Office 2007
EXCEL utility. The system will identify Office 2007 utilities by seeing if Excel.EXE can
be found in the clients's C:\Program Files\Microsoft Office\Office12 folder. For
exporting, the files will be created with the * XLSX extension; and if selected to be
launched, Office 2007 Excel will now correctly be executed. (Aug-25-2008)

On-Line Help

The Series 5 systems now have On-Line Help. You can access these help files from
the application. In all functions that offer a menu bar, clicking Help will display a drop-
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down menu offering General Help, Help on the particular function, and Help about
Grids. For menu items that don't have a menu bar, if help is available, a help icon may
be clicked to display Help about the particular screen. (Note that help may not actually
be available in all cases where offered in the drop down menus) (Aug-10-2008)

Broadcast Messages

The Series 5 Broadcast messages have been increased in size. You may now specify
3 lines of 80 character lines of message text to be displayed. The files used to hold
these messages have been renamed to be EMERGENCY.DAT and
BROADCASTS.DAT. (Aug-10-2008)

Application User Access Analysis Export

A new function has been introduced to each applications' User Access Maintenance
function. You may now Export to a spreadsheet an analysis table of users access
rights. Each row of the table is a menu item, and each column is a Logon User. It
provides a quick snapshot of which users have access to any particular function.
(July-15-2008)

User Access Logging

As an option, your systems manager can turn on the option to log user access to all
the systems' menu items. (June-15-2008)

Major A/R Features not Found in Series 4

New Search and Replace function has been introduced

The Vendor Master records, the Invoice History and Check History records may now
be processed with a search/replace function.

Generic Customer selections for Reports

All reporting functions now have a generic Customers selection filter screen. It allows
you to randomly select different Customers to be reported.

A/R Period Analysis

This new analysis basically produces an analysis of A/R Sales transactions
accumulating totals by month, year, G/L periods, or G/L years. Totals are computed by
Customer, A/R Account, Customer Types, Sales Representatives and Sub-Ledger
Project Codes. This report may be useful for reconciling differences between the A/R
and G/L systems.

Bulk Email Generator

There is new a function that lets you generate emails to your customers. A variety of
different filters are provided for selection of the Customers. The message can be
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entered directly or from a text file. You may have three different attached documents.

= Overdue Analysis

There is a new Overdue Analysis function. It produces four flavours of analysis. It
generates a Delinquency Analysis, Credit Warnings, Credit Notifications, and/or it can
generated Credit Write-off Transactions. The analysis can look at All Open ltems,
Short Pays, or Finance Charges. As an option an Address Merge file may also be
created that might be used with a friendly, or nasty, Word document.

Getting Help

There are a number of different sources of help in Series 5. In addition to this help file you can
also access the Power Point tutorials and Sentinel Hill Software support.

To get started, your main source of information should be this help file. We have designed it
to provide all the information you will need for using and learning the Accounts Receivable.

Before contacting support, please make sure that you really can't find the information you
need here. Thanks!

= Displaying the help

e The quickest way to display the help is to press shift-F1. If context-sensitive help is
available it will be displayed automatically.

¢ Most screens will have a Help button that displays relevant information when clicked.

e On the Series 5 main menu screen, and each application menu screen on the menu-
bar click Help then On-Line Help .

= Contacting Sentinel Hill Software support

e Direct email support is available from the Sentinel Hill Software team at
support@sentinel-hill.com. You can send an email to this address automatically by
clicking on the support@sentinel-hill.com graphic on the Licensing tab screen
displayed after clicking Help / About on each systems' menu.

e If you have a Support Contract, you may contact Sentinel Hill support center directly at
1-800-663-8354.
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= Summary of Fixes and Enhancements

41

e For each application, a detailed history of the changes that have been made is available
from our website at €l Series 5 Fixes and Enhancements.

= Getting a printed user manual

You can download formatted PDF versions of the documentation for each application

from our website with the following links:

¥ Accounts Payable

& Miscellaneous Invoicing

€7 Accounts Receivable

&%) Fixed Assets

{#] Customer Order Processing

{#l Web Access Management

€ Inventory Management

{# Series 5 Systems Manager

¥ Purchase Order Processing

{# Professional Invoicing
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The Basic User Interface

Throughout the Series 5 system applications, there are a number of basic common types of
screens to provide a consistent operation. These are discussed in this chapter and it's
related sub-topics.

Accounts Receivable Application Menu

Each Application has a primary menu screen. These menu programs all operator in the
same manner, and basically offer the same types of functions.

The instructions below explain the features available and how to customize some of the sub-
screens. For detailed instruction on the actual application, refer to the related topics in the
Accounts Receivable Menu Functions[ =5 and The AR Menul:ssl chapters.

Here is the A/R menu that will be used to identify the different functions available to most other
applications' menus.
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im SHS| Series V Accounts Receivable E|E [£|
File Trx Inguiry Operations Reports Codes Maintenance Purging  “Wizards User Functions  Control Options  Window  Help
Uzer: USER Few 5.08

Sentinel Hill Software [PCAJ |
Julp 19, 2008 02:53 PM }
Accounts Receivable
| 1 Scheduled for Today || 2 Overdue Functions || 3 Coming Due | 4 My Favorites |

| 5 Daily Dperations || b6 Monthly DOperations || 7 Year-End Dperations | 8 Tranzaction Entry

Mernu ltems azzociated to Transaction Entry and Histonic Inguin:

Sales Tranzaction Entry: Cash Receipts Entry Functions:
L Sales Tranzaction Entry ] [ Cazh Transaction Entry l
’ Sales Batch Maintenance l [ Cash Batch Maintenance l
’ Historic Sales Trx Inquiry l [ Historic Cazh Trx Inquirp l
’ Prnnt Sales Archive Report l [ Print Cash Archive Report l

= Applications' Menu Bar

All functions available to a given user may be accessed from the menu bar at the top of the
screen. Menu items are grouped according to the type of functions for each application.
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W SHS| Series ¥ -05u0is Receivable

ile  TrxInquiry Operations Reports Codes Maintenance Purging  \Wizards User Funchions Control Options  Window  Help

45

B

e ——

Uszer USER

’ Accounts Receivable

Sentinel Hill Software [PCAJ

July 23,2008 06:20 PM

= Applications’ Menu Bar

The following menu bar groups of functions are defined:

Menu Bar (Types of Application Functions

Group

File For the Reports Manager, Batch Job Processor, and other File
Management functions

Trx Inquiry [For functions that offer screen Inquiry of current or archived data, or
interactive analysis

Operations|For Sales Transaction Entry, Cash Receipts Entry, Invoicing, Printing
Customer Statements or Dunning Letters, Purging the Receivables and
other typically daily, monthly or annual functions

Reports  |For the generations of reports

Code Maintenance functions for defining and updating master code files

Maintenan

ce

Purging Functions that Purge History files

Wizards  |For setting up and/or launching user defined Wizards

User For launching user created programs or other Window's Utilities

Functions

Control For defining preferences for the operation of the Accounts Receivable

Options  [system; and for defining User Access rights to each menu item

Window  [Functions to manage the simultaneous execution of up to 9 of the
applications' functions

Help Displays licensing information, launches Help, or executes a Monitor
displaying users currently using the system
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For example, to select the Customer Codes Maintenance function:

1. Click Codes Maintenance in the menu bar.

Purging ‘Wizards sg

Cash Batches. ..
Sales Batches., ..

AR Accounks, .
vable AR Terms Codes...
Cuskomer Type Codes. .,
oday | Custarner Templates. ..
J EM Crder Ikem Returns Codes, .,

Order Source Codes. .,
Hiong Prepavment Codes., ..
Remit-To Codes. .,

Sales Promotion Codes...
Sales Representatives. .,
Ship-via Codes. ..
Tax Codes..,
Territary Cog

Select Customers... from the drop-down menu and the Customer Codes

Maintenance screen will be displayed.

= Daily Operations - Monthly Operations, Year-End Operations and Transaction

Entry tabbed sub-screens

Tabbed sub-menus are provide on the application menus that offer common types of
functions. Each of the applications menus offer tabbed sub-screens that have those
functions that would be typically invoked a certain times, or to enter Transactions.

For example, those menu functions in the G/L system that might be executed on a daily

basis:
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- S P T — N
USER
5 [01] Sentinel Hill North America
A M
_ Jure 30, 2008 05:30 PM
;- General Ledger
1 Scheduled for Today 2 Overdue Functions 3 Coming Due 4 My Favorn
5 Daily Functions & Monthly Functions 7 Year-End Functions 8 Transzaction E

Typically Daily Functions:

[ G/L Account Inquiry ] [ Chart of Account Maintenance

R

[ Trial Balance Report ] [ Reports Manager l\

[ Balance Sheet ]

[ Profit and Lozs Statement ]

inancial Stateme
# - =

1. Click on the applications' Daily Functions tab.

2. Click on the desired function push button.

3.1.1 Multi-Threaded Windows

The applications menus provide the ability to select and execute up to 9 functions all at the

same time. Each executes in their own window independent of one another.

47

&+ Execute multiple functions from the Applications’ menu simultaneously

e The functions that have been launched are displayed in the frame at the bottom on the

application menu
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@ | 1 4/F Aging Feport @ [ 4 Customer Open Item Inguiry

& | 2 Custamers k

@ | 3 Sales and Credit Entry

e If you right click the icon associated to an executing function, a drop-down menu will
appear from which you can hide or restore it's screen, or terminate the function.

] |1 Customers
Hide this Item's Window

Restare this Tkem's MWindow

Terrinate this Funckion

¢ The functions that have been launched are visible as items under the menu bar's
Window sub-menu
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L]
tions  Cantral Options Help
Hide all

&
Restore All (Cascaded)
| g Terminate all

- v 1 AR Aging Report
W 2 iCustomers
v 3 Sales and Credit Entry
zaction Entr v % Customer Cpen Ikem Inguiry
s Eavontes| Jnused ‘Window s
.,'— niused Window &

Uriused Window 7
Inused Window 8

Inused Window 9

.

»

e You may terminate, hide or cascade the executing functions windows by selecting the

appropriate function from the menu bar's Window sub-menu

M SHSI Series ¥ Accounts Receivable

File TrxInguiry Operations Reports Codes Maintenance Purging  Wizards  User Functions  Control Options &

User. USER

'l AR ﬂperl Item Inquiry

Customer Maintenance

Sales Batch Selection ..

[ H Ll Generate AJR Aging Report
E '® Sales and Credit Transaction Maintenance

Hide Al

1 AfR Aging Report

2 Cuskamers

3 5ales and Credit Entry

4 Custorner Open Tkern Inquiry
Unused Window 5

Unused Window &

Unused YWindaw 7

Unused YWindow &

Unused Window 9

49

Sales Transactions are entered in sets under the control of Sales Batches. Select the desied

Salez Batch from one of thoze that have already been creatd, or you may choose to create a new one.

¢ You may hide, or redisplay a particular executing function by clicking on it's entry in the

menu bar's Window sub-menu
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3.1.2 Scheduled Menu Functions

The Series 5 Menus offers the ability to define certain functions to be scheduled for particular
times of the day at specified intervals. Tabbed sub-screens display those functions that have
been scheduled and are Overdue, Due for Today, or Coming Due. The operator must
click the push button in the sub-screen to select these functions to have them executed.
Once the function is finished, the operator will be prompted to reschedule the job.

Refer to the section on Users Scheduled Menu Functions| s under the User Access
Management! 2l Chapter for the steps to set up the Scheduled functions.

= Scheduled Menu Sub-Screen Examples

e For menu functions that are scheduled to be launched today:

n 1 (] L]
~
Uszer. USER Rew: 5.08 =
; [01] Sentinel Hill North America 3 B
July 07, 2008 05:33 P }
| General Ledger
| 8 Daily Functions | & Monthly Functions || ¥ Year-End Functions || 8 Tranzaction Entiy |
1 Scheduled for Today | 2 Overdue Functions || 3 Coming Due || 4 My Favorites |

The fallowing Scheduled Menu itemsz are due for selection today:

03:00 arn [ Profit & Loss Statement ]

0E:00 pr [ Interface from Sub-Systems ]

0700 pra [ Balance Sheet Schedules ]

_ = ——

e For menu functions that are scheduled, but were not launched on the day they were
due. They are Overdue:
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™ 5HSI Series ¥ General Ledger

File  Trx Inguiry Operations
Window  Help

Financial statements  Reports  Codes Maintenance  Wizards

se

zer: USER

[01] Sentinel Hill North America
L

s Julp 07, 2008 0552 PM
= 7 Ef General Ledger

| 5 Dailly Funchions || & Monthly Functions | 7 Year-End Functions
| 1 Scheduled for Today | 2 Overdue Functions

The follawing Scheduled kMenu items are overdue and need to be addres

B/30/08 I Year-To-Date Trx Export

For menu functions that are scheduled, but for a date in the future:
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™ SHSI Series ¥ General Ledger,
File  Trx Inguiry Operations Financial Statements
indow  Help

Reports  Codes Maintenance  Wizards User Functions  Conkrol Options

User: USER Fev. 5.08

R

= * i'-' General Ledger

[01] Sentinel Hill Morth America |

July 01, 2008 05:55 PM

| 5 Daily Functions || 6 Monthly Functions || 7 *ear-End Functions 8 Transaction Entry |
| 1 S5cheduled for Today || 2 Overdue Functions | 3 Coming Due

| 4 My Favorites |

These Scheduled Menu itemz will be due for selection in the Mear Future;

7402408 ,_ Balance Sheet J

70708 ’ Trial Balance Report l

= Rescheduling Scheduled Functions

Once a scheduled menu item's process has completed, a screen is presented to the
operator offering to have the menu item rescheduled.

- O]

v

'® Re-Schedule this Function ?

Re-Occuming: | Daily [Mon-Fri)

oz ] = 2 )= [

J
R
]

|' Mext Scheduled Far:

[ Yes with Mew Date Shown

[ Yes with Original D ate

[ Remove az a Scheduled ltem

1. The fields will default so the function will be scheduled as defined.

2. You may have the item rescheduled using one of the following intervals:
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Every Day
weekly

M onthly
Quarterly
Annuall

3. Click on the applicable push button as required.

Grid Processing Screens

The Series 5 applications have been developed around the concept that the operator should
be able to navigate easily through the master codes data sets or batches of transactions that
are being worked with. To accomplish this, the assorted accounting systems have made use
of a graphical control known as a grid.

The grid control is basically a table that provides the operator with a list of the data records
being worked with, and controls to navigate through the associated file. Individual fields may
be edited, pop-up menus may be displayed for related functions, and the cursor up/down and
Page up/down keys may be used to move around rows and columns of data.

The screens that display these grids also offer a number of functions that the operator can
manage or manipulate the particular records' information. These are fairly consistent
throughout the Series 5 accounting systems.

Grid screens are typically developed for the following types of menu functions:

Q Master Code Maintenance routines

Q Transaction Entry routines

Q Data Inquiry routines

Q Operations that require the operator to perform some type of function to easily set or
edit properties of a specific type of data record

Here is an example of a grid based screen that offers most of the controls typical of a
Transaction Entry function. (In this case there are 2 rows in information for each data item
being displayed).
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'm Standard Journal Transaction Entry [_ '™ ||XJ

File Edit Miew Help Click to Exit _ Click to hide
x> Coloured frame of Push Buttonz of the Windaw

Standard Journal Trap® “ | 0" ~Sglect to add, modify major functions that can be perfarmed Ezzion. You may also
J-Entry Seszion: APAQ appicable furctions an Edit List. To have the &g o prgeEr. select the "Post" function.

Print Full Edit List Print Exception Edit List
. . Transaction Ledaer Date: 2429708
List by: | Journal D # w Go Ta Tres with JID #: i | Fiefresh
— D —Ilﬁl—ll - Tranzaction Document Date:  2/29/08
1

it P by
UID # [6/L { bcount # |sA Priact 7 wnae ] Debit || [RefBatch [h g Acr
P Fiefrezh the grid dizplay with the : \'_'_'_'_'_'_'_‘_‘—‘—-Lﬁ.u.l_
Type Acc{ \Pl Descnpllon\ record of the key that is entered here _‘\" # lPd“ G DD%JBA Click to Refresh the grid display to the 13t (L
7/L"’TB g dh‘_‘\l"ct\‘ 3_|;|_|l_|1|1__f ll__,_ record satisfying and filters and update any E o
il rop-dowin lizl i ]
to h};ve tFP;e items \WESSENG APACCR 2/23/08  Click to display & ssarch applicable status fields
displayed sorted in 2/29/08 prindelolenieaiseaichiting DATA & IMAGE PURCHASE Y
different orders } ( search )
_SBULK |APACCR 2/29/08 | -
15 |064-3222-040 2/29/08 22.,500.00 MICS CORRESPONDENT INV ACCRUAL e
GL-ST |[UCCON DEMAND CORR FEE |APACCR 2/29/08 ,_,_._/—-—'—'—'_'_'_'_‘_‘—‘—'—-\__J—-—-—_,'—/""’
Grid M avigation Puzh Buttons to +
17 |064-3310-040 2/23/08 6.603.60 / pozition to the next/prior ltem or_Sc:reen i
GL-ST_|DIRECT ACCESS-GROS5 CHAF|APACCR 2/23/08 M ciloliheblatEndoitelist
18 2/29/08 1 2,1 CHARLES JONE " ACCRUAL e
GLS DDL:EE ?Dhﬂ;\?g}tlhg:en \\E APACCR 2/23/08 Right click. a field in any given Tow |
azzociated record edited / 2;29;:{ to have a pap-up menu displayed \ COMSULTANT FEEAT HOUSTON ks
offering applicable functions that
GLST Tome APACCR 2029005, S EEEt i | 2
23 |064-4910-060 2/29/08 | T COMSULTANT FEEAT GLENDALE e
GL-ST [COMSULTAMT FEESIT APACCH 2/29/08 |
27 |021-2690-100 2/29/08 TRADE ACCOUNTS PAYABLE ACCRUAL Yo
GL-ST [ACCRUED EXPENSES UDS - & | APACCR 2/29/08 83.759.29 |
( Totals applicable to the 3 | -
itemsz dizgplayed in the grid
[
f/ | Statuz bar displays the Sort |
/s

Option, and the current Search
Field and String

L4

Control Tatals: 8 of Transactions. Total Debits: 3 83.759.

WARMING: The Ledger and Document Dates assigned to these Tranzactions have Edit and Update Session and Trx Dates Now ]

not been updated since the last time this Standard Trx Set was Poste

Items are listed by JID # [order entered). Search: for:

= List-By or View Options Menu

In those grid applications where the items may be displayed using different sort criteria, click
on View in the menu-bar for a drop-down menu of selections; or make the selection from the
List-By drop-down list.
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W Trial Balance Preview / Report W Trial Balance Preview / Report

¥ File File  Wiew Help

YWiew

G, ¥ Order by Account #
Crder by Profit Center

Crder by Description
IE Order by Type
Crder by FfS Code 1

! Crder by Ff3 Code 2
COrder by Ff5 Code 3 E
Crder by Ff5 Code 4
COrder by Ff5 Code 5

G/L Trial Balance Inquiry/Heport

s Account Descriphion »

G/ Account #
Profit Center

=

E Aocount Des

ﬁ Order by F/5 Code 6 042-07§ Account Tupe

| Order by 5/5 Code 1 or 043074 Fin Stmnt Code 1
I 00  order by 55 Code 2 A Fin Stront Code 2

043-07gFin Stmnt Code 3

ﬁ Crder by 515 Code 3

Fir Stmint Code 4
ot Order by /5 Code 4 k 043076, o\ S0
E COrder by 5/5 Code 5 L 043-07gFin Stmnt Code B
I Order by 5/5 Code 6 5up Sched Code 1

042-073 5,5 Sched Code 2
001-01 1 5up Sched Code 3
Sup Sched Code 4
042-1675,p Sched Code 5
042-1625up Sched Code 6

011-2031-100
043-4010-040

1] R

004-0400-040
008-5100-040
011-0518-100

A description of the sort order is displayed in the status bar at the bottom of the screen.

[wroe-fusd auu [H1 U3 FlLnda-ALi TRl | + uds Ul |
|

Trial Balance Tatalz Opening Balance: $ | |]_|]|]| Tatal Debitz: &

for 408 Accounts. Total Credits: $

R T ——— k
Items listed by GfL Account #. Search:

= "Fast Button" Frame Tasks Push Buttons

In all the grid based screen functions, the major operations that could be performed are
displayed as Push Buttons in a brightly colored frame. This is referred to as the "Fast Button"
Frame.
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W P/l Invoice Processing

File Help
Invoice Generation These are the Invoices that have been generated, but not yet posted to A/R. =
“r'ou may choose ta view thoze generated by yourzell or for the system as a whole. J—

| Print/Post Finals Paytech Reconcile Post to A/R

Processing Invoices For:

ice #: Refresh
() Private Access [Local Only to this PC) Gio Talnvoice #: ﬂ

(®) Public Access [Server Side to All Users)

Or for another example:

W Chart-of-Accounts Maintenance
File Reports Edit Wiew Help

Define G/L Accounts Select to modify, delete or add G/L Accounts for recording General Ledger h
transactions. Accounts are also used for formatting Financial Statements. J—

]

Go To the Account with Mumber: |

% S

Note that different types of functions have different frame background colors.

List by: |Account Mumnber

B - Blue Active data Inquiry or Analysis
B - Burgundy Codes Maintenance
B - Olive Green Archived transaction Inquiry

- Aqua-Marine Green Transaction Entry

= Selecting to Display Items Associated to a Particular Code

In certain grid based applications, you will be able to display only those items associated to a
particular master code. There is a field in which you can enter the desired code.

In the example, the screen displays all Open ltems for a selected Customer.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



The Basic User Interface 57

Open Item Inguig Thesze are the un-Purged lrvoices and Payments azsociated to
will appear on each Customers' Statement,

RESEARCH INC

LI T K ety

Customer:

Sy
Doc # | Type |Doc Date (Lgr Dat})
868689 | | 1/01/08) 1/02/08
2/01/08) 2/01/08

h, Apply To

In this example there are three ways that a given Customer may be selected:
1. Enter the Customer Code whose items are to be displayed in the grid.

2. Click on the icon to have the Customer "Lookup" window displayed and select the
desired customer.

3. Click on the "Find Prior" or "Find Next" icons for the prior or next Customer Code on file
with items to be displayed

Processing Tip

When a grid application that offers a code to be selected is initially displayed, that field is is normally blank. If
you wish to just displayitems for the 1st code on file, click on the "Find Next" icon push button and the system

will do the rest.

= Search Function

In all the grid based screen functions, a Search function is provided.

1. Click on the Search icon.
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ode.
1 already defined.

| aflll 2
—‘_Eligsea_particular item
Chrg= Ntnrg-rmrrl-

n.ao n.ao

2. The Search window will be displayed. Enter the

string or number to be searched in

the Find field and select the particular field of the given record to be tested.

Search Task Codes

Fird: |Sean::h String

D ezcription

k44 Uriitz
[ Charge Rate
LY MaonCharge Rate
S Urit Cost Rate
Tax Group Flag
Imvice Section

Cancel

J

Ihvoice Group

3. Set the searching options as desired and click on the Find push button. (If you rather
just get a count of the # of records that satisfy the search, click on the Count push-

button

forward by clicking on the appropriate buttons.

If a record is found, then the grid will be refreshed with that item displayed. Also, the
Search Backward/Forward icons will be enabled, and you could then search back or
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5. The current search string, and name of the field tested is displayed in the status bar at
the bottom of the screen.

0.00 Total Debits: $ 42 128.369.07 Met Change: $
Total Credits: 421 23_359_[]?[:|i Closing Balance: $

Search: Description for: Search String

= Grid Navigation Buttons

To move through a file of records that are accessed or displayed using the grid, use the
Navigation Buttons found at the right side of the screen.

Navigation To Keyboard Key or MouseGraphic
Click

The next grid row Cursor-Down Key or
rotate the mouse wheel
towards you
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Down 4 grid rows

Hold the Ctrl-key and
rotate the mouse wheel
towards you

The prior grid row

Cursor-Up Key or rotate
the mouse wheel away

ted

[ et | 2

Up 4 grid rows

Hold the Ctrl-key and
rotate the mouse wheel
away

31407 < Period 03 Year End Dec/2007 | T

The 1st row of the
next screen

Click bottom down button | _

% | w5

Code
7

Ref Company/ltem

JPMC/BMY AMEMDMENT PR
CROWHN CREDIT COMPANY ||«
THE REYROLDS & REYWOLLC

The 1st row of the
current screen, or the
row just before the
1st row of the current
screen

Click top up button

=
1

1 WESTOVER FINAMCIAL INC
3 AZTEC FINAMCIAL, INC.
3

3

P

MED OME CAPITAL, INC
GREAT AMERICA LEASING
RAYMOND LEASING CORP
BE&T

4 BEBET

13

The last row of the
next screen

Page-Down key, or click
the lower dbl-down button

BBET

WELLS FARGD FINAMCIAL L
CITICAPITAL

PATTERSOM DEMTAL COMF
LEASE CORPORATION OF &l
LANDMARE FINANG&EDH
SOLARCOM R |-

“

The 1st row of the
prior screen

Page-Up key, or click the

top upper dbl-down button ]

L3

BAME OF AMERICA CB OPS
CITICAPITALIBTF MaAHWAH)

Met Change: $ 15,104_00CR

The 1st record on file

Hold the shift key and
click the top up button

The last record on file

Hold the shift key and
click the bottom down
button

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



The Basic User Interface 61

= Grid Row Pop-Up Menus

For most of the grid based menu item screens, you can right-click a given row to have a pop-
up menu of the functions that would be applicable to the record represented in the row.

W G/ Journal Entry Inquiry

File Reports Edt  VYiew Help

G/L Transaction Journal Inquiry View Ledger Transactions using a wariety of methods; Print or export fransactions for selected o
Accounts or Projects; Add attachments, Comments or Follow-Up flags to individual items. J—

Set Filters Print Grid Items Export YTD Transactions
(%) For Fiscal Period

() For Selected Dates

| HMA07 - 3431407 < Peniod 032 Year End Dec/2007 ‘ BC

G/LAscount | 008-5100-040 v | b | war| ]

CCH LEGAL SERYICES
Go To Trs Dated: :ﬂ List by: |Account # Date [Mewest first] M ‘ i | | |

Lgr Date |Doc Date Dehit Credit JE ype dger Project |Ref Doc # |Ref Code |Ref Company/ltem R|
3430707 3/30407 | 1.690.000.00 /gﬂ'l 20 Pl-wiIP W5 TO HARRIS FOR 3/30/07
3430707 3430407 103.000.00 / \ WSFER TRACE#20070330-00( [«
322707 3/22/07 | 2.009,000.00 / w2 \ WSFER TO HARRIS FOR 3720
2—. Addview Attachment
3115707 3415407 | 1.940.000.00 { 901277 Addview Comments WSFER TO HARRIS BANK 3/
3/08/07 3/08/07 | 1.588.000.00 \ N2 Setjclear Flags WSFER TO LASALLE FOR 34
\\ Sub-Query by JE Saurce //

. _ _—e

= Editing Cell Contents Directly on the Grid

In a number of code maintenance applications, descriptive fields may be edited directly on the
grid. If this is allowed, when those particular cells are double clicked, the contents of the cell
will be highlighted. the operator may then key in the new value.

™ Bank Account Codes Maintenance
File Edit

Help
Define Bank Account Codes Select to modify or delete; or add a new Bank Account Code. =
'ou may also generate a repart lizting the codes already defined. Q

Go To Bank Code with Code: | V| |ﬂ|| |J

0
R
%cnunt MName GfL Cazh Account Mext Chk |Currcy
D#EH.&TING ACCOUNT  |001-0110-040 007887
/ -

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



62

Series 5 Accounts Receivable- User Help

= Standard Record Editing Functions

Most of the grids in the Series 5 system's applications provide an Edit drop-down menu from
the menu bar. This offers functions to Cut, Copy and Paste the associated records belonging
to the grid. For codes maintenance applications, there are also functions to Undo the last
deleted item; and to Undo the last edited item. From the drop down menu under Edit in the
menu-bar, click the desired function. (In most cases, these functions are also available
from the pop-up menu displayed when arow in the grid is right-clicked).

"W Customer Type Codes Maintenance

"8 A/P Accounts Maintenance

REG AGENT

Go To Cust Tyupe with

File  Edit

Help

Select to modify or delete; or ady
“ou may alzo generate a report

Define AP Accounts used

BANKING
ESCROWS
FINAMCIAL

|Descriplinn

Account

001-0120-040
001-0310-040
001-0400-040

Cut A/P Account Record
Copy AP

Modify
001-0420-040 Delete
001-04320-040 Cut Field
001-0440-040 Copy Field
001-0470-040 Paste Field

001-0900-040
002-0231-040

Warning

The Undo Delete, Undo Modify, Cut, Copy and Paste functions are only
operable while working in the particular function. If you exit the function
associated to the grid, when you return, any Cut, Modified or Deleted
record may not be Pasted or Undone.

= Most Recently Accessed Items Menu

In the drop down menu under File in the menu-bar, most grid screens will provide a list of the
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last 6 items that were added or edited . You can click on any one these to position to it.

™ Customer Maintenance
Edit

Yiew Help

Properties

Print...
b Import...
Export...

Bulk. Email ko Customers. ..

1 Q0ooaa

2 W17428 - LASALLE MATIONAL
3 017930 - LASALLE BAME MATI
4 017931 - ABM AMRO SERWICES
5
£

017938 - ABN AMR.O SERNICES
266368 - 1346 RAILROAD 435

Exik

LZ00-200 230 AsEILhAasED Sa 00 Te

265239 1751 E BAYSHORE IMNV
017102 15T AARAM'S FIkAL
020289 15T CAPITAE

= Grid File Properties Menu Function

In almost all applications using a grid screen, the rows of data displayed represent a data

63

record in a file. The Properties function found In the drop down menu under File in the menu-
bar, when clicked will display some properties about the displayed file.
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W GA. Journal Entry Inquiry

§=8 Feporks Edit  Wiew Help

1 A3SETS E ‘

2 LEDGEMD DATE
3 DMV CORRESPOMDENT/ACCESS F
4 CORP MISCELLAMEOUS FEES-LO
5 CORP MISCELLAMEOUS FEES-LO
& UMBILLED REYEMUE

Exit

Lagr Date (Doc Date
3307

The Properties Screen displayed shows the names of the files, the # of records, and the size.

M Series ¥ File Properties

GL ¥TD Tranzaction File

Folder:  d:\s4\testAUCChdata
Dizk File: GLBYRTRX40.DAT

# of Records: 1,352,128 k‘
File Size: 636,916,352 Euptes

Lazt Modified: Friday, July 042008

= Grid Slide Bar and Full Screen Expand Push Button

In most cases, the columns of data displayed in the grid can be displayed in the screen's
window. There are a few functions that have too many columns of data to fit.

If there are more columns defined that can't all fit on the screen at once, there will be a slide
bar displayed at the bottom of the grid. The operator may slide it over with the mouse to view
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the hidden columns of data.

If there is an J icon in the lower right corner of the screen, clicking on this will expand the
screen laterally to it's full size. (You will need to have a wide screen for this to be effective).

W AR Period Analysis Inquiry andfor Report

File Wiew Analysis Help

[B¥i=]3

A/R Period Analypsis Inquiry/Report

by G/L Fizcal Years

Build and preview summary totals by selected Periods for Customers, A/R Accounts, Customer Types
Sales Reps and Sub-Ledger Projects. Fram the display, generate either a report or a spreadhsheet.

Print Analysis Report (Re)Build Preview

X

Shaw Totals for: | AR Accounts

Go to Main Account #: I:l

v [ alu]n] G

=

A/R Account Type Description YiEnd 12/31/06 | YiEnd 12/31/07 | YiEnd 12/31/08 | YiEnd 12/31/09 | YiEnd 12/31/10 | YiEnd 12/31/1
000-1010-100 | CshRcp === ACCOUNT NOT ON FILE == 0.00 0.00 140.00 0.00 0.00 0.
000-1020-100 | CshRcp === ACCOUNT NOT ON FILE == 60248 1,405.56 242.98 0.00 0.00 0.q=
001-0110-040 | CshRep CHASE BANK GENERAL ACCO 1.065.00 4,029 35 140.00 0.00 0.00 0
001-0110-040 | NonARC CHASE BANK GENERAL ACCO 152,534.86 221,305.21 34E,083.58 0.00 0.00 g |
001-0200-040 | PPayPm ¥ISA Paymentech Clearing Acc 0.00 0.00 101.00 0.00 0.00 0.
003-0100-040 | Invoic ACCOUNTS RECEIVABLE 0.00 0.00 11.250.88 0.00 0.00 0
003-0100-040 | Prepay ACCOUNTS RECEIVABLE 0.00 0.00 101.00 0.00 0.00 0q*
003-0100-040 | CshRcp ACCOUNTS RECEIVABLE 44,436.00 6,972.00 0.00 0.00 0.00 0.
003-0100-040 | PPayPm ACCOUNTS RECEIVABLE 9,956.00 (.00 101.00 0.00 0.00 0.0~
004-0400-040 | AR-Rey INVOICED REVENUE CONTRC 9.956.00 01.00 11.250.88 0.00 0.00 0
011-0661-060 | CshRcp FIRST UNION BANK - DFS 93.701.10 £61.305.14 256, 57E.59 0.00 0.00 0.
011-0698-040 | NonARC DEPOSITS - iLien 1,000.00 0.00 0.00 0.00 0.00 0.
011-2042-100 | NonARC WA FIL e-FILING DISB 1.065.00 (.00 0.00 0.00 0.00 0
011-2057-100 | NonARC PA-505 FILING-DEPOSIT 44,436.00 6.972.00 0.00 0.00 0.00 0|
013-1524-040 | NonARC iLien CL. DEPOSITS ON ACCO 500.00 0.00 0.00 0.00 @0.00 0.
013-2002-040 | NonARC ALLOWANCE - BAD DEBT 145,00 352042 E.BE2.07 0.00 DM 00z
015-1090-100 | NonARC REAL PROPERTY DISBURSER 0.00 40.00 0.00 0.00 0.00 0.
015-1091-060 | No [DFS DTSBURSEMENTS 61,594.67 GIBATET | I3ee30 0.00 0.00 0.

< /’;\Aﬂt‘/— o, 3]

wl accumulated 3731708

based on Ledger Date.

Items listed by A/R Account. Search: for:

Code "Lookup" Window

Throughout each of the Series 5 applications there may be master codes that must be

entered into a field on a screen. In most cases there will be an icon |ﬂ of a pair of
binoculars located to the right of the field. If you click on the binoculars, a "Codes Lookup"
window will be displayed, from which you can browse for and select a code.

Here is an example of fields with the binoculars icon for entering master codes in the
Professional Invoicing system.
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R+ B,

Project: 10086

CITY BANK -

Fo.

FORNEY

Description | Hotes

Billing | G/L A

Enter the Project Code, Descriphi
[ Thiz project belongs to the Loc

Project Code: I:I
i Client Code:  |010086 ﬂ

the FB function key),

CITY BANK - FORN

Click on the
binoculars, [or strike

fiar the “Lookup"
window

PO BO G
FO Murber: FORNEY, T
Froject Tepe:
(® Regular () Master () Sub-Ordinate

Partner-n-Charge: m R G THOMSOM
Project Leader: m 006-T5H

=d Figl
4

W
]

= Code "Lookup" Window

All "Lookup” windows basically have the same characteristics and controls
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*
L4

®
%

106
107
108
109
10ANH
10CHA
10EJR
10ELM
10FMC
10GGS
10GLC
1AM
1MPC
10LIR
10LMB
110
200
200000
200451
200A5R
200BFKL
200BKR
200CCL

E= OEE =8 =

106-Rk TS
107-RMATSM
108-RMATSM
109-RkATSM

& M HOLMES
CHAGUERD
EJROBIMSON

E L MaGUSIAK

F 4 CAMCINO

G G SOREWSEM

G L COMRAD

J A MCDOMELL

J P CASEY
LalRA L ROBIMSOM

L t4 BOMILLA,
T10-RMATSM

200 - DMA,

DOCUMENT RESOURCES
ASSUMED MAME-LOCAL
ASSUMED WAME-REMOTE
BAMERLPTCY-LOCAL
BAMERUPTCY-REMOTE
CT% COURT RECORDS-LOCAI

FE

44

Select a particular code by navigating to it in the window and double clicking the

GoTo Key:

row, or clicking the Select push button

To exit the Lookup window without selecting an item, click on the Cancel push

button

Move through the codes in the window by clicking on the grid navigate bar icons

» A Search window may be activated by clicking on the |ﬂ binoculars icon

(on the right), or the cursor up/down keys, or the Page Up/Down keys.

If you know the 1st few letters of the code you are wanting, you can type these,

67

and the grid will redisplay showing the item closest to the Goto Key that you have
typed. (To reset the Goto Key string, strike the ESC key, of click the Reset

pushbutton).
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[i08 108-RMATSM *—
109 103-RMATSM

10AMH  |& M HOLMES

10CHA |CHAGUERO

10EJR E JROEINSON

10ELM  |E L MAGUSIAK

10FMC  |F M CANCING

10GLC |G L COMRAD
1AM |JAMCDOMELL
1MPC  |JPCASEY

10LIR LalRA | ROBINSOM
10LMB  |L M BOMILLA
TO-RMATSM

200 :—%

—
[}
44

GoTo Key: 10G

= G/L Account "Lookup" Window

For "Lookup" windows offering a G/L Account to be selected, a similar window with the

same characteristics and controls is displayed.
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™ F/A Accounts Lookup

E= OEE = E=

0725-95-001 700-00-900  |Praojrct Expenze-f & D
0725-99-000355-00-100 | Travel & Entertainment
0725-99-000355-00-200 | Travel & Entertainment
0725-99-000355-00-300 | Travel & Entertainment-168
0725-99-000355-00-400 | Trawvel & Entertainment
0725-99-000355-00-900 | Travel & Entertainment o
0725-99-000360-00-100  |Utilities
0725-99-000360-00-200 |Utilties
0725-99-000360-00-300 |Utilties x
0725-99-000360-00-400 |Utilities
0725-99-000360-00-900 |Utilities-Corp O/H
0725-99-000365-00-300 |Utilities-168 —

0730-90-303020-00-400 |Payroll-Cahuenga-Syndication
0730-95-101012-00-100  |Payroll- TY-Guest Swves y T
0730-95-101014-00-100  |Payrol-T%-0p's &dmin
0730-95-101016-00-100  |Paproll-T-Post Coordinators
0730-95-101017-00-100  |Payroll-TW-Account b anagers
0730-95-101018-00-100  |Payroll- TV-Reception
0730-95-202012-00-200 |Paproll-Studio-Guest Svos
0730-95-202014-00-200 |Payroll-Studio-0p's Admin
0730-95-202015-00-200 |Use 710-80-2021593-00-200 anly
0730-95-202022-00-200  |Paproll-Studio-Clent Swves
0730-95-202023-00-200 |Payroll-5tu-Client Ser RepwE

GoTo Key: 0730-00-300000-00-===

The main difference is the entry of the GoTo Key:

% As each numeric digit is entered, the system will attempt to redisplay showing the
closest Goto Key account

% For systems with more than one G/L Account Main segment, enter either the
Space-Bar, or the "-" character to indicate entry of the next Account Bank segment

% Only the G/L Account Main number is recognized. Don't bother trying to enter the
Profit Center portion

% In the above screen example, you could have entered 730- or 073090 to have
the system position itself in the grid as shown

% Once the number of digits in the G/L Account's Main number has been entered,
the GoTo Key fields is cleared, and a different number may be started
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3.4 Date "Lookup" Window

Throughout the Series 5 applications there is the need to enter dates. With each date entry
field there will be an icon J of a calendar located to the right of the field.

odbu.

bt Amount: § |

Ledger Date: |2229208 /| =

wument Date: (2292081 |5

Original Trs Entry A eference Fields:

ﬁ Code;

If you click on the calendar, a "Date Lookup" window will be displayed, from which you can
choose a date.

= Date entry "Lookup™ Window

Here is the "Date Lookup" window.

Select Ledger Date

Feb 2008 Feb v| 2008 v |
Sun Mon Tue Wed Thu Fri Sat
1 2
3 4 ] [+ i g ]
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 |
li
Y'ear kdanth
[ [1].4 ] [ Cancel ]

% Select a particular date by double-clicking it on the calendar

% Select a particular Month or Year by selecting it from the given drop down list
fields

% Move to the next or previous Years and Months by clicking on the navigate buttons
at the bottom
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% Exit without selecting a date by clicking on the Cancel push button

Date Range "Lookup" Window

Throughout each of the Series 5 applications there may be a need to enter a range of dates.
In most cases there will be an icon J of a small calendar located to the right of the fields.

Here is an example of selecting a range of Ledger dates in one of the G/L system's functions.

Display Filters

Set GSL Tranzaction Selection Filters __.

G/L Transaction Select Filters

Tranzactions for thiz function will be included bazed on whether their  respective fig

~ Yfith Ledger D ate: With Document |

8 ﬁ"ﬂ:lusive Hebeen: el "o
373170 E

Entered as:

Credits

If you click on the calendar, a "Date Range Lookup" window will be displayed, from which
you can enter the starting/ending dates, or choose from a variety of different date range
possibilities from a drop down select field.

= Date Range "Lookup" Window

The window for entering a range of dates, (or selecting one form a drop down list).
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W Select Ledger Dates Date Range

[Crert vior TN To
|?J'I]1J'I]B ~o 431708 3

[ <= Priar Manth ] [ MHext Manth =» ]

[ (1].9 ] [Ean-::el]

You may choose, or set, a given date range using a variety of methods:
< Enter the dates in the From and To fields

% Click on the little calendar icons to have a calendar displayed from which a data
can be chosen

% Click on the Prior .... or Next .... push buttons to adjust the dates accordingly

% Choose a particular date range from the drop down list
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™ Select Ledger Dates Date Range

Current kanth w From:

ALL Dates F/01/08 | o

Nnne e

D ates Entered

Earlizst-To-Date
Today

[ <= Pnar Manth ] [ MHext bonth = ]

Cument Week,

Current b anth [

Current Maonth Last vear
Current Quarker

T\ Current Quarter Last Year  JipE
Current YY'ear

—{ Month-To-D ate
CQuarter-Tao-Date
At rear-ToDate

Year-To-Date Last Year
Year-To-Maonth

Y'ear-To-tonth Last Year M
Last Week —

Last bonth I i
Last Quarter

Last ear :|
Last 12 Months

Last 12 Quarters
Last 12 Years :I

pta 3 %Ts Ago

LILL=2L PO L L W) | | e | Ll T congidered. ]

“liina,

73
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4 Starting and Using the A/R System

In order to use any of the Series 5 system applications, each user must go through a sign-on
process.

The following steps are required.
1. Signon using the users assigned User Code and Password.

2. Select the Company System that is to be processed. (If only one Company system
is defined, then this step is not required).

3. From the Main Menu screen, click the Accounts Receivable icon.

4.1 User Logon

Each user must first log in to use any of the Series 5 applications.

Key Information

Your Systems Manager, or designated "Gate Keeper"
must first create a User Profile before anyuser can
sign on to the system.

&+ User Logon Screens

1. Click onthe Series 5 application icon that has been set up on your desktop.

]

E

LS
- Accounting

T L

2. Enter your User Code and Password. [f setup by your Systems manager, the
Username Code will default to that defined by the SHSI_ USER_NAME DOS

Environment Variable.
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L] SHsI Series V Main Menu o |B] K

SHSI Series ¥ Accounting Systems

User Legon

Username : ||_|5E|=| |

|_ 0K | | Cancel |
Copynght [c] 2001 - 2010

SENTINEL HILL SOFTWARE INC.
For support dial: (800) EE3-8354

e You must enter the correct password to get into the system.

¢ You will have five attempts at entering the correct Username and
Password combination

e Your Systems Manager may have established the rule that passwords
must be renewed at some interval of time. (ie., every 3 months). If this is
the case, the system will warn you 21 days ahead of time, that you will
need to change the password. If it has expired, you will have to contact
your System Administrator, or your Gatekeeper to set up a new password
for you.

3. Ifyou have defined more that one Company System, select the company to be worked
with:
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Select Company System

Code - |5H5| I v| Sentinel Hill Software Inc.

[ 1] 4 ] | Cancel

= Defining a New Password

On occasion, you may be required to define a new password. You can have your Systems
Manager, or the designated Gate Keeper assign you a new password, or you can do that

yourself.

1. From the Main Menu's menu bar, click on My Own Setup, and from the drop down
menu, click on Change My Password. The following screen will be displayed:

Define my new Password

New Pazsword: m Cancel

2

Confirn New Pazsword: _‘

Pagzwords musgt contain at least 8 non-zpace alphanumeric characters,
with at least one being a numeric digit and one an alpha character.
"o cannat uze the same password you have had for the past 3 times.

2. Enter your old password
3. Enter your new password in both fields presented. There are a few rules about the
password you are allowed to use:
v" The password must contain at least 8 non-space characters
v' The password must contain at least 1 numeric digit and 1 alpha character
v"You cannot use the same password that you have used for the last 3 times
v" The password will time-out after a pre-determined period of time. (As setup by
your Systems Manager)

v If you fail to enter the password correctly after a number of tries, (as setup by
your Systems Manger), you will be disabled from logging in. You will have to
contact your System Manager to have your profile re-enabled.
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4. Click OK to proceed.

Series 5 Main Menu

The Series 5 Main Menu screen provides each of the bitmap buttons for each application that
has been defined on your system.

&*# Series 5 Main Menu

Launch the A/R application by clicking it's associated graphic.
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Basic Processing Procedures

Throughout the Series 5 system applications, a variety of functions provide standard
processing options screens. These are documented in this chapter and it's related sub-
topics.

Background or Night Processing

Many of the Series 5 applications provide the ability to execute a number of their reporting and
processing functions in the background as a batch job. You might choose to execute an
application as a Batch Job so that your terminal may be free to be used for other activity, or
so that a report could be delayed to be executed in the evening when the demands on your
computer system are less. In order to process jobs in the background a PC terminal, running
Windows, must be dedicated to executing the Batch Job Processor utility.

Some of the features of Batch processing:

» Jobs may be queued to one of 5 different Job Queues
» Jobs may be queued with different Priorities

» Jobs may be queued to execute after a specified time of day (for Night
Processing)

» Jobs may be defined as "Re-Occurring” at a variety of time intervals

» A Batch Job Manager can control and/or change individual jobs waiting
to be executed

» Each Job has a Parameter Control file that can be edited
» Each completed Job has an Execute Audit Log file that may be viewed

» Multiple Batch Job Processor may execute simultaneously

The ability to submit jobs to execute in the Background Job Processor is a privilege granted to
individual users for each application's menu functions. It is also possible to define the option
that a given operation MUST be executed by the Job Processor; and alternatively, that the job
must execute after 6:00 PMin the evening.
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5.1.1

Selecting Jobs for Background Processing

Only certain jobs have been set up to optionally execute using the Batch Job Processor.
These are mainly functions that generate reports, or functions that need to be executed every

night, or those functions requiring extensive CPU processing.

Processing Note

Batch Processing is a feature that carried over from the days when processors were
relatively slow compared to today. As such, only a limited number of functions have been
set up to execute in this manner. Ifthere are anyfunctions that you feel should be revised
to execute in the Batch, please make your request to the development team at Sentinel

Hill Software Inc.

If an application has been set up for Batch Processing, then typically on the last screen used
to enter processing options, there will be a prompt at the bottom. Set the check box if you
wish to execute the job in Batch. If the user's access for the given menu item is set such that
the job must be executed as a batch job, the check-box will be set, and disabled.

Repart: ARAGING.RPT Print an 478 Aging Report .. ’

Report Dptions | Good/Bad Customers | Customer Selects | Demographic Selects | Print Options

Select where to have this report printed to. Y'ou may chooze any combination of the pozsible destinations.
Reports that are ‘Bchived' to the Reports b anager can be browsed or reprinted at a later date.

r Direct Generated Document(s) to: i 45

[¥] Archive to Reports Manager

Screen Browser

] Print Queue: Lines/Page

[]5ave to:

L

Save as:

r Fieport Header Uszer Mote:

[Thiz text will appear at the top of the 13t page and may be uzed $o pou can perzonalize your report).

< Back ] Il:leale Hepon] [ Cancel ]

—

If you set the Execute as Batched Background Job check-box, the following options
screen is displayed:

Execute az a Batched Background Job
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i

You have chozen to have this process executed by the Backaround Processar.
You can have it execute later, and/or you can mark. it az a recurning job.

Youmay select to

have the jgb JobName: [A/R Aging Report |
executed ina -
. . h - TIari:
different job queue Batch lueue: | BATCH_INPUT v | Y
O Low
Frogiam: |ARAGERPT | ) Hormal
kll O High

'a Scheduled Processing:
You also can

. Dielaved Pracessing Dielay Hors: = Minutes: =
designate to have [+ 1 o |-

this job execute on - Fordfter  6:14 PM ([Today)
2 re-0ccUrring
basis. or delayed

,\Uﬂ’[ll a specific ’rlme_j

ReOccuring. | yo v|

[ Cancel l

Once the OK push button is clicked, then the job will be submitted to the Job Batch Queue to
walit for it's time to be executed. In the meantime, you may continue with other functions, or
exit the Series 5 application totally. Notice that every job is assigned a unique number. This
may be used to track the job using the Batch Job Manager.

= Batch Execute Setup Field Definitions

Job Name X(30)

By default, is the name of the Report or Operation. The job may easily be tracked by the
Batch Job Manager using this name.

Batch Queue drop-list

The system provides pre-defined Batch REPORTING v

Queue names. Each job may be dispatched BATCH INPUT

to a particular queue to be processed. Your BATCH_INPUT _

System'’s Manager may have defined multiple
A - PRODUCTION

gueues, each with different execute priorities, NIGHT PROCESS

or on different processors.

Program

This field defines the name of the Series 5 program this is executed. It may not be
changed.

Priority radio-buttons
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The priority will determine how quickly the ® Low
batch request is executed. The default setting O Normal
is determined from the User's access -
properties for the given application. ©_ High

Delayed Processing check-box

Should you wish to have this job execute at some designated time of the day, set this
check-box. You will then be able to set the Delay Hours and Minutes. The delay will
default such that the job would executed after 6:00 pm today.

Re-Occurring drop-list

When a job is initially queued, you may set this Mo N
option to have it automatically re-occur at one No

of the defined intervals. After it eventually Hourly [9-5)

executes, it will automatically re-queue itself to Daily [Mon-Fri]
execute. Note that any date parameters or Every Day of the Week
filters associated to the application, will
automatically be updated based on the given
interval chosen.

5.1.2 Batch Job Management

The Batch Job Manager is available to each of the Series 5 applications. Whenever an
application's function is queued to be executed by the Batch processor, an entry is recorded
in the Batch Job file. The Batch Manager allows you to view the status of the job, put it on
Hold, have it re-queued, or even delete it.

Accessing the A/R Batch Job Manager

From either the A/R Main menu, or any application, select Batch Job Processing
from the File drop-down menu.
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W SHSI Series ¥ General Ledger

Trx Inquiry  Operations  Financial Skat

3JL Compary Reselect, .,

Reports Manager. ..
Batch Job Management. .,
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&+ Batch Job Queue Manager Grid Screen

Maintenance and monitoring of the Batch Jobs is done with a Series 5 grid screen.

h -
n n
Manage Your Batch Jobs odity or Hold' jobs; or view their Erecution Log and/or Parameter FaSt B u tt O n S
files. Jobs are displayed in the order s due to be executed'.
Hold Modify Delete Job Params |j| Output Log Purge Select H
[ I I I I | | I old |PutaHold on the
| ) the selected Job

Job # User Company |[Pri | Scheduled After | Sys |[Job Name Stat Reocur

00000061 (USER UCC 050 | Mar 10/2006 10:18:17 AWM | Pl | Clear All Prior Selections Hold No . B

00000062 |USER ucc 050 | Mar 1072006 111911 AM | Pl | General Select for Biling Done  |Mo * MOd Ify MOdIfy the

00000063 |USER ucc 050 | Mar 1042008 11:1%:36.8M | Pl |Print Prednvoicing Report Done Mo propertles of the

USER UCC 050 | Mar 10/2006 11:13:57 &AM | Pl |Generate Invoices Done Mo [ .

00000065 |USER Uct 050 | Mar10/2006 11:52254M| P |Print "Proof” Invoices Done  |No Selected JOb

00000066 |USER ucc 050 | Mar 10/2006 17:52:44 AM | Pl |Print/Post Final Invoices Done  |No 2

00000067 (USER uCC 050 | Mar 10/2006  1:17:27PM| Pl |PostInwoices to /R Batch  |Done [No

00000068 (USER ucec o 050 | Sep 08/2006 122717 PM| Pl |Load UserwIP/Recap Charge W ait No = D I h I

~ Delete ‘ ebetet e selected
: (0]
Job |Display and edit the
- \ .
Params [Job's execution

Jobs are listed in the order that they will be processed. o E param eters Wlth

Notepad

Output [View the output log
Log |9enerated when

the selected job

was executed.

Purge [Have those jobs
satisfying a number
of filters deleted
from the system
Select |[Set filters for the
items that are
displayed in the
grid

= Modifying a Job in the Batch Queue

1. Inthe grid, navigate to the row listing the job that is to be modified.

2. Double-click the row, or right-click the row to have a drop-down menu displayed, then
click Modify, .... or just click on the Modify button in the "Fast Button" frame. The Job's
properties screen will be displayed.
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'm Batch Queue Job Maintenance

Job #: 0000D0D06G2 - Modify the Properties of

Froperties | Command Line |

Jobs may be regcheduled to be executed at a different ime and priority;
And they may also be marked as Re-Occuring,

JobMame:  General Select for Billing Swsterm: Pl
Submitted By:  USER Company:  UCC
Program;  BILLSELECT
Batch Queue: | BATCH_INPUT v | Priority:
e s | . 3 | ’V Crlow & Nomal O High
r Queued for Execution;
On 310706 ] el a [iT] 18] AM [ Reset Status to WAITING'

r Last Executed:

O Friday, March 10/2006 at:

1:22:37 PH

" Updat %[ Cancel |

3. Edit any given field as required. Note in particular, that if a job has been placed on
"Hold", or if it has completed, you can click on the Reset Status to "WAITING" check
box, and the job will be executed at the next opportunity after the specified execution

time.

4. You can also view and edit the system command line that is used to launch the

particular job. This is the shell or Command

Prompt command that is issued. YOU

SHOULD NOT NORMALLY EVER NEED TO EDIT THIS COMMAND LINE.

5. Click the Update push button at the bottom

of the screen.

= Batch Job Properties Screen Field Definitions

Batch Queue

drop-list
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The system provides pre-defined Batch REPORTING v
Queue names. Each job may be dispatched BATCH INPUT
to a particular queue to be processed. Your BATCH_INPUT
System's Manager may have defined multiple
gueues, each with different execute priorities, EPEDHDTUEESEESS

or on different processors.

Re-Occurring drop-list

A job that has already completed, may be set No 3
up to have it automatically re-occur at one of No

the defined intervals. After it eventually Hourly [9-5)

executes, it will automatically re-queue itself to Daily [Mon-Fri]
execute. Note that any date parameters or Evety Day of the Week
filters associated to the application, will Monthly
automatically be updated based on the given

interval chosen.

Priority radio-buttons

The priority will determine how quickly the ®  Low
batch request is executed. The default setting O Normal
is determined from the User's access o i
properties for the given application. High

Queued for Execution - Date and Time (mm/ddlyy)

You can set to have this job execute at some designated time of a particular date.

Reset Status to "WAITING" check-box

If a job has completed, or if it has been placed
"On-Hold", then you can reactivate it and have
it execute again. (Depending on the function,
you may have to re-edit the Job Parameters
to set up correct dates of report options).

= Grid Display Search options

You may search for specific records displayed in the grid using a number of relevant fields.

Click on the EJJ Search icon.

A search string may be entered for the following fields:

= Job Name
= Job Number
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= Grid Display and Purge Filters Screen

If your company makes use of Batched Jobs, over a period of time you may have a great
number of Job History records. You can limit the number of items that are displayed in the

grid. The same filter fields are also available to the Purge function.

1. Click on Selections in the "Fast Button" frame. The Archive Report selection filters
screen will be displayed.

'®m Batch Queue Job Maintenance

Batch Job P-U-R-G-E Selection Parameters:

Enter the appropriate parameters to select thoze Jobs that are to be deleted.

~ Batch Execute Queye:

) all
() Selected

~ Suztems:

OFA
) Selected N
~ Execute Date:

~ Compary System:;
@l | | o) P |
N

) Selected Sentine! Hill S otbware Ine. () Selected Ta

| ok | [ Cancel |

2. Set the applicable filters
3. Click the OK push-button. The grid will be redisplayed showing only those reports

satisfying the selected filters.

= Filters Screen Field Definitions

Systems radio-buttons & drop down list

Click the All button, or the Selected button with a specific application from the drop down
list. Only those jobs generated from the selected system will be listed.
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Company System radio-buttons & drop down list

Click the All button, or the Selected button with a specific Company for which job
records are to displayed or processed.

Batch Execute Queue radio-buttons & drop down list

Click the All button, or the Selected button with a specific Batch Queue. Only those jobs
generated and processed by by the selected queue will be listed.

Execute Date radio-buttons & (mm/dd/yy) entry fields

Click the All button, or the Selected button with a date range. Only those jobs that
executed within the range of dates entered will be listed.

= Putting a Job "On-Hold"

If a job has not yet executed, and for whatever reason, you want to put it on hold, you can do
so. (Perhaps to change a parameter or priority).
1. In the grid, navigate to the row listing the Job to be put on-hold.

2. Right-click the row to have a drop-down menu displayed, then click Hold, .... or just
click on the Hold button in the "Fast Button" frame.

3. A hold verification screen will be displayed. Click the Put On Hold button to proceed.

4. The Job's status will be set accordingly.

5. To re-activate the Job, you will have Modify it, and click the Rest Status to "WAITING"
check-box.

= Purging old "Completed" Job Control Records

Over a period of time, your users may have generated a great number of Job records. If you
wish, you may delete them to reduce the overhead, make available more disk space, or just

to get rid of them.

1. Click on the Purge button in the "Fast Button" frame.

2. The Purge options screen will be displayed. (This is the same screen as used for the
Grid Display filters).

3. Click the OK push-button. The system will remove all those jobs satisfying the
selected filters.
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51.3 The Batch Job Processor

In order to process any Accounts Receivable function jobs that might have been queued to be
run in the background, or at night, a PC terminal running Windows must be dedicated to
executing the Batch Job Processor utility. This is basically another Series 5 program that
gets launched from the Batch Job Management function.

Some of the features of Batch Processor Utility:

» The Processor Utility is launched from the File drop-down menu from
the Batch Job Manager

» Multiple instances of the Processor Utility may execute at the same time
on different client terminals

» Each Processor Utility may be set up to service jobs sent to a particular
Batch Execute Queue

» Each Processor Utility may be set up to service jobs generated for a
particular Company Systems

» Each Processor Utility may be set up to service jobs generated for a
particular application

» An Execution Log screen is available that displays the last 10 jobs that
have executed

» The window within which the Job Processor executes can be toggled
between two sizes. In Expanded mode it shows the details and log of
executing jobs; In Brief mode, it just shows a small general status
screen

= Launching the Series 5 Batch Job Processor Utility

From the Batch Job Manager screen:

1. Click on Start Batch Processor from the File drop-down menu. A prompt will be
displayed confirming the launch of the Job Processor.
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¥ Batch Queue Jobs Manager
Edit Wiew ShowMe Help

Queued Batch Job Service Handler

All eligible jobs For the Company and Batch Execute Queue that you
will select will be executed From this kerminal.
Are vou sure you wish to proceed 7

Properties

Start Batch Pro r :
Terminate Batch Processor,..

Purge Campleted Jobs...
Edit Selection Options. ..

1 00000061 - Clear All Prior

Exit

2. Click the Yes button, then the Job Service Handler screen will be displayed and
you will be able to set a number of filters that are used to select particular jobs that
are to be accepted. (By default All jobs will be processed).

i Queued Batch Job Service Handler E]|:,

for Comparny: Al

| Processing Status | Execution Log | Job Select Filters Status: Initializing
~ Spztems: Batch Execute Queue;
& al [OF]
() Selected () Selected

— Company System:

® | ﬂl

) Selected

’_ OK &l Quit Servicing Requests J

3. Click OK and the Job Processor will trundle off and wait for a job that it can
execute.

Processing Note
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The Batch Job Processor, when launched, is executed as an entirely new task in it's own
window. You can switch back to the Batch Job Manager window, exit that, and do
whatever you please without disturbing the Job Processor.

= Processing Status Tab Screen

As jobs are executing, you can view their status on the Processing Status tab screen. It
displays the jobs that is currently executing, or the last job that was executed.

"8 Queued Batch Job Service Handler IZI@I@

Batch Queve: ALL for Company;  ALL
for System:; ALL

Processing Status | Execution Log | Job Select Filters Status: - Executing Job # 00000075
EXECUTING THIS JOB
There are 0 job[s] waiting to be executed.
1 Jobs have executed so far. k
Executing: L
Job #:  DDDDODO?S Syztem: AR
Job Mame:  AZ/R Aging Report Compary:  PCA
Submitted By:  USER FRe-Occuring. Mo
Started at:  10:07:09 PM Elapsed time: 22 Hrz 7 Min 21 Sec
Switch to Brief Display l [ Quit Servicing Requests

= Execution Log Tab Screen

Atable is kept displaying the last ten jobs that have executed since the Job Processor has
started.
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"™ Queued Batch Job Service Handler IZII:JE

Batch Queve: ALL for Company: ALL
for System: ALL

Processing Status | Execution Log | Job Select Filters Status: Waiting

Here are the last 10 Batch jobs that were executed fram this Execution Seszian

Job # |zer Job Hame Syz | Compaty Finizhed
00000075 | USER A/R Aging Report &R | PCA Jul 15/2008 10:07: 26

N

Switch to Brief Display l [ Quit Servicing Requests

= Job Processor "Brief" Window

If you are not interested in view the progress of the batched jobs, you can switch the
window to a "Brief" display. From which you can switch back to an "Expanded" display.

o

| Queued Batch Job Service Handler

Statuz: W aiting

Stated:  9:50 pm on Tuesday. July 152008
Total Requests serviced: 1

[] Show the detail for requests being serviced
Enable Might-Time Hibernation [17:45 pm - 5:30 am)

[ Switch to Expanded Display Quit Servicing Requests

= Job Select Filters Screen Field Definitions

Systems radio-buttons & drop down list
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5.2

5.2.1

Click the All button, or the Selected button with a specific application from the drop down
list. Only those jobs generated from the selected system will be executed.

Company System radio-buttons & drop down list

Click the All button, or the Selected button with a specific Company for which job
records are to be executed.

Batch Execute Queue radio-buttons & drop down list

Click the All button, or the Selected button with a specific Batch Queue. Only those jobs
submitted to the selected queue will be executed.

Data Importing and Exporting

In several Series 5 applications, the ability to import or export data from/to external sources
has been implemented. There are standard import/export data screens that are displayed.

A number of different data formats are supported. These include:

> MS Excel Workbooks

> Tab Delimited Text

» Lotus Text (Comma Delimited with quotation marks)
» Slash "\" Delimited Text

» CSV Text (Comma Delimited)

Data Export Functions

Many of the Inquiry and assorted master Code Maintenance menu items offer the ability to
export data.
When selected, the following options screen is presented:
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L] A/R Open Item Inquiry

--Elg

Cuztomer: 000224 JPMORGAN CHASE BANK-LIEM Export Open ltems to Spreadsheet ...

Export Options | About Exporting

Select the Directory and Filename of the file that vour data is iz to be Dutput to.
Yau may alzo zpecify the format of the file and whether output iz appended to an existing file or nat. _ng

r COutput To

File Type: |EXCEL 2007 Workbook

=

Eolder: |[Z: AUsers\LarmyAD ocuments\S

HsIWUCC |

Filename: |Cust_l]l]l]224_[l penltems.XL5X Browse |

i
i, *.‘m—...}

= Selecting Export Format Options

Normally, the Export Options screen will be presented with all fields defaulted for the
particular application and function. However, you may want to revise the format of the output

data and where it is to be generated.

The following steps may be taken:

1. Determine the format of the data to be output. From the drop down list select from the

following:

Data Input Format

Comments

.+ EXCEL 2007/2010
Workbook

An Office 2007 or 2010 MS Excel workbook is opened,
and data is output directly to the 1st worksheet's
designated rows and columns. A maximum of 950,000
rows may be output to each sheet.

.-+ EXCEL 97-2003
Workbook

An Office 2003, or earlier, MS Excel workbook is
opened, and data is output directly to the 1st
worksheet's designated rows and columns. A
maximum of 65,530 rows may be output.

« Tab Delimited Text

The output columns of data are separated with the
<tab> character. A maximum of 65,530 rows may be
output.

«—+ CSV Comma
Delimited Text

The columns of data are output separated with a
comma <,> character. Strings are output within the
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double quote, <">, character. A maximum of 99,999
rows may be processed.

- 20/20 Text Formatted for an older spreadsheet utility.

The columns of data must be comma separated with
~+ Lotus Text quotation marks around each field.

.-+ Slash Delimited |The columns of data must be separated with the "\"
Text character.

2. You may then select the folder to which the file is created and the name of the file. You
can click the push button to locate or change the location.

= e W UTRGaGwe

Jider: |E:\Dncuments and Settingsilarry Carlzen\My DocumentsASHSIAUCE F#
"=h&ME: |EL_.A-::t:uunts.XL5 | Browse
N ﬁ
k‘ (%) Re-Create ) Append

gl e,

Thin Client Processing Tip

If executing as a Thin Client user you should select output as Tab Delimited Text. Over a slow network, output
to an Excel Spreadsheetis disgustingly slow. If you want the output to be on your PC, then make sure that the
"Thin Client" Unix Home Page in your User Logon Profile contains a path on the UNIX server. (Files are
actually 1st created on the UNIX server, then copied to the PC client).

= Field Definitions

File Type: drop-down list

Select the file type that is to be generated. This field will default to the type that is defined
in the Series 5 User Logon Profile. (Note that if the the particular import/export function
requires a specific format other that an Excel Spreadsheet, the default from the User
Logon Profile is not set as the default).

Folder: X(90)
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Enter the name of the directory folder to which the exported data is to be written to. This
will default to the directory path defined in the Users Logon Profile established by your
Systems Manager. You may click the Browse button to select a different folder.

You may click on the Browse button to locate the desired directory. Only those folders
which are descendants of the root directory, of that which is defined by the Folder field,
can be displayed. So if you wish to choose a folder on your "C" drive, enter C:\ in the
Folder field before clicking the "Browse" button. Setting the Folder field blank, or to a path
that does not have a drive letter designation, would result in only being able to browse
descendants of the user's default working directory.

Filename: X(50)
The filename will default to a name applicable to the type of data. You may change if you
So desired.

= About Exporting Tab Screen

Along with the Export Options tab screen there will be an About Exporting tab screen. This
provides the operator with information about which fields are output to which columns,
(assuming MS Excel output).
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‘" A/P Distributions Inquiry

Export AP Distributions to Spreadsheet & Optionally email to recipient ...

| Export Filters | Export Options | About Exporting

For wour information ... The following Spreadsheet Output fields are ge

Column Field

Aot Main 1
AcctMain 2
Aot PCr

Lgr-Date
Daoc-Date
Amovint
Type
Froject

M arrative

Fef-Batch
Ref-Doct
Ref-Code
Wendor-M ame

Currency
Exch Rate
Foreign Amt

Do mW oO=Z=Zrr /A= "I oM Mm@/

Format

903
(4]
)]

MDD
MDD

-93,999,999.59
S[4)

5[10)

%[30)

#[E]

9[10)

=[]
-93,999,999.99
#[4]

99,9999
-93,999,999.99

R,

The codes displayed under the Format column indicated the type and size of the data. Here
are some examples:

Data Format

Comments

—+ X(30) 30 character alphanumeric
- 9(6) 6 digit numeric integer
- MM/DD/YY 6 digit date in mm/dd/yy order

— -9,999,999.99

signed numeric amount with 2 decimal places
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- 9(8)-9(5) GIL Account # 999999999999999999-99999

- S9(9)

signed 9 digit integer

5.2.2 Datalmport Functions
Many of the Inquiry and assorted master Code Maintenance menu items offer the ability to

import data.
When selected, the following options screen is presented:

L] A/R Open Items Load

Import Open Items from Spreadsheet ... with Doc # Remap Report: REMAPARDOC.LST

Import Bemap Option | Print Options Import Options | About Importing

Select the Directory and Filename of the file that iz to be Input.
Yau may alzo zpecify the format of the file. _L?

r Input From:

File Tvpe: | EXCEL 2007 Workbook ~|

Eolder. |E:\U sersiLanyiDocumentsASHSINUCC |

Eilename: | AR_Dpenltems_In.XL5¥] Browse |

L

S ol s B g G e L ae e J_r..!""'“ —_— o ,.__---.j

= Selecting Import Format Options

Normally, the Import Options screen will be presented with all fields defaulted for the particular
application and function. However, you may want to revise the format of the input data and

where it is to be loaded from. The following steps may be taken:
1. Determine the format of the data to be input. From the drop down list select from the

following:
Data Input Format Comments
- EXCEL 2007/2010 [An Office 2007 or 2010 MS Excel workbook is opened,
Workbook and data is read directly from the 1st worksheet's
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designated rows and columns. A maximum of 950,000
rows may be processed.

An Office 2003, or earlier, MS Excel workbook is
= EXCEL 97-2003 opened, and data is read directly from the 1st

Workbook worksheet's designated rows and columns. A

maximum of 65,530 rows may be processed.

The input columns of data must be separated with the
- Tab Delimited Text/<tab> character. A maximum of 65,530 rows may be

processed.

The columns of data must be separated with a comma
.-+ CSV Comma <,> character. Strings must begin and end with the
Delimited Text double quote, <">, character. A maximum of 99,999

rows may be processed.

-~ 20/20 Text Formatted for an older spreadsheet utility.

The columns of data must be comma separated with
~+ Lotus Text quotation marks around each field.

.-+ Slash Delimited |The columns of data must be separated with the "\"
Text character.

2. You may then select the folder from which the file is to be loaded from and the name of the
file. You can click the push button to locate or change the location.

ik From; S—

“2Ivpe; | EXCEL Worksheet v

Folder: |E:"\Du-::uments and SettingsiLarmry CarlzentMy Documents\SHSILWUCC |

Fone. [AR_TaxCodes_In.XLS | Browse f

P,

Thin Client Processing Tip

If executing as a Thin Client user you will appreciate considerably faster processing of large data files when
you process inputas Tab Delimited Text. Over a slow network, inputto an Excel Spreadsheetis disgustingly
slow. If loading the input from your PC, then make sure that the "Thin Client" Unix Home Page in your User
Logon Profile contains a path on the UNIXserver. (Files are actually 1st copied to the UNIXserver, then read

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Basic Processing Procedures 101

into the system).

= Field Definitions

File Type: drop-down list

Select the type of data that is to be loaded. This field will default to the type that is defined
in the Series 5 User Logon Profile. (Note that if the the particular import/export function
requires a specific format other that an Excel Spreadsheet, the default from the User
Logon Profile is not set as the default).

Folder: X(90)

Enter the name of the directory folder from which the imported data is to be read from.
This will default to the directory path defined in the Users Logon Profile established by
your Systems Manager. You may click the Browse button to select a different folder.

Filename: X(50)
The filename will default to a name applicable to the type of data. You may change if you
so desired.

= About Importing Tab Screen

Along with the Export Options tab screen there will be an About Exporting tab screen. This
provides the operator with information about which fields are output to which columns,
(assuming MS Excel output).
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® Tax Codes Maintenance

Import Tax Code Information:

Import Options | About Importing

For your information ...

when loading Tax Codes from spreadsheet, you may
specify pre-defined Proceszsing Directives in column 1:

*BADDZ - All Tax Codes for rows following will 15t be deleted. then updated wit
%DELEX - All Tax Codes for rows following will be deleted from the A/R system.

Column Field Format
1 Tax Code #[B]
2 Dezcription w[30]
3 Perzentage 93,939
4 Liability Acct [Bank 1] 90
] Liability Acct [Bank 2] a0
B Liability Aicct [Bank 3] 9[k]
7 Liability Aot P Clr 9(5]

The codes displayed under the Format column indicated the type and size of the data. Here
are some examples:

Data Format Comments
- X(30) 30 character alphanumeric
- 9(6) 6 digit numeric integer
- MM/DD/YY 6 digit date in mm/dd/yy order
.~ -9.999 999.99 signed numeric amount with 2 decimal places
- 9(8)-9(5) G/L Account # 999999999999999999-99999
- S9(9) signed 9 digit integer
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In some of the import functions, you can specify a Processing Directive in column 1 of your
input data file. These are basically commands that direct the system to process the rows of
data following in a special way. These commands are typically only provided for the input of

Master Code records.

Pseudo Command

Comments

w— %RADD%

If the data record being input is already defined on file, it
is 1st deleted. Then a new record is written with the
data loaded. (In some cases, the record being written
may have other fields that would be initialized when the
new record is written.

w—+ Y%DELE%

Once a Master Code is identified, the associated record
on file is deleted. No data is subsequently input.

5.3 Record Processing Filters

In each Series 5 application, there is normally a primary Master Code or Transaction that is
typical to most reporting and query activities. As such, in these functions, there is usually a
screen that displays a number of fields associated to the Master Code or Transaction that
may be set in order to limit the records or transactions being processed.

These filtering or selection screens provide the ability to select all codes, ranges of codes, or
selected codes of the assorted Master Codes.

5.3.1 Customer Filters

Most reporting and inquiry functions available in the Accounts Receivable application, are
based on the A/R Customer Master record. These routines provide the operator an
opportunity to set filters such that only selected customer are reported or inquired. The
following screen is presented where applicable:
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\

(Click to have a window
displayed from which specifc
Custamers may be selected

Report: Frint a report listing the Customers currently on file using assorted selection criteria,

Report Dptions | Customer Select Filters | Demographic Selects | Print Oplions

Customers for this report will be included bazed on whether their iespective fields match the selections made below.

Inlzude Customers Based Or:

J/

(Click to have 2 windows
displayed from which specific
Custorner Types may be
Lselected

(Click to have awindaws
displayed frorm which specific
Sales Reps may be selected

Custamer|(s):
@Al Customer Status: Credit Rating Code: Email Status:
Selected @ al @Al @al
L 8 i ©) Ony Active O OnHOLD © Only Enabled
() Only Cancelled | ) On STOP () Only NOT Enabled
ok [
Customer Type(s]
or] Inlcude Custamers Matching:
| O Selected City: | | StatedProw: |:|
O 4 Riange Country: ‘ |
Frimary Phone firea Code,
Sales Representativels):
@Al Tar Codes:
- 85e|ected Tax1 i T2 [ i
A FRange

Sales Ternitary: l:lﬂ

[ Fields left blank are MOT considered in the selection process. |

In particular, for Customers, Customer Types and Sales Reps, you may choose to provide
filters for Selected Codes or a Range of Codes. If the A Range radio button is clicked, then
enter the starting and ending codes for the range of items that are wanted on the report. It
the Selected radio button is clicked, then a window will be displayed from which you can
select codes that are to be reported.

= Field Definitions

Customer(s)

radio-buttons

Click to include all, selected or a range of Customers that are to be processed.

® Al All Customers are considered

O Selected A window is displayed from which specific items may
be chosen

C A Range Specify a Starting and Ending Customer Code for a
range of items to be processed

Customer Type(s)

radio-buttons

To consider only those Customers that have been assigned as being a particular
Customer Type, click to include all, a selected or a range of Types.

@ Al All Customers are considered regardless of Type
O Selected A window is displayed from which specific items may
be chosen
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O A Range Specify a Starting and Ending Customer Type for a
range of items to be processed
Sales Representative(s) radio-buttons

To consider only those Customers that have been assigned to particular Sales
Representatives, click to include all, a selected or a range of Sales Reps.

@ Al All Customers are considered regardless of Sales Rep

C  Selected A window is displayed from which specific items may
be chosen

O ARange Specify a Starting and Ending Sales Rep Code for a
range of items to be processed

Customer Status

radio-buttons

To consider only those Customers that have been flagged as having a given Status, click
the appropriate radio button.

@ Al

All Customers are considered regardless of status

C Only Active

Only those Customers whose status is Active.

©  Only Canceled

Only those Customers marked as being Canceled will
be processed.

Credit Rating Code

radio-buttons

Each Customer may have a Credit Rating status assigned to them. Consider only those
Customers with the status as clicked.

® Al

All Customers are considered regardless of Rating

O Different Name

Only those Customers whose Remit-To Company Name is
different from it's own name will be processed.

O Different Only those Customers whose Remit-To address is different
Address from it's own address will be processed.
O Either Only those Customers whose Remit-To name or address is
different from it's own | be processed
Email-Status radio-buttons

To consider only those Cu

stomers that have or have not been enabled to have their

Customer Statements emailed to them.

® Al

All Customer are considered regardless of status

©  Only Enabled

Only Customers enabled for emailed statements are
processed

©  Only NOT Enabled  |Only Customers NOT enabled for emailed statements

are processed
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with Matching - City X(25)

Select only those customers whose City matches that entered. Leave the field blank if it
is NOT to be considered as a filter.

with Matching - Country X(20)

Select only those customers whose Country matches that entered. Leave the field blank
if itis NOT to be considered as a filter.

with Matching - State/Province X(5)

Select only those customers whose State or Province matches that entered. Leave the
field blank if it is NOT to be considered as a filter.

with Matching - Primary Phone Area Code 9(3)

Customers have phone numbers. Select only those customers whose Area Code
matches that entered. Leave the field blank if it is NOT to be considered as a filter.

with Matching - Tax Code 1 X(6)

Customers are assigned a primary Tax Code. Select only those customers whose Tax
Code 1 matches that entered. Leave the field blank if it is NOT to be considered as a
filter.

with Matching - Tax Code 2 X(6)

Customers are assigned a secondary Tax Code. Select only those customers whose
Tax Code 2 matches that entered. Leave the field blank if it is NOT to be considered as a
filter.

with Matching - Sales Territory X(5)

Customers may be assigned to a particular Territory. Select only those customers
whose Territory Code matches that entered. Leave the field blank if it is NOT to be
considered as a filter.
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= Selecting Specific Customers, Customer Types or Sale Reps for Reporting

If you clicked to have Selected Customers, Customer Types, or Sales Reps from the
Customer Select Filters screen, then a window, similar to the one that follows, is
displayed. From the grid display on the left, double-click the items that are to be included
in the report, or query.

'-./-

-

Select G/L Account{s):

Select itemsz to be associated with:

Trial Balance

/03_

Ed

Available G/L Account{s]:

4040-303

S W X, ¢

4\

MHaon-Dues Revenue
Mon-Dues Revenue
Mon-Dues Revenue
MHon-Duesz Revenue
Mon-Dues Revenue
Mon-Dues Revenue
Maon-Dues Fevenue
Mon-Dues Revenue
Mon-Dues Revenue
Mon-Dues Aevenue

-Dues Revenue
Mon-Dues Revenus
Mon-Dues Revenue
Mon-Dues Aevenue
Mon-Dues Revenus
Mon-Dues Revenue
Mon-Dues Aevenue

L1

A3

44

A
.

GoTo:

s 4

4040

al
7]

Select All --»

<= Clear Al

&dd -

<-- Bemaove

Selected:

00a0-105
noac-11a
0oag-200 -
00a0-205

4040-343
4040-352

4040-306 &

040340 *
11350

»

0000-203 -l

P

1] ! LCancel |

pane, that has already been selected.

Click to have "ALL" items selected or unselected.

@J button to have it unselected.

Double click an item in the left pane to have it included.

Search for a particular code by clicking on the |ﬂ binoculars icon.

Use the grid navigate buttons to move through the list of possible items.

The codes of those Items that have been chosen are displayed in the right pane.

4
Click on the vl push button icons to position to the previous or next item, in the left

When a particular previously selected item is highlighted in the right pane, click the
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8. If you know approximately the code that you wish to select, start typing it. As each
character is keyed in, the system will reposition itself to the closest matching item,
and redisplay the items in the left pane. As each character is typed, it will be displayed
as the GoTo string. To clear the GoTo string, press the <Esc> key on the keyboard.

Processing Tip

Selecting specific items in this manner requires more overhead when
processing. If possible, you should select a range of items from the
filters screen.

5.3.2 Customer Demographics Filters

As well as being able to set filters associated to the Customer Master records, you may also
set filters for the Customer Demographic codes that have been assigned to your Customer
Master records. These routines provide the operator an opportunity to set filters such that
only selected customers, based on whichever Customer Demographics have been assigned
to them, are reported or inquired. The following screen is presented where applicable:
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- [Bx

Repart: Print a report listing the Custamers currently on file using assorted selection criteria.

For a Customer to be included in this application, they must match  each of the Selections Criteria that you specify below.

| Report Options || Customer Select Filters | Demographic Selects | Print I]plinns|

— Company Sizels):

@ Al
() Selected

Geograph Fegion(s):

@ Al
() Selected

 Industry Code(s):

@ Al
() Selected

— Mazcot(z]:
CAT. FISH, PANDA.

[l

— SAS Level(z):

(@ 4l
() Selected

Bek | | N% [ Cance |

For each Demographic Code, you may choose to provide filters for Selected Codes or a
Range of Codes. If the A Range radio button is clicked, then enter the starting and ending
codes for the range of items that are wanted on the report. It the Selected radio button is
clicked, then a window will be displayed from which you can select codes that are to be

reported.

Point of Interest

Please note that the Demographic Codes are dreamed up by
you, the user. The screen here shows some creative, or
maybe not so creative, examples.

= Field Definitions

Xxxxxx Code(s)

radio-buttons

To consider only those Customers that have been assigned a particular Demographic
Code, click to include all, or selected codes.
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® Al All Customers are considered
O Selected A widow is displayed from which specific items may be
chosen

= Selecting Specific Demographic Codes

If you clicked to have Selected a code from the Demographic Selects screen, then a
window, similar to the one that follows, is displayed. From the grid display on the left,
double-click the items that are to be included in the report, or query.

Select Mascot(s):

Select itemsz to be agzociated with:  Customers for thiz Report

Available Mascot[z]: Selected:
[ AR B | CAT
DOG Dogz FISH
SIFISH | Salmen o | ¢l PANDA -
LIOMS Liohz 'ﬂl
MOMEEY | bMonkey |
o | PAMDA  |Panda Bears
UNICOR | Mystical Unicom | el
k ¢~ Clear Al
» — _
- |
il .
vl

Customers with codes that matches at least one of L 0
the 'Selected’ items will be eligible for incluzion,

-

] [ Cancel

1. Double click an item in the left pane to have it included.

2. The codes of those ltems that have been chosen are displayed in the right pane.

3. Search for a particular code by clicking on the |ﬂ| binoculars icon.

4
4. Click on the vl push button icons to position to the previous or next item, in the left
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pane, that has already been selected.
5. Click to have "ALL" items selected or unselected.
6. When a particular previously selected item is highlighted in the right pane, click the
¢-- Remove

button to have it unselected.

7. Use the grid navigate buttons to move through the list of possible items.

Processing Tip

Selecting specific items in this manner requires
more overhead when processing. If possible, you
should select a range of items from the filters
screen.

Report Generation and Printing

Most of the Series 5 applications generate reports or forms that need to be printed. The
system offers a variety of options for selecting the format in which reports are generated and
how they are actually to be printed. Reports may be generated as follows:

Viewed by the Series 5 Report Browser
Printed to a selected printer

"Archived" for later reference

Saved as an ASCII text file or MS Word file

Emailed to specified recipients

YV V V V V V

Any combination of the above

When a report is to be actually printed, any of the Series 5 defined Print Queues may be
selected. An unlimited number of Printer Queues may be set up by your System
Administrator. Each Queue has a variety of properties associated that means you can pretty
well print to any of your network defined printers using different fonts or margin settings.
(Refer to the chapter on Defining Series 5 Print Queues in the Systems Management
Help or manuals).
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5.4.1 Report Options Screen

When any kind of report or form output is to be generated, the following window screen is
displayed:

E Vendaor Type Codes Maintenance | E] S
Feport: WENDTYPE LST Frint a lizt of the Wendor Tepe Codes cunently on file
Print Options
Select where to have this report printed to. v'ou may chooge any combination of the pozsible destinations.
Reports that are ‘Archived' to the Reportz M anager can be browsed or reprinted at a later date. _?

r Direct Generated Document(z] bo:

[v¥ Screen Browser [ Archive to Reports Manager

¥ Print Queue: [WPRINT3 WinPrint [Courier-10 Compress)
| ﬂ Standard Courier 10 pt [Compressed)

FreCaptured Printer: [LASER_LAMD] - hp Laseret 1300 PCL & # of Capies: IZI I

¥ Save to: |C:\Users\Lalry\Ducuments\SHSI\PEA

Save as: |MS WORD [Printed) j To Captured Frinter: Browse
|EanonPnltlat j
Send a copy to E-Mail Recipient; [ hp LaserJet 1300 PCL 6

r Report Header Uzer Mote:

|A list codes for Rembrandt |

[Thig tet will appear at the top of the T2t page and may be uzed =0 vou can perzonalize pour report).

Create ﬁepult! LCancel |

&+ Selecting Report Generation Options

Normally, the Print Options screen will be presented with all fields defaulted for typical report
handling. However, you may want to revise how and where the report is to be generated.
The following steps may be taken:

1. Determine where the generated report is to be directed. Click the appropriate check-

box. You may choose one or more from the following:

Output To Comments
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Output is displayed to the screen using the
Screen Browser Series 5 Report Browser| .7,

Output is saved as an "Archived" report. It
may be viewed and reprinted using the
Archived to Report Manager |Series 5 Report Manager! ). It will remain
on the system until purged.

Output will be directed to the selected
Series 5 Printer Queue. This may be any
printer that has been defined on your

_ network. When selecting to output to a
Print Queue Printer Queue, you may select to have up
to 9 copies printed, (as long as that feature
is supported by your operating system,
and printer).

Saved to Disk as an MS Word |The output is written to an MS Word
Document Document in the specified folder.

The output is written to an MS Word
Saved to Disk as an MS Word [Pocument in the specified folder. Itis also
Document and printed printed to the designated Captured Printer
from within Word.

The output is written as a text file to the

Saved to Disk as an ASCI Text [SPecified folder. This would be useful only
if you needed to parse the file with some

file 2(
3rd party utility.
Saved to Disk as a PDF The output is written to a PDF Document
Document in the specified folder.

2. When selected to direct the report output to a Printer Queue, you may select a Series
5 Printer Queue from the drop down list. (The list will contain each of the printers
that has been assigned to the particular Company System that you are working
in). When the Print Queue has been selected, the system will echo the Description,
the Font, and if applicable, the network assigned printer name of the Captured printer.

v ucreen Browser v Arcrive w o nicpus Mar.ager
=
¥ Print Queue: [WPRINT3 - WinPrint [Courier-10 Comprezg]
L | J Standard Courier 10 pt [Compressed) !-—-"
‘ PreCaptured Printer: [LASER_LAND] - hp Laser]et 1300 PCL & m # of Copies: E
- — —_—

—

3. When selected to direct the report Saved To Disk you must select to save it as an MS
Word Document, an MS Word Document Printed, a PDF Document, or an ASCII Text
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File. In either case you need to have specified the folder to which the file is saved. The
default is the directory that is defined in the Series 5 User's Logon Profile field labeled

as the User's "My Documents” folder Pathname. You can click the push
button to locate or change the folder where the file is to be stored.

| rigapluEu FTINGEE _anon_ooiol]  —ari..

Save to: |C:ADocumentz and SettingsiLany CarlsentMy DocumentsASHSIAUCC | j":'
-

! - Save as. | o wWORD (Printed) " To Captured Printer: ’

LASER_LAND +
‘ Send a copy to E-Mail Recipient [ | hp Laserlet 1300 PCL &

A

SEL

4. If saving to an MS Word Document Printed, then after generated, the document will
be printed from within Word. You will need to select a specific Captured Printer.
Captured Printers are defined by your Systems Manager using the Captured Windows
Printers maintenance function available from the Series 5 main menu under the
System Maintenance drop down sub-menu. (Refer to the chapter on Defining Series
5 Captured Windows Printers in the Systems Management Help or manuals).

Setup Tip

If you wish to be able to generate your reports as Word or PDF documents, your Systems Manager must have
defined pertinent variables in the AcuGT runtime configuration file. For simple reports you specifically need to

have set up the variable MSWORD-DEFAULT-SPECS. This defines whether the documentiis
generated as Portrait or Landscape, the Font Name and Font Size and an optional Template that might be

applied to the document when itis created. (Refer to the chapter Setting up for MS Word in the
Systems Management Help or manuals.)

If templates are used to format the output to MS Word or PDF documents, they must be installed on each
user's individual client PC. On Windows XP clients, these must be saved to the C:\\Documents and Settings
\<PC UserName>\Application Data\Microsoft\Templates folder. On Windows VISTA and Windows 7 clients,
these must be saved to the C:\Users\<PC UserName>\AppData\Roaming\Microsoft\Templates folder.

For users of Office 2003 the file must be named with a xxxx.dot extension. For users of Office 2007 or
later, the file must be named with a xxxx.dotx extension.

5. When a report is saved to disk, you may also select to have the generated disk file
email to a given recipient. Set the check-box accordingly. After the report is generated,
the window to send an email will be displayed. You can select the recipient(s), and edit
the text of the message and click the Send button to send the email.
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! File Edit ew Insert  Format  Tools  Ackions  Help

i :-95end | Accounts - -||A|B | =

This message has not been sent,

] |Iarryc@sentinel-hill.cum: |

|
e ]| R |

Subiject: Repart: TERMCODE.LST - 4:00 pm on 7/03/08 |
Attach... |TERMCODE.L5T.DOC (20 KE) | [ Attachment Cptions. ., ]

Attached to this emsil is the AR report TERMCODE.LST, as a
Microsoft WORD docuwment,

generated by USER at  4:00 pim on  7/03/03 for Company TCC.

Protected MS Word Documents

When reports of forms are output as MS Word Documents, they are generated in protected "Read-Only"
mode. If you really need to un-protectit, the password is SENTINELHILL.

= Field Definitions

Screen Browser: check-box

Set the check mark to have the report displayed to the screen using the Screen Browser
utility.

Archive to Reports Manager: check-box

Set the check mark to have the report output as an "Archived Report". This may later be
viewed and/or reprinted from the Reports Manager.

Print Queue: check-box
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Set the check mark to have the report output to a printer.

Print Queue: drop-down list

Select the the Series 5 Printer Queue to which the report is to be output to.

# of Copies: 9

When outputting to a Printer Queue, you may specify how many copies are to be printed.
You can print up to 9 copies. This is a feature that is offered only on Windows XP, Vista
and Windows 7, and is dependant on the type of printer and it's drivers. When multiple
copies are chosen, they are printed collated.

Save To: check-box

Set the check mark to have the report output to a disk file, or folder, on your system as
either an MS Word Document, a PDF Document, or a simple ASCII text file.

Save To: X(90)

Enter the name of the directory folder to which the saved-to-disk report is to be written.
This will default to the directory path defined in the Users Logon Profile established by
your Systems Manager.

You may click on the Browse button to locate the desired directory. Only those folders
which are descendants of the root directory, of that which is defined by the Save-To field,
can be displayed. So if you wish to choose a folder on your "C" drive, enter C:\ in the
Save-To field before clicking the "Browse" button. Setting the Folder field blank, or to a
path that does not have a drive letter designation, would result in only being able to
browse descendants of the user's default working directory.

Save As: drop-down list

Select to have the output saved as an Office Word document, an Office Word document
that is printed from Word, as a PDF document, or as an ASCII text file. If chosen to Save
to "MS Word Printed”, then you must select the Captured Printer to which the report is to
be printed.

To Captured Printer: X(12)

If chosen to Save to "MS Word Printed", then you must select the Captured Printer to
which the report is to be printed. This must be a valid network printer that was captured
using the Captured Windows Printers maintenance function available from the Series 5
main menu under the System Maintenance drop down sub-menu. (Refer to the Systems
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54.2

Management Help if required).

Send a copy to E-Mail Recipient: check-box

If chosen to save the report to a disk file, you may also select to have an email sent with
the generated disk file as an attachment. Set the check mark to have the report emailed.

Report Header User Note: X(100)

If you need to personalize the report, the text you enter here will be printed at the top of the
1st page.

Report Browser

When selected to direct a report output to the Screen Browser, or from the Reports Manager
you have selected a particular report, the Series 5 Report Browser screen window will be
shown.

H=3

® Report Browser

Fepot:  ARACOUNT.LST

|F‘age Tof 12 |Searc:hf0r:| V| ﬁlﬂlﬁl |GDT0P3991 D@I@I

:‘j 5
Click for the Prior or Next =
Enter a string to be page o be displayed L
ALLOUHTSHUMEER searched for, then click
the hinoculars
001-0118-040 - CHASE BANK GEMERA N ‘
A81-8286-848 - UISA Paymentech Clearind .
803-0106-040 - ACCOUNTS RECEIUABLE N Dirag the outer slide barto move
004-0108-040 - UNBILLED REVENUE N through the pages of the report
004-0408-040 - INUOICED REVENUE CONTROL N
004-9008-040 - INUODICED REVU ADJ CLEARIMNG N
B05-0106-040 - UNBILLED REIMBURSABLE EXPENSES n
011-0657-060 - ALL FIRST BANK - DFS N
011-0668-020 - FIRST UNION BAMK - DR N
011-0661-060 - FIRST UNION BAMK - DFS N
811-0698-040 -
011-0698-040 - DEPOSITS - ilien N
811-0702-040 - CHASE HOUSTON COUNTY SEARCH N
011-2020-060 - DE-SOS FILIMG-DEPOSIT N
811-20208-100 - DE-SOS FILING-DEPOSIT N
011-2021-060 - TX-SOS FILING-ACH N
811-2021-100 - TX-SOS FILING-ACH N
011-2022-040 - NC-SOS FILIMG-ACH N
011-2022-060 - NC-SOS FILING-ACH N
811-2022-100 - HC-SOS FILING-ACH N
811-2023-060 - HO-SDS FILING-ACH N
811-2023-100 - MO-SOS FILING-ACH N
011-2024-040 - MS-SOS FILING-ACH N
011-2024-060 - MS-SOS FILING-ACH N
011-2024-100 - HS-SOS FILIMG-ACH N
811-2025-060 - AK-SOS FILING-ACH N
811-2025-100 - AK-SOS FILING-ACH N
011-2026-060 - OK-SOS FILING-ACH N
011-2026-100 - OK-SOS FILING-ACH N
811-2027-040 - UT-SOS FILING-ACH N
011-2027-060 - OK-SOS FILING-ACH N
011-2027-100 - UT-SOS FILIMG-ACH N
011-2028-060 - KY-S¥S FILING-DEPOSIT N a
011-2028-100 - KY-SOS FILING-DEPOSIT N _
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You may navigate around the report in number of ways:

Graphic or Control to click

Action

Slide bar to the right

Position to up or down through the pages
of the report. As you drag the slide bar, the
1st data line of each page is displayed at
the bottom of the screen.

Search for: | IMAGES VIEWED

Enter a search string. This may be text, or
a number as it would be printed in the
report. The drop down list contains
previously entered search strings.

|#4]

Search for the entered search string. The
page where the string is found will be
displayed, and the line containing the text
will be displayed in red.

| 4] ]

Search Forward or Backward for the
entered search string.

Go ToPage: |1

Display the select Page.

& @

Display the Prior or Next page of the
report.

5.4.3 Archived Reports Management

The Reports Manager is available to each of the Series 5 applications. Whenever a report is
generated, the operator may have chosen to direct the output to be "Archived”. These
archived reports may be viewed and printed using the Reports Manager.

Accessing the A/R Reports Manager

From either the A/R Main menu, or any application, select Reports Manager from

the File drop-down menu.
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W SHSI Series ¥ WEB Management

Exit

Inquiry  Operations
Reporks 5
Batch Job Management. ..

w& Web Access

Manager,..

=+ Reports Manager Grid Screen

Maintenance of the Archived reports

Reports

Cod

119

is done with a Series 5 grid screen.

"Fast Buttons"

Re-Print

Print the selected
report

Browse |Browse the selected
report
Delete |Delete the selected

Archived report

= Viewing an Archived Report

All reports by USER You may browse ar re-print any of the following reparts.
] 7]
Seq#t [7]| System [Repoit Mame [][.] [Author Created [] Time| # of Pages
000183 Fl PAYTEK_REVIEW RN |USER June 16/2006( Thu 215:46 PM 3
000184 Pl PIARPOST.JRN USER June 15/2006| Thu 22442 PM 12
000185 AR |SALES_000071.JRN USER June 15/2006| Thu 2:48:21 PM 14
000187 Pl PI_200606208. NV USER June 20/2006| Tue | 10:51:25 AM 21
000188 AR |ARACOUNTLST USER September 23/2006|Fri 1:08:44 PM 1z
ooo189 Fl GENWIPTRX.JRN USER k. December 05/2006( Tue 125706 PM 2
000191 Fl PI_071024_2045400NY |USER October 2442007 |'Wed 54546 P 4
000195 Pl PIUSERIFAC.JRN USER Movember 01/2007| Thu 4:40:37 PM 21
000196 GL |STD_DRDISBOOJAN  (USER Movember 02/2007 | Fri 10:33:31 &M 1
000197 Fl FIUSERIFAC.JRN USER Movember 02/2007 | Fri 11:19:14 AM 2
000198 il PIUSERIFAC.JRN USER Movember 02/2007 | Fri 11:32.31 &M 2
000200 Fl FIUSERIFACJRN USER Novernber 0242007 | Fri 17:41:34 AM 2
000202 Fl PIUSERIFAC.JRN USER Movember 02/2007 | Fri 12:00:54 PM 2
000203 Pl GENWIPTRXJAN USER Movember 02/2007 | Fri 120303 PM 47
000204 Pl PIUSERIFAC.JAN USER Movember 02/2007 | Fri 4:15:33 PM 2
000205 il GENWIFTRX.JAN USER Movember 02/2007 | Fri 417.05 PM 47
Items are listed in order by Sequence Mumber. Search: for:

Purge

Have reports
satisfying a number

of filters deleted from

the system

Selection
S

Set filters for the
items that are
displayed in the grid

1. Inthe grid, navigate to the row listing the report that is to be viewed.

2. Double-click the row.

3. The Report Browser| s window will be displayed.
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Process Warning

The "archive" report files are stored in a sub-directory under the folder specified to be used for the company's
data files. These files are notin any type of format that can be used, other than directly from the Reports
Manager utility.

= Re-Printing an "Archived" Report

1. Inthe grid, Navigate to the row listing the report that is to be printed.

2. Right-click the row to have a drop-down menu displayed, then click Re-Print, .... or
just click on the Re-Print button in the "Fast Button" frame. The Re-Print options
screen will be displayed.

'm Archived Reports Manager |:|@E|

6 page Achived AR Repor:  ARDIST_.RPT Created: Thursday, June 1572006 9:38 AM

Re-Pnnt Oplions

Select where to have this report Re-printed to. ¥ou may chooge any combination of the pozsible destinations.
You may alzo zelect a range of pages, and have the Archived Report deleted aftenwards.

r Direct Generated D ocument(z) to:

Screen Browser Archive to Reportz Manager

Prink Queue: WWinPrint [Courier-10 Compress)
v |WPRINT3 ¥|" Standard Caurier 10 pt [Campressed]

FreCaptured Printer: [LASER_LAMD] - hp Laserlet 1300 PCL &

[]5ave to: |E:\Ducuments and SetbingsiLarry Carlzen\My Documentsh\SHSIAUCC

Saveas: |MS WORD Document Browse

Send a copy to E-Mail Recipient

r Re-Print Options:

Re-Print from page: |1 | to: |E | k.
Delete the Archived Report after being printed 7 [ ]

[Heprint Report ] l Cancel ]

3. Enter the reprint options. Basically you can either print the report, or save it to disk as
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an MS Word or ASCII text file. Notice that you can also specify a range of pages that
are to be printed.

4. Click the Reprint Report push button at the bottom of the screen.

= Grid Display Search options
You may search for specific records displayed in the grid using a number of relevant fields.

Click on the EJJ Search icon.

A search string may be entered for the following fields:

= Sequence #
= Report Name

= Grid Display Sort options

You may choose to have the items in the grid displayed using a number of sorts. These
include:

By Sequence #

By System then Report Name

By Report Name Extension, then System, then most recent date
By the date created (with the most recent ones listed first)

To change the displayed sort order:

1. Click on the heading of the column of data which is to be used for the sort. Only those
columns with a [.] can be used. The column that is currently used for the sort has [*]

displayed.

YRR

— _ /_,..-— ——
Seq#t [] _l,lslenr Report Mame  [][.] |AGthor |, Created 1 ) Time | # of Pages
4R \WT.STIL’ﬂgEH by PR St 21549PM| 2,174

SALE S_DDDDEE.JHPT April 0242008 '\Wed 2:33:55 PM 5

000486

= Grid Display and Purge Filters Screen

Over a period of time, your users will probably be generating a great number of "Archived"
reports. You can limit the number of items that are displayed in the grid. The same filter

fields are also available to the Purge function.
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1. Click on Selections in the "Fast Button" frame. The Archive Report selection filters
screen will be displayed.

® Archived Reporis Manager

Archived Reportz Inquiry Selection Parameters:

Y'ou may specify selected parameters to limit the list of Archived Reports that are dizplayed.

~ Systems ~ Uzers:
Ol GL ® a8l |uSER
(*) Selected . ) Selectad
— Report Types: — Date Generated:
ol | JRN ~ Al From:  |4/01/08
(*) Selected (®) Selected Tax 6/30/09 =

— Report Mame(z] Matching Template:

I | [ Enter the name of repart(z] to be selected where "$"* matches any
character and a zingle """ may be placed befare and/or after the """ ta
match any string.  le., CASH®JRM *110507 JAM o CASH_$$$804.% ]

» Sl G

2. Set the applicable filters

3. Click the OK push-button. The grid will be redisplayed showing only those reports
satisfying the selected filters.

= Filters Screen Field Definitions

Systems radio-buttons & drop down list

Click the All button, or the Selected button with a specific application from the drop down
list. Only those reports generated from the selected system will be listed.

Report Types radio-buttons & drop down list

Click the All button, or the Selected button with a specific report name extension from
the drop down list. Only those reports with their report hame extension matching that
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which was selected will be listed.

Users radio-buttons & drop down list

Click the All button, or the Selected button with a specific user from the drop down list.
Only those reports generated by the selected user will be listed.

Date Generated radio-buttons & (mm/dd/yy) entry fields

Click the All button, or the Selected button with a date range. Only those reports
generated within the range of dates entered will be listed.

Report Name Template X(20)

Enter a template to be used to match the report names to be listed. The "$" will match

any single character. Use the "*" character inmediately before or after the ".", or as the
1st character, to match a string of characters.

= Delete an "Archived" Report

1. In the grid, navigate to the row listing the report that is to be deleted.

2. Right-click the row to have a drop-down menu displayed, then click Delete, .... or just
click on the Delete button in the "Fast Button" frame.

3. A delete verification screen will be displayed. Click the Remove-It button to proceed.

4. Both the entry in the tables, and it's corresponding "Archive" file will be deleted.

= Purging old "Archived" Reports

Over a period of time, your users will probably be generating a great number of "Archived"
reports. If you wish, you may delete them to reduce the overhead, make available more disk
space, or just to get rid of them.

1. Click on the Purge button in the "Fast Button" frame.

2. The Purge options screen will be displayed. (This is the same screen as used for the
Grid Display filters).

3. Click the OK push-button. The system will remove all reports satisfying the selected
filters.
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Search and Replace

In each Series 5 application, there is normally a function that provides a Search and Replace
operation on a variety of different records. (The replace phase of the function is optional).
This function is particularly useful if you need to change a code that exists within a great
number of, say for example, G/L Accounts or A/R Customer master records.

The operation of the screen controls available to these Search/Replace functions are the
same for all types of records for each of the Series 5 applications for which it exists. Only

the field names for each type of record may differ.

"™ sHSI Series ¥ Accounts Receivable

Uszer: USER

5 Dail
1 5¢c

The fe

File  Trx Inquity Bele=lE )y

Sales and Credit Entry...
Cash Receipks Entry...

Inkerface User Sales Trxs,..
IUndo Sales Batch Posting...
IUndao Cash Batch Posting.. .

Bulk Email Generatar. .

Print Customer Statements..,

Print Dunning Letters...

Purge Accounts Receivables,

Sek Customer Credit Limit..

Clear Customer PTD...
Clear Customer ¥TD...

Load AJR Open Items...

Reset Customer Balances. ..

Recalc Customer Sales Stats.,

Recompute Ikem Due Dates. ..
Rebuild Cpen Apply Balances..

SearchiFind and Replace. ...

Reparts  Codes Maintenance
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For the Accounts Receivable system, the Search and Replace function is provided for the
following record types:

» Customer Master
Records

» Archived Sales
Transactions

» Archived Cash
Transactions

Process Warning

Access to this menu item should only be granted to those il
that know what's going on. Malicious or ignorant use of this
could cause a great deal of grief.
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5.5.1 Search and Replace Options Screen

For the Search and Replace function, you must 1st select the record that is to be searched.

™ AR Find and Replace

Searching.  Customer Master Records

Record Select

Select the record zet that you wish to have Searched, and az an option, Rep

Search:

Cugtomer Master Becords

Cugtomer Master Becords
Archived Sales Transactions
Archived Cazsh Transzactions

R e T

Once selected, the Search and Replace Options screen will be displayed. At this point you
must enter the Search options and the Replace options. This requires the operator to choose
the field to be tested, it's test value, and the field which is to have a new value assigned along
with it's new assigned value.

The Series 5 system basically breaks the Search/Replace function into three main phases.

1. Search - Read through the chosen set of records examining the

Phase selected search field for the test string or code that was
entered. After all records have been processed, those records
found will be displayed in the grid.

2. Preview - You can then browse through the list if records that have been
Phase identified as having the search field matching the given test
field.
3. - The last phase is the Replacement pass. Note that this pass
Replacement is started only if initiated by the operator by clicking on the
Phase Start Searching push-button.
Processing Tip

You may use the Search and Replace function, identifying a particular field to be replaced, in order to have
its' existing value displayed in the preview grid without actually having new values assigned. JUST MAKE
SURE YOU CHECK THE Preview Items Before Replacement BOX, AND CLICK ON THE Cancel BUTTON
AFTER BROWSING THE PREVIEW GRID.
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= Search and Replace Options Screen

The Search and Replace Options and Preview widow screen is displayed as follows:

R
nd and Re

Searching Chait-of-Account Master Records

Search and Replace Dptions |

\ Select the Field to search by, the Search String and the Replacement String. / /
o /
— ‘when Field: / Test Account: i
R Account Main v| [Equels v | |
) Al secounts
4. i N
\ Replacing: —
*-‘ 0f Field Wwith the Integer 1.
©TheConterte [ ount PHt Ci v o -
() Mathing
/ Preview Items Before Replacements 7
ot coounts Found:
5. ‘/ Account Description Type FinStmt Code |Search Field Replace Field
8. -
B 9.
///
Vo

Start Searching I

[ cancel |

PR I el i i, _

To have a search executed on the select record, referencing this screen, you need to

perform the following steps:

1) In the Search frame, make sure the
Select radio-button has been clicked.
From the drop-down list, select the field
that is to be tested.

2) From the drop-down list, select the test
operation to be performed.

3) In the Test String field, enter the string,
or code, or value that the test field must
match in order for the record to be
"selected". If the field is for a standard
code that is defined by the system, the

NOT Equal

|z Greater Than
Iz Legz Than

Test Account;

| i

©
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binoculars icon will be displayed, and
may be used to select a particular code
that is to be test for.

4) In the Replacing frame, click on the
The Contents radio-button. Note that
you may choose to select a "replacing”
field to have it's current value displayed,
but not actually proceed with the
replacement phase.

5) From the Of Field drop-down list, select
the field that is to have it's value
replaced.

6) In the field provided, enter the value to be
assigned to the selected field. If the field
is for a standard code that is defined by
the system, the binoculars icon will be
displayed, and may be used to select a
particular code that is to be assigned.

7) The Preview ltems check-box should
always be checked. After the "search”
phase, if this check-box is set, then the
system will display a list of those
records that have matched the test
successfully. If this box is not checked, Preview ltems Before Replzgements 7
and you have chosen to actually have a K
field's values replaced, then the system
will just go ahead and do it without first
asking.

8) Before the replacement pass, the
records that have been selected will be
displayed in the grid. Use the standard
grid navigation buttons to view those
selected records. It's an opportunity to
verify that you have entered the correct
search values.

9) Initially, after the Search and Replacing
options have been entered, click on the
Start Searching push-button to start the
search.

10After the selected items have been

) displayed to the grid, you may chooseto i w3 e
proceed and have all records found ~—————— . -
updated, or you can select those items
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that are to be updated. Click the
Replace All push-button to have all
records updated.

To select specific items, double click
each of the records' entries in the grid.
Once all items have been checked off,
then click the Start Replacing push-
button to proceed with the "replacement”
phase.

Should you want to revise the search,
click on the Revise Search push-
button.

11To exit without having any records
) updated, click on the Cancel push-
button.
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131

Here is an example of the Search screen after finding some records matching the search

criteria.

@ G/ Find and Replace

Searching:  Chart-of-Account Master Records

36 Records found,

¥ Selected for field replacement.

Select Accounts for Replacement

Select the Field to search by, the Search Sting and the Replacement Sting.

~ Search:
- When Field: Test String:
sl Description Contairs I|NTEF|EST
Al Azcounts
Caze Sensitive
~ Replacing:
OF Field: “With the Integer:
Lo Account Pft Ctr IU
Mothing

Freview [terns Before Replacements 7

~ Accounts Found:

Account |Description Type FinStmt Code |Scheds Code 1 Account Pit Cir
00001 300-001 | Accrued Interast B-000500-45-02 1
000071300-002 | Accrued Interest - CON B-000525-5-02 2 o
00004090-408 | Interest Income P-002475-5-07 {1-000825-5-01 406
| 00004030-840 | Interest Income P-00347545-01 [ 1-000350-45-01 E40
00004090-641 | Interest Income P-003475-5-07 {1-000350-5-01 E41
00004090642 | Interest Income P-002475-5-07 {1-000350-W5-01 E42
| 00004030-843 | Interest Income P-00347545-01 [ 1-000350-45-01 E43 =
| O0004090-650 [Interest Income P-0034754/5 01 | 1-000350-/5-01 £50
o 00004030-752 | Interest Income P-003475-5-07 {1-001000-45-01 7h2
00004030-301 | Interest Income P-003475-45-01 | 1-001000-45-01 301
o 00004030-303 | Interest Income P-003475-5-07 {1-001000-45-01 03 i
| 00004030-304 | Interest Income P-003475-45-01 {1-001000-45-01 04
00004030-305 | Interest Income P-003475-5-01 {1-001000-5-01 a5
00004030-315 | Interest Income k‘ P-003475-5-07 {1-001000-45-01 5
00004030-321 | Interest Income P-003475-45-01 {1-001000-45-01 921 - (T
00004090-922 | Interest [ncome P-003475-5-01 {1-001000-5-01 922
00004030-323 | Interest [ncome P-003475-5-01 {1-001000-5-01 923 "l
’ Replace All ] [ Start Replacing ] l Cancel ]

A couple of things to note:

e The number of records with the Search field matches the test string is displayed at

the top of

the screen.

e You may Select All or Clear All by clicking the buttons to the right of the display

grid.

¢ Double clicking a row in the grid selects that particular item to have it's Replace field
updated in the "replacement” pass
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ﬂ
¢ Click on the Previous/Next Selected icons 2 to position the grid to the prior/next
item that has already been selected

e Once ready, click on the Start Replacing button to proceed to have those items
that have been checked processed.

e To exit without having anything replaced, click the Cancel button.

User Access Management

The Series 5 system provides for User Access security at the menu item level for each
application, based on a users' sign-on code.

There are two user access records that must be established before any given user can
access the system.

Data

Accessed From

Comments

.|User Logon

Profile Record

The main menu's
System
Maintenance
drop-down menu

Each user must have a Logon Profile record
before they can be set up with any Application's
Access rights. The user's sign-on code,
password, email address, and default documents
pathname are defined. Only users with full system
Management access rights can maintain the
Logon Profile records.

.|User Application

Access Record

The A/R menu's
Control Options
drop-down menu

A separate Access record must be established in
each application that the user needs to execute. In
those Accounts Receivable systems with multiple
companies, a separate Access record must be
defined for each company. The user's default
printer and each individual menu items access

rights are defined.

Once the User Access for a user is established, they may define specific menu items to be
scheduled. That is, an icon will appear in a tabbed sub-screen in the applications menu on
the date that it has been scheduled. Refer to the section on Scheduled Menu Functions|so)
under the Accounts Receivable Application Menul 431 Chapter for further information and the
topic following.
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= Accessing A/R Users' Access Maintenance Function

From the A/R menu, select User Access Privileges from the Control Options drop-

down menu.

e ln ot Conkrol Options
Fiscal Years' Petiods. ..
GJL Control Preferences. ..

User Access Privileges, .,

My Scheduled Menu Ikems. .. )

e

5.6.1 Defining Users' Access Rights

Processing Tip

If your company requires strict controls as to
which individual is entitled to set up User
Access rights, then a Gate Keeper may have
been established. (See the topic on System
Control Options found in the Systems
Manager's Help for further information). If this is
the case, then the designated Gate Keeper will
be the only individual that will be able to select
the User Access Privileges maintenance
function.

The Users' Access Rights record holds information about the users' privileges - ie., which

menu items they can access.

& A/R User Access Maintenance Tree Screen

Maintenance of the User Access properties is done in a tree structure. Following is the
screen that is displayed listing each user that has been defined with a Logon Access record.
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| SIS

Select to add, modify, or delete Liser Access priviledges for this application.
“Youmay also define Scheduled functions for AL or a given user.

I[ Enabls ||| Enabletike || Modiy | Remove || Export _

Li2]1E5]| U

My Accounts Receivable Users Py
&} COMDEX General Access

& GATEKEEPER
& JONES Only users with
"green” heads

£ KEN
& KLMA4 have access Defaul ik Queus: [WPRINTT | i

& LARRY = Batch Exsoution:
{ Default O

"Fast Buttons"

Enable Setup to give the h
"Red Head" user a

Piioiiy

=4 SHSI4.LARRY

o @ Fie Each node inthe 2n
@ Reports Monager | 12921 carmesponds fo
@ Balch Job Managem 2 Menu bar set
& Exit

& [ Trx Inquiry

Customer Open Item Inquiry
AJR Distributions Inquiry
Historic Sales Archives
Historic Cash Archives
Purged Open Item Inquiry
AZR Period Analysis
&-[Z] Operations

@ Salos and Credit
Cash Receipts Entry
Interface User Sales Tixs k_
Undo Sales Batch Pasting

Undo Cash Batch Posting

Bulk Email Generator

Compute Finance Charges
Export A/R Distributions

Piint Customer Statements

Piint Dunning Letters

Enable Like |[Selecta "Red Hea
enabled just like or
already enabled "G
user's access righ
down list will prese
those users that al
been enabled)

Menu tem Access Properies:
Sub-men Item: Cash Receipts Entry

Access Rights

The user has
BCcess o
those iterms
that are
green. blue
or yellow

Modify Modify the General
properties of the hi
"Green Head" user

Remove Remove all access
highlighted "Green

Export Generate a spread
users' menu acces
showing Users in €
and the application
in each row.

Characteristics of the screen to note:
e Each user defined with a Logon Access record is shown. Those users with a green
head have a User Access record set up for this application. Those with red heads have
no access.

e Click on the next to the green heads to expand the tree to display the applications'
menu bar topics.

¢ Click on the next to the topic to expand the tree to display each of the associated
drop-down menu functions. You can easily identify the access rights by the graphic
next to the menu name.

& - Allusers always have access
@ - Full access

3 - Restricted access

@ - No access

e The top right pane of the screen is used to edit the properties associated to the user.

e The bottom right pane of the screen is used to assign the access rights to the selected
menu item

¢ Note that you can set the check-box to the menu item displayed in the My Favorites tab
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sub-screen of the application menu.

e Expand or collapse the sub-trees of all Users with access by clicking the M
icons.

= Establishing Access for a User

1. First make sure that the user's User Code is visible in the tree as a & red head. If a
User Code has not been set up, this needs to be done. User Logon Profiles are defined
by your Systems Manager using the User Logon Profiles maintenance function
available from the Series 5 main menu under the System Maintenance drop down sub-
menu. (Refer to the chapter on Defining Series 5 User Logon Profiles in the
Systems Management Help or manuals).

2. You can Enable the User using one of four methods:

. Double click the i red head, ..... or

Il. Highlight the node of the user to be set up, and click Enable in the "Fast
Button" frame,..... or

lll. Highlight the node of the user to be set up, and right-click to display the
pop-up menu. Then click on Enable This User, ..... or

IV. Highlight the node of the user to be set up, and right-click to display the
pop-up menu. Then click on Enable User Like Another

In each case, the General Access tab sub-screen on the top of the right pane of the
window will be activated.

o Ifthe user is to have access to all menu items, set the Full-Access check-
box

o0 Select, if any, the Print Queue that this user is most likely to be using. This
will be displayed as the default when they generate a report.

o Click on the Add It push button

3. At this point, the user is established, but if you had not given them Full Access, you
need to set the Access Rights of each of the menu items that they are allowed to
access.

o0 Expand the tree of the newly added user by clicking on the [* icon next to his
now € green head
o Expand the tree of each of the application's menu bar topics

o Double-click the menu item to which you want to allow access. The Access
Properties fields for the given menu item will be displayed at the bottom of
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the right pane of the window.
o Click the applicable Access Rights radio-button

o If this menu item is to be shown in the User's Favorites sub-screen, set the
check-box

o If this menu item is to be scheduled, select the desired Re-Occurring
frequency and set an initial scheduled date

o Click the OK push button

0 Repeat for the next menu item

4. This potentially could be a lot of effort to set up all your users. If you have a number of
users that will each have the same access rights, you can build the table for the 1st
user, then copy it. Perform the following steps:

o

Highlight the read head of the User that you wish to enable access for
o Click on Enable Like in the "Fast Button" frame or in the pop-up menu

0 Select the User Code of the currently enabled user that you want the new
user to have the same access privileges.

o Click on the Select User push button
0 Keep the same access rights values, or change them as required.
o Click on the Add It push button again

0 The new user is now set up with the copied user's access rights

o

You may now go ahead and change any of the Access Rights of the menu
items as needed

= Batch Job Execution Access

If the particular menu item has been set up to provide the option to be executed in the
Series 5 Batch Job Processor, then in order for the user to make use of this, the
appropriate access rights must be assigned. Four variations are offered:

< Allowed - The user can decide when the menu item is executed, whether
or not to submit it to the Job Processor

% Not Allowed - The user may not select to execute the job using the Job
Processor

« Forced - When the menu item is chosen, and after any processing options
or filters are entered, the job will be automatically submitted to the Job
Processor to be executed
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% Delayed - The job will be automatically submitted to the Job Processor to
be executed after 6:00 pm the same day.

tenu ltem Access Properties:
[Reports] Sub-menu Item: A/R Aging Report

Accezz Fights:

& Full ) Nane

Batch Execution:

Crtllowed ) Mot Allowed () Delayed ) Forced

[] Showe in the 'Favonites' Tab Menu

eduled Function:
|’ H_CCLV-\

1<

= Modifying Access for a User

1. Highlight the &I green head of the User to modified

2. If you wish to modify the General Access properties

o Click Modify in the "Fast Button" frame, .... or right-click and click on Modify
in the pop-up-menu

0 The right pane of the window will be activated

0 Make the necessary changes and click the Update push-button

3. If you wish to change the Access properties of a particular menu item

o Double-click the menu item to which you want to allow access. The Access
Properties fields for the given menu item will be displayed at the bottom of
the right pane of the window.

0 The Access Properties fields for the given menu item will be displayed at the
bottom of the right pane of the window

0 Make the necessary changes and click the OK push-button.

4. If you wish to change the Access properties of a particular menu item in a slightly more
elegant manner
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o Highlight the menu item of interest, and right-click to display the pop-up
menu.

0 You can either give full access, or remove access totally, depending on the
already assigned access

0 Make the necessary changes and click the OK push-button.

= Removing Access for a User

1. Highlight the & green head of the User to removed.

2. Click Remove in the "Fast Button" frame, .... or right-click and click on Remove in the
pop-up-menu:

3. Click the Yes push-button in the prompt.

= General Access tab sub-screen Field Definitions

Full Access to All Menu Selections check-box
For the user if checked, then he/she will have full access to all menu items.

Default Print Queue X(20)

Select the Series 5 Printer Queue that this user would typically by using. When any of
the reporting functions are executed, this printer will be displayed as the default. Print
Queues are defined by a System Maintenance function. (Refer to the Systems
Management Help if required).

Batch Execution - Default Queue drop down list

Jobs submitted by this user to the Series 5 Batch Job Processor will use the selected
Queue

Batch Execution - Priority radio-buttons

Jobs submitted by this user to the Series 5 Batch Job Processor will have the selected
priority
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5.6.2

= Menu Item Access Property sub-screen Field Definitions

Access Rights radio-buttons

Click Full, Semi-Restricted, Restricted, or None. Those menu items that offer Semi-
Restricted or Restricted as options generally have multiple functions, some of which will
not be granted to the user.

Show in the 'Favorites' Tab check-box
Menu

If checked, the corresponding menu item will be displayed as a push-button on the
Accounts Receivable application's menu on the My Favorites tabbed sub-screen.

Scheduled Function - Re- drop down list

Occurring

To set up this menu item to be

scheduled, select a frequency, Mo w

other than "No". The

corresponding menu item will be Hourly (3-5]

displayed as a push-button in either [E’f:fylgg:'ﬁ']

the Scheduled for Today, Overdue Weekly

Function or Coming Due tabbed Monthly

sub-screen on the Accounts Puartedly
nnually

Receivable application's menu.

Scheduled Function - Next (mm/dd/yy)
Scheduled For

Enter the date and time at which this particular scheduled function is to be executed.

Users Scheduled Menu Functions

Users may choose to select specific menu items to appear on the Favorites or Scheduled
sub-screens when the Accounts Receivable menu is displayed. (Refer to the Scheduled
Menu Functions topic in the chapter on The Basic User Interface for a description of these
menu sub-screens).

=+ My Scheduled Menu Items Screen

Users set up the scheduled functions in a tree structure. Following is the screen that is
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displayed listing each menu-set and sub-functions.

Characteristics of the screen to note:
e Click on the next to each of the primary menu
topics to expand the tree to display each of the
associated drop-down menu functions. Only those

items with the GE icon can be scheduled.

¢ The right pane of the screen is used to edit the
properties associated to the scheduled item.

¢ Note that you can set the check-box to the menu item

displayed in the My Favorites tab sub-screen of the
application menu.

e Expand or collapse the sub-trees of all Users with

access by clicking the g@ icons

= Defining a Scheduled Menu Item

1. When the screen is displayed, click on the green "Plus-sign” of the g@ icons to
expand the tree structure to show each menu item.

2. Double-click the clock icon next to the menu item to be scheduled. The right pane of the
window will be activated.

o If this menu item is to be shown in the User's Favorites sub-screen, set the
check-box

o Select the desired Re-Occurring frequency and set an initial scheduled date
o Click the OK push button

0 Repeat for the next menu item

3. The menu item will appear on the applicable Accounts Receivable tabbed sub-screen
when next refreshed displayed.
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"8 SHSI Series ¥ Accounts Receivable

File Trx Inguiry ©Operations Reports Codes Maintenance Purging  Wizards  User Functions  Control Options  Window  Help

Uszer. USER Rev: .08

Sentinel Hill Software [PCA]

Julp 20, 2008 0958 Ak
Accounts Receivable

7 Year-End Operations 8 Transaction Entry

3 Coming Due

5 Daily Dperations b Monthly Operations
1 Scheduled for Today

2 Overdue Functions 4 My Favorites

These Scheduled Menu items will be due for zelection in the Mear Future:

772108 | A/R Aging Report F]

) —

= Menu Item Access Property sub-screen Field Definitions

Show in the 'Favorites' Tab check-box

Menu

If checked, the corresponding menu item will be displayed as a push-button on the
Accounts Receivable application's menu on the My Favorites tabbed sub-screen.

Scheduled Function - Re- drop down list

141

B=1ES

Occurring
To set up this menu item to be
scheduled, select a frequency, Mo w
other than "No". The
corresponding menu item will be Hourly [3-5]
displayed as a push-button in either [E’f:f [E“"'F"]
y Day

the Scheduled for Today, Overdue Weekly
Function or Coming Due tabbed Monthly
sub-screen on the Accounts E“‘“"E"P

. L nnually
Receivable application's menu.
Scheduled Function - Next (mm/dd/yy)

Scheduled For

Enter the date and time at which this particular scheduled function is to be executed.
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Wizard Management

Each of the Series 5 system provides for the opportunity to define a number of Wizards. A
wizard is a program that automatically performs a series of steps. Each step is a menu item

that is associated to the application.

Basic properties and features of a Wizard:

% Wizards are user defined

+ Define up to 20 Wizards for each application

% Each Wizard can be created with up to 10 menu functions

< Wizards can be launched from the applications' menu

% As Wizards are executed, each step is displayed on the screen and it can be

aborted at any time

= Accessing the A/R Wizard Functions

From the A/R menu, click on Wizards to display the drop-down menu. Select Wizard
Manager to maintain your Wizards, or if any are defined, click to launch.

laintenance  Purging User Functions  Control Options  Window

Hrect DFS Test G Interface nInvoice ‘l!

DFS Inkerfacing
07,2008  10:06 &k

ar-End | 8Trans k 4 lice Processing
g Runiiontgl My Bavarites | |

= due for selection toda

Processing Tip

If in a given application there are a series of
menu items that are always performed, a
Wizard may be created that will automatically
launch each of these steps.
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5.7.1 Maintaining Your Wizards

& Wizard Manager Grid Screen

Maintenance of the Wizards is done with a Series 5 grid screen.

m EE3
e T e e cox ek v ot dep e+ [ B3t
[ Wew || Modits || Dsler
] "Fast Buttons"
ID [Title Bgmnd ? Last Invoked
2 TP e P b Son e oo N : New |Add a new Wizard

Modify|Modify the Wizard
highlighted in the grid

Delete [Delete the Wizard
highlighted in the grid

Items are listed in order by 1d Number_ Search: for:

= Building a New Wizard

Setting up a Wizard consists of two basic parts. First, enter it's properties, then secondly,
define each of the application's menu items that are to be executed by the wizard.

1. In the grid, click on the New button in the "Fast Button" frame.

2. The Properties screen will be displayed.

3. Enter a Wizard #, description, and any instructions to be displayed when it executes.
4,

Click the Next > button at the bottom of the screen to proceed to the next tabbed sub-
screen to define each step to be performed.

ol

. The Processing Steps grid screen will be displayed.

6. Click the New button to display a screen listing each of the possible menu items that
can be used by the Wizard.

7. Select the item from the list and click the OK button. Each item selected will be
displayed in the Processing Steps grid.
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= Modify an existing Wizard

1. In the grid, navigate to the row displaying the wizard that is to be modified.

2. Double-click the row, .... or right-click the row to have a drop-down menu displayed,
then click Modify, .... or click on the Modify button in the "Fast Button" frame.

3. The Wizard Properties sub-screen is displayed with two tabbed sub-screens. Make
the necessary changes to either sub-screens, and click the Update button to proceed.

= Delete an existing Wizard

1. In the grid, navigate to the row displaying the wizard that is to be modified.

2. Double-click the row, .... or right-click the row to have a drop-down menu displayed,
then click Modify, .... or click on the Modify button in the "Fast Button" frame.

3. The Wizard Properties sub-screen is displayed with two tabbed sub-screens. Make
the necessary changes to either sub-screens, and click the Update button to proceed.

= Wizard Properties tab Screen

The Properties screen displays those fields used to identify it, and displayed when used.
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'®m GL Wizard Codes Maintenance

Wizad ID #: O - Modify the Properties of

=3

Properties | Processing Steps |

Enter the properties associated to this Wizard, The Description identifies it in the drop down.
The Title, and any comments you enter will be displayed with the *izard does it's magic.

Wizard #: El Menu Bar Description: — (Daily AP Interface

Title: ILoad from AP with Trial Balance |

r Launch Time [nstructions:

|Verif}l the cutoff date when interfacing, and ensure no illegal Accounts or Dates

|The Trial Balance needs only to be output as an Archived Report |

[ This 'Wizard can do it's magic executing in the Background E xecution Processor Last Executed:
7707708 @ 11:58:27
by USER

Send an Email confirming thiz Wizard's successiul completion

Email &ddress: |

| Update | | cancel |

= Wizard Properties Screen Field Definitions

Wizard # 9(2)
This is a unique # used to identify the wizard.

Menu Bar Description X(25)

This is the description that will be displayed on the applications menu.

Title X(70)
This is a title that is displayed on the Wizard's execution screen.

Launch Instructions 4 lines of X(90)
These instructions are displayed on the Wizard's execution screen
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Background Execution check-box

Set to determine whether or not the Wizard can be executed in the Series 5 Background
processor. (The feature associated to this field has not yet been implemented).

Confirmation Email check-box and X(40)

Set to have an email sent when the wizard is finished processing. (The feature
associated to these fields has not yet been implemented).

= Wizard Processing Steps tab Screens

The Processing Steps screen is a grid that displays each of the the menu items that are
executed by the Wizard.

B
Wizard ID #: 01 - Modify the Properties of n Fast B uttons"
Upto 10 Operations may be defined for this WWizard NeW Add a neW PrOCeSS
l[ VNew ]l[ Modily ]l[ Remove: ]l[ Move Up ]l[ aneDf]vm ]. Step
. Modify [Modify the Process Step
highlighted in the grid
Remove Delete the Process Step
highlighted in the grid
Move Up|Shift the highlighted
Process Step up 1 row in
the grid
Move (Shift the highlighted
Down |Process Step down 1
row in the grid

The following functions are provided for using the push-buttons:

Q New - To add a new step to the table
Q Modify - To change the currently selected grid item
Q Remove - To delete the currently selected grid item
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Q Move Up - To move the currently selected grid item up in the table

Q Move Down - To move the currently selected grid item down in the table

The following screen is provided for selection of each step. The items listed are those A/R
system menu items that have been configured to be executed using the Wizard.

Frocess Step B 1 for'wizard: Load from AP with Trial Balance

Menu ltem:  [Dperation General Journal Trx Entry

Operation Standard Journal Trx Entr

Interface from Sub-Systems

Operation G/L Company Conszolidation

Operation Year-To-Date Trx Export ®

Operation Rebuild Acct Period Summary
Operation Profit &k Loss Statement =

|3

Operation Balance Sheet

Operation Profit & &Loss Schedules

Operation Balance Sheet Schedules

Operation Source Allocation of Funds bl

Title:  |Interface from AP Sub-System |

ok | | cancel |

= Wizard Steps Screen Field Definitions

Menu Item list-box
The list is made up of those menu items that may be selected as a step by the Wizard.

Title X(40)

This is the title of the processing step. This field defaults to the name used in the
applications' menu. It may be changed.

= Grid Display Search Options

You may search for specific records displayed in the grid using a number of relevant fields.
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Click on the EJJ

Search icon.

A search string may be entered for the following fields:

= Title
= Wizard ID #

5.7.2 Wizard Execution Screen

When a Wizard is launched from a given applications’' menu, the following screen is
displayed.
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‘M SHSI Series ¥ Professional Invoicing

File Trx Inguiry Operations Reports Codes Maintenance Purging  Wizards User Functions  Control Options  Window  Help

Uzerr USER
UCC Direct DFS Test Company |

July 07, 2008 01:11 PM

Professional Invoicing

Few 5.08

1]

Processing Wizard # 1

take zure you have the interface files in the correct directory and that both 1P and
RECAP files are for the same set. Also, have the comect invoicing forms ready in the
dezignated printer when applicable

Good Luck on your journey.

General Interface WIP and Recap: Generate Invoices and Posting to AR

Load General WIP/Recap from Spsheet
Have the General WIP Posted

Ensure no other WIFP iz selected

Select WIP for Billing

Generate Invoices

Print and Post Final Invoices

e = L Bt S o e

Post the Invoices to Accounts Receivable

[ Launch this Wizard ] [ Cancel

Click on the Launch this Wizard push-button to have it started. As each step is executed it's

status is displayed in the table.
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Processing Wizard ## 1

take sure vou have the interface files in the comect directory and that bath WIF and
RECAP filez are for the zame set.  Also, have the comect invaicing forms ready in the
deszignated printer when applicable

Good Luck on pour journey.

General Interface WIP and Recap: Generate Invoices and Posting to A/R

1 Load General WIP/Recap from 5psheet Completed

2 Have the General WIP Posted Completed

3. Enzure no other WIFP iz selected Completed

4. Select WIP for Billing {——-NEXT Step
& Generate Invoices

g Print and Post Final Invoices

i Post the Invoices to Accounts Receivable

o

[ Proceed with the Next Step ] [ Cancel ]

As each step is finished, you must click on the Proceed with the Next Step button, or you
can abandon the Wizard by clicking on the Cancel push-button.

Monitor System Usage

TheSeries 5 keeps track of which users are currently logged into the system, and what menu
function they are executing.

This screen may be displayed by selecting Monitor System Usage from the drop-down menu
under any applications' menu bar that contains Help as a topic.

ds  User Functions  Control Options — Window

[Rev:508 |

"

-

ransaction Entry |

E y Favontes
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The following is an example of the Monitor display screen:

System Access Monitor

Theze are the users curmently accezzing the wustem az of 10:35:08 am

151

Cormpary GL Elapzed Aocers
FID Usermame Syztem Spz Function Company Started Time Code
101-0 |SHSI4.LARRY PCA, I8 It kenu 10:3342  7/04/08 0:01:26 ol
101-1 | SHSI4.LARRY PCA b Irrventony [bem b azter 10:3345 70408 023 1
281-0 |USER CC AR Monitar System sage 10:34:38 70408 0:00:30 1
251-1 |USER UCcC AR |Customers 10:33:0M 7/04/08 0:02:07 1
281-2 |\USER CC AR Cuztomer Dpen [tem Inguing 10:3306  7/04/08 0202 1
351-0 [SHSI4.LARRY UCcC GL |GL kMenu 40 10:34:21 7/04/08 0:00:47 0
351-1 [SHSI4.LARRY UCcC GL  |Trial Balance Repart 40 10:34:26  7/04/08 00042 1
351-2 [SHSI4.LARRY UCcC GL  |G/L Accaount Tre Inguing 40 10:34:3 7/04/08 0:00:37 1

Ra
[ Refresh ] [ E xit

Processing Tip

Should you discover that there are items listed, but you know
that there are no users in the system, ask your Systems
Manager to purges these records. (There is a System
Maintenance function that will delete all the records used in
displaying the items on this screen).
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Accounts Receivable Menu Functions

All functions for the A/IR system can be accessed from the menu bar at the top of the menu
screen.

They are divided into types of functions. Each section following describes each set of
common types of functions.

The A/IR Menu

The Accounts Receivable Menu screen provides your access to all functions offered in the A/
R system.

&+ Accounts Receivable Main Menu

e All functions associated to the Series 5 Accounts
Receivable system are available from this screen

e Each function can be found within the sub-menu
N displayed under the menu-bar associated to the type of
H the function

e A number of tab sub-screens are available from which
associated functions may be selected

e If menu functions have been set up to be scheduled, they
may appear within tabbed sub-screens labeled
Scheduled for Today, Overdue Functions, or Coming
Due

e The My Favorites tab sub-screen will have any menu-
functions that have been so define by the User Access
Privileges function that may have been set up by your
Systems Manager or Gate Keeper

¢ You can select up to 9 menu item functions at a time,
each executing in their own window

e Access to specific menu items may be granted or denied
from the User Access privileges function. (Those
functions that you are denied access to will be
displayed in the drop-down menus as dimmed
items)
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= Menu Bar Headings

The menu bar is divided into major categories of functions. (Follow the link in each item below
for further information on each function).

File For accessing the Archived Reports Manager, and the Batch Job
Processor utilities.

Trx Inquir For those functions that provide inquiry to assorted historic transactions
o] and/or analysis.

O%erations For those menu items that provide basic operational functions.
198

Rerrts@ For generating all the reports associated to the Accounts Receivable
system.
Codes Those menu items for maintaining the assorted master codes used in

Maintenance  the Accounts Receivable system.

388

Purgingm Those menu items for Purging outdated historical transaction records
used in the Accounts Receivable system.

Wizards| .l For user defined Wizards.

User For menu items to launch user defined programs or Windows utilities.

Functions (Refer to the Systems Management Help for details on setting up)

Control For setting up control preferences and User Access rights to the

OQtionsm Accounts Receivable system.

Window/ 47 For managing the multi-threaded windows that might have been
activated by the user.

Help Basic help, and a function to display those users currently in the Series
5 system.

File Management

The topics in this chapter describe functions and procedures that are a available under the

File drop down menu on the Accounts Receivable menu. These menu items are used to
perform assorted File Processing type functions. In particular, the function to access and
view Archived Reports is found here.
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6.2.1

These functions are available from the A/R Menu Bar as shown:

" SHSI Series ¥ Accounts Receivable [Z”E|El

FIEW Trx Inquiry Operations Reports  Codes Mainkenance Purging  MWizards User Functions  Contral Options  Window  Help

Reporks Manager... Aew 5.08
Batch Job Management. .. T

UCC Direct DFS Test Company i
Clear aLL Credit Card Murnbers =
June 01, 2003 0B:04 P g

u-.

L

Clear All Credit Card Numbers

This Accounts Receivable function is used to clear those data fields from assorted data files
that would be considered sensitive. In particular, Credit Card Numbers that have been
recorded for all prepaid invoices entered into the A/R system will be cleared.

Some points to note when having Credit Card Numbers cleared:

¢ When a Credit Card field is cleared, it is assigned a code of XXXX-XXXX-XXXX-1111.
e The Credit Card Expiry date is set to 12/06

¢ The function to clear the Credit Card Numbers should be executed at least every 6
months setting the cut-off date so that only the last 6 months of card #s are
available. Note that in the A/IR Inquiry functions, only the last 4 digits of the card
number are displayed.

¢ The Credit Card number fields in Sales Transaction records ARE NOT
ENCRYPTED.

Caution

You may wish to retain the credit card information say for the past 6 months, in case there is a query.
Note that for Sales transactions that originated from the Series 5 Professional Invoicing System, or
from the Series 5 Customer Order Processing System, the first 12 digits of the credit card numbers
were Xed out. Executing this clear function basically clears the last 4 digits.

Accessing the Clear Credit Card Numbers function

From the A/R Main menu, select Clear All Credit Card Numbers from the File drop-
down menu.
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" SHSI Series ¥ Accounts Receive

Trx Inquiry  Operations Reporks

Reparts Manager...
Batch Job Management. ..

ar ALL Credit Card Mumbers

The following verification to proceed screen will be displayed. Type the word PROCEED
in the field provided.

'™ Clear AR Credit Card Numbers |:|

=

Clear A/R Credit Card Humbers _L?

munm WARNING ALERT It i

Aszzorted data files within the A/R system containz zensitive fields of information.

In particular, thiz includes custorer credit card numbers. 1n an effort to provide a secure
enviranment and presvent this data fram falling inta the wrang hands, this function iz provided.
Thiz routine will read through all related data files and azsign all 1's ta the credit card numbers.

To proceed with this clear function, type the word PROCEED in the field PROCEED
provided and chick on the [Clear ...] button below.

If you do not wizh to execute thiz fnction, click on the [Cancel] button.

Clear A/R Credit Cards D{I
.

&+ Clear Credit Card Numbers - Options Screen

The following screen is presented to enter the cut-off date, and to indicate which files are to
be processed:
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™ Clear AR Credit Card Mumbers IZIIEIEI

Clear A/R Credit Card Numbers _L?

‘Where applicable, Clear Transactions dated up to and including:  |gf01/09 |[o

Select the Data Files for Cleanng:

Salez Archive Tranzactions SLSTRXFL xxx

Proceed With the Rebuild [i Cancel

L]

= Clear Credit Card Number Screen - Field Definitions

Clear Cutoff Date (mmddyy)

For the Invoice History records, specify the cutoff date. All invoices that were prepaid with
a credit card, dated on or before the date entered, will have their credit card number fields
cleared. (The cutoff date does not apply to the Bill Code Credit Card Mappings file).

Select Files for Clearing: check-boxes

Set the check box for each of the files that are to be processed to have their credit card
numbers cleared. By default, only the historic Invoice files are pre-checked. (You would
not normally want to clear the active Invoices file, or to the Bill-Code Mapping file because
for production purposes, their credit card fields are required for invoicing).

File ||Fie|ds Cleared
Archived Sales Transactions | e Credit Card numbers are set to XXXX-XXXX-XXXX-
1111
e Expiry dates are set to 12/06
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6.3

6.3.1

Inquiry Functions

The topics in this chapter describe functions and procedures that are a available under the

Trx Inquiry Options drop down menu on the Accounts Receivable menu. These
menu items are used to perform assorted screen inquiry functions. In particular, the function
to query the Open ltems, Check History and Invoice History of your Customers is found here.

These functions are available from the A/R Menu Bar as shown:

"8 SHSI Series ¥ Accounts Receivable E|E|E|
File [IE

Operations Reports  Codes Maintenance  Purging  Wizards  User Functions  Control Options  Window — Help

Use pen Ikem Inquiry... Fev 5 08
AR butions Inguiry. ..

entinel Hill Software [PCAJ !
Historic Sales Archives... — =
Histaric Cash Archives.., Julp 20,2008 0358 Ak

Purged Open Item Inguiry. .,

AR Period Analysis. .. - - -
OO PGTOETE wmonthly Operations ¥ Year-End Operations 8 Transaction Entry

1 S5cheduled for Today 2 Overdue Functions 3 Coming Due | 4 My Favontes

These Scheduled Menu items will be due for selection in the Near Fy

Customer Open Item Inquiry

The Customer Open Inquiry function provides easy access and display of the unpurged Open
ltems that have been recorded for a particular customer. It also offers a a function to adjust
an items Apply-To Document Number. It provides for a variety of different ways of selecting
and displaying the Customers and their respective items.

Some of the features of the Inquiry function are as follows:

¢ [tems may be displayed for each Customer listed by Document Date, or Document
Apply-To Number

e Customers may be selected or displayed by Customer Code or Customer Name
e Totals of each type of Open ltem are displayed for each Customer

¢ The original document associated to an item may be displayed showing applicable
revenue distributions or any payments that have been made to it

e Open ltems may have they Apply-To Document numbers adjusted. In other words,
Open Credits and unapplied payments can easily be assigned to specific Invoices

e All Open ltems, regardless of Customer, may be displayed sorted by Document
Number
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6.3.1.1

e [tems for a selected Customer may be exported to an Excel spreadsheet, or printed
in a report

e For each customer, a summary of Aged Totals along with their address, and
contact information may be displayed

The Customer Open Items Inquiry function is launched from the A/R Menu's Trx Inquiry
drop-down menu.

"8 SHSI Series ¥V Accounts Receivable

=W Tr Inquiry

Operations  Reports  Codes
Customer Open Ikem Inguiry.. .
AfR Distributions Inguiry. ..

Historic Sales Archives...
Histaric Cash Archives...

Purged Qpen Ikem Inguiry. ..

AIR Period Analysis, ..

Open Items Inquiry Grid Screen

Open ltems for a selected Customer are displayed to the screen managed using a Series 5
grid processing screen. You can easily navigate through the items for a specific customer,
selected either by Company name or be Customer code.

For the items that are presented, a number of applicable functions may be performed. By
right-clicking on a particular row, a pop-up window will be presented, from which the following
functions may be chosen:

e Display the details and the Revenue distributions that were recorded with the original
entry of the Customer's Sales Transaction
e Change the document Apply-To Number

From the "Fast Buttons" frame, push buttons are provided that can be used to generate the

an Aged Summary for the Customer, have a Customer's Open ltems exported to a
spreadsheet, or printed as a report.

&+ Customer Open Items Inquiry Grid

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



160

Series 5 Accounts Receivable- User Help

W AR Open, ltem Inguiry |:|@|E|
File Wiew Help
Open Item Inquiry These are the un-Purged Invoices and Papments associated to each customer. They =
will appear on each Customers' Statement. ﬂ
| Aged Tolals Print Grid Items
003678 v Y #h] | UNISEARCH INC ; Do Date by Cust Code] & i Refresh
st JEJ OLYMPIA, W (800) 7220708 Lty | | |
Doc # | Type (Doc Date |Lagr Date| Apply To (Due Date Amount 1 | Amount 2 Total |Reference AppTo Balance |UserCode
882207 | | 2/28/08) 2/28/08 BE2207 | 3/29/08 3 28000 3 000 4 250.00 | 3678 UNISEARCH, INC. 3000|3678
884574 | | 3/01/08) 3/01/08 884574 | 3/31/08 4 94300 3 101 4 949.01 | 3678 UNISEARCH, INC. 4 000|367 -
503252 | P 3/26/08| 3/26/08 803252 | 3/26/08) $ 1.531.28CR 4 0.00|$% 1531.28CR |DUP PMT INV 877529 % 1.531.28CR
503256 | P 3/26/08) 3/26/08 BR2207 | 3/26/08) & 250.00CR $ 000 % 250.00CK [PMT: CHEH 503256 $ 000 3678 1
8503256 | F 3/26/08| 326408 884574 | /26008 £ 961.11CR & 1210 % S49.01CH |PMT: CHKH 503256 3000|3678
[
&3
' I
Customer Totals Invoices: § Credit Memos: $ Debits: § Met Total $ 1,531.28CR
for 5 ltems.  Bal Fwrds § Fin Charges: $ Payrnents: § 2.730.29CR
For the Customer Code, items are listed by Document D ate. Search: for:

The "Fast Buttons" frame provides the push buttons to have items printed or exported, or
to display an Aged Totals Summary screen for the selected Customer.

"Fast Buttons"

Aged Totals

To have the items for the selected
Customer totalled and displayed showing
balances due for the standard aging
periods. Other information such as
Address, and Contact information is also
displayed.

Print Grid Items Report

To have the items for the selected
Customer printed to a report.

Export

To have the items for the selected
Customer exported to either a tab-delimited
file, or an Excel spreadsheet.

Some of the special features of this "Inquiry” grid are as follows:

> If any specific row is
right-clicked, a pop-up
menu is displayed. A
number of functions may
be performed associated
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to the selected Open 895416
ltem. 885317 | 3
835918 3/ Show PI Invoice
» The function to change 295919 | 3, Show OP Invoice
the Open ltems' Apply-To B85320| 3. Adjust Apply-To

number is presented in 885321
the pop-up menu.

» The option to List By

provides the option to Ligt by | Doc Date [by Cust Code]  w
browse through the Encl D Tate [byEEustEEcéde]
Customer's items either pply- 10 [by Lust Lode

Doc Doate [by Cust Mame]

by Document Date, or
Document Apply-To
Number. In either case,
the Customers are
processed by Customer

Code or Customer !

Name. Selecting Doc # | “™™ ﬂtgﬂ M| RcoBbocHES. T (53655424 )
(All Customers), lists alll

Open Items on file by
Document # regardless
of which Customer they

belong to.

Doc # (&l Customners]

> A given Customer may
be chosen either by
entering their Customer
Code, choosing it using
the Lookup binoculars
icon, or by having the
next or previous
Customer displayed that
has open items. (Click
the binocular icon with
the up/down arrowto
display transactions that
exist for the prior/next
occurrence of that code
on file).

> If available, Customer
Notes may be displayed if
the applicable icon is
displayed below the
Customer selection
icons. Notes are created,
and maintained by the
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6.3.1.2

Customer Maintenance
function.

If the function to have the grid items printed is selected, the report if archived, will be
catalogued with a report name of CUSTOPENS.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingm for full
details).

Editing Apply-To Document Numbers

The Open ltem's Document Apply-To Numbers can easily be edited. Some reasons whey
you would want to edit the Apply-To:

e Open Credits on account for the customer may be applied to specific Invoices
e |f a Cash Receipt was incorrectly applied to the wrong Invoice, it may be corrected

e [f when a Credit was initially entered, it was not known to which Invoice it was to be
applied to

Normally, Cash Receipts and Credit Memos are applied to specific Invoices by recording the
appropriate Invoice Number into the Apply-To field of the payment or credit. Occasionally
however, it may be necessary to have a single Credit document that applies to more than one
invoice. If this was not done when the Credit was initially entered, this function offers a way to
do it:

e The Credit Open Item is on file with an Apply-To that is typically it's own Document
Number. Make a note of it.

¢ Edit the Document Apply-To of each Invoice to which the Credit is supposed to
apply against with the Document Number of the Credit Open ltem
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e When an A/R Aging report is printed, or Statements generated, the Open Credit will
appear in the same aging period as the original Invoice.

¢ |f the sum of all Open ltems with the same Apply-To Number equals ZERO, they will

be cleared from the system when the Purge Accounts Receivable| =l function is
next executed.

Applying Open Credits using Cash Receipts Entry Function

Editing the Apply-To Document Numbers using this function is not the preferred method for re-
distributing Open Credits for a customer. This can also be accomplished using the Cash Receipts
Entryfunctionl?ﬁ. The Cash Entry function approach is more formal, provides the ability to apply the
credits to more than one invoice, and provides a register for an audit trail of the process.

=+ Apply Open Credits (Edit Document Apply-To) - Screen

The following screen is presented to have an Open ltem's Apply-To Number edited:

Edit AfR Open ltem Apply-To

Lpply Open Credits or Payments to a zpecific 4/8 Open lkems, mark one or more Invoices
az paid by a specific Credits and Payments, or fix incorectly applied Cash or Credits.

For  Invoice Document §: - 708764 Dated: 3431706
Apply-To 8: 708764 Amount 1: $ 545.00
Amount 2§ 0.00

Mew Document &pply-To #: (708764

| ok | [ cancel |
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6.3.1.3

= Apply Open Credits (Editing Document Apply-To's) Screen - Field
Definitions

New Document Apply-To # 9(8)
Enter the new Apply-To Number.

Exporting Customer Open Items

Once a Customer has been selected, all their Open ltem's can be easily exported to an Excel
spreadsheet, a tab-delimited text file, or a CSV text file. Click on the Export button displayed
in the "Fast Buttons" frame of the grid screen.

The Export Options tab screen will be displayed, from which you can select to direct the
output to an MS Excel spreadsheet, CSV text file, or a Tab-delimited text file. (Refer to the
topic titled Data Export Functions| o4 for full details).

The following fields are output:

Column # | Excel Column | Field Format
1 A Customer Code X(6)
2 B Document Date MM/DD/YY
3 C Ledger Date MMWDD/YY
4 D Document Number 9(8)
5 E Transaction Type X(1)
6 F Apply-To Number 9(8)
7 G Due Date MM/DD/YY
8 H Amount-1 -9,999,999.99
9 I Amount-2 -9,999,999.99
10 J Reference Memo X(30)
11 K A/R User-Code X(6)
12 L Document Total -9,999,999.99
13 M Apply-To Balance -9,999,999.99

The output file, by default is named CustOpenltems.XLS
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6.3.2 A/R Distributions Inquiry

The A/R Distribution Inquiry function provides easy access and display of the distributions that
have been generated from the Series 5 Accounts Receivable, Customer Order Processing,
Professional Invoicing, Inventory Management and Miscellaneous Invoicing systems. Detail
distributions for each G/L account may be viewed within a grid screen, output to a report,
exported to spreadsheet and/or purged. It provides for a variety of different ways of selecting
and displaying the each G/L Account along with their respective distributions.

Some of the features of the Inquiry function are as follows:
e Specific Types of Distributions may be selected for display
e G/L Accounts may be selected to have their Distributions displayed

¢ A function is provided that will compute the total Debits and Credits for each type
Distribution using a variety of assorted filters

¢ Afunction is provided that will export distributions to an Excel spreadsheet, or a tab-
delimited text file

e The A/R Distribution report may be generated from the inquiry grid screen

A/R Distributions
ONLY those distributions that have NOT been interfaced to the G/L system are available for display.

Once interfaced to the G/L they should be deleted so as to ensure that they will not be interfaced a
2nd time. (An option is provided with the interface function to have them automatically deleted).

The A/R Distributions Inquiry function is launched from the A/R Menu's Trx Inquiry drop-
down menu.

Cuskamer Cpen Ikem Inguiry.,..
AR Distribukions Inguirs, ..

Historic Sales Archives. ..
Historic Cash Archives...

Purged Open Ikem Inquiry. ..

6.3.2.1 Distributions Inquiry Grid Screen

AR Distributions for a selected G/L Account for selected Types, are displayed to the screen
managed using a Series 5 grid processing screen. You can easily navigate through the items
for a specific G/L account number.
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From the "Fast Buttons" frame, push buttons are provided that can be used to display
Distribution Type Totals, Set Display Filters, generated an A/R Distribution Report, have
items Exported, and have items Purged.

& A/R Distributions Inquiry Grid

W F/A Distributions Inquiry |:|@|El
File “iew Edit Help
F/A Distribution Inquiry Thesze are the G/L Distributions that have been generated fram the FAA | =
spstems, but have nat et been interfaced ta General Ledger. Q ﬁ
|
Distrbution Type: for dccount: | 4] 200-95-000550-00-100 v | it | ] i

|Accumulaled D epreciation vl Accum Depr-Automobiles

DB Amount CR Amount Lar Date | Doc Date | Entity (Asset Code Asset Class Batch

i $ 813.08CR 9/30/07 0/00/00 1 Mo512001 - DEPCAL
§ 813.08CR 9/30/07 0400400 1 M0512002 - DEPCAL -
$  2.586.02CR 9/30/07 0400400 1 MO705001 - DEPCAL
$ 406.54CR 10/31.07 10/31./07 1 Mo512001 - DEPCAL |
§ 406.54CR 10/31./07 10/31/07 1 M0512002 N DEPCAL
$  1.278.01CR 10431407 10431407 1 MO705001 3 . DEPCAL S
§ 406.54CR 11430407 11430407 1 Mo512001 - DEPCAL
¥ 406.54CR 11430407 11430407 1 M0512002 = DEPCAL —
4 1.278.01CR 11/30/07 11430407 1 Mo705001 - DEPCAL
§ 406.54CR 12/307 12/3107 1 Mo512001 = DEPCAL T
$ 406.54CR 123107 123107 1 M0512002 - DEPCAL
$  1.278.01CR 12/307 123407 1 Mo705001 - DEPCAL L
¥ 406.54CR 1431403 1431708 1 M0512001 - DEPCAL
$ 406.54CR 1/31/08 1/31/08 1 M0512002 - DEPCAL
$  1.278.01CR 1/31/08 1/31/08 1 Mo705001 - DEPCAL i
$ 406.54CR 2/29/08 2/29/08 1 M0512001 - DEPCAL

27 Distributions Total Debits: $ Total Credits: $ 20,910.90CR Met Total: § 20.910.90CR

Asset Expense Distributions in ascending order by Ledger Date. Search: for:

The "Fast Buttons" frame provides the push buttons to have items printed, purged,
exported, or to display a Distributions Type Summary screen.

"Fast Buttons"

Summary Totals To have a Distributions Type Totals
summary screen displayed. Filters may be
specified to select only those distributions
based on a variety of criteria.

Set Filters To have a number of different filters set to
limit the distributions that are displayed to
the grid.

Report To have an A/R Distribution Report
generated.
Export To have the distributions for a selected date

range exported to either a tab-delimited file,
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or an Excel spreadsheet. The exported file,
as an option, may be automatically emailed
to a specified recipient.

Purge

To have distribution records purged. A
range of dates may be entered thus purging
only those items up to a specified date.
(You would only have to use this
function if distributions are NOT
interfaced to the Series 5 G/L system)

Some of the special features of this "Inquiry” grid are as follows:

» Select the Distribution
Type for the types of
Distributions that are to
be displayed. Once
chosen, then specific
accounts may be
selected to have their
Distributions displayed.

Distrbution Type: | Income W

Cazh Receipts
AR Met Change
DB Amow'w 1P Het Change
WP Costing

$ 2.792.495, COGS

Inventory
:

> Agiven G/L Account may
be chosen either by
entering it's account
number directly, choosing
it using the Lookup
binoculars icon, or by
having the next or
previous G/L Account
displayed that has
distributions on file.
(Click the binocular icon
with the up/down arrow to
display transactions that
exist for the prior/next
occurrence of that code
on file).

for Account: | (24| 0004-0400-040 N v | # | ol | ol
INVOICED REVENUE'EONTROL
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6.3.2.2

Inquiry Display Filters

To limit the distributions that are to be displayed to the grid, the following screen is displayed
to offer a number of different filters:

" A Distributions Inguiry

Set Display Selection Options ...

- B

Display Options

Specify zelection options to determine the items that will be displayed.

Documents D ated:

(%) Not Considered
O Inclusive

For Profit Centre(z):

@ al
() Selected

Bebween: l:IJ

[ocument Mumber(s):

@ all
() Selected

Include only D ocuments for:

Batch Code: I:l

[ Fieldz left blank. are MOT considered in the selection process. |

Coe iy [ome ]

= Grid Display Filters Screen - Field Definition

Distributions with Ledger Date

radio-buttons and (mmddyy)

Select to have All distributions listed regardless of their Ledger Date; or only those for a
given date range. If an inclusive range is selected, enter the starting/ending dates. Click
the calendar icon for a common set of ranges to be presented.

For Profit Center(s)

radio-buttons and 9(5)

Select to have All distributions listed regardless of their Profit Centers; or only those for a
given range of Profit Centers. If an inclusive range is selected, enter the starting/ending

Profit Centers.
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Distributions for Documents Number(s) radio-buttons and 9(8)

Select to have All distributions listed regardless of the document number they were
generated for; or for only those that fall within a range of document numbers. If a range is
selected, enter the starting/ending document numbers.

Include only Documents — for Batch Code X(6)

To have only those distributions listed that were recorded for transactions entered under a
particular A/R Batch code. (Leave the field blank if it is not to be considered as a selection
filter) .

Include only Documents — for Customer Code [X(6)

To have only those distributions listed that were recorded for transactions entered for a
particular Customer. (Leave the field blank if it is not to be considered as a selection
filter) .

6.3.2.3 A/R Distribution Report

The A/R Distribution report lists all the distributions that have been generated from the Series
5 Accounts Receivable, Customer Order Processing, Professional Invoicing, Inventory
Management and Miscellaneous Invoicing systems, that have not yet been interfaced to the
General Ledger system. Distributions for a given G/L Account are listed together, but
accounts may be sorted and/or grouped using a variety of different criteria. As well, assorted
filters may be applied to limit the items that are listed in the report.

A Distribution report may be generated at any time. It should always be produced prior to
interfacing the A/R distributions into the G/L system.

When Interfacing to G/L

When distributions are interfaced to the G/L system, they are normally purged from the AR system.
(They always should be purged when interfaced to G/L). Once items are interfaced, they no longer
will be available for listing on the A/IR Distribution report.
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"™ AM Distributions Inquiry |ZI|E|F5__<|

Fepor:  ARDIST _RPT Frint the &/R Distribution to G/L Report ...

Report Options | Print Options

Specify zelection options to determine the Distibutions that will be included on this report. _?
Repart Type: |Delail v Grouped by: |Dislrihulion Type V|
Sorted by: |Account / Document Number v|
Distributions with Ledger D ate: Dristributions for Document Mumber(s):

(%) Mot Considered Bt l:lJ @Al
(AN

) Inclusive () Selected

For Profit Centre[z): Include only Distributions Generated for:
@ &l Batch Code: l:l
) Selected
Custorner: l:m‘
R [ Fields left blank. are MOT considered in the selection process. |
For Distibution Account(s]:
[OF] Include only the following Distribution Type(s):
O Selected Income WP Costing Inventary
Met Change to &/F Net Change to WP COGS
Cash Receipts

Other

[ Next[:g | cancel |

The report generated, if archived, will be catalogued with a report name of ARDIST.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

= Distribution Report Options Screen - Field Definition

Report Type drop-list

Select whether the report is to be generated in Detail or

Summary. _
Summary by Date
. L . Summary by Account
¢ For "Detail", each distribution for each G/L Account is
listed
e For "Date Summary", debit and credit totals are
reported for each G/L Account for each date
e For Account Summary", debit and credit totals are

reported for each G/L Account.
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For each type of report, a summary is printed at the end listing the total Debits, total
Credits, and the Net Change for each Type of Distribution on file.

Distributions Grouped By drop-list

When the report is printed, the Accounts will be
grouped based on their respective Types of

ictribi it _ ; Profit Center # Distribution Type
Dlstrll_)utlons. Sub-totals are printed for each Distribution Type 7 Profit Center
grouping. Digtribution Type / Acct User Code
Distributions Sorted By drop-list
When the report is printed, the Distributions
may be sorted with sub-totals printed, in a
variety of different ways. Account / Ledger Date

Account / Document Date
Account / Customer Code
Account / Project Code
Document Humber / Account
Document Date / Account
Customer Code / Account
Project Code / Account

Distributions with Ledger Date radio-buttons and (mmddyy)

Select to have All distributions listed regardless of their Ledger Date; or only those for a
given date range. If an inclusive range is selected, enter the starting/ending dates. Click
the calendar icon for a common set of ranges to be presented.

For Profit Center(s) radio-buttons and 9(5)

Select to have All distributions listed regardless of their Profit Centers; or only those for a
given range of Profit Centers. If an inclusive range is selected, enter the starting/ending
Profit Centers.

For Distribution G/L Accounts starting/ending 9(18) - 9(5)

If you wish to only list distributions for a range of accounts, (or a single account), click the
Selected radio-button. You may then enter Starting and Ending G/L Account numbers.
To revert back to All accounts, click the ALL icon.

Distributions for Documents Number(s) [radio-buttons and 9(8)

Select to have All distributions listed regardless of the document number they were
generated for; or for only those that fall within a range of document numbers. If a range is
selected, enter the starting/ending document numbers..

Include only Distributions — for Batch |X(6)
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Code

To have only those distributions listed that were recorded for transactions entered under a
particular A/R Batch code. (Leave the field blank if it is not to be considered as a selection
filter) .

Include only Distributions — for X(6)
Customer

To have only those distributions listed that were recorded for transactions entered for a
particular Customer. (Leave the field blank if it is not to be considered as a selection
filter) .

Include only Distributions — for Type(s)/check-boxes

A check-box is presented for each of the types of Distributions that may be generated in
the A/R system. Click-or un-click to have the particular type listed or not, in the report.

6.3.2.4 Distributions Export

This function is provided so that A/R Distributions may be exported to either an MS Excel
spreadsheet, or a tab-delimited text file. These files might then be interface to another third-
party General Ledger system, or to a Series 5 General Ledger system at perhaps the head
office.

The Export Options tab screen will be displayed, from which you can select to direct the
output to an MS Excel spreadsheet, CSV text file, or a Tab-delimited text file. (Refer to the
topic titled Data Export Functions| e4] for full details).

As well, the option to have the exported file emailed is provided.
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™ A Distributions Inguiry IZI@@

Export A/R Distributions to Spreadsheet & Optionally email to recipient ___

Export Filters | Export Options | About Exporting

Enter filters and control parameters aszociated to exporting Distributions to other systems. _?

Distributions with Ledger Date:

@ Not Considered Between: l:l
o]

) Inclusive

Ermail:

1 Have the generated Expart file sent ta mail recipient 7

Recipient Mame: |

Email Address: |

Next [ Cancel

]

= Distribution Export Options Screen - Field Definition

Distributions with Ledger Date radio-buttons and (mmddyy)

Select to have All distributions exported regardless of their Ledger Date; or only those for
a given date range. If an inclusive range is selected, enter the starting/ending dates.
Click the calendar icon for a common set of ranges to be presented.

Email check-box

If after the export file has been created, you wish to have it automatically emailed, set the
check box. Enter the Recipient's Name and email Address.

= Distribution Export Data Format

The following fields are output to an Excel spreadsheet, a tab-delimited text file, or a CSV
text file. The output file, by default, is named ARDist_ XXXXXX_yyyymmdd.XLS where
XXXXXX is the Series 5 Company system code, and yyyymmdd is the cut-off date for
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6.3.2.5

the range of Ledger Dates selected.

Column # | Excel Column | Field Format

1 A * G/L Account Main 9(i)
Segment-1

2 B * G/L Account Main 9(i)
Segment-2

3 C | 9(i)

4 D G/L Account Profit Center 9(5)

5 E Ledger Date MWDD/YY

6 F Document Date MMW/DD/YY

7 G Distribution Amount -99,999,999.99

8 H Distribution Type X(4)

9 I Sub-Ledger Project X(10)

10 J Narrative X(30)

11 K Reference Batch Code X(6)

12 L Reference Document # 9(10)

13 M Reference Customer Code | X(6)

14 N Customer Name X(40)

* Each segment of the G/L Account's Main number is output into it's own

column.

Distributions Purge

This function is provided in the event that the A/R system is being used without the Series 5
General Ledger system. As such, distributions would either be listed in a report, or exported,

but not interfaced to the Series 5 General Ledger, and hence, not automatically purged.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved




Accounts Receivable Menu Functions 175

™ A Distributions Inguiry IZIIEIFXI

A/R Distribution Purge __.

Purge Options

A/R Distibutions are nomally interfaced to the General Ledger system as a function performed on
request. Ak that time, they are deleted from the 4/8 system. You should proceed with this Purge
only if you do not have a General Ledger aszociated to this Company System's A/R. _‘?

Distributions with Ledger Date:

© Mot Cpnsidered Between: l:l
O Inclusive l:l

| o l\l | cancel |

= Distribution Purge Options Screen - Field Definition

Distributions with Ledger Date radio-buttons and (mmddyy)

Select to have All distributions deleted regardless of their Ledger Date; or only those for a
given date range. If an inclusive range is selected, enter the starting/ending dates. Click
the calendar icon for a common set of ranges to be presented.

6.3.2.6 Summary Totals Display

This function accumulates totals of each of the Distributions Types that are generated within
the A/R system. It displays total Debits, total Credits, and the Net Change for the range of
distributions satisfying the filters selected.

The following screen is displayed:
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8 AR Distributions Inquiry |:|E]g|

Compute Totals for selected A/R Distributions .__

Totals

For the zelection criteria entered, the following totals have been tallied for
144 A/R Distributions dated from az early as 10/31/07  upto 12/31/07

Dehits Credits Met Change
Income: [ 3.221.00| [ 74.084.05 CR| [ 70.863.05 CR|
Cash Receipts: [ 0.00] [ 0.00] [ 0.00]
Met Change to A/F: [ 0.00] [ 0.00| [ 0.00|
Net Change ta WIP: [ 74.084 05| [ 3.221.00 CR| [ 70,863 05|
WP Costing: [ 0.00| [ 0.00| [ 0.00|
Irventary: [ 0.00| [ 0.00| [ 0.00|
Cost of Goods Sold [ 0.00] [ 0.00| [ 0.00|
Other [ 0.00] [ 0.00] [ 0.00]
Totat [ 77.305.05| [ 77.305.05 CR| [ 0.00]

6.3.3 Historic Sales Archives Inquiry

All A/R Sales Transactions entered are recorded in the Sales Transaction Archives files.
These include regular Invoices, Prepaid Invoices, Credits and Debits. These Archives are
kept on the system until purged.

They are utilized for the following functions:

¢ Inquiry — the original transaction may be viewed, along with the expense distributions
recorded

* Reporting — a report similar to the A/R Sales Transactions Posting Journals may be
generated

¢ Analysis — the A/R Period Analysis Inquiry/Report function reads these records to
accumulate it's totals

Some of the features of the Inquiry function are as follows:

e Afunction is provided that will compute totals for each of the types of transactions
on file, using a variety of selection filters

¢ A function is provided that will purge Historic Archive records

Purging the A/R Sales Archive files
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Ifitall possible, you should refrain from purging these records. If you must, tryto at least keep the
last 10 years worth of data. This will ensure that the A/R Period Analysis can be executed effectively.

The Historic A/R Sales Archive Transactions Inquiry function is launched from the A/R
Menu's Trx Inquiry drop-down menu.

S§HSI Series V Accounts Receivable
Cods

SIEW Tro Inquiry

Opetations  Reporks

Customer Open Ikem Inguiry., ..
AR Distributions Inguiry. ..

ic Sales Archives. .,
Historic Cash Archives. ..

Purged Cpen Ikem Inquiry...

Rt LT P

6.3.3.1 Archived Sales Inquiry Grid Screen

Historic A/R Sales Transactions are displayed to the screen managed using a Series 5 grid
processing screen. You can easily navigate through the items on file using the grid buttons,
or enter the respective key for the desired transaction.

From the "Fast Buttons" frame, push buttons are provided that can be used to compute and
display Totals, Set Display Filters, generated an Archived Transaction Report and have items
Purged.
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&+ Archived Sales Transaction Inquiry Grid

M Sales Archive Inquiry

- B

File Edit Help
Soles fuehive Inauty s Acsouns Receheble e et heve rot ptbeonputged 2| 2
|
Go To the Sales Trx with Doc #: A ] | | |

Doc #| Type |Doc Date (Customer |Company Name Total Amt |[Reference Batch
007994 | | 7/09/03 | 406626 INTERNATIONAL BANE OF COMMER 36.00 |406E26IMTERMATIONAL BAMK OF CO | 000022
007995 | 7/09/03 407138 AMERICAN BANK OF COMMERCE 18,00 | 4071 384MERICAN BAMK OF COMMERC| 000022 |~
007996| | 7409703 | 409051 SECURITY STATE BAMEK 485,86 | 4090515ECURITY STATE BANK noanzz
007997| | 7/09/03 | 004034 JPMORGAN CHASE BAME, 1,149.06 | 4094 JPMORGAN CHASE BANE oonozz |
007998 | 7409403 | 4034860 SOUTHWEST BAMK - ODESSA l% 161.30 | 40946050UTHWEST BaNEK - ODESSA 000022
007999| | 7/09/03 409605 FIVE STAR AUCTIOMEERS . 111.59 | 409608FVE STAR AUCTIONEERS Qooozz | =
oogooo| | 7/09/03 | 409354 INDEFENDENT BAME - MCKINMEY 895,26 | 409554INDEPENDENT BAME - MCKIN (000022
oogoon| | 709403 | 410714 CHILDRESS BAMKING CENTER 437.85 | 110714CHILDRESS BAMKING CEMTER (000022 (—
oogonz| | 7/09/03 | 411464 AMERICAN BANK OF COMMERCE 90.00 | 4114644MERICAN BANE OF COMMERC| 000022
oogo03| | 7/09/03 | 411465 AMERICAN BANK OF COMMERCE 16319 [4114654MERICAN BANK OF COMMERC|000022 | 4
oogoo4| | 7409403 (004118 CHARTER TITLE DOwWMNTOWHN 549.92 | 4118 CHARTER TITLE DOWNTOWN (000022
oogons| | 7709703 0041 21 C5C THE UMITED STATES CORPOR: 216950 | 4121 CSCHETWORKS-CALIFORNIA (000022 | |
oogooe| | 7/09/03 (004124 THE HERRING NATIONAL BAME, 394.93 | 4124 THE HERRING NATIOMAL BAN (000022
oogooy| | 7/09/03 (004160 PROSEARCH £3.33 |4160 PROSESRCH noaozz2
oogoog| | 7/09/03 (004163 FLANT & MACHINERY INC. 48R.76 | 4163 PLANT & MACHINERY INC. noanzz T
oogoDg| | 7/09/03 | 004171 U.5. CORPORATE SERWICES 2293504171 U.S. CORPORATE SERVICES nonozz2

Items are listed in ascending order by Document #. Search: for:

"Fast Buttons"

Trx Details

To have the current highlighted item in the
grid displayed in detail. A new screen is
displayed. The associated Revenue
Distributions and/or the Checks that were
used to pay the item may also be
displayed. (Double-clicking the particular
row of the item, also causes the
Transaction to be displayed).

Set Filters

To have a number of different filters set to
limit the transactions that are displayed to
the grid.

Print

To have a report generated listing selected
Archived Transactions. The format of this
report is exactly the same as A/R Sales
Transaction Posting Journals.
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Purge History

To have the Archived Sales Transaction
records purged. Arange of dates ,Check
Numbers and other filters may be entered
thus purging only selected items up to a
specified date.

Totals

To compute totals of Archived Cash
Receipts Transactions. A variety of filters
may be specified if you are looking for
certain items. Sub-totals are displayed for
each of the types of A/P Transactions in the
system.

Some of the special features of this "Inquiry” grid are as follows:

> If you wish to examine a
particular document, in the field
presented, key in the Invoice,
(or document), Number of
interest. The system will
attempt to read to the closest
transaction for the document
number entered and display it
in the grid.

Go Ta the Sales Trx with Doc #: E b I

6.3.3.2 Archived Sales Processing Filters Screen

The following functions may be executed from the Archived Sales Inquiry grid screen, where a
number of assorted selection filters may be entered.

Set Grid Display Filters — Enter a number of different filters set to limit the

transactions that are displayed to the grid.

Print Archived Sales Journal — Generate a report as a Journal listing selected

Archived Transactions. The format of this report is
exactly the same as A/R Sales Transaction
Posting Journals.
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Purge Archived TransactionHave older Archived Sales Transactions Purged
History — from the system

Display Totals of ArchivedTally and display totals of the different types of
Transactions — Archived Sales Transactions

The following screen, or something very similar, is displayed for each of these functions:

"M Sales Archive Inguiry EI[E”E

Compute Totals for selected 5ales Archive ltems ..

Totalling Select Options | Customer Select Filters | Demographic Selects
Specify selection options to determine the items that will be tatalled. _r?
Document Mumber(z): Diocuments Dated:
©a © Mot E.OnSidBIEd Between: l:l
() Selected O Inclusive l:l
Include only the follawing Document Type(s): Include only Docurnents for:
Sales Batch:
Invoices Prepaid Invoice b l:l
Credits Riefunds For A72R Contral Account:
Debits Finance Charges @ al
() Selected
[ Fieldz left blank are MOT considered in the selection process. |

Next 7 Cancel

When generating the report, the operator is also presented with the standard Customer
Select Filters screen[ .zl and Demographic Selects screen[wsl. These allow you to specify
selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

For the Archive Journal report generated, if archived, will be catalogued with a report name of
SALESARCHIVE.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ ) for full
details).
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= Processing Filter Options Screen - Field Definition

Document Number(s) radio-buttons and 9(8)

To select All transactions regardless of their Document numbers; or for only those that
fall within a range of document numbers. If a range is selected, enter the starting/ending
Document numbers.

Include only Documents — for Type(s) check-boxes

A check-box is presented for each of the types of Archived Sales Transactions that may
be generated in the AR system. Click-or un-click to have the particular type processed
by the given function.

Documents Dated radio-buttons and (mmddyy)

Select to have All transactions selected regardless of their dates; or only those for a given
date range. If an inclusive range is selected, enter the starting/ending dates. Click the
calendar icon for a common set of ranges to be presented.

Include only Documents — for Sales Batch X(6)

To have only those transactions processed that were entered under a particular A/R
Sales Batch code. (Leave the field blank if it is not to be considered as a selection filter) .

Include only Documents — for Customer | X(6)
Code

To have only those transactions processed that were recorded for a particular Customer.
(Leave the field blank if it is not to be considered as a selection filter) .

For A/R Control Account radio-buttons & 9(18)-9(5)

The Series 5 system provides for the option of having more that one A/R Control Account.
If this is the case, then you may choose to list ONLY those Sales Transactions that are
associated to a particular A/R Control account.
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6.3.3.3 Sales Summary Totals Display Screen

This function accumulates totals of each of the types of Archived Sales Transactions in the A/
R system. It displays # of transactions, total amounts of Sales, Miscellaneous Charges,
Taxes and Freight and Totals for the transactions satisfying the filters selected.

The following screen is displayed:

"™ Sales Archive Inquiry |:|@|E|

Compute Totals for selected Sales Archive ltems __

Totals

For the selection criteria entered, the following totals have been tallied for
Sales Archive Transactions dated from az early = 6/11/03 upto  3/24/09

Invoices Prepaid Invaices Creditz Debits Finance Charges Tatal
Hof Tres: | | 1.668| | 90| | 1] | 0| | 0| [ 1.759]
Saledmt: | 2.820.163| | | 10.264] || 29| || 0| || | || 2.830.456)
Misc Chrg: | | 0] || 0] || 0] || 0| | o] || 0|
Taxl: | | 11.210] || o || o || o (] o] || 11.210]
Taw2 | | 2.212| || 1] {] 0| [ 0| || o || 3.213|
Freight | | o || o || ol || ol || o || ]
TraTotal | [ 2.834.586] || 10.265] || 29] || 0| | o || 2.844.880]

6.3.3.4 Archived Sales Transaction Display Screen

When a particular row in the Archived Sales Transaction Inquiry grid screen is double-clicked,
a window is displayed showing the detail for that transaction. A table within the screen
displays either the Revenue Accounts that the sale was recorded to, or the Cash Receipts
that were used to pay off the invoice.

The following screen is an example:
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Documentd: 00011111 for Customer:

183

e

2012TH  20TH CENTURY FOX TV "THE 12TH MaN" wHICH 1s | @] (2|

Invoice

From Sales Batch: D0FS10 Posted: 10410411

‘ Document #: 00011111 Applp-To d: 00011711 ‘

For Customer:

20TH CENTURY FOX TV "THE 12TH MAN" WHICH IS5 A REMOTE

SMALLER DIVISIOM OF SENTINEL HILL SOFTWARE INC OF SOUTH AME
10201 WEST SPRUCE. BLDG #1
LOS ANGELES. CA 90044

Document Date: 10707711
Ledger Date: 10407411
Due Date: 10407411

Salez Rep: RG
RICHARD GREENBERG

Show Payments and Credits

Revenue Diztibutions
E10-10-021311-01-200
£10-10-029071-01-200
£10-10-03001 2-04-200
£10-40-041271-01-100

Reference Mema:  INYOICE # 00011111

TC-Mastering-Feature
Te-Mastering-Film E valuation
TC-Tape to Tape-5td-HD

E dit-0ffline-tzzembly

Sub-Ledger

Uszer Code: XR123M

Arnaint
#8,000.00
100,102.00
818.00
20,00

A/R Control: ~ 110-95-000100-00-100

Total of Diztibutions:

178.940.00

Sale Amount: 178.818.00 Misc Charges: 12200 Tax1: 0.00

Freight: 000 Tax2 000

TOTAL: 178.940.00

AddView Attached Document(s)

6.3.4 Historic Cash Archives Inquiry

%

All A/R Cash Receipt Transactions entered are recorded in the A/R Cash Archives files.
These include regular Cash Receipts, and Non-AR Cash Receipts. These Archives are kept

on the system until purged.

They are utilized for the following functions:

e Inquiry — the original transaction may be viewed, along with the expense distributions

recorded

¢ Reporting — a report similar to the A/R Cash Receipts Posting Journals may be

generated

¢ Analysis — the A/R Period Analysis Inquiry/Report function reads these records to

accumulate it's totals

Some of the features of the Inquiry function are as follows:

e Transactions may be listed for a selected Customer either by Check Date or Check
Number; or for all Customer by Check Date listing the most recent ones first

¢ A function is provided that will compute totals for each of the types of transactions
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on file, using a variety of selection filters

e A function is provided that will purge Historic Archive records

Purging the Cash Receipts Archive files

Ifitall possible, you should refrain from purging these records. If you must, tryto at least keep the
last 10 years worth of data. This will ensure thatthe A/R Period Analysis can be executed effectively.

The Historic Cash Archive Transactions Inquiry function is launched from the A/R Menu's Trx
Inquiry drop-down menu.

Operations  Feporks

Cuskomer Open Ikern Inguiry. ..
AR Distributions Inguiry.. .

Historic Sales Archives. ..

.ﬁ.i'R Period .ﬁ.nalis'il

6.3.4.1 Archived Cash Inquiry Grid Screen

Historic A/R Cash Receipts are displayed to the screen managed using a Series 5 grid
processing screen. You can easily navigate through the items on file using the grid buttons,
or enter the respective key for the desired transaction.

From the "Fast Buttons" frame, push buttons are provided that can be used to compute and
display Totals, Set Display Filters, generated an Archived Transaction Report and have items
Purged.
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&+ Archived Cash Receipts Inquiry Grid

W Cash Archive Inguiry |:||E|r5__<|
File WYiew Edit Help
Cash Archive Inquiry These are all the Cash Receipts Tranzactions that have been entered and O &
posted bo the Accounts Feceivable system; that have not vet been purged. A ﬁ
|
.|000364 | i) | MITSUI & CO USA ist b | Check Date (by Customer) | | ) Refrezh
Custmer (000364 ] | 1| HOUSTON, TX [713] 238-6100 sty | ]
Go Tothe Cash Tre Dated: I:I i
Customer (Company Name Check # [Received Amount |A/R |Non A/R Reference Batch
000364 |MITSUI & CO US4 012123 | 5/24/99 2817 v 105338
000364 |MITSUI & CO US4 005861 | 10/19/98 Feal v 104701 -
000364 |MITSUI & CO US4 008544 | B/04/98 2Z70E| v 1041831
000364 |MITSUI & CO USA 008517 | 6/01/38 4757 v 104152 I
000364 007873 | 3/25/98 4885 | v 104013
000364 |MITSUI & CO US4 " 007832 | 2117/98 5239 v 103936 H
000364 |MITSUI & CO US4 007130 | 1412/98 EE14| v 103867
000364 |MITSUI & CO US4 O0E547 | 11417/97 1583 ¥ 103750 —
000364 |MITSUI & CO US4 006430 | 11/07/97 E0.24 | v 103737
000364 |MITSUI & CO US4 555000 | 10/14/97 5844 v 103688 T
000364 |MITSUI & CO USA 005772 | 8/25/97 E284 [ v 103605
000364 |MITSUI & CO US4 005370 | 7/A14/97 2068 | v 103542 L
000364 |MITSUI & CO USA 005238 | 7/02/97 an.0s| v 103530
000364 |MITSUI & CO US4 004349 | 4410/97 87 Y 103380
000364 |MITSUI & CO US4 004259 | 3/28/97 13678 Y 103364
000364 |MITSUI & CO US4 004063 | 3/410/97 E2.90( v 103327
For zselected Customer, by Date [most recent first). Search: for:
"Fast Buttons"
Trx Details To have the current highlighted item in the

grid displayed in detail. A new screen is
displayed. The items to which the Cash
Receipt was applied are also displayed.
(Double-clicking the particular row of the
item, also causes the Transaction to be

displayed).

Set Filters To have a number of different filters set to
limit the transactions that are displayed to
the grid.

Print To have a report generated listing selected

Archived Transactions. The format of this
report is exactly the same as A/IR Cash
Receipts Posting Journals.

Purge History To have the Archived Cash Receipts
records purged. Arange of dates ,Check
Numbers and other filters may be entered
thus purging only selected items up to a
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specified date.

Totals

To compute totals of Archived Cash
Receipts Transactions. A variety of filters
may be specified if you are looking for
certain items. Sub-totals are displayed for
both A/R Cash Receipts and Non A/R
Receipts.

Some of the special features of this "Inquiry" grid are as follows:

» Cash Receipts Transactions
may be listed either for a
selected Customer, or for all
Customers by Check Receipt
Date, (with the most recent
listed first).

> If listing for a particular
Customer, the items can be
sorted either by Receipt Date,
or Check Number

> A given Customer may be
chosen either by entering their
Customer Code, choosing it
using the Lookup binoculars
icon, or by having the next or
previous Customer displayed
that has open items. (Click the
binocular icon with the up/down
arrowto display transactions
that exist for the prior/next
occurrence of that code on file).

Check Date [by Custormer] | w

Check Date [by Cuztamer]
Check # by Custarner]
Check Date

Lizt by

Go Tothe Cagh T|

.| 003262~ | f% #y| | BEGIDNS BANK-STONE FORT
s A@J NACOGDOCHES, T [93E] BE4-4624 '

» Depending on the List By
selection, a field will be
presented, in which the operator
may key in a Check #, or a date,
The system will attempt to read
to the closest transaction for
the data entered and display it in
the grid.

Go Tothe Caszh Trs Dated: l——'\—| '
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6.3.4.2 Archived Cash Processing Filters Screen

The following functions may be executed from the Archived Cash Receipts Inquiry grid
screen, where a number of assorted selection filters may be entered.

Set Grid Display Filters — Enter a number of different filters set to limit the
transactions that are displayed to the grid.

Print Archived Cash Journal — Generate a report as a Journal listing selected
Archived Transactions. The format of this report is
exactly the same as A/R Cash Receipts
Transaction Posting Journals.

Purge Archived TransactionHave older Archived Cash Receipt Transactions
History — Purged from the system

Display Totals of ArchivedTally and display totals of the different types of
Transactions — Archived Cash Transactions

The following screen, or something very similar, is displayed for each of these functions:
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W Cash Archive Inquiry |:|[E|PZ|

Compute Totals for selected Cash Archive ltems ...

Totalling Select Options | Customer Select Filters | Demographic Selects

Specify zelection options to determine the items that will be totalled. _"g;'
Check Mumber[z]: Documents Dated:
@l @MotConsidered g0 [
O Selected O Inclusive ) I:I
Include only the following Document Type(s): Include only Documents for:
Cash Receipts Cash Batch: l:l

Mon &/F Cash Receipts

Cash Account:

‘24 0011 - 060 - 020 |
FIRST UINION BANK - DR

[ Fields left blank are MOT considered in the selection process. |

| New L\\SJ | cancel |

L

When generating the report, the operator is also presented with the standard Customer
Select Filters screen[ sl and Demographic Selects screen[ws). These allow you to specify
selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

For the Archive Journal report generated, if archived, will be catalogued with a report name of
CASHARCHIVE.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ ) for full
details).

= Processing Filter Options Screen - Field Definition

Cash Receipt Check Number(s) radio-buttons and 9(8)

To select All transactions regardless of their Check numbers; or for only those that fall
within a range of document numbers. If a range is selected, enter the starting/ending
Document numbers.

Include only Documents — for Type(s) check-boxes

A check-box is presented for each of the types of Archived Cash Receipts that may be
generated in the A/R system. Click-or un-click to have the particular type processed by
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the given function.

Documents Dated radio-buttons and (mmddyy)

Select to have All transactions selected regardless of their dates; or only those for a given

date range. If aninclusive range is selected, enter the starting/ending dates. Click the
calendar icon for a common set of ranges to be presented.

Include only Documents — for Cash Batch X(6)

To have only those transactions processed that were entered under a particular A/R
Cash Entry Batch code. (Leave the field blank if it is not to be considered as a selection
filter) .

Include only Documents — for Customer | X(6)
Code

To have only those transactions processed that were recorded for a particular Customer.

(Leave the field blank if it is not to be considered as a selection filter) .

For A/IR Cash Account radio-buttons & 9(18)-9(5)

The Series 5 system provides for the option of having more that one A/R Cash Account.
If this is the case, then you may choose to list ONLY those Cash Receipts that are
associated to a particular A/R Cash account.

Cash Summary Totals Display Screen

This function accumulates totals of each of the types of Archived Cash Receipt Transactions
in the A/IR system. It displays # of transactions, total amounts of Checks, of Amount Applied,

Discounts, Allowances and Total Credits for the transactions satisfying the filters selected.

The following screen is displayed:
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" Cash Archive Inguiry \:||E|fg|

Compute Totals for selected Cash Archive ltems ...

Totals

For the selection criteria entered, the following totals have been tallied for
Cash Archive Tranzactions dated from az earlp a 10431788 upte 1416401

AsR Cash Receipts MNon A/R Cash Total
# of Transactions: [ 0 [ 7|
Check Amount; [ 5.849.82] | | 0.00] | | 5.849.82|
Amount Applied:
Digcounts:
Allowances:
Tatal Credited:

6.3.4.4 Archived Cash Receipt Display Screen

When a particular row in the Archived Cash Receipt Inquiry grid screen is double-clicked, a
window is displayed showing the detail for that transaction. A table within the screen displays
each of the Documents that the Cash was applied to.

The following screen is an example:
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Cash Archive Inquiry - ‘ L@g

Check#: 00008743 for Customer 090210 90210 PRODUCTIONS B B £

From Cash Batch: 002973 Fosted: 10425793

AR Cash Receipt ‘ Check #: 0DDDB743 Seq#t: 11191100 ‘

From Customer:
Feceipt Date: 10/25/93

90210 PRODUCTIONS Ledger Date: 10425793

15001 CALVERT ST.
VAN NUYS. CA 91411

Method: O
Temms: M NET 30 DAYS

Check Amount: 678.75 Cash Account:  000-00-330010-41-000 === ACCOUNT NOT ON FILE ===

Apply-Ta At Applied Discount Amt  Allowance Amt Allowance Account Reference

00234041 E78.75 . . PaYMENT: CHECK MO 008743

Total Applied: B78.75 Total Credited: B78.75

Add/View Attached Document(s] ] [s

6.3.5 Purged Open Item Inquiry

The Purged Open Inquiry function provides a Customer inquiry displaying all Open ltems that
have been purged from the Accounts Receivables.

Purged Open Items

Customer Open-ltem records are "Purged” when the Purge Accounts Receivable[z¢3 operation is
executed. Basicallythe Open Item records are copied to a Historic Open ltems file.

There is a function available from the A/R Menu's Purging drop-down menu labeled Purge Historic
Open ltems that actually deletes the Historic Open ltems from the AIR system.

Do not confuse the function to Purge Accounts Receivable with those functions available from
the A/R Menu's Purging drop-down menu. Any other function in the A/R system that "Purges”
data, will actually delete records from the system.

Some of the features of the Inquiry function are as follows:

e [tems may be displayed for each Customer listed by Document Date, or Document
Apply-To Number

e Customers may be selected or displayed by Customer Code or Customer Name
e Totals of each type of Open ltem are displayed for each Customer

e The original document associated to an item may be displayed showing applicable
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revenue distributions or any payments that have been made to it

e [tems for a selected Customer may be exported to an Excel spreadsheet, or printed
in a report

e A number of different filters may be set to limit the items that are displayed for each

¢ Afunction is offered that purges the historic Open ltems History file, in the event in
becomes too large

The Purged Open Items Inquiry function is launched from the A/R Menu's Trx Inquiry drop-

down menu.

"8 SHSI Series ¥V Accounts Receivable

File WIERGENES COperations Reporks  Codes

_uskon pen Ikem Inguiry...
AR Distributions Inguiry. ..

Historic Sales Archives...
Histaric Cash Archives...

Purged Open Itern Inguiry. ..

AR Perind Analysis, ..

Purged Open ltems for a selected Customer are displayed to the screen managed using a
Series 5 grid processing screen. You can easily navigate through the items for a specific
customer, selected either by Company name or be Customer code.

For the items that are presented, by right-clicking on a particular row, a pop-up window will be
presented, from which the following functions may be chosen:

e Display the details and the Revenue distributions that were recorded with the original
entry of the Customer's Sales Transaction

From the "Fast Buttons" frame, push buttons are provided that can be used to filter the items
displayed, have a Customer's purged items exported to a spreadsheet or printed as a report,
or have the Purged Open ltems history records purged.
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&+ Purged Open Items Inquiry Grid

™ Purged Open Item History Inguiry |._|[’E|rg|
File Wiew Edit Help
Purged Open ltem Inquiry Thesze are the Invoices and Payments associated to each customer that have been = 5
fully paid and Purged from the Accounts Receivable system. A ﬁ
:
. 1200048 v | ¢h #3] | Morison Knudsen Corp istbye | AppleTo[by Cust Cods] i Refrezh
Customner: _ | 4 Boise,ID (208 386-5297 List by | | | | |
Doc # | Type |Doc Date (Lgr Date| Apply To |Due Date Amount 1| Amount 2 Total |Reference UserCode

11413/95( 11413495 316287 | 1213495 $ 12400 $ 863 $ 13263 |ORDER 316237 FOR PO 2B53369

|
075400 | P 12/23/95( 12/23/35 316287 | 12/29/95) § 13268CH $ 000[% 13263CR |PMT: CHE# 075400
316886 | | 12/07/95| 12/07/35 316886 | 1/06/96 4 906.50 $ 000 4 906.50 [ORDER 316336 FOR PO 9550-373
076494 | P 1/16/96| 1/16/96 316836 | 1/16/36) $ 906.50CH $ 000[$% 906.50CR |PMT: CHEH 076434 |
346944 | | 4/01/33| 4/01/93 346944 | 5/01/93 $ 35.00 3 B75 $  41.75 |OE ORDER 346344
346944 | P 4/01/38| 4/01/93 346944 | 4/01/38) §  41.75CH $ 000 $ 41.75CR |AE PREP&Y: :
Iy
L] x

Customer Totals Invoices: § 1.080.93 Credit Memos: § Debits: § Met Total: $
for 6 ltems.  BalFwrds: $ Fin Charges: $ Payments: § 1.080.93CR

For the Customer Code, items are listed by Apply-To. Search: for:

The "Fast Buttons" frame provides the push buttons to have items printed or exported,
purged, or filtered.

"Fast Buttons"

Trx Details o have the items for the selected Customer
totalled and displayed showing balances
due for the standard aging periods. Other
information such as Address, and Contact
information is also displayed.

Set Filters To specify a number of different filters that
are used to limit the items that are
displayed.

Print To have a report of Purged Open tems

generated. By default, only the items for the
currently selected Customer are printed.
(However, a range, or a number of selected
Customers may be chosen for the report).

Purge History To have the Historic Purged Open ltems
records deleted from the system. Filters
are presented offering ranges of documents
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numbers, and dates.

Export

To have the items for the selected
Customer exported to either a tab-delimited
file, or an Excel spreadsheet.

Some of the special features of this "Inquiry” grid are as follows:

» The option to List By
provides the option to list

the items for the selected

Customer either by
Document Date, or
Document Apply-To
Number. If by Apply-To,
then Customers in the
grid will be processed
sorted by Customer
Code. If by Document
Date, Customers in the
grid will be processed
sorted by Customer
Name.

> Agiven Customer may
be chosen either by
entering their Customer
Code, choosing it using
the Lookup binoculars
icon, or by having the
next or previous
Customer displayed that
has open items. (Click
the binocular icon with
the up/down arrowto
display transactions that
exist for the prior/next
occurrence of that code
on file).

List by: | &pply-To by Cust Code]

Appl-Ta [by Cust Code)
Doz Date [by Cuzt Mame]

W

REGIONS BANK-STOME FORT

. |003262 i
Customes: ﬂég” | MACOGDOCHES, T

[936) 564-4624

> If available, Customer

Notes may be displayed ff

the applicable icon is
displayed below the
Customer selection

icons. Notes are created,

and maintained by the
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Customer Maintenance
function.

If the Print function is selected to produce a list of historic items, the report generated if
archived, will be catalogued with a report name of HISTOPENS.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

&+ Display, Print, Purge and Export Filters - Options Screen

Variations of the following screen is presented to offer selection of assorted filters:

i Purged Open Item History Inguiry |:|@|Pz|

Purged Open ltem Inquiry ...

Dizplay Options

Specify zelection options ta determine the items that will be displayed.

Document Apply-To Mumber(z]: Documents Dated:

From: O Nat Epnsidered B =
Tax (& Inclusive j
Include anly the following Document Type(s):
Invoices Payments
Credits Balance Forwards
Dehits Finance Charges

| ok QJ | Cancel |

L

When either the Print report, Purge, or Export functions are selected, the operator is also
presented with the standard Customer Select Filters screenl sl and Demographic Selects
screenl sl These allow you to specify selected or ranges of Customers, Customer Types,
Sales Representatives, and/or only those customers satisfying a variety of filter criteria.
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= Filter Options Screen - Field Definitions

Document Apply-To Numbers

If only those Open ltems have Document
Numbers that fall within a certain range of
numbers are to be processed or displayed,
click the Selected radio button. Starting and
ending document number may then be
entered.

Documents Dated

If only those Open ltems have Document Date
that fall within a certain range are to be
processed or displayed, click the Inclusive
radio button. Starting and ending dated may
then be selected or entered.

Include Only Document Type(s)

Select the check-box of those types of

radio-buttons and 9(8)

® Al
O Selected

radio-buttons and (MM/DD/YY)

©  Not Considered
O Inclusive

check-boxes

documents that are to be processed or

displayed.

~ Invoices | ~ Payments
~ Credits ~ Balance Forwards
~ Debits ~ Finance Charges

Purged Open Items Export Data Format

If the option to have the Purged Open ltems Exported is selected, the following fields are
output to an Excel spreadsheet, a tab-delimited text file, or a CSV text file. The output
file, by default, is named HistOpenltems.XLS

Column # | Excel Column | Field Format
1 A Customer Code X(6)
2 Document # 9(8)
3 C Document Date MM/DD/YY
4 D Ledger Date MMW/DD/YY
5 E Transaction Type X(1)
6 F Apply-To Number 9(8)
7 G Due Date MM/DD/YY
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H Amount-1 -9,999,999.99
I Amount-2 -9,999,999.99
10 J Document Total -9,999,999.99
11 K Reference Memo X(30)
12 L AR User-Code X(6)

6.3.6 A/R Period Analysis Inquiry

The Accounts Receivable system records all transactions relating to the sales and revenues
from the operation of your company. It is a subsidiary system to the General Ledger system.
It accumulates sales made to, and cash receipts received from your customers. A/R

distributions are generated and moved to the G/L as journal entries.

In an effort to reconcile, or analyze the source of the G/L Journal Entries from the A/R system,
this reporting function accumulates sub-totals by fiscal periods or years, or calendar months
or years. If there are questionable transactions or account totals in your G/L, this analysis is
a useful tool in attempting to identify how they came about. Also, sub-totals are accumulated

by a variety of other factors that may be used for assorted analysis.

Analysis with sub-totals by assorted periods of time, are available as follows:

Q by Customer code (codes assigned to customers)
Q by Customer Types, (codes assigned to each Customer)

Q by A/R Accounts (ie., A/R Control, Cash Accounts, Revenue Accounts, etc)

Q by Sales Representatives (codes assigned to each Customer)

Q by G/L Sub-Ledger Project (where Project Codes are assigned to specific

revenue distributions)
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For each of the given analysis types, sub-totals may be broken down to the following periods:
Q by Calendar Year over a time frame of 10 years prior to a specified year
Q by Calendar Months for up to 72 months prior to a specified date
Q by G/L Fiscal Periods for up to 4 years worth

Q by G/L Fiscal Years for the 8 years that are defined by the General Ledger
system

The inquiry analysis is obtained using the Archived Sales and Cash transactions that are kept
in the A/IR system. For this analysis to be accurate, you must maintain at least the last ten
years of historic data, purging only transactions older than ten years.

As a special feature of the Series 5 reporting function, the totals may be viewed on screen,
printed or exported to an MS Excel spreadsheet.

The A/R Period Analysis Inquiry function and the A/R Period Analysis Report function are in
fact the same function. For a full description, refer to the topic titled A/P Period Analysis
Regortm found under the chapter on Reporting Functions| s2| later in this documentation.

Operational Functions

The topics in this chapter describe functions and procedures that are a available under the

Operations drop down menu on the Accounts Receivable menu. These menu items are
used to perform the major processing functions in the Accounts Receivable system. In
particular, the functions for entering your Vendor Invoices and for generating Checks are
found here.

These functions are available from the A/R Menu Bar as shown:
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File TrcInquiry | Operations | Reports Codes Maintenance Purging  Wizards  User Functions  Control Options

Window Help

Jzer. USER

Acc

5 Daily

' 15c

The foll

R T e T " &

6.4.1 Sales and Credits Transactions Entry

Sales and Credit Entry...
Cash Receipts Entry...

Load Sales Trxs from Spsheet
Load Sales Trxs from Seq File

Load Bank's LockBox Cash Tres

Undo 5ales Batch Posting...
Undo Cash Batch Posting...

Bulk Email Generator...
Compute Finance Charges...
Export A/R Distributions...
Print Custorner Staterments...
Print Dunning Letters...

Purge Accounts Receivables..
Set Customer Credit Limits..

Clear Custormer PTD...
Clear Customer ¥TD...

Load &/R Open Items...

Reset Customer Balances...

Recalc Customer 5ales Stats..

Recompute Item Due Dates...

Rebuild Open Apply Balances..

Re-Generate A/R Distributions

Search/Find and Replace....

199

L] SHSI Series V Accounts Receiva b_ ‘ EEREE

Rev: 512

Company |
03

ar-End Operations I 8 Tranzaction Entry

3 Coming Due I 4 My Favorites

al

This Series 5 Accounts Receivable operation's menu item provides the means to record your
Sales, Credits and Debits transactions.

Some of the features associated to Sales Transactions entry are as follows:

¢ All Transactions are entered as sets of transactions into operator defined Sales
Batches.

e Batches are created in advance and can have control totals that are tested as
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transactions are entered.

e Different operators may be working with different batches totally independent of one
another.

¢ When Sales Batches are posted, a journal is generated which is archived for future
reference

¢ Invoices may be entered with or without prepayment amounts. When Prepaid
Invoices are entered and posted, both Invoice and Payment Open ltems are
generated for the customer's account.

¢ \When entering a series of Invoices, you may have the system automatically assign
the Document numbers within a predefined range

e When Sales Batches are posted, their transactions are copied to a Historic Sales
Transaction Archive file. These are kept on file and can be viewed using the Historic
Sales Archives Inquiry function. These archived transactions remain on the system
until specifically deleted using the Purge Sales Archive History function.

Before entering the individual Sales and Credit Transactions, a Sales Batch must be created.
These may be created using the Sales Batch Maintenance function| «s), or directly from the
Sales entry routine.

&~ Sales and Credits Transaction Entry
> Sales Batch Selection[zz:)

> Transactions Entry Grid Screen 20|

» Sales & Credits Transaction Data Entry Screens |z

» Transaction Revenue Distributions Entry Screens| 2l

> Repairing a Broken Sales Batchlzu)

Accessing the A/R Sales & Credits Entry Function

From either the AAR Main menu, select Sales and Credit Entry from the
Operations drop-down menu.
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Rare a
0 dl

File  Trax Inguiry Reports  Codes Maintenan

Ugzer. USER

Sales and Credit Entry...

ash Receipks Entry. ..

Interface User Sales Trxs... ‘
Undo Sales Batch Posting. .. 11,
Undo Cash Batch Posting. ..

Bulk Email Generatar, ..

201
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&+ Sales and Credits Entry Batches
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Batching is provided as the method for entering transactions in those Series 5
applications requiring operator interaction with the screen. Examples of such
transactions include the following:

e Accounts Receivable Cash and Sales Transaction Entry

e General Ledger Standard and General Journal Entry

e Customer Order Processing Order Entry

e Accounts Payable Supplier Invoice Entry

e Purchasing System Requisition and PO Transaction Entry

Batching was introduced as a concept to the Series 5 family of applications for three
main reasons:

1) To provide a method of validating figures, representing totals of all Invoice
transactions, entered into the system. A fixed number of transactions can be
assigned for entry under a given Batch, and in advance, the total of all amounts
may be computed. This Batch Total may then be used as a check against the
total actually entered. If the amounts do not match, the operator is then alerted.

2) To provide for the capability of a great number of transactions to be entered
into the system by a number of different operators at the same time. The
transactions may be divided into workable sets of transactions, with each set
being allocated to a separate operator, and to a separate batch. Each batch
may be entered, and posted independently from one another.

3) To ensure that transactions are entered under a rigorous control system.
They are first entered into a batch. An edit list may be generated and it's
transactions verified to be correct. That batch of transactions is then "posted”,
moving them into their respective active data files. During the post process, a
transaction posting journal is generated and archived, providing an audit trail
for future reference.

In essence, transactions are divided into groups of batches prior to data entry. Each
batch is allocated a batch number or code, and the sum of all the transactions is
determined and used as a Control Total. A batch is created in the respective system,
and the various totals and defaults pertinent to the batch are entered. Each transaction
is then entered under that batch number, and prior to posting, is only accessible via that
batch number. A Transaction Edit List for the batch may be printed prior to the it being
posted.

During entry of transactions for a Batch, the current state of the totals is displayed
whenever possible. Separate totals, for number of transactions and transaction totals,
both expected and actually entered, are maintained in the Batch Header file. In most
cases, the Batch Header record is kept on file and may be reviewed at any time in the
future. When the Batch Posting option is selected, if the Batch entered values do not
match the expected values, the user is warned, and given the option of allowing
transaction entry to continue. If a transaction being added causes the number of
transactions expected to be exceeded, the user is informed and the entry aborted.

Once a batch is posted, the data may no longer be accessed via the batch number. It
may however, be printed in an archive journal. This journal data may be purged by the
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6.4.1.1 Sales Batch Selection

The first screen that is displayed when selecting Sales and Credits Entry is one that lets you
select an already establish Sales Batch, or create a new one. It will display push-buttons of
the most recently created or accessed Sales Batches. A given Sales Batch may be selected
by clicking on the button, or selecting one from the drop-down list.

&+ Sales Batch Selection Screen Grid

"8 Sales and Credit Transaction Maintenance |Z|E|Fz|

Sales Batch Selection ...

Sales Transactions are entered in $ets under the control of Sales Batches, Select the desired
Sales Batch from one of thoze that have alieady been created. or you may choose to create a new one. _"gr'

Sales Batch:  [ATiTiEYWE ~| Created: 11/03/08 11:59AM by PROFESSIONAL INVOICING

With: 21 of 21 Tres Entered
Valued at: $ 369.84 of anexpected § 369.84
having Document, f#'s between; 054824 and 054844

Recently dccesred or Created B atches:

TTEST | 10/16/021557 PM oooog4 | 11/03/0811:59 AM
USER PROFESSIONAL INVOICING
oooog2 | 10/31/0B 1557 Pi
PROFESSIONAL INVOICING
oopogs | 10/31/0816:03PM
PROFESSIONAL INVOICING

Create and Select a New Sales Batch |

oK i | Exit Sales Entry
.

If the Sales Batch has not yet been created, you can do so by clicking on the Create and
Select a New Sales Batch push button.

A Processing Tip

Before setting up a Sales Batch, tallythe number of transactions, and the total dollar
amounts. These figures can be recorded with the Sales Batch properties. (Remember that
Credits are entered with positive amounts).

For further discussion, and detailed description of the screen used for adding a new Sales
Batch refer to the topic titled Sales Batch Entry Screens| «l found later in this documentation.
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6.4.1.2 Transactions Entry Grid

Sales, Credits and Debit Transactions for a given Batch are maintained using a Series 5 grid
processing screen.

&+ Sales and Credits Transaction Entry Grid

'8 sales and Credit Transaction Maintenance |Z|@E‘

File Edit Help " "
Sales Transaction Entry Select ta add, modify of delele a Sales Transaction within this Sales Batch Exi = Fast Buttons
Batch: 000094 ‘You may print an Edit List at any time, or when firish Post the Trss ta the A/R o ﬂ

New Modity Delete | Print Edit List ‘ Post ‘ Purge Batch ‘
— New Add a new Trar
Go Tathe Sales Tr with Seq 8 = MJJ Befresh
Doc #] Type [Dac Date [Custamer [Company Name Total Amt [Reference Seq t . .
054824 | | 10/31/08]012403 | JPMORGAN CHASE - MACSYS GROU 51.84|BiCd: 0000592542 1 MOd Ify MOdlfy the Tran:
054825 € | 10/31/08]012403 | JPMORGAN CHASE - MACSYS GROU 5053 BiCd 0000532542 2|* highlighted i h
054826 | | 10/#108[017730  |JPMORGAN - MACEYS GROUF I 96.80 | BiCd. 0000592542 3 |g |g ted Int
054827 C | 10/@1/08|017730  |JPMORGAN - MACSYS GROUP I 71.75- | BiCd, 0U00SH2542 4
054828 | | 10/71/08]008644  [JPMORGAN CHASE BANK 48.90 | BiCd: 0000592542 5
054829 C | 10/31/08]008644 | JPMORGAN CHASE BANK 5406 BiCd: DUN0SAZ542 52
054830 | [ 10/31/06018393 | BANK OF AMERICA CREB-COMMERC] e 219,00 BiCd: 0780010132 000853501 7 Delete Delete the Tran
054871| C | 10/31/08(018393 | BANK OF AMERICA CREB-COMMERC| 18900 BiCd: D7E:001 0132000653801 Fj. hlgh“ghted i the
054832) | | 10/m/08|m3383 | BANK OF AMERICA CREB-COMMERC 131,00 | BiCd. 280:0003489 000853501 5
054833] C | 10/71/08|018393 | BANK OF AMERICA CREB-COMMERC 52.76-| BiC<: 2800003469 D00SE3501 0|5
054834] | | 10/1/08]018333 | BANK OF AMERICA CREB-COMMERC 93,00 BiCe: 336:0003383-000653501 1 = =
054835| C | 10/31/08(018393  |BANK OF AMERICA CREE-COMMERC]  18350-|BiCd 336:0008353-.000853501 12| | Pr| nt Ed |‘t Generate a I‘ep(
054836 | | 10/%1/08(316361  |BANK OF AMERICA BCS DOC SRV 871 261,00 | BiCd. 090000359 000651550 13 - .
054837 C | 10/21/08|716361  |BANK OF AMERICA BCS DOC SRV ST 116.00-|BiCd: 0990000353 000551550 14 L ISt the Transaction
054838] | | 10/1/08[317121 | BANK OF AMERICA PB DOC SRV CHe 15450 BiCd: 0010201 900000653502 15 Batch
054839] © | 10/31/08317121 | BANK OF AMERICA PB DOC SRV CHY 38.60- | BiCd: 0010201900 DODEE3602 16 atc
Contiol Totals: 21 of 21 Trancactonsentsredvalsdast § 36984 of 3 369.84  ewected
.
Items are listed in the order entered into the Batch.  Search: for: P ost Post the Transe
the Batch
Purge |Purge all Trans.
Batch [the Batch, and
delete the Batcl
record

Edit an existing Transaction by double-clicking it's associated row. Standard Series 5
grid controls apply.

Some points to note about the grid screen are as follows:
¢ Notice that the control totals for the grid are displayed at the bottom of the screen

e Right click any row with a transaction to have a pop-up menu displayed, offering a
number of relevant functions

Operational Tip

You can edit the properties for the batch directly from this Sales Entry
grid screen. On the menu bar, click Edit, then from the drop down
menu, click on Edit Sales Batch Properties.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



206 Series 5 Accounts Receivable- User Help

W Sales and Credit Transaction Maj
File BEs18 Help

Cuk Transackion
—  Copy Transaction

Mew
Todify
Delete

Delete All Transactions. ..
Iif|  Edit Sales Batch Properties
054832 1 | 1os31/08|meaw
e —_— — R

The edit list, or posting journal when generated, if archived, will be catalogued with a report
name of SALES XXXXXXnn.LST or SALES XXXXXXnn.JRN where XXXXXX is the
Journal Entry session code.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ 1) for full
details).

6.4.1.3 Sales & Credits Transaction Data Screens

There are six different types of A/R Customer Transactions that can be entered.

Type Cod| Description
e
Invoice I | An Invoice is entered as the result of a sale to a customer.
Prepaid P | Is an Invoice that has had a payment already applied to it.
Invoice This may be a transaction that was interfaced from the

Series 5 Professional Invoicing or Order Processing
system that was prepaid with a credit card. When posted
to the Accounts Receivable, both a type | - Invoice and
type P - Payment open ltems will be recorded as Open
tems.

If the payment amount exceeded the amount of the
invoice, then depending on an option that is set in the A/IR
Control Preferences one of two alternative actions are
taken:

1) The Over payment amount will be recorded as a
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separate D - Debit Open Item with a negative
amount and an Apply-To Document # = ZERO.
(Only if the over payment amount >= $1)

2) The Prepaid Amount is just recorded as a Payment
Open Item

Debit

A Debit transaction is used to record an adjustment,
perhaps as a result of an invoicing error. The Debit would
be entered with a unique document number, and with an
Apply-To number of the original invoice that is being
adjusted.

Credit

A Credit transaction is used to record an adjustment,
perhaps as a result of goods that were received that were
not ordered or were damaged. The Credit would be
entered with a uniqgue document number, and with an
Apply-To number of the original invoice that is being
credited.

Refund

A Refund is similar to a Credit transaction, except an
amount of money has been given back to the customer.
This might be a credit that was given to a customers credit
card. When posted, both a type C - Credit and type D -
Debit Open item is generated for the customer. If the
refund amount exceeded the original amount, it will be
recorded as an additional type C - Credit Open ltem with a
reference of Refund Over Payment.

Finance
Charge

The Accounts Receivable system has a function that will
compute Finance Charges. But if you wish to compute
are record these manually, you can enter them as a
Finance Charge transaction.

The same entry screen is presented, with minor variations, for each type of transaction.

&+ Sales & Credits Entry - Transaction Tab Screen

Some points to note when adding a Sales or Credit Transaction:

¢ Regardless of the type of transaction being entered, the Document # that you assigned
should be unique. However, you may enter a single Invoice, Debit, and Credit that each
of which could have the same document number assigned. (Keep in mind that for
Credits and Debits that apply to a given Invoice do not have to have the same
document number, but they must have the same Apply-To Document Number).

e When entering a Debit or Credit, you must enter the Apply-To Number to which the
amount should be applied to. If you set the Apply-To for a Credit to ZERO, then this will
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generate an Open Credit for the customer.

¢ When entering a Credit, you should allocate a range of Document #s, say that are in the
range greater than 990000, so as to not interfere with document numbers being
assigned to invoices being generated in any of your subsidiary systems.

e Sales tax will be automatically computed using the percentages of the Tax Codes that
have been established for the customer.

e When entering a Prepaid Invoice, you must also enter a Prepayment Code, Prepayment
Amount, and a valid Prepaid Cash Account.

e The Accounts Receivable Account will default to the account that was set up for the

Batch

Warning About Document Numbers

If you have Invoices that are being generated within the Series 5 Professional Invoicing or Order Entry
systems, or any other system, remember that they will all end up in the A/R system. You must make sure
that all Document Numbers that are being assigned are unique. In each ofthose systems, make sure that
separate ranges of document numbers are being assigned to the Invoices.

The following screen is displayed for an Invoice Transaction:

Type: Invoice

Cusztomer:
2012TH  §

10201 WEST SPRUCE. BLDG #1
LO5 ANGELES, Cé

Terms:  MET 30 DAYS

Sale Amaunt: 178.818.00 izz Charges:

Freight:

Reference:  INWVOICE # 00011111

UserSales Code: XR123M gy | TEST
&/R Caontrol Account:
110 - 95 - 000100 - 00 -- 100

Acchs Receivable

|1 Sales and Credit Transaction Maintenance L@g
Transaction Seq #: 0001 - Modify this Transaction Batch E0n1tr0| TEFBIS: B TrsEfacs T
Sales Batch: DO7510 $178.940.00 of $1.111.000.00 T
Transaction | Revenue Distributions
%

20TH CENTURY FOX TV "THE 12TH MAN" WHICH I5 A
REMOTE SMALLER DIVISION OF SENTINEL HILL SOFTWARE

Document #:

Documnent Date: 10207411 o
DueDate: 1007111 ™3

Ledger Date: 10207411

TOTAL:
178,940.00

12200 Taxl 0.00
000 Tax2 ooo | ¥

Sales Rep: RG #4| FRICHARD GREEMBERG

Carmirigion: 0.00 Cist aof Sales: 0.00

s

Add/View Attached Document(s)

Update

Cancel

When entering a Prepaid Invoice, extra fields will be provided to record the Prepayment
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Amount, the method, and a reference field. As will, a Prepay Cash Account must be entered.

S ale Amount; 10,000.00 Mizc Charges: Tax1. CA TOTAL:

Fraight— T T hn $ 10.000.00
@m,uuu.um be: (WIS || Viea k Reference: |CrCd: mwxn-wnnnx-778 |
1)
Reference Memn: |P|:|EPA|[) INYOICE # OGEGEEG | Sales Representative: i

Comimizsion: 0.00
repay Cash Account;

2| 0000 - 00102 - 00 -- 040 |
WSh Paymentech Clearing Acct

User Sales Code: :lﬂ

A/F Contral Account;

Cost of Sales:

0000 - 00301 - 00 -- 040
ACCOUMTS RECEIVABLE

When first adding a transaction, after completing entry of the first screen, click the Next push
button. You will then be presented with the screen on which you may record amounts to
specific G/L Revenue accounts.

The following screen is displayed for Credit transactions. The only difference is that there is a
field for recording the Document Apply-To Number to which the Credit is to be associated to.
Some points to note when adding a Credit Transaction:

e Enter the Sale Amount, and any other applicable amounts, as positive values,
WITHOUT A MINUS SIGN. The system will automatically set the correct sign when
the applicable Open ltems are generated.

¢ When entering the Credit Document #, striking the F1 function key will assign the "Next
Credit/Finance Charge Doc #" as defined by the A/R Control Preferences.
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=
E Sales and Credit Transaction Maintenance =0

Batch Control Taotals:

3 of 5  Txs Entered ﬂ
kel

Tranzaction Seq f: 0003 - Modify this Transaction
Sales Batch: 007510 $178.006.00 of $1.111.000.00

Transaction | Revenue Distributions

2
Type: Credit Memo Document & (00999901 Apply-To #: [11888
Cusztomer:
COLRUE £ Document Date: 10407411 o

COLUMEIA PICTURES TELEVISION

DueDate: 1040711 3
CULYVER CITY, Cé
Ledger Date: 10207411 o

Terms:  MET 30 DAYS =

Sale Amaunt: 1.000.00 Mizz Charges: 000 Taxl: 1 0.00 TOTAL:

[ Enter Credit/Refund Amts as pogitive values. | Freight: 0.00 Taxz 0.o0n $ 1.000.00
Reference: CREDIT MEMO TO Invi 11888 Sales Fep: MR dh MIKE ROARE.
User Sales Code: | bl Commisgion: 0.00 Cost of 5 ales: 0.00

A/R Control Account:
110 - 95 - 000100 - 00 -- 100

Acchs Receivable %
Add/Yiew Attached Document|s] Update

= A/R Sales Transaction Tab Screen - Field Definitions

Transaction Type drop-down list

Select the type of document that is being entered. This field is presented only when
transactions are being added. Once entered, you may not change the type of document.

Customer X(6)

Select the Customer for which the Transaction is to be applied. Note that you may hyper-

link to the Customer Maintenance function by clicking on the =*| icon on the bottom left
corner of the Customer entry frame.

Note that the Customer Name may be as large as 150 characters, although only the 1st
100 characters of the name is displayed to the screen.

Document Number 9(8)

Record the Invoice Number for Invoices and Prepaid Documents. For all other
documents, enter a unigue document number. This number is used to identify the
document within the A/R system, and in any related distributions that are carried forward
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into the G/L system as journal entries.

Document Number Entry Note

The document number that is entered must fall within the range of numbers that was
specified for the Sales Batch under which the transaction is entered.

Also, the system will not allow duplicate Document Numbers to be entered. (le., two
Invoices, or Debits or Credits with the same Document Number). However you can enter
a Debit, a Credit and an Invoice each having the same Document Number.

Document Apply-To Number 9(8)

For Credits, Debits and Refunds, enter the Invoice number to which this transaction
should apply to. When aging reports are generated, the Debit or Credit will be placed in
the same aging category as the original Invoice to which it applies.

For Invoices, Prepaids and Finance Charge documents, the Apply-To will automatically
be set their Document Number. (If you don't know the number, assign the Document
Number to the Apply-To number. It may be changed later).

If you just wish to have the Debit or Credit recorded as an Open Credit, then enter an
Apply-To Number = ZERO.

Data Entry Note

Credits and Debits should be recorded with their Apply-To Numbers assigned with the
original Invoices' document number. This will ensure that the Aging Report can correctly
reportit's aged totals, and that when recording Cash Receipts, correct balances for items
being paid are presented.

Document Date (mmddyy)

This would typically be the actual date that the transaction was generated. For Invoices,
the Due Date will be computed relative to the Document Date entered. The Document
Date entered must fall within the Starting and Ending dates that were specified for the
Sales Batch under which the transaction is entered.

Ledger Date (mmddyy)

The Ledger Date defaults to the date that was set up for the Sales Batch. This is the date
that is carried on all postings to the General Ledger system.

Due Date (mmddyy)

For Invoices, the Due Date will be automatically calculated using the properties of the
associated Customer's assigned Terms Code. For all other document types, this field
defaults to the Document Date.
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Sale Amount $ 99,999,999.99-

This is the actual total dollar amount of the transaction. For Invoices, it does not include
Miscellaneous Charges, Tax or Freight. The Sale amount is used to compute any
discount that would be allowed when an early Cash Payment is received.

For Credits or Refunds, enter the amount as a positive value, without a minus sign. The
system will automatically adjust the sign when applicable Open ltem are generated.

Miscellaneous Charges $ 99,999.99-

Enter the amount to be recorded as a Miscellaneous amount. When the associated
Open Item record is generated, the sum of the Miscellaneous, Freight and Tax amounts
are recorded as Amount 2.

If the Accounts Receivable system was configured with only one Miscellaneous G/L
Account, then when entering the Revenue distributions for this transaction, you will not
have to include this amount in any distributions that are made. The system will
automatically generate a credit to the default account specified.

Freight Amount $9,999.99-

Enter the amount to be recorded as a Freight amount. When the associated Open ltem
record is generated, the sum of the Miscellaneous, Freight and Tax amounts are
recorded as Amount 2.

If the Accounts Receivable system was configured with only one Freight G/L Account,
then when entering the Revenue distributions for this transaction, you will not have to

include this amount in any distributions that are made. The system will automatically
generate a credit to the default account specified.

Tax 1 and 2 Amounts $ 99,999.99-

Taxes are automatically computed on the sum of the Sale Amount plus the Miscellaneous
Charges. Taxes are not computed on Finance Charges.

The Tax Codes used are those that have been established for the Customer. You will not
have to include Tax amounts in any distributions that are made. The system will
automatically generate a credit to the G/L accounts associated to the Tax codes.

Prepayment Amount $ 99,999,999.99-

For Prepaid transactions the amount that was prepaid. This might be the amount paid by
a credit card, a check or cash. It could be over or under the amount of the Invoice.

Prepayment Method by X(3)
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This is Prepayment method that was used. It's a code that would have been defined in

your Accounts Receivable system. For example, CSH, VIS, CHQ, AMX for cash, Visa,

cheque, or American Express. When selecting a Prepayment Method code, the Prepay
Cash account will be assigned.

Prepayment Reference X(20)

May be used to record a Check #, or a credit card number, or authorization code.

Reference Memo X(30)

This field is provided so a brief memo may be recorded with the transaction.

User Sales Code X(6)

A user define code may be recorded with the transaction. When an A/R Aging report is
generated, as an option, one or more User Codes may be selected as filters.

Sales Representative X(3)

This field is used to record the Sales Rep that is associated to the transaction,
presumably a Sale. This will default to the Sales Representative code that was assigned
to the customer. Any Commission amount that is entered will be recorded to this Sales
Rep.

When an A/R Aging report is generated, the Customers may be grouped by Sales Rep.
When the A/R Period Analysis is generated, totals for each Sales Rep, for each period,
are accumulated.

Commission Amount $ 99,999.99-

If you don't already have a system in place for tracking Commissions, if known, that
amount may be entered along with the Sales transaction. When the transactions are
posted, any amount will be posted to the Commissions Due file for the Sales Rep that
was specified.

Cost of Sales Amount $ 99,999,999.99-

If you wish to track the Costs associated to sales, for the associated Customer, enter an
amount in this field. When the transaction is posted, this amount is accumulated in the
Customer's Period-To-Date, Year-To-Date and Monthly Sales tables.

A/R Control Account 9(18)-9(5)

This is the G/L Accounts Receivable Control account to which the amount of the
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transaction is recorded to as a debit. If the Accounts Receivable system was configured
with only one A/R Control Account, then this field is not presented to be edited. It defaults
to the A/R Control account that was assigned to the Sales Batch for which the transaction

is being entered, but it may be edited as required.

Prepaid Cash Account

9(18)-9(5)

For Prepaid transactions the G/L Account to which the cash, or Prepayment Amount,
should be recorded to is specified here. This will default to that which was assigned to

the Prepaid Code.

6.4.1.4 Revenue Distribution Entry Screens

For each type of A/R Sales Transaction entered, you will need to record amounts to specific
G/L Revenue Distributions. The sum of all distributions must equal the sum of the amounts
associated to the transaction. Depending on the options set up in the A/R Control Properties,
Revenue Distributions are automatically generated, or they must be manually recorded for
Sales, Miscellaneous Charges and Freight amounts.

If revenues for G/L Sub-Ledger Projects are being tracked, and the appropriate A/R Control
Properties are set, a Project code may also be entered with each Revenue Distribution.

&+ Sales Transaction — Revenue Distributions Entry Grid

'8 Sales and|Credit Transaction Maintenance

Transaction Seq #0001 -Add a new Sales Transaction Betch Corel Tatls: = e
Sales Batch: 000092 $0.00 of $19.,000.00
Transaction Bevenue Distributions
Document t# 066666 Customer. 004837 15T CENTENNIAL BANK
Totalfor this Prepaid Invoice  $ 10,000.00 REDLANDS, CA " Fast B uttons"
For Distibution:
Sdes:  $ 10.000.00 Miscelaneous: 0,00
| BETTEN BNTTEN BETSRR New Add a new Dist
G /L Distribution Account Description Sub-Ledger Code $ Amount
0000-04205-10-020 TLJ SEARCH FEE-LOCAL 3.900.00 |+
*90000-04302-00-070 COMPUTER SERVICES-MV/DOS [ 4.000.00 | | MO d Ify Modlfy the DIStI‘
N : highlighted in th
R u ghiig
u Delete |Delete the Distr
highlighted in th
Amount Remaining to Distribute: $ 2.100.00 Total for 2 Distrbutions: $ 7.900.00
Add and Exit ‘ Add and Add More Cancel

Data Entry Note
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The Revenue Distributions entry screen is presented onlyif settings in the AR Control Preferences
specify Multiple Sales Accounts, Multiple Miscellaneous Accounts, or Multiple Freight Accounts.

If the settings in the AIR Control Preferences don'tindicate Multiple Sales Accounts, then for any
Sales amount entered with the transaction, the system will automatically generate a distribution to
the Default Sales Revenue Account.

If the settings in the AIR Control Preferences don'tindicate Multiple Miscellaneous Charges
Accounts, then for any Miscellaneous amount entered with the transaction, the system will
automatically generate a distribution to the Default Miscellaneous Charges Account.

If the settings in the AIR Control Preferences don'tindicate Multiple Freight Accounts, then for any
Freight amount entered with the transaction, the system will automatically generate a distribution to
the Default Freight Account.

In all cases, any Taxamounts entered, the system will automatically generate a distribution to the G/
L account associated to the Tax Code.

&+ Revenue Distribution — Entry Screen

This screen is used to record the amounts associated to a Sales Transaction to a given
Revenue Account.

Some points to note about entry of the Revenue distributions:

e The sum of all Revenue Distributions, some of which may be negative, must equal the
total of the amounts that are shown that must be distributed.

e Sub-Ledger Project codes may be entered, only if the selected G/L Distribution account
has as one of it's properties, the option to Always, or Optionally, allow for a Project
code.

e Tax amounts do not have to be recorded as a distribution. The system will do that
automatically.

e You may edit the $ Amount directly on the Revenue Distribution screen's grid.

The following screen is displayed to enter or modify the Distribution Account and the amount
to be recorded as revenue:
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"™ Modify Sales Distribution

Distribute Revenue for Document #: 066666 Amount Left to Distibute:  § - 0,00 _r'?

(=1

Revernue Digtibution Account;

0000-04302-10-010 v | i
CORPORATE SEARCH FEE-REMOTE

Sub-Ledger Project Code:

[ 1 s

Diztribution Amount:

4.000.00

I Update% [ Cancel

= Revenue Distribution Screen — Field Definitions

G/L Account

9(18)-9(5)

This is the G/L Account to which the Revenue is distributed to as a credit. The Account
number may be entered directly, or you can use the drop-down list, and select one of the
ten most recently entered numbers, or click the G/L Account "Lookup" icon.

Entering the G/L Account #

in the field provided:

001-0500-040
1-500-40
150040

001 0500 040
0010500040

double click on the desired account.

There are a couple of different ways a G/L Account# may be entered. For example, if you
wanted to enter G/L Account# 001 - 0500 - 040, you can type any of the following strings

Note that the system does remember the last 10 accounts that had been entered. If by
chance you need to repeat entry of one of those accounts, just open the drop-list box, and

Sub-Ledger Project

X(6), X(8), X(4)-X(4), or X(4)-99-99

If the Series 5 General Ledger system is configured to use Sub-Ledger Projects, and the
selected account has been designated to allow project codes, this fields will be displayed.
Enter the Project Code to which this revenue is associated to.
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Distribution Amount $ 99,999,999.99-

Enter the amount that is is to be recorded as a revenue to the specified G/L Account.

6.4.1.5 Repairing a Broken Sales Batch

In the unlikely event that some kind of failure with your system or network occurs while
entering transactions into the Sales Batch, there is a function that will attempt to fix things.

When Sales Transactions are entered, regardless of which batch they are associated to, they
are written to a Sales Transaction file. There is also a Sales Batch Transaction Pointer file
that is used to identify those Transactions that actually belong to a specific Sales Batch. If the
Pointer record is not written correctly, it will appear as if you have lost the Transaction. But
they are actually stored in the system.

This function reads through the Sales Transaction file, and rebuilds the Pointer file for the
currently selected Sales Batch.

Accessing the Broken Sale Batch Repair Function

After selecting the batch, from the Sales Transaction grid screen select Repair Broken
Batch File from the File drop-down menu.

"M Sales and Credit Transaction
Edit

Help

Properties

Primk Edit Lisk, ..
Post Sales Batch...

Repair Broken Batch File...r.
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6.4.2

=+ Repair Sales Batch - Verification Screen

The following screen is displayed before the Repair function can proceed. You must
type in the word PROCEED in the field provided.

" Sales and Credit Transaction Maintenance |:|E|E|

Repair Sales Batch: 000092

nnm WARNING ALERT i

You zhould execute thig function only if instructed by your System's Manager.

Every unposted Batch has a file that contains pointer records that identify it's
own Sales Trangactions from athers, Should pou suspect that this file has become
corupt, this function will attempt to repair it for you.

To proceed with this rebuild function. type the word FPROCEED in the field provided PROCEED
and click on the [Rebuild] button below.

If you do not wizh to have the file rebuilt, click on the [Cancel] button.

Rebuild Thiz Batch File % LCancel |
L3

A progress bar will be displayed. This function may take some time because it must
read through the entire Sales Transaction file, (which on some systems may be very
large).

Cash Receipts Entry

This Series 5 Accounts Receivable operation's menu item provides the means to record your
Cash Receipts. Customer payments may be recorded to specific Invoices or as Open
Credits on account; or cash receipts may be recorded as Non-A/R Cash. The Cash

Receipts function may also be used to apply any previously recorded Open Credits to specific
invoices.

Some of the features associated to Cash Receipts entry are as follows:

¢ All Cash Receipts are entered as sets of transactions into operator defined Cash
Batches.
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e Batches are created in advance and can have control totals that are tested as
transactions are entered.

¢ Different operators may be working with different batches totally independent of one
another.

e When Cash Batches are posted, a journal is generated which is archived for future
reference

e Customer payments may be entered and applied to a number of different invoices,
or enter as an Open Credit on the customer's account.

¢ When applying amounts to specific invoices, any Discount that was applicable, may
be entered

¢ When applying amounts to specific invoices, if there was an overpayment or a short
pay, the amount can be recorded as an allowance, and recorded to the applicable
G/L account

e You may record cash receipts from a single check that needs to be applied to more
than one customer. Initially, enter the full amount of the check, and once all invoices
that are being paid have been selected, a button is provided that will adjust the
amount of the Cash Receipt based on what has been applied. You can then repeat
the process for the other customers.

e When Cash Batches are posted, their transactions are copied to a Cash
Transaction Archive file. These are kept on file and can be viewed using the Historic
Cash Archives function. These archived transactions remain on the system until
specifically deleted using the Purge Cash Archive History function.

Loading Bank "Lock-Box" Deposits Transmitted Data

If your bank handles the receipt of Customer payments directly into your accounts, they may be
able to provide you with an interface file that contains the relevant Cash Receipts information. If
this is the case, then the Series 5 system provides an interface to load these interface files.
Please refer to the topic titled Interface Bank Cash Receipts 240,

Before entering the individual Cash Receipts, a Cash Batch must be created. These may be
created using the Cash Batch Maintenance function| 2, or directly from the Cash Receipts
entry routine.

& Cash Receipts Entry
> Cash Batch Selection[ !

> Cash Transactions Entry Grid Screenl zz:)

» Cash Transaction Data Entry Screen| )
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» Cash Transaction Apply-To Screens|zs]

> Repairing a Broken Cash Batchl !

Accessing the A/R Cash Receipts Entry Function

From either the A/R Main menu, select Cash Receipts Entry from the Operations

drop-down menu.

Uszer. USER

Ac

5 Dail

File  Trx Inguiry Rl
Sales and Credit Entry. ..
Cash Receipts Entry...

" SHSI Series ¥ Accounis Receivable
Zodes Maintenance

Interface User Sales Trxs...
IUndo 3ales Batch Posting. .
IUndo Cash Batch Posting...

Bulk Ermail Generatar, ..

Export AfR Disk

Repaorts
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Batching is provided as the method for entering transactions in those Series 5
applications requiring operator interaction with the screen. Examples of such
transactions include the following:

e Accounts Receivable Cash and Sales Transaction Entry

e General Ledger Standard and General Journal Entry

e Customer Order Processing Order Entry

e Accounts Payable Supplier Invoice Entry

e Purchasing System Requisition and PO Transaction Entry

Batching was introduced as a concept to the Series 5 family of applications for three
main reasons:

1) To provide a method of validating figures, representing totals of all Invoice
transactions, entered into the system. A fixed number of transactions can be
assigned for entry under a given Batch, and in advance, the total of all amounts
may be computed. This Batch Total may then be used as a check against the
total actually entered. If the amounts do not match, the operator is then alerted.

2) To provide for the capability of a great number of transactions to be entered
into the system by a number of different operators at the same time. The
transactions may be divided into workable sets of transactions, with each set
being allocated to a separate operator, and to a separate batch. Each batch
may be entered, and posted independently from one another.

3) To ensure that transactions are entered under a rigorous control system.
They are first entered into a batch. An edit list may be generated and it's
transactions verified to be correct. That batch of transactions is then "posted”,
moving them into their respective active data files. During the post process, a
transaction posting journal is generated and archived, providing an audit trail
for future reference.

In essence, transactions are divided into groups of batches prior to data entry. Each
batch is allocated a batch number or code, and the sum of all the transactions is
determined and used as a Control Total. A batch is created in the respective system,
and the various totals and defaults pertinent to the batch are entered. Each transaction
is then entered under that batch number, and prior to posting, is only accessible via that
batch number. A Transaction Edit List for the batch may be printed prior to the it being
posted.

During entry of transactions for a Batch, the current state of the totals is displayed
whenever possible. Separate totals, for number of transactions and transaction totals,
both expected and actually entered, are maintained in the Batch Header file. In most
cases, the Batch Header record is kept on file and may be reviewed at any time in the
future. When the Batch Posting option is selected, if the Batch entered values do not
match the expected values, the user is warned, and given the option of allowing
transaction entry to continue. If a transaction being added causes the number of
transactions expected to be exceeded, the user is informed and the entry aborted.

Once a batch is posted, the data may no longer be accessed via the batch number. It
may however be prlnted in an archive journal. This Journal data may be purged by the

of the year s transactlons and these transactlons%gt% 68168 g%a“aﬂéll b%‘m@'i%f’éd g reserved
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6.4.2.1

Cash Batch Selection

The first screen that is displayed when selecting Cash Receipts Entry is one that lets you
select an already establish Cash Batch, or create a new one. It will display push-buttons of
the most recently created or accessed Cash Batches. A given Cash Batch may be selected
by clicking on the button, or selecting one from the drop-down list.

&+ Cash Batch Selection Screen Grid

™ Cash Receipts Transaction Maintenance |Z|FE|PZ|

Cash Batch Selection ...

Cazh Receiptz are entered in gets under the control of Cash Batches. Select the desired
Cash Batch from one of those that have already been created, or you may choose to create a new one.

CashBatch:  [MFF:T-00 - Created: 11416705 13:51 PM by

Wwith: 4 of 12 Tz Entered
Yalued at: $ 23.493.69 of anespected $ 110.000.00
having Dates betweer, 11416405 and 11/16/09

Recently dccesred or Created B atches:

LARRY | 11/18/05 1351 PM
111580 | 1171405 10:09 AM
SAGARNA

Create and Select a New Cash Batch |

oK Exit Cazh Entry

If the Cash Batch has not yet been created, you can do so by clicking on the Create and
Select a New Cash Batch push button.

A Processing Tip

Before setting up a Cash Batch, tallythe number of cash receipts, and the total dollar amounts.
These figures can be recorded with the Cash Batch properties.

For further discussion, and detailed description of the screen used for adding a new Cash
Batch refer to the topic titled Cash Batch Entry Screens|.; found later in this documentation.
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6.4.2.2 Cash Transaction Entry Grid

Cash Transactions for a given Batch are maintained using a Series 5 grid processing screen.

&+ Cash Transaction Entry Grid

M cash Receipts Transaction Maintenance |;|@|g‘

File Edit Help " "
Cash Transaction Entiy Select to add, modiy of delete 3 Cash Transaction within this Cash Batch et | 3 Fast Buttons
Batch: LARRY ou may print an Edit List at ary time, o when firish Post the Tres to the A/R A =

Hew Modify Delete | Print Edit List ‘ Past ‘ Purge Batch ‘
— New Add a new Trar
6o To the Cash Tre with Seq #: = MJJ Befresh

Customer [Company Name Check # [Received | Amount [A/R [Non A/R Reference Seq & . .
266196 | Glohal Discoveries 014703 | 111505 | 175505 | ¥ 1 Mo d |fy Mod |fy the Tran:
266196 | Global Discoveries ma7az| 1141505 2991.85] ¥ 2|* - . -

JFMORGAN CHASE BANE 385820 | 6MB/08| 2155500 ¥ 3 hlgh“ghted In th
014679 |WACHOVIA R 144141 | 11204208 | 6.000.00 [ N [PMT. CHKH 144141- SALE OF SAFE 4

Delete |Delete the Tran
highlighted i the

Print Edit |Generate a repc
List the Transaction
Batch

Control Tatals: 5 of 12 Tiansactions entered valued at § 29.493.69 of §  110,000.00  expected.

Post Post the Trans:
the Batch

Items are listed in the order entered into the Batch. Search: for:

Purge [Purge all Trans.
Batch [the Batch, and (
delete the Batcl
record

Edit an existing Cash Transaction by double-clicking it's associated row. Standard
Series 5 grid controls apply.

Some points to note about the grid screen are as follows:
¢ Notice that the control totals for the grid are displayed at the bottom of the screen

¢ Right click any row with a transaction to have a pop-up menu displayed, offering a
number of relevant functions

Operational Tip

You can edit the properties for the batch directly from this Cash Entry
grid screen. On the menu bar, click Edit, then from the drop down
menu, click on Edit Cash Batch Properties.
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Cash Receipts Transaction Main

File BEs18 Help

Cut Transaction
. Copy Transackion

Mew
Miodify
Delete

Delete All Transactions. ..
I}  Edit Cash Batch Properties | |4
014679 |WACHOVIA b

The edit list, or posting journal when generated, if archived, will be catalogued with a report
name of CASH_XXXXXXnn.LST or CASH_XXXXXXnn.JRN where XXXXXX is the Journal
Entry session code.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing] .. for full
details).

6.4.2.3 Cash Transaction Data Screen

When adding a new Cash Transaction, it is important to note that there are four types that
can be recorded.

¢ The first, and most common, is that for cash received to be applied to any number of
the customer's receivables invoices on file from the sale of goods. These are referred t
as A/R Cash Transactions.

e The second is for cash received for Balance Forward Customer. Those that are so
flagged, carry a running total of receivables from month to month.

¢ The third is a special case used solely for applying previously entered Open Credits to
individual customer invoices

¢ And finally, for cash received for Non-Receivable items such as payroll, overpayments
the sale of furniture of capital equipment, etc. These are referred t as Non A/R Cash
Transactions.

Depending on the the type of customer, or the type of cash receipt required, different screens
will be presented

&+ Cash Receipts Entry - Transaction Tab Screen

Some points to note when adding a Cash Receipt:
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e If the the full amount of the check is to be applied to a single invoice, you can initially
enter the applicable Invoice #, and the system will default all subsequent fields that it
can, automatically selecting the correct document to be applied to

e Make sure to enter the Check Number, as this is used as part of the key that stores the
Cash Transaction for the Customer

¢ The transaction will default to one that is for cash to be applied as A/R Cash. If this is
not the case, then be sure to click the Non A/R Cash radio button

e [f the first 7 characters of the Customer Name is "NON A/R", the system will assume
that the transaction being entered is a Non-A/R Cash transaction. In this case, the
system will automatically assign a Check Number that is determined from the A/R
Control Preferences| .

e Enter the dollar amount of the check that is received, not the amount of the Invoice that
is to be paid off.

e The Cash Account will default to the account that was set up for the Batch

e |f you need to create a Cash Transaction to record only a Discount or an Adjusting
Allowance amount, enter ZERO for the Check Amount

e |f entering a Cash Transaction to record previously entered "Open Credits on Account",
enter it with the Check Number matching that of the original Open Credit transaction,
and with a Check Amount of ZERO.

The following screen is displayed for Open ltem Customers for Cash Receipts to be applied
as A/R Cash to specific items:
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"™ Cash Receipts Transaction Maintenance ILII'EIEI
Transaction Seq #: 0003 - Modify this Transaction Batch D:un5tr0| Tg:als: 12 TmsErtered m
Cash Batch: LARRY $29.49369 of $110.000.00 E 5

Tranzaction lﬁppl}l—Tu Documents ]

Twpe:  AfR Cash Receipt
From Custormer:

-|]|]|]224 ih JPMORGAN CHASE BANK Check Mumber: -335920
HOUSTAM, T

Terns: DUE ON RECEIPT Age Method:  DPEN ITEM f* A/R Cash " MonA/R Cash

Check Amont: Fieceipt Date: 3 Ledger Date: 3

Cash Accourt:

24| 000D - 001071 - 10 -- D40 |
CHASE BAMK GENERAL ACCOUNT

LCancel ‘

When first adding a Cash Receipt the above screen is displayed, but with an additional field,

that offers provides for entry of an Invoice #. This is the customer's invoice to which the
check is to be applied.

- Apply ta Invaice # [T Mwhen full amount of check iz applied to a
. |j¥| zingle Invaoice; othensize leave az ZERD]

When adding a Cash Receipt, once this screen is entered, the Apply-To Documents tab
screen will be displayed, from which you can select the invoices to which the cash amounts
are to be applied to. (Or you can apply to amount as an Open Credit).

The following screen is displayed for Cash Receipts for Non A/R Cash:
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"™ Cash Receipts Transaction Maintenance |:|E|Fz

5 of 12 Tras Entered
Cazh Batch: LARRY

Tranzaction Seq #: 0004 - Maodify this Transaction Bttt (it Ttk m
$29.493.69 of $110.000.00 m

Transaction ]

Tvpe: MNon &R Cash Receipt

Frarn Custamer:

-|]1 4679 | gy | WACHOVIA Check Humber: -II“I“
NE'w YORK. NY
Tems: DUE ON RECEIPT Age Method:  DPEM ITEM £ A/ Cash ' MNon AR Cash

Check Amount: 6.000.00 Receipt Date: 11404708 | ™= Ledger Date:  [11416/08 | ™5

Cazh Accaunt: Credit A/F Account:
4| 0000 - 01106 - 60 - 020 | ‘24| D000 - 07101 - 00 -- 06O |
FIRST UNION BANE - DR INTEREST INCOME
Reference:

PMT: CHKH 144141- SALE OF SAFE| |

Update LCancel ‘

= Cash Receipts Transaction Tab Screen - Field Definitions

Apply To Invoice Number 9(8)

When first adding the Cash Receipt, if it is to be applied to a particular customer's
invoice, then enter that invoice number. The system will automatically assign the
customer and all relevant fields. The system will also automatically apply the amount to
the specified invoice.

Customer X(6)

Select the Customer for which the Cash Receipt it to be applied. If the first 7 characters
of the Customer's Name is NON A/R, then the transactions being entered will be
assumed to be a Non A/R transaction.

Check Number 9(8)

Record the Check Number. It will be used in the key that stores the Cash Transaction.

Data Entry Note
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You may enter two different Cash Receipts for the same customer, with the same check
number. If this occurs, the system will display a warning message, and prompt the
operator to see ifit's OK to proceed.

A/R Cash or Non A/R Cash radio-buttons

If the cash receipt is to be applied to a Customer's invoices or as Open Credit on
account, click the A/R Cash radio button

If the cash receipt is not to be applied to a receivable item, then click the Non A/R Cash
radio button. (ie., for the sale of furniture, or interest earned, or overpaymets, etc.)

@ AR Cash Is a typical project. Is the default

' Non A/R Cash |Is the "Father" project to a number of Sub-Ordinate projects.
Master Projects don't record any WIP charges.

Check Amount $ 99,999,999.99-

This is the actual total dollar amount of the check being recorded. For Open ltem
customers, this amount may be applied in whole, or part, to several documents.

If entering a Cash Transaction solely to have an Open Credit applied to one or more
invoices, enter a Check Amount of ZERO.

Receipt Date (mmddyy)

This would typically be the check date. It is the date from which automatic allowable
discounts are calculated. This may be the check date, postmark date, receipt date, etc.,
according to your policy. This date will also be carried on all postings to the Accounts
Receivable Open files.

Ledger Date (mmddyy)

The Ledger Date defaults to the date that was set up for the Cash Batch. This is the date
that is carried on all postings to the General Ledger system.

Cash Account 9(18)-9(5)

This is the G/L Cash Account to which the cash distribution is recorded to. If the
Accounts Receivable system was configured with only one Cash Account, then this field
is not presented to be edited. It defaults to the Cash account that was assigned to the
Cash Batch for which the transaction is being entered, but it may be edited as required.

Non A/R Cash - Credit A/R Account 9(18)-9(5)

Presented only for Non A/R Cash Transactions. Enter the G/L Account to which the
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amount of the cash receipt will be Credited.

Non A/R Cash - Reference X(30)

Presented only for Non A/R Cash Transactions. This field may be used to record a brief
description of the reason for the cash receipt.

6.4.2.4 Cash Transaction Apply-To Screen

For normal Cash Transactions, all open items for the customer are displayed in a Series 5
grid screen which may be selected to have applicable cash amounts applied. To have
Invoices marked as paid, the operator merely has to double click the row of the desired item.
If only a portion of the original invoice is to be applied, the amount may be edited directly on
the grid under the Payment Applied column of data.

Applying Previously Entered Open Credits

The Cash Receipts entry function may be used to re-distribute previously entered Open Credits for a
customer. Using this approach provides an audit trail, in that if recorded as a Cash Transaction, it
will be listed in the Cash Receipts Posting Journal.

Proceed with the following steps:

e Enter the Cash Transaction with a Check Number that matches that of the original Cash
Receipt that was entered

¢ Enter the Check Amount as ZERO

¢ When the Apply-To screen is presented, selected the Open Credititem, (presumably having
an Apply-To # of ZERO). Enter the Cash Receipt Amount, which is reallythe amount to be
applied, as a negative amount

e Selectthose Invoices to which the Open Creditamountis to be applied.

e When finished applying the desired amount, the Amount Remaining to Apply should equal
ZERO

¢ Forthe Reference Memo field, it would be a good idea to enter "Open Credit Applied"

With non A/R Cash Transactions, the total amount of the check is applied directly to
customer Invoices, or as an Open Credit. The grid screen is not displayed.
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&+ Cash Transaction — Apply-To Documents Entry Grid

[ Cash Receipts Transaction Maintenance o
Batch Conirol Totaks
Tiansaction Seq #0002 - Modify this Transaction " "
Crtiolfels LLGTRT $11,11f1uum of ;LUTur;s,[En;‘md FaSt B uttons
Transaction Apply-To Documents \
& pply
Check . 14886777 Customer; 20CLIP TWENTIETH CENTURY FOX TELEVISION =] Au to A Have the SyStem
Chockiime § Lo nGELES. A automatically sele
| T ey ST T | il | Invoices it can for
Pay| Anply-To | Type | Doc-Date | Due-Date| Drig Amount | Balance Due | Valid Discount [Payment Applied
W FrWT | 17sA0| 141340 00 472 o0 122 amount Of the cas
| . ..
| 006g38es | wve | twais|  11/z008 392.87 o o0 392.87
| 00693846 | nvC | 1ozis|  11/7008 798.00 o o0 798.00 || | that IS remalnlng 1
| 0064038 | wvC | 1ozams|  10/zsis 7867 o o0 7867 |, H
| 0064038 | wvC | tovzams|  1o/zsis 45437 o o0 45437 | applled (Only th(
| 00694040 | INvC | 10v2ams | 10723008 08.74 o o 908.74 || i
| 00694756 | Inve | 1oawos | 11/3008 2725 0 o 2725 Invoices Whose B
| 00696345 | nve | 11amms| 12030008 206.32 [ o 20632 |* | Due amount can
| 00696347 | vt | 11w | 1200009 206.32 o o 20632 |_|
| o0sagaza | wve | 1| 123009 344.90 o o 344.90 Zeroed out are se
| 00696575 | ve | 11/30v09| 12030009 78.57 o o 7857 |-
| 00697176 | ve | 1zmivs] 1m0 498.92 0 o 498.92 Apply Cash Apply CaSh to the
Amount Remairing to Apply:— $ Totalfor 25 Apply Transactions:  $ |tem h|ghl|ghted |r
Lo _ _
Modify [Modify the Apply-"

amounts for the C
highlighted in the |

Un-Apply |Un-Apply Cash frc
Open ltem highlig
grid

Apply as |Any amount reme
Open Credit|oe applied will be
as an Open Cred
Customer

Adjust |After applying the
Check |amounts to Open
Amount [the total amount t
been applied, will
the Transactions
Batch

Apply cash to a specific Open ltem in the grid by double-clicking it's associated row.
Standard Series 5 grid controls apply.
Some points to note about the grid screen are as follows:

e When an item has been selected and had an amount applied to it, a check mark is
displayed in the first column

¢ Right click any row with a transaction to have a pop-up menu displayed, offering a
number of relevant functions

e You may apply a specific partial amount, or edit an existing payment amount that
has been applied, by editing the amount in the Payment Applied column of the grid
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e |f you have an overpayment, or the check is for a cash advance, you can choose to
have the Amount Remaining to Apply entered as an Open Credit. Click the Apply as
Open Credit push button in the "Fast" Button bar. An Open Item will be recorded
with an Apply-To number of ZERO.

¢ |f you have received a check that is to be applied to many Invoices, click the Auto-
Apply push button in the "Fast" Button bar. The system will automatically select as
many invoices as it can, starting with those with the lowest apply-to numbers. In
order for an Invoice to be automatically selected, there must be enough
Amount Remaining of the check to be applied to zero out the Balance Due.

Operational Tip

If you have a customer check that needs to be applied to more than one customer perform
the following steps:

¢ Enter the 1sttransaction to the 1st customer as the full amount of the check

¢ On the Apply-To grid, select and apply the necessary amounts to the applicable items

e Click the Adjust Check Amount in the "Fast" Button bar, and the Cash Transaction's
original check amount will be changed to the total amount that has been applied.

e Enter another transaction to the next customer with the remaining amount of the check

e Applyto the applicable items

¢ Repeatuntil there is no more amount remaining to apply

& Cash Apply-To — Entry Screen

This screen is used to apply any cash amount to a selected Open ltem. A Discount Amount
and an Adjustment Amount may also be recorded when applicable. The Adjusting Amount is
used to accommodate short pays and/or variations in currency.

Some points to note about apply cash to specific Open ltems:

e The Cash Receipt, Discount and Allowance amounts are typically always entered as a
positive value. If the intent is to end up with the Open ltem's Balance Due equal to Zero,
then the sum of these values should equal the Balance Due for the item

e |f the customer's check is a short pay, then record the difference between what was
paid, and what is due as a positive Allowance amount

The following screen is displayed for to enter or modify the amount that are to apply to a
particular Open ltem:
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" Modify Cash Apply-To =13

Apply Cazh Receipts for Check #: 885920 Amount Left to Appl: % 0.00

Document to Apply-To:

Dated: 201702 Original &k
Document #: (8g9914 Due: 3721/08 Dizc/Allow Already Taken:

Amnounts o be Applied:

Cazh Receipt Amount: 50.00
Dizcount Amaount Given: Allowance LR Account:
Adjusting Allowance: J

Total Amount &pplied: leaving a new Balance Due of; 0.00

[The sum of Cazh-Receipt-amt + Dizcount-amt + allowance-Amt should equal = Balance-Due to be fully applied |

Reference Memo: [PMT: CHK# 885920 |

Update Cancel

= Cash Apply To Screen — Field Definitions

Document Number 9(8)

This is the Document Number of the Open Iltem to which the cash amounts are to be
applied to. (This will, in most cases, be already identified by the function that was
performed on the Apply-To grid).

If an amount is not applied to any particular Open Item, then the Document Number will
be equal to ZERO, and this is known as an Open Credit On Account. (You can use the
Cash Entry function to allocate any Open Credits to specific Invoices at later time).

Cash Receipt Amount $ 99,999,999.99-

This is the dollar amount of the Cash Receipt that is applied to the selected Open ltem.
To reduce the Balance Due of the Open ltem to ZERO, the sum of the Cash Receipt
Amount + Discount Amount + Allowance Amount should equal the Balance Due of the
item.

Discount Amount Given $ 99,999.99-

If any Discounts are given to the customer's Open ltem Invoice, enter that amount. To
reduce the Balance Due of the Open ltem to ZERO, the sum of the Cash Receipt Amount
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6.4.2.5

+ Discount Amount + Allowance Amount should equal the Balance Due of the item.

Adjusting Allowance $ 99,999,999.99-

The Allowance Amount is used to record any short pay amount that is basically to be
written off. It may also be used to record any discrepancy as a result of foreign currency
exchange rates. Either way, when an non-zero amount is entered, you will need to enter
a G/L Account to which a Credit will be recorded.

Allowance Credit Account 9(18)-9(5)

When an non-zero Adjusting Allowance Amount is entered, you will need to enter a G/L
Account to which a Credit will be recorded. This might be the G/L account that records
Customer Short Pays, or a Foreign Exchange Gain/Loss account.

Reference Amount X(30)

This field is used to record a description associated to the amount applied.

Repairing a Broken Cash Batch

In the unlikely event that some kind of failure with your system or network occurs while
entering transactions into the Cash Batch, there is a function that will attempt to fix things.

When Cash Transactions are entered, regardless of which batch they are associated to, they
are written to a Cash Transaction file. There is also a Cash Batch Transaction Pointer file
that is used to identify those Cash Transactions that actually belong to a specific Cash Batch.

If the Pointer record is not written correctly, it will appear as if you have lost the Cash
Transaction. But they are actually stored in the system.

This function reads through the Cash Transaction file, and rebuilds the Pointer file for the
currently selected Cash Batch.
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Accessing the Broken Cash Batch Repair Function

After selecting the batch, from the Cash Transaction grid screen select Repair
Broken Batch File from the File drop-down menu.

"M Cash Receipts Transaction A
SN Edit  Help
Properties

Prink: Edit List...

Post Cash Batch. .. i
[iFy

Repair Broken Batch File. .. |

Exit i

Customer |Company Hame
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&+ Repair Cash Batch - Verification Screen

The following screen is displayed before the Repair function can proceed. You must
type in the word PROCEED in the field provided.

W cash Receipts Transaction Maintenance |:|[E|E|

Repair Cazh Batch:  LARRY

nnm WARNING ALERT i

You zhould execute thig function only if instructed by your System's Manager.

Every unposted Batch has a file that contains pointer records that identify it's
own Cash Transactions from others. Should you suspect that this file has become
corupt, this function will attempt to repair it for you.

To proceed with this rebuild function. type the word FPROCEED in the field provided PROCEED
and click on the [Rebuild] button below.

If you do not wizh to have the file rebuilt, click on the [Cancel] button.

Rebuild Thiz Batch File LCancel |

A progress bar will be displayed. This function may take some time because it must
read through the entire Cash Transaction file, (which on some systems may be very
large).

6.4.3 Load Sales Transactions from Spreadsheet or CSV

The Series 5 Accounts Receivable system is designed as a stand-alone system that can
handle receivables for invoices generated either by other Series 5 applications, or by other
systems home grown Invoicing or production packages. Either way, Sales Transactions are
interfaced into an A/R Sales Batch, and eventually posted as Receivables.

This menu function provides the means to load Sales Transactions from an external source
such as a custom developed Order Entry or Invoicing system. That system needs only to
generate an Excel spreadsheet, a CSV text file, or a Tab-Delimited text file in a specifically
designed format. That file is then read and processed to build the Sales Transactions for the
Series 5 system.
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Some points to note when interfacing Sales Transactions:

¢ The interface file may be processed either to be read to generate a report, or to
actually generated Sales Transactions, or both. The report may be generated as a
full interface journal, or as just an exception report.

¢ All input data is validated. Any Customer Codes, A/R Revenue Accounts, Sales
Representative Codes are all validated within the A/R system. If undefined
Customer codes are encountered, the interface to the a Sales Batch will be
aborted.

* The system, by default, will look for the interface file in a sub-folder on your system
that is defined by a variable in the runtime configuration filelsol. Your System's
Manager can set this up for you.

e After interfacing the transactions to the selected A/R Sales Batch, you must select
Sales and Credit Entry function s from the A/R's Operations drop-down menu,
select the batch, and post it to have the transactions recorded as receivables.

e If recording Credit Transactions, enter the values of the amounts in both the
Transaction's fields, and the Distribution's fields as negative numbers.

e |f a Miscellaneous Charge or a Freight Charge is to be entered with the Transaction,
and in the A/R Control Preferences s the respective Multiple Accounts property is
checked, then you must record a Distribution record with the associated amount. (If
the Multiple Accounts property is not checked, the system will automatically
build and record the associated distribution when the A/R Sales Batch is
posted).

Accessing the Interface User Sales function

From the A/R Main menu, select Interface User Sales Trxs from the Operations
drop-down menu.

W Accounts Receivable

ry | Operations | Reports Codes Maintenance Py

P Sales and Credit Entry...

Cash Receipts Entry...

Load Sales Trxs from Spsheet %
Load Sales Tres from Seq File
Load Bank's LockBox Cash Trs

R ——— r——_..__)

\cc

& Interface Users Sales - Options Screen

The following screen is presented when interfacing the user defined Sales Transactions:
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] Import Sales Transactions from Spreadsheet / CSV / Tab-Delimited Filil o0

Load Sales Transactions from Spreadsheet, C5V or Tab-Delimited, ... with optional Journal:  USRINTAR_JRN

Interface Options | Print Options | Import Options | About Importing

Specify selection optionz for interfacing User Sales Transactions to a Sales Batch.

You may generate an Interface Journal, or [nterface the Transactions, or perform bath of these functions. _‘?
Frint an Interface Joumal /E dit List: |
Interface Tranzactions to a Sales Batch ) Na @ Exceptions Only
() Full Detail Repart I
r Sales Tranzaction Interface: I
Record to Salez Batch: (144114 [Shrike function ke F1 for the nest syztemn azzigned Batch #]

Ledger Date; 2/06FA13 o

A/R Control Account;
4| 0003 - 0100 -- D40
ACCOUMTS RECEIMNVMABLE

[ New % [ cance

Default Input From Folder

You would typically always have the interface file that is generated from the invoicing or order entry
system deposited into the same folder. As such, it would be nice to have this interface function load
the file without the operator having to hunt for it.

Avariable may be be added to the Runtime Configuration filelgtﬁthatspecifies the path from where
the interface files are always loaded. It needs to be defined as follows:

XXX-TRXTXT-PATH full-directory-path

Where: xxx is the Series 5 company system code
full-directory-path is the full path to the directory

Contact your system or accounting manager to have this capability set up.

The Interface Journal/Edit list report generated, if archived, will be catalogued with a report
name of USRINTAR.JRN.
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The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingm for full
details).

= Field Definitions

Interface Transactions to a Sales Batch check-box

When loading the Sales transactions interface data, if you wish to build Sales
Transactions and have them written to an A/R Sales Batch, set this check box.

Print an Interface Journal/Edit List radio-buttons

When loading the A/R transactions interface data, if you wish to have an edit list, a
exception report, or a journal report generated, set this applicable radio-button.

The Full Detail report list all transactions. The Exception report lists only those
transactions that have an undefined Customer, Revenue Account, or Salesman code; or
those invoices that are already in the A/R system.

Sales Transaction Batch Code X(6)

This is the code assigned to the Sales Transaction Batch. It can be either numeric, or
alphanumeric. There should not be any spaces or punctuation in the batch code, as it is
used within the name of one of the Series 5 data files. If you wish to have the system
automatically assign a unique numeric Batch code, press the F1 function key.

Ledger Date (mmddyy)

If not provided by the interface file, when Sales transactions are generated, this date will
be automatically assigned as the Ledger Date. When associated G/L distributions are
generated, this is the date that is used.

A/R Control Account 9(18)-9(5)

If not provided by the interface file, when Sales transactions are generated, the AIR
Account entered here will be automatically assigned.
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= Sales Transaction Import Data Format

The following fields are input from an Excel spreadsheet, a tab-delimited text file, or a
CSV text file. The input file, by default, is named UserSalesTrxs.XLS.

Column Excel Field Format
# Column
1 A Record ID (1-Transaction, 2- 9(2)
Distributions)
B Document Number 9(8)
C Document Type X(1)
[ - Invoice P - Payment
D - Debit C - Credit
4 D Apply-To Number 9(8)
(if Zero defaults to the Document
Number)
E Customer Code X(6)
F Document Date MW/DD/YY
G Due Date MW/DD/YY
(if Zero computed based on Customer
Terms)
8 H Ledger Date MM/DD/YY
(if Zero uses current system date)
9 I Invoice Amount -
99,999,999.9
9
10 J Miscellaneous Amount -99,999.99
11 K Tax-1 Amount -99,999.99
12 L Tax-2 Amount -99,999.99
13 M Freight Amount -9,999.99
14 N Cost of Sale Amount -
99,999,999.9
9
15 O Sales Representative Code X(3)
16 P Commission Amount -99,999.99
17 Q Sales Transaction A/R User Code X(6)
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18 R Reference X(40)
19 S A/R Control Account - Main 9(18)
20 T A/R Control Account - Profit Center 9(5)
21 U Prepayment Code X(3)
22 \% Prepayment Amount -
99,999,999.9
9
23 w Prepayment Reference X(20)
24 X Prepayment Cash Account - Main 9(18)
25 Y Prepayment Cash Account - Profit 9(5)
Center
26 z Revenue Distribution Amount -
99,999,999.9
9
27 AA Revenue Distribution Account - Main | 9(18)
28 AB Revenue Distribution Account - Profit | 9(5)
Center
29 AC Revenue Distribution Sub-Ledger X(10)
Code
Revenue Distribution Input Data Rows
The fields for the 1st Revenue Distribution must be entered in columns Z thru AC on the initial
transaction data row with Record ID = 1. Additional Revenue Distributions must be entered in
columns Z thru AC on those rows following with Record ID = 2, (and where the Document
Number in column B must be equal to that of the transaction being entered). Al other fields
in columns C thru Y should be left blank.

6.4.4 Load Sales Transactions from Sequential Files

The Series 5 Accounts Receivable system is designed as a stand-alone system that can
handle receivables for invoices generated either by other Series 5 applications, or by other
systems home grown Invoicing or production packages. Either way, Sales Transactions are
interfaced into an A/R Sales Batch, and eventually posted as Receivables.

This menu function provides the means to load Sales Transactions from an external source
such as a custom developed Order Entry or Invoicing system. That system needs only to
generate a sequential file in a specifically designed format. That file is then read and
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processed to build the Sales Transactions for the Series 5 system.

Some points to note when interfacing Sales Transactions:

e The interface file may be processed either to be read to generate a report, or to

actually generated Sales Transactions, or both. The report may be generated as a
full interface journal, or as just an exception report.

e All input data is validated. Any Customer Codes, A/R Revenue Accounts, Sales

Representative Codes are all validated within the A/R system. If undefined
Customer codes are encountered, the interface to the a Sales Batch will be
aborted.

The system, by default, will look for the interface file in a sub-folder on your system
that is defined by a variable in the runtime configuration file[sol. Your System's
Manager can set this up for you.

¢ After interfacing the transactions to the selected A/R Sales Batch, you must select

Sales and Credit Entry function[ sl from the A/R's Operations drop-down menu,
select the batch, and post it to have the transactions recorded as receivables.

If recording Credit Transactions, enter the values of the amounts in both the
Transaction's fields, and the Distribution's fields as negative numbers.

If a Miscellaneous Charge or a Freight Charge is to be entered with the Transaction,
and in the A/R Control Preferences s the respective Multiple Accounts property is
checked, then you must record a Distribution record with the associated amount. (If
the Multiple Accounts property is not checked, the system will automatically
build and record the associated distribution when the A/R Sales Batch is
posted).

Accessing the Interface User Sales function

From the A/R Main menu, select Interface User Sales Trxs from the Operations
drop-down menu.

W Accounts Receivable

iry | Operations | Reports Codes Maintenance P
P Sales and Credit Entry...

Cash Receipts Entry...

Load Sales Trxs from Spsheet

L=

Load Sales Trxs from Seq File
Acq Load Bank's LockBox Cash Trxs %

taily Unde Sales Batch Pu:usting-:: o

S ST g S
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= Interface Users Sales - Options Screen

The following screen is presented when interfacing the user defined Sales Transactions:

"™ Interface User Sales Transactions IZIIEIEI

|Jser Sales Interface, ... with optiohal Repart: - USRINTAR.JBM

Interface Options | Print Options

Specify zelection optiohs for interfacing User Sales Tranzactions to a Sales Batch.
Yo may generate an Interface Journal, or Interface the Transactions, or perform both of thesze functions. jg}“

Frint an Interface Journal/E dit List:

Interface Transactions to a Sales Batch I Ma () Exceptionz Only
() Full Detail Report

|nput From:

Folder: |E:\Ducumenls and Settings\LanyiMy DocumentsASHSIAMODERN |

Filename: [USERINVS SEQ

Sales Tranzaction Interface:

Record to Sales Batch: [Strike function key F1 for the nest system assigned Batch #)
Ledger Date: (402509 | ™o

AR Caontrol Account:
:’-qﬂl]—ﬂﬁ—l]l]l]ﬂ]l]—l]l]——ﬂ]l] |

Accts Receivable

[ Delete the Interface [nput file after posting.

Hext Cancel

Default Input From Folder

You would typically always have the interface file thatis generated from the invoicing or order entry
system deposited into the same folder. As such, it would be nice to have this interface function load
the file without the operator having to hunt for it.

Avariable may be be added to the Runtime Configuration file[sod that specifies the path from where
the interface files are always loaded. It needs to be defined as follows:

xxX-TRXTXT-PATH full-directory-path

Where: xxx is the Series 5 company system code
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full-directory-path is the full path to the directory

Contact your system or accounting manager to have this capability set up.

The Interface Journal/Edit list report generated, if archived, will be catalogued with a report
name of USRINTAR.JRN.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ ) for full
details).

= Field Definitions

Interface Transactions to a Sales Batch check-box

When loading the Sales transactions interface data, if you wish to build Sales
Transactions and have them written to an A/R Sales Batch, set this check box.

Print an Interface Journal/Edit List radio-buttons

When loading the A/R transactions interface data, if you wish to have an edit list, a
exception report, or a journal report generated, set this applicable radio-button.

The Full Detail report list all transactions. The Exception report lists only those
transactions that have an undefined Customer, Revenue Account, or Salesman code; or
those invoices that are already in the A/R system.

Input From Folder and Filename X(30) and X(120)

If loading from a Sequential file, then enter the folder and filename of the file to be
interfaced. Click the Browse button to navigate to the file to be interfaced.

Sales Transaction Batch Code X(6)

This is the code assigned to the Sales Transaction Batch. It can be either numeric, or
alphanumeric. There should not be any spaces or punctuation in the batch code, as it is
used within the name of one of the Series 5 data files. If you wish to have the system
automatically assign a unigue numeric Batch code, press the F1 function key.

Ledger Date (mmddyy)

If not provided by the interface file, when Sales transactions are generated, this date will
be automatically assigned as the Ledger Date. When associated G/L distributions are
generated, this is the date that is used.
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A/R Control Account 9(18)-9(5)

If not provided by the interface file, when Sales transactions are generated, the A/R
Account entered here will be automatically assigned.

Delete the Interface Input file after Posting check-box

When interfacing from Sequential flag file, if you wish to have that file automatically
deleted after the interface has completed, set this check box.

&+ User Sales Transaction Sequential File Import - Input Record Definition

When loading Sales Transactions interfaced from sequential file
the following record layout defines the fields:
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SEQUENTIAL FILE DEFINITIONS FOR USER INVOICE RECORDS FOR INTERFACE TO AR/R BATCHES
EACH RECCRD IS5 132 BYTES (LAST & BYTES USED FOR A RECCRD COUNTER AND A NEWLINE)

THREE TYFES OF RECCORDS DEFINED:

IYPFE 1 - PRIMARY INVOICE RECCRD
TYPE 2 - ALTERNATE INVOICE RECCRD (CPTICHAL)
TYPE 3 - REVENUE DISTRIBUTICN RECORD

FO USER-INV-FILE
LABEL ERECCRDS ARE STANDARE.

01 USER-INVCICE-RECORD-1.

03 USER-INV-REC-TYFE PIC 9(1).
03 USER-INV-DOC-NUMBER PIC 39(8).
03 USER-INV-DOC-TYPE BIC X(1).
03 USER-INV-CUSTCMER BIC X(86).
03 USER-INV-APPLY-NUMEER PIC 39(8).
03 USER-INV-DOC-DATE PIC 9(&).
03 USER-INV-AMOUNT BIC 59(3)V99 5IGN IS5 TRAILING SEPRRATE.
03 USER-INV-MISC-AMOUNT BIC 59(5)V99 5IGN IS5 TRAILING SEPRRATE.
03 USER-INV-TAX-1-AMOUNT PIC 59(5)V99 S5IGN I5 TRRAILING SEPARATE.
03 USER-INV-TAX-2-AMOUNT PIC 59(5)V99 S5IGN I5 TRRAILING SEPARATE.
03 USER-INV-FEEIGHT BIC 59(4)V99 5IGN I5 TRAILING SEPRRATE.
03 USER-INV-CCST-AMOUNT BIC 59(3)V99 5IGN IS5 TRAILING SEPRRATE.
03 USER-INV-SALESMAN PIC X(3).
03 USER-INV-COMMISSION PIC 59(5)V99 S5IGN I5 TRRAILING SEPARATE.
03 USER-INV-USER-CCDE BIC X(86).
03 USER-INV-DUE-DATE BIC 9(&6).
03 FILLER BIC X (20).
03 USER-INV-REC-COUNT PIC 39(5).
03 USER-INV-ECL BIC X(1).

01 USER-INVOICE-RECORD-2Z.

03 FILLER PIC 9(1). )
03 FILLER PIC 3(8). ()
03 USER-INV-REFERENCE PIC X(40). .
03 USER-INV-AR-ACCOUNT.

05 USER-INV-AR-MAIN-ACCT PIC 2(18).

05 USER-INV-AR-SUB-ACCT PIC 9(5).
03 USER-INV-PREPAY-TYPE PIC X(3).
03 USER-INV-PREEAY-LMOUNT PIC 59(7)V99 S5IGM IS5 TRAILING SEPARATE.
03 USER-INV-PREPAY-REFERENCE PIC X(18).
03 USER-INV-PREEBAY-CASH-ACCOUNT.

05 USER-INV-PREPAY-MATN-ACCT PIC 2(18).

05 USER-INV-PREPAY-SUB-ACCT PIC 9(5).
03 FILLER PIC 9(5).
03 FILLER PIC X(1).

01 USER-INVCICE-RECORD-3.
03 FILLER PIC 9(1).
03 FILLER PIC 39(8).
03 USER-INV-REVENUE-ZCCCUNT.
05 USER-INV-REVENUE-MATN-ACCT PIC 9(18).

05 USER-INV-REVENUE-SUB-ACCT PIC 39(5).
03 USER-INV-SUBLEDGEER-CODE PFIC X (8).
03 USER-INV-DISTRIBUTION-AMOUNT BPIC 59(8)V99 S5IGN IS5 TRAILING SEPRRATE.
03 FILLER BIC X(75).
03 FILLER PIC 3(5).
03 FILLER PIC X(1).

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Accounts Receivable Menu Functions 247

6.4.5

Load Bank Lock-Box Cash Receipts

If you have arranged with your bank to handle the receipt of Customer payments, directly into
a "Lock-Box", and subsequently into your account, they may be able to provide you with an
interface file that contains the relevant Cash Receipts information. If this is the case, then
the Series 5 system provides an interface to load these interface files. Cash Transactions
will be automatically created within an A/R Cash Batch, which then can be selected and
eventually posted into the Receivables system.

This menu function provides the means to load Cash Transactions from an external source,
such as your bank. That system needs only to generate a sequential file in a specifically
designed format. That file is then read and processed to build the Cash Transactions for the
Series 5 system.

Some points to note when interfacing Cash Transactions:

¢ The interface file may be processed either to be read to generate a report, or to
actually generated Cash Transactions, or both. The report may be generated as a
full interface journal, or as just an exception report.

e All input data is validated. Any Customer Codes and Cash Apply-To Numbers are
validated within the A/R system.

e |f the Apply-To # provided is ZERO, and Amount to be Applied is also ZERO, then
the system will attempt to apply the Check Amount to whatever Open ltems are on
file for the Customer. If anything is left over, then it will be recorded as an "Open
Credit on Account".

e |f a Customer code is not provided, the system will attempt to identify it by reading
the Open Item to be paid using the Apply-To Document # that is provided. If the
Open -ltem to be paid cannot be identified, the cash receipt transaction is flagged
accordingly, and a message written to the posting journal. (The Customer Code will
be set to "MW,

e |f a Customer code is provided, but the Apply-To Document Number is ZERO, the
system will record the payment as an "Open Credit" on account.

e If one check is received that has amounts that are to be applied to multiple Open
ltems, then they should be recorded as separate items grouped together, and all
have the same Check # and Check Amount. (In this case it's also possible to have
the items that are being paid to be for different customers; as would be the case if a
head office is making a payment for multiple branches/customers).

¢ To deal with the case where more than one check is received to be applied to a
single Invoice then each check should be provided as a separate input record and
the Apply-To Amount for each must exceed the Check Amount. The correct amount
will be applied.

e After interfacing the transactions to the selected A/R Cash Batch, you must select
Cash Receipts Entry function| 2] from the A/R's Operations drop-down menu, select
the batch, and post it to have the cash receipts recorded as Open ltems.
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Accessing the Interface User Cash function

From the A/R Main menu, select Interface Bank Cash Trxs from the Operations
drop-down menu.

" Accounts Receivable

y | Operations | Reports  Codes Maintenance  Purg

Sales and Credit Entry...

Cash Receipts Entry...

Load Sales Trxs from Spsheet _CD

Load Sales Trxs from Seq File 5P
cc

Load Bank's LockBox Cash Tres %

Tdsaombicsotales Ratch Bt ",___j

=+ Interface Bank Cash Receipts - Options Screen

The following screen is presented when interfacing the Bank Cash Receipts Transactions:
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=
D Interface Bank Cash Transactions uﬂléj

Bank Cazh Receipts Interface, ... with optional Fepar: BANKCASHRECEIPTS.JRN

Interface Options | Print Options | Import Options | About Importing

Specify zelection options for interfacing Bank Cash Receipt Transactions to a Cash Batch.
Y'ou may generate an [nterface Journal, or Interface the Tranzactions, or perform both of theze functions. _‘?

Print an Interface Joumal/E dit List:

¥ Interface Bank Receipts to an 4/F Cash Batch {* Exceptions Only
" Full Detail Repaort

r Cazh Tranzaction Interface:

Fecord to Cash Batch: 110222 [Strike function key F1 for the nest system azsigned B atch #]

Cazh Receipts Date: 3 Ledger Date; 3

Receipts Cash Account;

4| 0011 - D657 -- 060 |
ALLFIRST BANK - DFS

Iv Rename the Interface [nput file after posting.

Default Input From Folder

You would typically always have the interface file thatis received from your bank deposited into the
same folder. As such, itwould be nice to have this interface function load the file without the
operator having to hunt for it.

Avariable may be be added to the Runtime Configuration file[sod) that specifies the path from where
the bank cash receipts interface files are always loaded. It needs to be defined as follows:

xxXX-CASHTRX-PATH full-directory-path

Where: xxx is the Series 5 company system code
full-directory-path is the full path to the directory

Contact your system or accounting manager to have this capability set up.

The Interface Journal/Edit list report generated, if archived, will be catalogued with a report
name of BANKCASHRECEIPTS.JRN.

The Print Options tab screen will be displayed, from which you can select to direct the output
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to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ 31 for full
details).

= Field Definitions
Ledger Date

Interface Bank Receipts to a Cash Batch check-box

When loading the Cash transactions interface data, if you wish to build Cash
Transactions and have them written to an A/R Cash Batch, set this check box.

Print an Interface Journal/Edit List radio-buttons

When loading the Cash Receipts interface data, if you wish to have an edit list, a
exception report, or a journal report generated, set this applicable radio-button.

The Full Detail report list all transactions. The Exception report lists only those
transactions that have missing Check Numbers or Customer Codes, where a ZERO
Apply-To numbers was found, or where an Open ltem document does not exist for the
given cash receipt's Customer/Apply-To codes.

Cash Transaction Batch Code X(6)

This is the code assigned to the Cash Transaction Batch. It can be either numeric, or
alphanumeric. There should not be any spaces or punctuation in the batch code, as it is
used within the name of one of the Series 5 data files. If you wish to have the system
automatically assign a unique numeric Batch code, press the F1 function key.

Cash Receipts Date (mmddyy)

When Cash transactions are generated, this date will be automatically assigned as the
Cash Receipt Date, if not provided. This will default to the date prior to the date the
interface is executed. (If it's executed on Monday, then Friday's date will be assigned).

Ledger Date (mmddyy)

When Cash transactions are generated, this date
will be automatically assigned as the Ledger Date.
When associated G/L distributions are generated,
this is the date that is used.

Receipts Cash Account 9(18)-9(5)

If not provided by the interface file, when Cash
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transactions are generated, the Cash Account
entered here will be automatically assigned.

Rename the Interface Input file after Posting check-box

When interfacing from Sequential flag file, if you
wish to have that file automatically renamed after
the interface has completed, set this check box.
The file will be renamed with a .loaded extension.

&+ User Cash Transaction Sequential File Import - Input Record Definition

The file that is processed for loading Cash Transactions must be an ASCII tab-delimited text
file.
The following fields are processed:

Column Field Format
B, Cuztomer Code [E]
B Document Applp-To  9[8]
C Check Muumber q7a]
] Check Receipt Date  MM/DDMNY
E $ dmount Applied 9,939,939.99
F Bank Reference I X[15) I/\\?

6.4.6 Undo Sales Batch Posting

If after a given Sales Batch is posted, you realize that you should not have posted these Sales
transactions, or that the wrong Ledger Date or Accounts Receivable Control Account was
specified, this function might just save your butt.

From the Operations drop-down menu, click Undo Sales Batch Posting. All the Sales
transactions will basically be unposted. As an option, you may choose to have the
transactions restored into the Sales Batch so they can be edited, or you can choose just to
have all the transactions completely deleted from the system.

Executing this function causes the following steps to be taken for each Sales Document that
was associated to the batch:

e |f the transactions are to be restored to the original batch, it's associated data file will
be re-created and the Sales Transaction written
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e The Customer's Sales Period-To-Date and Year-To-Date fields are reduced; and
the Customer Monthly Statistics totals are reduced

e |f a Commissions Due record was written it will be deleted
e Each Open ltem record generated from the Sales Document will be deleted

e Each Revenue Distribution associated with the Sales document will be reversed
out.

&+ Un-Post Sales Batch Function - Options Screen

The following screen is displayed so that the posted Sales Batch may be selected:

™ Unpost a Sales Batch |:|[E|rg|

Unpost a Previousgly Posted Sales Batch ...

If pou have Posted a Sales Batch, and for whatever reazon, pou wigh vou hadn't, you may use this
function to Unpost it All Digtributions and Open [temg created as a result of the posting
will be deleted and the orignal 5 ales Transactions restored to it's Unposted B atch, _r'?

Sales Batch: | ppppg7  » | Created: 3728/09 14:46PM by PROFESSIONAL INVOICING

Posted: 3728709 14:48 PM

Valued at: § 7.423.53 of anespected § 7.423.53
having Document #'s between: 055191 and 055241

Recently Acceszed or Created B atches:
3/28/05 14:45 PH
000037 PROFESSIOMAL INWOICING

Unpost O ptions:

() Riestore Sales Tranzactions to the original Sales Batch in their Unposted state.
() Delete the Sales Transactions and the Batch, never to be seen again,

1] % l Exit Batch Unpost

L

Once a posted Sales Batch has been chosen, a prompted is displayed to to verify that the
unposting should proceed or not.
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SHSI Series ¥ Accounts Receivable

® | Arevou sure you wish proceed and have the Transaction for the
“-'/ selected Sales Batch unpaosted 7

Yes ] [ Mo

6.4.7 Undo Cash Batch Posting

If after a given Cash Batch is posted, you realize that you should not have posted these Cash
transactions, or that the wrong Ledger Date or Cash Account was specified, this function
might just save your butt.

From the Operations drop-down menu, click Undo Cash Batch Posting. All the Cash
transactions will basically be unposted. As an option, you may choose to have the
transactions restored into the Cash Batch so they can be edited, or you can choose just to
have all the transactions completely deleted from the system.

Executing this function causes the following steps to be taken for each Cash Receipt that
was associated to the batch:

e |f the transactions are to be restored to the original batch, it's associated data file will
be re-created and the Cash Transaction written

e The "Payment" Open Iltem record generated from the Cash receipt will be deleted

e Any Cash account distributions and A/R Control account distributions associated
with the Cash document will be reversed out

e |f a Discount or Allowance was associated to the Cash receipt, these distributions
are reversed.

e For Non-A/R Cash receipts, the designated Credit account distribution is reversed.

e Note that the Customer's Last Payment Amount and Date fields are NOT set
back to what they were prior to the Batch being posted.

&+ Un-Post Cash Batch Function - Options Screen

The following screen is displayed so that the posted Cash Batch may be selected:
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6.4.8

"™ Unpost a Cash Batch EIE”E

Unpost a Previously Posted Cash Batch ..

If pou have Posted a Cash Batch, and for whatewver reazon, yow wish you hadn't, you may use this
function to Unpost it All Digtributions and Open ltems created as a result of the posting
will be deleted and the orignal Cash Transactions restored to it's Unposted Batch. _"?

CashBatch: | ca1108 | Created 11/03/08 16:45PM by ROY ROGERS

With: 1 of 10 Tixs Entered
Walued at: § 1.280.00 of an expected § 14 60000
having Dates between: 11/03/08 and 11703708

Recently ficceszed or Created B atches:

11,/03/08 16:45 PM - 3730408 13:07 P
cAl108 ROY ROGERS 000002 USER
8/19/04 10:01 &M
110367 WILLEGU

Unpost Options:

(%) Restore Cash Transactions to the ariginal Cash Batch in their Unposted state,
() Delete the Cazh Transactions and the Batch, never to be seen again.

1] & l Exit Batch Unpost

L

Once a posted Cash Batch has been chosen, a prompted is displayed to to verify that the
unposting should proceed or not.

SHSI Series V¥ Accounts Receivable

P | Arevyou sure vou wish proceed and have the Transackion for the
\-'C/ selected Cash Batch unposted #

[ L5 k][ Mo

Bulk Customer Email Generator

The Series 5 system has as an integrated function, the ability to directly send emails. This
function provides an easy way to send an email to all, or filtered sets of the Accounts
Receivable Customers.

You might need to send an email advising them of a change in address or phone number, of
new payment policies, or perhaps let them know the name of the new receivables clerk.
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Some would call it spamming, but in this case it would really be just keeping in touch with
your customers.

Some points to note when generating Bulk Email:

¢ You can select which Customers are to be emailed using a number of different
selection criteria. These include Total $ account balances, total Sales made to
them, if you have received an order or a payment from them within a certain time
frame, or even based on whether a credit incident has been identified.

e Further Customer filters may be specified when presented with the standard
Customer Select Filters[.:1 screen. This allows you to select specific ranges of
customers, vendor types, and a variety of other criteria used as filters for selecting
the customers that are to be included. .

e The message could be one that is entered consisting of up to 8,000 characters of
text, or it may be loaded from a text file that is located on your system.

¢ Up to 3 different attachments can be selected to be sent with the email

e The email address is obtained from the one that is defined in the Customer's
properties

¢ Within the body of the message a number of different pseudo variables may be
embedded. When the message is sent, these will be replaced with the applicable
text obtained from the Customer's record

Accessing the Bulk Email Generator

From the A/R Main menu, select Bulk Email Generator from the Operations drop-
down menu.

¥ Accounts Receivable

Reports  Codes Maintena

Operations
Sales and Credit Entry...
Cash Receipts Entry. ..

Interface User Sales Trxs,.,
Undo Sales Batch Posting. ..
€ Undo Cash Bakch Posting...

Bulk Email Generator, ..

Export /R Distributions. ..

Print Custormer Statiwents. o
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&+ Bulk Email Customer Filter Options - Screen

The filters that may be set for selecting specific Customers are defined with the following
screen:

¥ Generate Bulk Customer. Emails

Send email to Custorners ..

BX

Activity Filters | Customer Select | Demographic Select | Email Message
Select Customers' activity filkers, and specify when the nest E-Mails are to be sent.
Schedule a Future E-mail Contact ? For: (403709 |T=
With Customer dccount Balances: With Cazh Receipts:
(=) Mot Considered (=) Mot Considered
) Greater Than ke ) Mat Feceived Since:
() Less Than or Equal To () Received
Witk Sales: Hawing Orders:
(%) Not Considered (&) Mot Considered
() Period-To-Date % () Mot Placed Since:
ivear-To-Date l:l () Placed J
) Last Year
with Bad Credit Incident(s):
itk Mext Call Back:
. () Mat Considered OF Type:
% Neh Ll el Betwesn: I:I © Decunence
Scheduled ) I:I () Mat Decurming Since: I:I
[ Cancel ]

[ Next%J

L

= Bulk Email Customer Filters Screen - Field Definitions

Customer Account Balance $ Amount radio-buttons

To select only those customers whose Account
Balance amount falls within a particular range, click
the desired compare function and enter the amount to
be compared with.

®  Not Considered
O Greater Than
O  Less Than or Equal

Accumulated Sales $ Amount radio-buttons
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To select only those customers whose total $ Sales
amounts for a particular period falls within a particular
range, click the desired Period, and compare function,
and enter the amount to be compared with.

Next Scheduled Call Back Date

To select only those customers with a Call Back Date
defined for a particular period, click the appropriate
button, and enter the range of dates to which it should
be tested against.

You may click the calendar icon to select a pre-
defined period.

Date of Last Cash Receipt

To select only those customers that you have, or have
not, received a payment from relative to a particular
date, click the appropriate button, and enter the date
to be tested against.

Date of Last Order Recorded

To select only those customers that you have, or have
not, received an Order for in the Series 5 Customer
Order Processing system, or generated an Invoice in
the Series 5 Professional Invoicing system, click the
appropriate button, and enter the date to be tested
against.

Date of Last Bad Credit Incident

To select only those customers who have had a Bad
Credit Incident recorded relative to a particular date,
click the type of incident and enter the date to be
tested against.

=+ Bulk Email Message - Screen

The message, and any attachments, is entered and/or specified with the following screen:

257

Not Considered

Period-To-Date

Year-To-Date

O|0|0|®

Last Year

radio-buttons and (mmddyy)

®  Not Considered

O Scheduled

radio-buttons and (mmddyy)

®  Not Considered

O Not Received

O Received

radio-buttons and (mmddyy)

® Not Considered

©  Not Placed

O Placed

radio-buttons and (mmddyy)

&  Not Considered

O Occurring

©  Not Occurring
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"8 Generate Bulk Customer Emails |:||E|rz|

Send email to Custorners ...

Activity Filters | Customer Select | Demographic Select | Email Message

Send the following email to the selected individuals.
Subject: |A meszsage from 5entinel Hill Software Inc.
Message:
) Erter Message From Folder:  [D:\G5\testietc |
(&) From a Test File Filename: [SPEAKER-INVITATIDN TXT | Browes
A~
M
Attachment|z]:
|D:\Senlinel Hill\Customers\Microsoft\Proposal April 2008.doc | [ Browse 1 ]
| | [ Browse 2 ]
| | [ Browse 3 ]

< Back ] I Send the Email%—l [ Cancel l

L

=+ Message Pseudo Variables

The body of the text message to be emailed may contain a number of different pseudo
variables. When the message is sent, they are replaced with the applicable text as derived
from the Customer properties record. The following variables are available:

Variable Description Size

%%CUSTOMER-CODE%% | Code assigned to the Customer | X(6)

%%CUSTOMER-NAME%% | Customer's Company Name X(40)

%%CONTACT-1-NAME%% | The Customer's Contact 1 full X(30)
name

%%ADDRESS-LINE-1%% Address line 1 X(40)

%%ADDRESS-LINE-2%% Address line 2 X(40)
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Variable Description Size

%%ADDRESS-LINE-3%% Address line 3 X(40)

%%ADDRESS-LINE-4%% Address line 4 X(40)

%%CUSTOMER-CITY- City, State on file for the Customer | X(15), X(5)

STATE%%

%% CUSTOMER-PHONE%% | Customer's Phone # (999) 999-9999

%% CUSTOMER-FAX%% Customer's FAX # (999) 999-9999

%%SALESMAN-NAME %% Customer's Sales Rep Name X(30)

%%OUTSTANDING- Customer's $ Balance Owing $

BALANCE%% 999,999,999.99C

R

%%CREDIT-LIMIT%% The Credit Limit that has been $ 99,999,999
assigned

%%LAST-PAYMENT-DATE% | The Date the last payment Month DD, YYYY

% Received

%%LAST-ORDER-DATE%% | The Date of the Last Purchase Month DD, YYYY

= Bulk Email Message Screen - Field Definitions

Subject X(100)

This will be the Subject of the emails that are sent out.

Message Source radio-buttons

Select whether the message is to be keyed in, or to be loaded from an already existing
text file.

Message Text File Folder and Filename X(70) & X(40)

If the text of the message is to be loaded from an existing text file, enter the path and the
filename of the file. Click on the Browse button to locate the desired file.

Message Text X(8192)

Enter the text of the email to send. The message may contain pseudo variables that will
be replaced with applicable text when the messages are sent for each Customer.

Attachments X(32)

Enter the full path to any attachments that are to accompany the emails that are
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6.4.9

generated. Click on the Browse buttons to locate the desired file(s).

Compute Finance Charges

The Series 5 system computes a finance charge based on the total amount past due for each
customer, at the rate specified by the A/R Control Preferences. For each Customer, a
Finance Charges transaction record is generated, which in turn, may be edited, or deleted
prior to it being posted to the A/R Open Item file.

The finance charge calculation may be run at any time, after which the calculated charges
may be accessed individually by customer and modified or deleted. Typically you would
generate finance charges at the end of every month.

The finance charges are calculated as follows:

¢ Debits with a document date prior to the cutoff date are aged according to invoice
date or due date. (Depending on a setting in the A/R Control Preferences).

e |f the Debit is older than the minimum days for finance charges set up in the A/R
Preferences, it is considered to be subject to finance charges.

¢ All such debits are accumulated and this figure is then reduced by the total of all
applicable credits within the cut-off date.

¢ The final debit balance, if greater than zero, is used to calculate finance charges in a
two-step calculation.

¢ The debit balance less than or equal to the Level 1 finance charge cut-off value in
the A/R Control file is subject to the Level 1 finance charge rate.

¢ Any debit balance exceeding the Level 1 cut-off value is subject to the Level 2
finance charge rate.

e The sum of the Level 1 and Level 2 finance charges is the calculated finance
charge.

e |f the calculated finance charge is less than the minimum finance charge specified
in the A/R Control file, the minimum amount applies.

e |f Level 1 cut-off value is set to zero in the A/R Control file, calculation is done
entirely by the Level 1 rate.

When finance charges are posted, a Finance Charge Journal is generated and archived.
This will detail for each customer the total past due amount. Finance charges will be posted
to the A/R Open Item file with the Document Date equal to the calculation Cut-off Date. The
Document number, and Apply-To number, assigned is obtained from the Next Credit/
Finance Charge Doc # field found in the A/R Control Preferences.

Some points to note when generating Customer Finance Charges:

¢ When Finance Charges are posted, the amount calculated is distributed as an
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Income Credit to the Finance Charges Account specified in the A/R Control
Preferences; and as a Net Change Debit to the default A/R Control Account
specified in the A/IR Control Preferences. Finance charges posted to the A/R files in
error can only be reversed through credit memos entered via the Sales Entry
program.

¢ Afinance charge will be calculated only for those customers that have their
Compute and record Finance Charges ? property checked, (found on the
Customer's A/R Profile property tab sub-screenl ssl).

¢ This function will not print invoices for the finance charges posted. They will show
as items on the Customer’s Statements

Computing Finance Charges Before or After A/R Statements Generated

Prior to generating the Customer Finance Charges, you must decide whether or not you wish to have
the Finance Charges, listed on the Customer Statements. If not, you should compute Finance
Charges after Statements are printed. If you do wish to show these items on the Statement, then
wait until after they are generated and posted to AR, to print statements.

¢ In the event you generate Finance Charges, and assorted customers elect never to
pay them, there is a process to have Credits automatically generated. These
feature exists as an option when generating the Overdue Analysis Report/sal.
(Please refer to that chapter for further information).

Accessing the Customer Finance Charges function

From the A/R Main menu, select Compute Finance Charges from the Operations
drop-down menu.
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Accounts Receivable

y | Operations | Reports Codes Maintenance  Pui

Sales and Credit Entry...

Cash Receipts Entry...

Load Sales Trxs from Spsheet _CI

Load Sales Trxs from Seq File ¢ F

G Load Bank's LockBox Cash Trs

|i|i Undc Sales Batch Posting... o
ic Undec Cash Batch Posting...

alle Bulk Ermail Generator... an
Compute Finance Charges..,
Export A/R Distnbuticns... [s

Print Customer Statements...

6.4.9.1 Customer Finance Charges Grid Screen

The function of generating Customer Finance Charges is maintained from a screen managed
using a Series 5 grid processing screen. You can easily navigate through the items for a
specific customer, selecting to have them listed sorted by Customer Code, Company Name,
Customer Type, Sales Representative, Net Past Due Amounts, or by the Date of the Oldest
Invoice for the Customer.

For the items that are presented, a number of applicable functions may be performed. By
right-clicking on a particular row, a pop-up window will be presented, from which the following
functions may be chosen:

e Inquire to display the associated Customer's History
e Hyper Jump to edit the Customer's master profile record
¢ Have the Finance Charge record deleted

You may also edit a customer's Finance Charge amount directly on the grid screen.
From the "Fast Buttons" frame, push buttons are provided that can be used to generate and/

or re-generate the Finance Charges, have a Finance Charges Preview report generated, or
the Post the Finance Charges to the A/R as Open ltems.

&+ Customer Finance Charges Processing Grid
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[C] Generate Customer Finance Charges

File View Help

Generate Customer Finance Charges

Compuite, edit, preview and post Customer Finance Charges.

[Re)Build Finance Charges Print Preview Report Post to Accounts Receivable

_ea | 2 3

Go To the Finance Chargels) for Customer Code:

=

Code Customer Name Type Sales Rep |Finance Charge Total Debits Total Credits | Met Past Due (i Docs Ovdue Oldest | Customer Balance
103000 |Ash Grove Cement Company MEM 10 950 43870 12200 3670 1| 411/06 557,50
104000 (Ash Grove Cement Co MEM 1 2,953.21 325,661 .28 180,500.29 145,760,939 11 | 1431408 2542354 | L
106010 |Arizona Portland Cement MEM 19 1821 E07.00 000 E07.00 1| 3/02/06 545.00
108000 |Capitol Aggregates Ltd MEM 1 231.43 1929487 1022316 9.071.71 2| 21706 333.00
109050 (lllinois Cement Co MEM 11 872 67 82267 40 4113370 4113370 2| 1/31/06 oo [
114000 |Holcim US MEM 10 11.023.39 1.046.08876 49741898 540,669.78 13 | 1/27/06 357.064.33
117000 |Lehigh Southwest Cement Co MEM 15 96.90 9823262 95,002 52 323010 5| 1/27/06 2372643 |
117700 |Cemex (Kosmos) MEM 18 259.89 3243347 2193886 10434 61 8 [12/19/05 1326254 )
121315 |Holcim US MEM 1 14522 1222269 7.321.95 4.840.74 E | EA5/05 0.00
122100 (Lehigh Morthwest Cement Ltd MEM 889.46 78,494 60 3652126 4197334 4| 217/06 1962587 |—
125010 |Essroc Cement Corp-M1 MEM 19 22.09 166425 92771 736,54 2| 2/28/08 1.211.77
126000 (Lehigh Cement Co - North/South MEM 1 1324 605,802 51 542,086 95 6371556 14 | BA12/05 50,693.04
132010 |St. Mary's Cement MEM 1 180.80 E.540.00 0.0 £.540.00 4| 2/03/08 5,290.00 ®
142000 (Ash Grove Cement MEM 15 1.973.44 14257853 46 406,22 9617231 B | 2A17/06 33594208
150000 (GCC of America Inc MEM 1 1.361.38 12956452 £2,995.24 E5569.28 7| 142708 3952420 ||
151010 |Cemex - Ohio MEM 13 1.968.97 152197 58 96,248 BB 95,348 52 4| 2/16/06 518563
156010 (St Lawrence Cement Co MEM 1 B65.55 40,764.85 998733 0777 52 4 | 11/22/05 41.,257.93
167000 |Continental Cement Co. Inc. MEM 10 600.79 86,144 51 58,604 65 27 533,86 8| 1/31/06 4216833 |~
200378 |BNI Publications Inc BOOKS |22 3.40 11340 000 113.40 1 [12/21/05 1.651.25
200385 |Precast/Prestressed Concrete Institute | ALl 10 7.88 1026283 10,000.00 26283 2| 1/18/06 0.00

146 Customers with Finance Charges totalling $ 50,861.50|

based on overdue Documents having total Debits of $ [ 5.430,109.75]

and total Credits of $ [3,059.920.71 %

Charges are listed by Customer Code.

Search:

for:

The "Fast Buttons" frame provides the push buttons to have Customer Finance Charges

generated, printed or posted.

"Fast Buttons"

(Re)Build Finance Charges

To have the finance charges for each
Customer generated.

Print Preview Report

To have the Customer finance charges
listed to a report.

Post to Accounts Receivable|To have the Customer finance charges

posted to the Accounts Receivable's Open
ltem file.

Some of the special features of this "Inquiry” grid are as follows:

> If any specific row is
right-clicked, a pop-up
menu is displayed. A
number of functions may
be performed associated
to the selected
Customer.

v |I I
P T 1
Inquire Customer's History

nt C

A
Edit Custormer Master Record %

Remowve this Customer Charge

-

| FEM [1 |

» The option to List By
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provides the option to
browse through the List by: | Eustomer Code -
Customer's Finance

Charges by a number of
different sorting options.

Customer Code

Customer Mame -
Code Customer Type
. Salez Rep
1030 Overdue Amont t Col
1040 Oldest Overdue D ate ‘* Co

A nendn Il_:____ [ BN} PSR B S

When generating the statements, the operator is also presented with the standard Customer
Select Filters screen[ w3l and Demographic Selects screen[ws. These allow you to specify
selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

If the function to have the grid items printed is selected, the report if archived, will be
catalogued with a report name of FINANCECHRG.LST.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingm for full
details).

6.4.9.2 Compute the Finance Charges

To have the Customer Finance Charge transactions generated, click on the (Re)Build
Finance Charges button found on the 'Fast Buttons" frame at the top of the screen.
=+ Compute Finance Charges - Options Screen

The following screen is presented when generating Customer Finance Charges
Transactions:
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Compute Customer Finance Charges

Generate Customer Finance Charges ...

Calculate Finance Charges Options | Customer Select Filters | Demographic Selects

Set control parameters for computing Cusztomer Finance or Late Fee Charges.

Calculate Finance Charges:
@ Az a % of each Customer's Overdue B alance
) Summing a Fiked Fee Amount for each Unpaid or Late Paid [nvoice

Cornpute the Charges:
Uzing 3000 % onamountzupto § b, 000,00

and 2.000 % on amounts ower,

[ Include Previously Generated Finance Charges in the Overdue Totals 7

Date to be Used az the Cutoff Date,
the &ging Date, and the Finance Charge Document Date: 2426413 5

D0 NOT Record Finance Charges if the Amount iz Lezs Than: § |2

[ New & (e

When entering the options for computing finance charges, the operator is also presented with
the standard Customer Select Filters screen[ . and Demographic Selects screenl .. These

allow you to specify selected or ranges of Customers, Customer Types, Sales
Representatives, and/or only those customers satisfying a variety of filter criteria.

= Compute Customer Finance Charges Options Screen - Field Definitions

Calculate Finance Charges (Method) radio-buttons

This option defines how customers' Open ltems are to be aged by the A/R Aging Report
and Statement printing functions. Select from either the Invoice Date of the item, of the

Due Date.

®  As a % of each Customer's Overdue Balance

Click the applicable

© Sum a Fixed Fee Amt for each Unpaid or Late
Paid Invoice

button for the desired
results

The option to compute Fixed Fee Amount for each Unpaid Invoice is reserved for a

future enhancement.
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Finance Charges - % Rates 99.999 %

Finance Charges are computed based on a percentage of the overdue amounts. Two
levels of rates may be defined. The charge is computed with the following formula:

Finance-Charge = Level1 % x ( Past-Due-Amount {upto Cutoff Amount})

* LeveI2 % x (Past Due-Amount {over the Cutoff Amount} )

Include Previously Generated Finance Charges in the |check-box
Overdue Totals ?

If previously generated Finance Charges are to be included in the computation of overdue
amounts then set the check-box as checked.

Due Used for the Cutoff Date, Aging Date & Document (mmddyy)
Date

This date is used for the Open ltem Cutoff Date, the Aging Date, and the Open ltem
Document. Open items dated after the Cutoff Date are NOT included in the computation
of overdue amounts.

Finance Charges - Minimum Charge 99.99

When Finance Charges are computed for a customer, if the amount is less that the value
entered in this field, then this amount will be used.

6.4.10 Export A/R Distributions

The A/R Distributions Export function can be invoked directly from either the A/R Distributions
Inguirym grid screen, or from the Operations drop-down menu from the A/P menu.
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¥ Accounts Receivable

Codes Mainkena

Operations  Waisisllie

Sales and Credit Entry...
Cash Receipts Entry. ..

Interface User Sales Trxs...
Undo Sales Batch Posting...
£ Undo Cash Batch Posting. ..

Bulk Ernail Generator. ..

Export &/R. Distributions. ..

Print Customer Statements, .t
Prinkt Dunning Letters,..
Purge Accounts Receivables, .

bttt

267

"M AR Distributions Inguiry
File View Edt Help

A/R Distribution Inquiry
Inventory spstems, but have not yet been interfaced to General Ledger.

[ommes toe | sotrits || vt || Fopon J Pure

This function is provided so that A/R Distributions may be exported to either an MS Excel

spreadsheet, or a tab-delimited text file. These files might then be interface to another third-

party General Ledger system, or to a Series 5 General Ledger system at perhaps the head

office.

The Export Options tab screen will be displayed, from which you can select to direct the
output to an MS Excel spreadsheet, CSV text file, or a Tab-delimited text file. (Refer to the
topic titled Data Export Functions! e4] for full details).

As well, the option to have the exported file emailed is provided.

These are the G/L Distributions that have been generated from the A7R, P
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™ A Distributions Inguiry IZI@@

Export A/R Distributions to Spreadsheet & Optionally email to recipient ___

Export Filters | Export Options | About Exporting

Enter filters and control parameters aszociated to exporting Distributions to other systems. _?

Distributions with Ledger Date:

@ Not Considered Between: l:l
o]

) Inclusive

Ermail:

1 Have the generated Expart file sent ta mail recipient 7

Recipient Mame: |

Email Address: |

Next [ Cancel

= Distribution Export Options Screen - Field Definition

Distributions with Ledger Date radio-buttons and (mmddyy)

Select to have All distributions exported regardless of their Ledger Date; or only those for
a given date range. If an inclusive range is selected, enter the starting/ending dates.
Click the calendar icon for a common set of ranges to be presented.

Email check-box

If after the export file has been created, you wish to have it automatically emailed, set the
check box. Enter the Recipient's Name and email Address.

= Distribution Export Data Format

The following fields are output to an Excel spreadsheet, a tab-delimited text file, or a CSV
text file. The output file, by default, is named ARDist_ XXXXXX_yyyymmdd.XLS where
XXXXXX is the Series 5 Company system code, and yyyymmdd is the cut-off date for
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the range of Ledger Dates selected.

269

Column # | Excel Column | Field Format

1 A * G/L Account Main 9(i)
Segment-1

2 B * G/L Account Main 9(i)
Segment-2

3 C | 9(i)

4 D G/L Account Profit Center 9(5)

5 E Ledger Date MWDD/YY

6 F Document Date MMW/DD/YY

7 G Distribution Amount -99,999,999.99

8 H Distribution Type X(4)

9 I Sub-Ledger Project X(10)

10 J Narrative X(30)

11 K Reference Batch Code X(6)

12 L Reference Document # 9(10)

13 M Reference Customer Code | X(6)

14 N Customer Name X(40)

* Each segment of the G/L Account's Main number is output into it's own

column.

6.4.11 Print Customer Statements

This Accounts Receivable function is used to generate and print Customers' Statements.

Statements are a means of informing your customers the status of their account with respect

to purchases that have been made, and any cash payments that have been made. They

would typically be generated and mailed, or emailed, to customers on a monthly basis.

Statements are generated both for Open ltem and Balance Forward customers. A number of
different generation options are provided for. These include whether Aged Totals are printed,

whether a Remittance Stub is printed, whether Statements are emailed or not, Aging Date

cutoff, Customer Sorting and assorted Open Item filters.

Some points to note when generating the Customer Statements:

¢ You may choose to produce Statements for only a subset of the Customers that are
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on file, based on a Frequency Code that is defined for each Customer. That is, you
can select to have a Statement printed only for Customers scheduled for then on a
Weekly, Semi-Monthly, Monthly, Quarterly or Discretionary bases; or you can have a
Statement generated for ALL the customers.

e Statements are NOT printed for customers that do not have any activity in the
specified date range

e Statements for Open ltem Customers will contain a list of the detail of all open items
currently on file for them. They will be listed until they are cleared from the system
when the Purge Accounts Receivable operationlzsis executed.

Purging Accounts Receivables

Prior to producing Customer Statements, you must decide whether or not you wish to have those
Open Items that have been fully paid, listed. If not, you should execute the Purge AIR application first
so that fully paid items are removed. If you do wish to show these items on the Statement, then wait
until after they are generated and printed, to execute the Purge A/R application.

e Statements for Balance Forward Customers will contain the detail of all open items
on file since the last time the the Purge Accounts Receivable operation was
executed. All items prior to that point are reflected in one Balance Forward amount.

e Open ltem Customers have items aged by the date of the invoice, debit memo or
balance forward item to which they apply, or in the absence of theses documents,
the earliest document with the same apply-to document number.

e Statements may be printed sorted by Customer Code, Customer Name, Postal ZIP
Code, Customer Type or by Sales Representative.

¢ If a Customer's Balance exceeds their assigned Credit Limit, a message is printed.

e Statements will be automatically emailed to those customers, who in their
properties’, "A/R Profile" sub-screen, has the Email Statements field set for emails.
As well, an email address must be present.

e For selected customers, as determined by a setting in their "A/R Profile" sub-
screen, multiple Statements will be generated. For a single customer, a separated
statements may be generated for each Sub-Ledger Project, or A/R User Code, or
the original P/I System's Invoice Attention-To field, that is associated to each Open
ltem.

e For selected customers, as determined by a setting in their "A/R Profile" sub-
screen, the items on their Statement will be grouped, with a sub-total, by Sub-
Ledger Project, or A/R User Code, or the original P/I System's Invoice Attention-To
field, that is associated to each Open ltem.

One of the features offered with the Series 5 system is the ability to define an MS Word
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Template that is used to configure each page of MS Word documents that are generated.
You can build your own Template that has your company logo, pre-formatted field names,
lines, boxes and even watermarks.

271

Word Templates for Customer Statements

Should you select to output the Customer Statements as MS Word documents, or have statements
automatically emailed to your customers, you may define a page template. Use MS Word to build
your template. Make sure that the text of the statements align correctly. (You should use a test
statement when constructing the template). The template must be stored on each user's PC that
will actually generate the statements.

Additionally, a variable must be added to the Runtime Configuration filelgo'ﬁthatspecifies the name

of the template. It needs to be defined as follows:

MSWORD-AR-STMT-SPECS LANDSCAPE "Courier New" 8 "My-Stmt-Template"

Contact your system or accounting manager to have this capability set up.

Accessing the Customer Statements Generation function

From the A/R Main menu, select Print Customer Statements from the Operations

drop-down menu.

- ~———
.ccounts Receivable

Operations | Reports  Codes Maintenance

Sales and Credit Entry...
Cash Receipts Entry...

Load Sales Trs from Spsheet
Load 5ales Trs from Seq File
Load Bank's LockBox Cash Tres

! Undo 5ales Batch Posting...
Undo Cash Batch Posting...

l Bulk Email Generator..,
Compute Finance Charges...
Export A/R Distributions...
Print Customer Statements...

Print Dunning Letters

3

F

=+ A/R Customer Statements - Options Screen

The following screen is presented when generating the A/R Customer Statements:
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a Generate A/R Statements \ a x|

Report: STATMENT.STHM Generate Customer Statements for printing and email ..

Statement Generation Options | Customer Selects | Demographic Selects | Print Dptions

Enter your selection and aging options for the Customer Statements to be produced. _"?
Select Customers with Statement Frequencies: Cugtomner Sort / Group by
[T wheekly M anthly [] By Discretion [Cuslumer Company Name v]

[T Semitdorthly  [7] Quartedy
Suppress Customer Statements with a ZERD Balance
Email Statements to gualified Customers az an attachment. Suppress Customer Statements with a CREDIT Balance

Open Item Filers:

Select: Open ltems Sort by
@ ALL It Since: Up to and Aged as of:
by Eme - () Document Date @ Apply-To Mumber
() Only ltems 3/16/13 o

Suppress Aged ltems: For &/R Control Account(s):

@ Mo, list ALL iterns () Less than B0 days old @ Al
) Less than 30 daps ald () Less than 90 days old ) Selactad

7] Suppress any "Open Credits” on file for Customers

Comments to be printed on each Statement:

Lire 1:

Print &ged Totals [T Print Remittance Stub
Frint Open Item document Reference.
[T Prirt sub-tatals for each unique document &pply-To Mumber, Line 2

(v [ [t

When generating the statements, the operator is also presented with the standard Customer
Select Filters screen[ w3l and Demographic Selects screen[xs. These allow you to specify
selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

The Series 5 applications provide a variety of different printing options.

Default Statement Print Output Options

Aprintoptions screen is presented when Statements are generated. The system may be configured
to present the print options screen with the selections that would always apply for when statements
are generated.

Avariable must be added to the Runtime Configuration file[sd) that specifies the default options to
be presented as follows:

ccccc-AR-STATEMENT-Q [Printer-Queue] [Create-Option] [Output-Type]

Where: ccccc is the Company System Code
Printer-Queue is the Accounts Receivable Printer Queue
Create-Option would typically always be RECREATE
Output-Type designates whether they are sentto a printer, archived, or created as MS Word

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Accounts Receivable Menu Functions 273

documents

Contact your system or accounting manager to have this capability set up.

The statements output generated, if archived, will be catalogued with a report name of
STATEMENT.STM.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ ) for full
details).

= Customer Statements Options Screen - Field Definitions

Select Customer with Statement check-box(s)
Frequencies

Each Customer has assigned to it a frequency

that determines how often statements are to be Weekly Monthly | By
generated for them. All customers with a Discretion
Frequency Code matching those that are Semi- Quarterly

check will have a Statement generated. Set Monthly

each check-box to have Statements generated
for all Customers.

Email Statements to qualified Customers check-box

Each Customer has as a property, that indicates whether or not Statements generated
for them are to be automatically emailed. Select the check-box if the generated
Statements are to be emailed to those customers. Note that the email address used is
that defined for the customer and the actual statement is a PDF document that is
attached to the email.

The emails are automatically sent without operator intervention. (See the note in the
section following about emailing statements).

Customer Sort drop-list

When the statements are generated, they may

be sorted based on a variety of different ustumer ude .
i ustomer Company Hame
customers properties. Membership Code
o . ] ] ) ZIP or Postal Code
This field is defaulted to a setting defined in the Customer Type
AR Control Properties. Sales Rep

Suppress Customers Statements with Zerocheck-box
Balance
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Select the check-box if Customers with a ZERO Balance owing are NOT to have a
Statement generated.

Suppress Customers Statements with check-box
Credit Balance

Select the check-box if Customers with a Credit Balance are NOT to have a Statement
generated.

Open Items Select Since Date radio-buttons and (mmddyy)

When generating statements you would normally have all the customer's Open ltems up
to a specified date listed. Should you choose to have only those items since a particular
date in the past listed, click the Only items radio-button, and enter that date.

Open Items Select Up to and Aging Date ((mmddyy)

The Aged Up To Date is used both as the cutoff-date and the date used to compute the
age of each Open Item.Individual Invoice Open ltems are aged based on either their
Invoice Dates, or their Due Dates as determined by a setting in the A/R Control
Preferences. (Refer to the topic titled Aging & Finance Charges Tab Screenl found in
the chapter on A/R Control Preferences later in this document).

For Payments, Credits and Debit Open ltems, the date of the Invoice to which these
items are applied to is used as the date used to compute their ages.

This date is also used as the Cutoff Date to determine if an Open ltem is to be included in
the report or not. If the Document Date falls on or before this date, the Open ltem is
listed on the Statement.

Open Items Sort check-box

Select to have the Open ltems for each
customer sorted either by their Document ® Document Date
Numbers, (ie, Invoice Number of Check

Number), or by each Document's Apply-to ©_ Apply-To-Number
Number.

When selecting Apply-To Number, customer
Credits and Payments will be grouped along
with the original Invoices.

Suppress Aged Items radio-buttons

Select whether to have recently entered items

suppressed, or not. The periods listed are @ No, list ALL ltems
derived from setting defined by the A/R Control O Less than 30 days old

Preferences|«s. The date used to be tested is

O Less than 60 days old
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either the ltem's Invoice Date, Ledger Date or | O Less than 90 days old
Due Date depending on the Aging method
selected.

Suppress any Customer "Open Credits" check-box

Select the check-box if you DO NOT wish to have any Customer's Open-Credits-On-
Account items listed.

For A/IR Control Account 9(18)-9(5)

If the Accounts Receivable system has been set up with multiple A/R Control Accounts,
then these fields will be presented. If a particular A/R Control Account is selected, then
only those Open ltems that were on file associated to Sales Transactions that were
recorded with that A/R Control account are listed.

This might be useful to customers that have sales in US and Canada, and Sales
transactions are recorded to one of two different A/R Control accounts. Statements may
then be generated that represent $US currency and $Cdn currency separately.

Print Aged Totals check-box

By default, at the bottom of each Customer Statement, the Balance Due for each Aging
Period is printed. If you do not wish to have these totals printed, un-check this field.

Print Open Item Document References check-box

Each Open Item on file for the customers has a 30 character Reference field. If you wish
to have these printed on your statements, set this check-box. (Depending on how your
Statements are customized, this may cause an extra line to be printed for each Open
ltem listed).

Print Remittance Stub check-box

If your Customer Statements has a tear-off Remittance stubb on the right side of the the
form, set this check-box.

Print Sub-totals for each Unique Apply-To check-box
Number

When Open ltems are listed sorted by their Apply-To Numbers, as an option, you may
have a sub-total printed. This represents the resulting Balance Due for all items with the
same Apply-To Document number.

Note that for those Customers that have the option to have items grouped by A/R
User Code, Sub-Ledger Project, or Invoice Attention-To, Apply-To Sub-Totals ARE
NOT PRINTED.
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Comments printed on each Statement 2 fields of X(30)

You may specify 2 lines of 30 characters each, that will be printed at the bottom of each
Statement. For example "Happy Valentines Day to all our Customers".

Emailing Statements

If Statements are generated and emailed, following is a screen shot of the email that
is delivered:

B Your Account Statement from Modern Video - World as of Tuesday, March 3172009 - ...

! File Edit Wew Insert Format  Tools  Ackions  Help

B=1Ed

i aReply | X Bil A -LALB L U S = =i = i iE .
From: Larry Carlsen [larryc@sentinel-hill.com] Sent:  Tue 3/31/2009 9:19 AM
To: 'TREISA CEMANCE of TELEFICTURES PRODUCTIONS "JUDGE MATHIS™
Cc:
Subject:  Your Accounk Statement From Maodern Yideo - World as of Tuesdaw, March 31,2009

attachments: B STATEMNT.DOC (21 KE)

3172009,

Thankyou

#%*% PLEASE DIRECT THI3 EMAIL ToO YOUR ACCOUNTS PAYABLE DEFPARTHENT *#+*

The attachment to this message provides a detailed account of your
purchases and paymwents with Modern Video - World as of Tuesday, March

To keep in good standing with our credit department, please remwit your
payment for any outstahding amounts due at your earliest convehience.

for wyour attention to this maccer.

B

&

The statements when emailed are generated as MS Word documents.

Automatic Sending of Emails

Emails are sent using calls to Microsoft's Outlook library. A Microsoft
security feature exists with Windows 2000, XP and Vista that warns users
that non-Microsoft products are attempting to automatically send emails.
When the following screen is displayed, you would have to wait 10 seconds,
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then click the Yes button to have the email delivered:

X|

.
|

A program is trying to automatically send e-rail on your
behalf

Do wou wank ko allow this?

If this is unexpected, it may be a virus and wou should
choose "Mo",

[ Yes [ o ] [ Help ]

To bypass this annoying security feature, their are a number of 3rd party
products that can be purchased and installed on the user's PC. One such
product is called ClickYes Pro, that can be purchased by visiting
www.ContextMagic.com. If you purchase this utility, you must define each of
the applications that will be allowed to automatically submit emails without
having the warning screen displayed.

6.4.12 Print Dunning Letters
The Series 5 Accounts Receivable system offers the ability to generate Dunning Letters.

Dunning is the process of methodically communicating with customers to ensure the
collection of accounts receivables. Communications progress from gentle reminders to
almost threatening letters as accounts become more past due. Laws in different countries
regulate the form that dunning can take. It is generally unlawful to harass or threaten
consumers. However, it is acceptable to issue firm reminders and to take all allowable
collection options. The word stems from the 17th century verb dun, meaning to demand
payment of a debt.

The Series 5 A/R system provides for three different types of letters that can be generated.
The particular letter chosen by the system depends on the overdue balances and how old
they are. You might have a "friendly”, a "serious warning" and a "nasty" letter. As an option,
the system will also generate a simple Customer Statement that can be attached to the letter.

The content of each letter is taken from each of three text files that you have on your system.
Within each letter, a number of different pseudo variables may be inserted that will be
replaced by fields from the Customer's properties. These include such things as Company
Name, Address, Outstanding Balance, etc.
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Some points to note when generating the Dunning Letters:

e The system will expect the Form Letters to be in the directory or folder that is
defined by the runtime Configuration Variablel sool XXXX_SPIO_PATH, (were XXXX
is the Series 5 Company System code), or SHSI_SPIO_PATH.

e You may choose the number of days that are used to determine which letter is
generated

¢ The content of each letter is obtained from pre-defined ASCII text files that you must
create using a simple text editor such as Notepad or Ultraedit. (These files MUST
NOT be MS Word or WordPerfect documents).

e Each form letter may contain ONLY UP TO 60 lines of text, each no more than 90
characters in lengths

e As an option, a brief Customer Statement will be generated with each letter. Ifa
Series 5 Form is defined for the designated Printer Queue on which they are printed,
and "Tray Selection Commands" have been established, the system could have
pre-printed letter head forms for the letters, and Statement forms in two different
trays of the printer.

¢ As an option, for installation with the Series 5 Professional Invoicing (PI), system, all
invoices that are overdue may also be printed.

e As an option, the system will automatically send each letter within the body of an
email with the Statement as an MS Word attachment. The email address is
obtained from the Customer's properties record.

¢ As an option, for customers that have a letter generated, an entry will be recorded in
the Customers' Contact History[ .

Accessing the Function to Generate Dunning Letters

From the A/R Main menu, select Print Dunning Letters from the Operations drop-
down menu.
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5 ¥ Accounts Receivable

Codes Maintena

Operations

Reporks
Sales and Credit Entry. ..
Cash Receipts Entry...

Interface User Sales Trxs...
Unda Sales Batch Posting. ..
Undao Cash Batch Posting. ..

Bulk. Email Generator. ..

Export AJR Distributions, ..
Print Customer Statements...

Print Dunning Le
Purge Accounts Receivables..

Set Customer Credit Limit, ..

Bl

=+ Generation of Dunning Letters - Options Screen

The following screen is presented when generating the Dunning Letters:
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I Print Dunning Letters N

- .

Report: DUNHNINGS.TXT

Generate Dunning Letters with Custamer Statements for printing and email ..

Report Options | Customer Selects | Demographic Selects

Print Options | Meszage Pseudo Yanables

Include Copies of Overdue P/l Invaices ?
Generate DMLY for P/ 3rd Party Customers ?

Aging Open lters To: | 7A19M12 =

[T] Record an entry in each Customers' Contact Histary.

[7] Update the Customers' Last Credit Incident fislds.

Select pour optionz for the type of letters to be produced. _Lé:'
Select the Types of Letters to be Generated:
Friendly Fleminders for accounts aver (B0 das using Fom Letter. [DUNLETTERT.TXT
Seriouz Warnings for accounts owver (90 & days uzing Form Letter: DUNLETTERZ2. TXT
Nasty Threats for acoounts over 180+ days using Form Lelter. [DUNLETTER3.TKT
Farm Letter folder: - E:AUzers\Larmp\DocumentsASHSIAUCC ||

Send each letter az an Email to qualified Customers with the Statement az an attachment,

[ Attach a Customer Statement with each Letter |

Cugtomer Sart Ophions:

Group by ’I]vmdue Level v]

Sort by ’Eustomer Code - ]

| Nem |

| Cancel |

When generating the letters, the operator is also presented with the standard Customer
Select Filters screen[ sl and Demographic Selects screenlwsl. These allow you to specify

selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of DUNNINGS.TXT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full

details).

Pseudo Variables

For example: YPCUSTOMER-NAMEY®0

Apseudo variable is a string thatis embedded within the text of the form letter file. Theyare
identified with a pair of % characters at the front and the end of the variable name.

When the letter is created for each customer, any pseudo variables will be replaced with an
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applicable string associated to that customer. (A list of the possible variables can be found later
in this topic)

= Field Definitions

Friendly Reminder check-box

Select the check-box if a friendly letter is to be generated. (Basically, it's just defining one of
the three types of letters. The actual content of the letters is what will set the mood that you
wish to portray).

Serious Warning check-box

Select the check-box if a warning letter is to be generated. (Basically, it's just defining
one of the three types of letters. The actual content of the letters is what will set the mood
that you wish to portray).

Nasty Threat check-box

Select the check-box if a nasty letter is to be generated. (Basically, it's just defining one
of the three types of letters. The actual content of the letters is what will set the mood that
you wish to portray).

For accounts overdue # of days 9(3)

For each type of letter, specify the number of days that if the Customer has an amount
owing that is that old, then a letter will be generated.

Form Letter Filename X(30)

For each type of letter, specify the Form Letter file that is to be used as the content of the
letter. These files must be simple ASCIl text files. They cannot be MS Word,
WordPerfect or PDF files.

The ASCI text letter files should be located in the directory path defined by the a variable
in your Series 5 runtime configuration file, as in the following example:

CCCCC__DUNLETTER_PATH D:\Accounting\dunning-letters
where CCCCC is the Series 5 Company System Code.

Include Copies of Overdue P/l Invoices  check-box

Select the check-box if a copy of each outstanding Invoice associated to the customer is
to be printed along with the Dunning letter.

When this option is chosen, the letter, the statement and each invoice is output as
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a single document; and the Letter may not be emailed.

Generate ONLY Customer's 3rd Party check-box
Invoices

If the previous option to Include P/l Invoices is selected, then when this check-box is set,
ONLY customers with 3rd Party Clients are processed; and ONLY the 3rd Party Invoice is
generated. The Name and address that is printed that would appear in the window
envelope is that of the 3rd party. Likewise if the %%CONTACT%% pseudo is used, the
3rd Party company's Contact Name is used.

Generate and Attach Customer Statement |check-box

Select the check-box if a brief Customer Statement is to be attached to the Dunning
letter.

Aging Open Items - To Date (mmddyy)

This is the date used to determine that age of each Open Item. This date is compared to
the Invoice Date, the Ledger Date, or the Due Date to compute the number of days used
as the age of the item.

Customers Group by drop-list

When the Customer letters are printed, they
may be grouped by a variety of different fields.

Overdue Level
City

Credit Rate Code
Customer Type
Sales Rep
Territory

State or Province

Customers Sorted by drop-list

When the Customer letters are printed, they

may be listed sorted by a variety of different Customer Code
fields Customer Company Mame
’ Membership Code
ZIP or Postal Code
Current Account Balance
Credit Limit
Owerdue Amount

Record an Entry in Customer's Contact check-box
History
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As an option, for customers that have a letter generated, an entry will be recorded in the
Customers' Contact Historym.

Update the Customer's Last Credit check-box
Incident Field

For each Customer, the system keeps a table of system detected Credit Incidents.
These might be recorded as a Dunning Letter being generated, or the customer being
identified by the Overdue analysis function. Set the check-box if a customer is generated
a letter and it is to be recorded.

Send Letters as an Email check-box

As an option, the system will automatically send each letter as an email with the
Statement as an attachment. The email address is obtained from the Customer's
properties record.

Dunning Letter Pseudo Variables

The following table lists the possible pseudo variables that may be embedded within the
content of the letter's text. Relevant information from the Customer's properties will be
inserted in place of the variables. Each variable may only occur once within the letter.

Variable Description Format
%%DAT E%% Today's Date Month dd,
YYYY
%%DATE+14%% Today's Date + 10 days Month dd,
YYYY
%%DATE+10%% Today's Date + 14 days Month dd,
YYYY
%%CNUMB %% A/R Customer Code X(6)
%%COMPANY %% Customer's Company Name X(55)
%%ADDRESS1%% Address Line 1 X(40)
%%ADDRESS2%% Address Line 2 X(40)
%%ADDRESS3%% Address Line 3 X(40)
%%ADDRESS4%% Address Line 4 X(40)
%%ADDRESS5%% Address Line 5 X(40)
%%ADDRESS6%% Address Line 6 X(40)
%%CONTACT %% The individual's name to be used in | X(25)
the letter's salutation. (Note that an
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Attention-To line is automatically
created in one of the Address lines)

%%B ALANCE%% Customer's Balance Owing $
9,999,999.99-
%%PASTDUE%% Customer's Past Due Amount $
9,999,999.99-
%%PASTDUE2%% Customer's Past Due Amount $
9,999,999.99-
%%3DPTYCODE%% 3rd Party Customer Bill Code X(6)
%%3DPTYCOMPANY% | 3rd Party Company Name X(55)

%

%%3DPTYPARENT%% | AAR Company Name for the 3rd X(55)
Party Company

Dunning Form Letter - Example

Here is an example of a "friendly” letter as seen in Ultraedit. Sample letters are provided
with the Series 5 release product and can be found in the S5\util folder with the names
DUNLETTER1, DUNLETTER2, and DUNLETTERS.

Note that the 1st lines of the file contain MS Word Formatting directives. They are used
to provide information as to how the text of each page is to be formatted, and tab settings
to apply. The text indicators "~19" and "~20" shown in lines 9 and 17 are used to
indicate the start of the lines to which $TABs 19 and 20 are to be applied. The format of
these directives are defined as follows:

$FMT Region #; Start-Line; End-Line; Font-Size; Font-Name; Bold-Flag; Italic-Flag;
Underline-Flag; Shading-Flag;
| Region # ||This is the Region ID #. Define up to 5 regions on a page |
Start-Line Specify the starting line # of the page to which the Regions formatting is
to apply
End-Line Specify the ending line # of the page to which the Regions formatting is
to apply
| Font-Size || The Font Size to use

| Font-Name ||The Font Name to use

| Bold-Flag ||Set to 1 if all lines in the Region are to be Bold

| Underline-Flag ||Set to 1 if all lines in the Region are to be Underlined

|
|
|
| ltalic-Flag ||Set to 1 if all lines in the Region are to be Italic |
|
|

| Shading-Flag ||Set to 1 if all lines in the Region are to be Shaded
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$TAB TabSet #, Position, Tab-Type, Leader Flag, Text Column; .....
tabs may be defined)

Do ; (upto 10

Tab Set # This is the Tab Set ID #. Define up to 20 Tab Set regions on a page. In
the actual text of the letter, the use of each Tab set is initiated by setting
a "~" character in column 1, followed by the Tab Set ID that is to be
applied.

Position This is the offset from the left margin, in inches, of the position of the tab

(inches)

Tab Type L - Left Tab; R - Right Tab, C - Center Tab; D - Decimal Tab

Leader Flag [|Set to 1 to have a "Dot Leader" preceding the tab position

Text Column #

The text being output is made up of text and spaces. There are no tabs
in the actual text. This is the Character position, in front of which, the
formatting Tab will be inserted. (ie., the spaces up to this point will be

replaced by a Tab when the text is processed and output as a letter)
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lﬁFiIe Edit Search Insert Project View Format Column Macro  Scripting Advanced Window Help - | & %3

kel A R A ERRERN e B 4 [IFE9 L
* o X
dunleter.co DUNLETTERLTXT x
pu— 8
1 SFMT 1;1;38;11; Trebuchet MS;0;0;0;0;0; -
2 §TaB 19;0.38,L,0,4; 5.75,R,0,52; 5.88,L,0,64;
3 STAB 20;0.15,L,0,5;
~159
10 S%5COMPRNY%% E5DATES%
11 %%5ADDRESS1%%
12 %%LADDRESSZ2%% Customer #: %%CNUMB%% =B
12 %%5ADDRESS3%%
14 %%5ADDRESS4%%
15 %%ADDRESSS%%
16 %%ADDRESSG%S:
17 ~20
18 Re: Past Due Invoices
20 In reviewing our accounts receivable, it has come to my attention
21 that the invoices that are listed on the attached page are
22 currently ocutstanding. We realize that due to busy schedules,
23 most likely this is just an oversight, or, payment has already |
24 been made. However, should you have a problem with the invoices
25 or de=zire additiconal information, please give me a call at
26 your earliest convenience (B00-683-8354); otherwise we would
27 appreciate payment. The items we have listed as over due
2 amount to %%PASTDUE%% . Your current balance is %3%EBALANCES% .
30 If you have already brought your account to a current status thru
31 payment of the invoices listed, we thank you !
33 Sincerely,

SENTINEL HILL SOFTWARE INC
3 ACCOUNTS RECEIVABLE DEPARTMENT

39 Enclosed: Statement and/or Copies of Involices

For Help, press F. Lndl, Coll, CO Dos Mod: 7/19/12 2:47:51 PM  File Size: 1349

Emailed Dunning Letter - Example

Here is an example of a “friendly” letter as would be sent as an email.
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B A Message of Importance from Modern Software Inc. - Message [Plain Text) E |E||
! Fle Edit WView Insert Format  Tools  Ackions  Help
i eply | g Foruard | X Nl ALB L U S = =S
n this me
From: Larry Carlsen [larryc@sentinel-hill,.com] Sent:  Tue 4/14§2009 9:35 PM
To: support@sentinel-hill.com
Cc

Subject: A Message of Impaortance from Maodern Software Inc,

attachments: B STATEMNT.DOC (21 KE)

##% PLEASE DIRECT THI3 EMAIL TO TOUR ACCOUNTS FPAYAELE DEFPARTHMENT #+%

ABEC LIMITED hpril 14, 2009
1234 MAIN STREET, SUITE 100

PARESVILL, €A 888587 RCCOUNTH: SHI188
T3h

ATTENTION: JANE DOE

Fe: Past Due Invoices

It has come to our attention that your accounts are seriously overdue.
We need to receive payvment within the next week, or we may need to
take serious action. FPlease contact us to let us know when we will
recelive payment. Contact me at [(S00-663-8354. If payment is not

we will have to take legal action. The amount overdue

is §700.00 Tour current balance is §700.00

If yvou hawve already brought your account to & current status thru
payment of the invoices listed, we thank you !

Zincerely,
SENTINEL HILL 3COFTWARE INC
ACCOUNTS RECEIVAELE DEPARTHMENT

Enclosed: 3Itatement

THE ATTACHMENT TO THI3 MESSAGE PROVIDES A DETAILED ACCOUNT OF YOUR OUTITANDING
INVOICES AND PAYMENTS WITH 3entinel Hill 3oftware Inc. A3 OF April 14, Z00S5.
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6.4.13 Purge Accounts Receivables

This Accounts Receivable function is used to remove Open ltems from the A/R system that
have been fully cleared or paid. For a set of Open ltems to be purged, they must all have the
same Apply-To Document Number, and the sum of all their amounts must equal ZERO. The
method used for purging depends on whether the Customer is designated as a Balance
Forward or as an Open ltem customer.

Some points to note when Purging the A/R Open ltems:

e When items are purged, they are removed from the active A/R Open ltems file,
however, they are copied to the Historic A/R Open ltems file. As well, a Purge AIR
Journal is produced that may be printed and/or archived. Once Open ltems are
purged, they will not be displayed by the Customer Open Item Inquiry function.
However, they may be displayed by the Purge Open Item Inquiry function.

e For Balance Forward Customers, purged items ARE NOT written to history.

e Purged Open Items are NOT printed on Customer Statements

Purging Before or After A/R Statements Generated

Prior to Purging the A/R, you must decide whether or not you wish to have those Open Items that
have been fully paid, listed on the Customer Statements. If not, you should execute the Purge AR
application prior to Statements being printed so that fully paid items are removed. If you do wish to
show these items on the Statement, then wait until after they are generated and printed, to execute
the Purge A/R application.

e For Balance Forward Customers, the total of all credit documents will reduce the
total of all debit documents until the credit amount is fully applied, (or vice versa if
debits exceed credits). Any remaining unapplied Credit or Debit Amount will be left
as a new Balance Forward Open ltem for the customer.

e For Open ltem Customers, documents with the same Apply-To Number are purged
along with the specifically applied Credits only if the sum of the Credits equals the
sum of the Debits.

e Any Open Credits on file, (those with an Apply-To Number = ZERO), will remain as
Open ltems so that in the future, they may individually be applied as needed.

¢ Only those documents with a Document Date that falls on or before the Purge
Cutoff date will be processed.

Accessing the Purge Receivables function

From the A/R Main menu, select Purge Accounts Receivables from the
Operations drop-down menu.
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Accounts Receivable

Codes Mainke

Ciperations Eslaie

Sales and Credit Entry. ..
Cash Receipts Entry. ..

Interface User Sales Trus. ..
Undo Sales Batch Posting. ..
Undo Cash Batch Posting. ..

Bulk Email Generator, ..
Export AJR Distributions. ..

Prink Custormer Statements. ..
Prink Dunning Lekters. ..

=+ Purge A/R - Options Screen

The following screen is presented when Purging A/R:
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g Purge Customer A/R Open ltems |:”E|El

Purge Customer Receivable Open ltems ___ with Fieport: PURGEAR_JRN

Purge Options | Customer Select Filters | Demographic Selects | Print Dptions

Specify selection options for the purge.

Document Mumber(s): Purging Documents Dated Thru:
(O] 473007 |5
O Selected J

Include anly Customers with Statement Frequency zet for:

Mo Statement t anthly
wheekly Cuarterly
Semi-bMaonthly Digcretionary

| Newt qu | cancel |

]

When purging the A/R Open Items, the operator is also presented with the standard
Customer Select Filters screenl.sland Demographic Selects screenl .. These allow you to
specify selected or ranges of Customers, Customer Types, Sales Representatives, and/or
only those customers satisfying a variety of filter criteria.

The Series 5 applications provide a variety of different printing options.

Purged Open Items are Copied to History

Purged Open ltems for Open ltem Customers are copied to the "Purge Open ltem History" file. They
may be examined after the fact using the "Purged Open ltem Inquiry" function.

The journal register, if archived, will be catalogued with a report name of PURGEAR.JRN.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ 31 for full
details).
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= Purge A/R Options Screen - Field Definitions

Documents Number radio-buttons and 9(8)
If only those Open ltems have Document

Numbers that fall within a certain range of @ Al

numbers are to be purged, click the Selected O Selected

radio button. Starting and ending document
number may then be entered.

Purging Documents Dated (mmddyy)

This date is used as the Cutoff Date to determine if an Open ltem is to be included in the
purging process or not. If the Document Date falls on or before this date, the Open ltem

is considered for purging.

Select Customer with Statement Frequencies check-box(s)

Each Customer has assigned to it a

frequency that determines how often ~ Weekly ~ Monthly | ~ By
statements are to be generated for them. Discretion
All customers with a Frequency Code ~ Semi-Monthly | ~

matching those that are check will have Quarterly

their Open ltems purged. Set each
check-box to have Statements generated
for all Customers.

6.4.14 Set Customer Credit Limits

This Accounts Receivable function is used to automatically update each Customer's Credit
Limit, Credit Rating, and Terms Codes properties based on their balance due amounts for
specified aging periods. If the customer has Balance Due amounts that exceeds the
specified thresholds, (starting with the oldest first), then the corresponding Credit Rating,

Credit Limit and Terms Code is assigned to that customer.

Some points to note when having the Credit Limits and Ratings set:

e Open ltems are aged according to either their Invoice Date, or their Due Dates as
determined by the setting defined in the A/R Control Preference's Aging and Finance

Charges sub-screen[ s,

e Credit, Debits, and Payment Open ltems are aged according to the Invoices that
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they are applied to

e The Customer Balance Thresholds, Credit-Ratings, Credit Limits and Terms codes
that are presented as the default settings are defined in the A/R Control
Preference's Aging and Finance Charges sub-screenl«s. This may be changed as
required.

e For each customer, the Balance Due amount is computed for each of the given
periods. The thresholds are test using the oldest one first. If the customer has an
amount for the given period that exceeds the threshold, the associated values are
assigned.

e |f the Customer's Sales Rep code has been set to XXX, then that customer's Credit
Rating, Credit Limit and Terms Code will be set to the values set. This is meant to
set the applicable codes to customers that you no longer wish to do business with.

Accessing the Set Credit Limits function

From the A/R Main menu, select Set Customer Credit Limits from the Operations
drop-down menu.

V Accounts Receivahle

Reports  Codes Maintena

Cperations
Sales and Credit Enkry, ..
Cash Receipts Entry...

Interface User Sales Trxs...
Undo Sales Batch Posting. ..
Undo Cash Batch Posting. ..

Bulk Email Generator. ..
Export AfR Distributions. ..
Prink Cuskomer Skatements. ..

Prink Dunning Letkers, ..
Purge Accounts Receivables,,

Set Customer Credit Limits., .

Clear Customer PTD...
Clear Customer ¥TD., .

=+ Set Customer Credit Limits - Options Screen

The following screen is presented:
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"™ Set Customer Credit Limit and Ratings

Set Customers’ Credit Rating Codes and Credit Limits

293

- BX

Codez and Limits Azsighed:

Thiz process will et each Cuztomer's Credit R ating Code and Credit Limit bazed

upon their Aged Balance Due tatals for each of the ztandard Aging Periods. The dallar
value Thresholds and Credit values to be azsigned, shown below, are defined by the
[Credit and Owerdue Optionz] tab screen of the A/F Control Properties function.

Customers with Aged Balance Due Totalz over the specified Threshold will have ther Codes and Limitz zet az follows:

= Set Customer Credit Limits Screen - Field Definitions

Customers with a Sales Bep Code of = will have ther

Credit Rating setto  [5TOP their Credit Limit zet ta $ l:l and Terms Code setto [ADVP

Balance Due Threshold Credit Rating | Credit Limit

»%| 10,000 Over 45 | daps $ | 5.000]

»%|  6.000] Over g0 | days $ | 1.000]

»$[ 5,000 Over 90 | days $ | 1] *NOT OM FILE *

[ Proceed to Set Credit Halingsg Cancel
L3

Balance Due Thresholds

$ 999,999 and 9(3)

Each threshold represent one of three different aging periods. The default $ amounts and

# of days is determined by settings in the A/R Control Preferences.

A customer's Credit Rating, Credit Limit and Terms Code properties will be set if the
customer has a Balance Due that exceeds the $ thresholds specified for the given

periods.

Credit Rating

X(4)

This is the Credit Rating Code that will be assigned to the customer. Credit Rating

Codes are user defined. However in the Series 5 Customer Order Processing system,

the following codes are recognized as follows:

Credit Rating ||Description

HOLD

All orders entered will automatically be put On Hold

STOP

Orders will not be allowed to be entered into the system
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Credit Limits $ 99,999,999

This is the Credit Limit amount that will be assigned to the customer. The Customer
Credit Limit is used as a filter, and or a sorting variable, in a variety of different A/IR
reporting functions, and may be output on emails, and Dunning Letters.

In the Series 5 Customer Order Processing system, when an order is entered whose $
value summed with the customer's Account Balance exceeds the Credit Limit, the
operator is warned, and the order may be put On Hold.

Terms Codes X(4)

This is the Terms Code that will be assigned to the customer. When Sales Transactions
or Invoices are entered into any of the Series 5 systems, the Due Date is computed
based on settings defined in the Terms Code.

Customers with Sales Rep Code XXX X(4)

If a Customer has a Salesman/Saleswoman code set to XXX, then the Credit Rating,
Credit Limit, and Terms Code that are entered in these fields will be assigned to that
customer. This is a "Quick-and-Dirty" method to set the Credit Rating codes of
customers that are either defunct, of that you do not wish to do business with.

This is primarily useful to system with the Series 5 Customer Order Processing system,

6.4.15 Clear Customer Period-To-Date

In the Series 5 Accounts Receivable system each Customer's property records has fields
that maintain assorted totals and statistics Period-to-Date. As the day-to-day activity of
entering invoices, and paying them proceeds, these functions contribute to the assorted
statistical amounts displayed.
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BCcumuiaied alalisics,

Period-To-Date YVear-ToDate Last-v ear
Sales: $ 446.626.73| | 3 | 446,626.73| | 3 | 389.224.14
Costs: $ | 0.00] | % | 0.00] | 3| 0.00|
Commizzions: ¥ | I]_I]I]| $ | I].I]l]| Nat Available
Highest Account Balance: $ | 97.657.26 | § | 137.664.57|

7/02/08 30107

Invoice Count; 1.739
&g # days for Receipt of Payment fallowing lhvoice D ate: IEI ljl
Auwg # days for Receipt of Papment fallawing Due Date: Ijl Ijl
Tatal Shart Pay [Lozz] Credits given: % $
Shiort Pay Documents Count: % Ijl Ijl

Each of these periods are defined as follows:

Period-to-Date [This period is define as the time frame between when the "Clear
— Customer Period-To-Date Statistics” function is executed. Typically
this would be done on a monthly basis, so statistics might be available
monthly.

Year-to-Date —|On an annual basis, the Accounts Receivable manager is responsible
for executing the operation to Clear Customer Year-to-Date (YTD),
figures. At that time, the Year-To-Date amounts for each Customer will
be reset to ZERO.

Last-Year — |On an annual basis, the Accounts Receivable manager is responsible
for executing the operation to Clear Customer Year-to-Date (YTD),

figures. At that time, the all the Year-To-Date amounts are shifted to the
Last-Year amounts.

This operation sets the Period-to-Date figures maintained for each Customer to ZERO.

Clearing the Period-To-Date Totals

If the Period-to-Date figures kept for the Customers are used for analysis purposes, itis very
important to have this function executed on the very 1st day of each period or month.

However, if you forget, you may execute the Recalculate Customer Sales Stats [s:3 function to
have these amount re-tallied.

Accessing the Clear Customer Period-to-Date function

From the A/R Main menu, select Clear Customer PTD... from the Operations drop-
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down menu.

Codes Maintena

Reports
Sales and Credit Enkry...
Cash Receipts Entry...

Interface User Sales Trxs...
Undo Sales Batch Posting. ..
A Undo Cash Batch Pasting...

—  Bulk Email Generatar. ..
Export AJR Distributions. ..
Print Cuskomer Statements. ..

Print Dunning Letkers, ..
Purge Accounts Receivables,,

Set Customer Credit Limits,

Clear Customer PTD...
Clear Customer ¥TD...

Load AR COpen Ikems. ..

&# Clear Customer Period-to-Date - Launch Screen

The following screen is presented:
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"™ Clear, Customer, Statistics Period-To-Date |Z|E|E|

Clear Customer Period-To-Date Statistics

Within each Customer properties record, the 4/R system accumulates totals of Sales, Costs

and Commizsiohs over a specified period.  This period, refened to as the Period-To-Date [PTD),
iz define bazed on how frequent this "Clear Customer Statistics Period-to-D ate” function

iz executed. [le., if pou wizh the PTD statiztics to reprezent a calendar month, this function.
muzt be executed at the beginning of every month prior to any Sales tiangactions being entered).

Tou have selected to reset the Period-To-D ate statiztics, for all Custamers on file, to ZERQ.
The |ast time thiz waz done was on Wednesday, January 25/2006.

To proceed with thiz Clear PTD function, type the word PROCEED in the field I:l
provided and click on the [Clear ._.] button below.

If you do not wish to have the hle rebuilt, chck on the [Cancel] button.

Clear Customer YTD Slatisti? Cancel

L

6.4.16 Clear Customer Year-To-Date

In the Series 5 Accounts Receivable system each Customer's property records has fields
that maintain assorted totals and statistics Year-to-Date and Last-Year. As the day-to-day

activity of entering invoices, and paying them proceeds, these functions contribute to the
assorted statistical amounts displayed.

ABCcumuiaied alalizincs,

Period-To-D ate ‘rear-To-Date Lagt-rear
Sales: | 446626.73) | ¥ | 446626.73| | $ | 369.224.14]
Costs: $ 0.o0 | $ | 000 | § | 0.00|
Commissions: ¥ | I]_I]I]| $ | I]_I]l]| Mot &vailable
Highest Account B alance: 3 | 9?,55?_2B| 3 | 13?,354_5?|

Fr02/08 30 /07

Ivice Count: 1.739
Ag # dayz for Receipt of Pagment following lrwoice Date: IEI Ijl
&g # days for Receipt of Payment following Due Date: Ijl ljl
Total Short Pay [Lozz] Credits given: $ $
Short Pay Documents Count: % Ijl Ijl

Each of these periods are defined as follows:

Period-to-Date [This period is define as the time frame between when the "Clear
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— Customer Period-To-Date Statistics" function is executed. Typically
this would be done on a monthly basis, so statistics might be available
monthly.

Year-to-Date —|On an annual basis, the Accounts Receivable manager is responsible
for executing the operation to Clear Customer Year-to-Date (YTD),
figures. At thattime, the Year-To-Date amounts for each Customer will
be reset to ZERO.

Last-Year — |On an annual basis, the Accounts Receivable manager is responsible
for executing the operation to Clear Customer Year-to-Date (YTD),
figures. At that time, the all the Year-To-Date amounts are shifted to the
Last-Year amounts.

For each Customer, this operation copies the Year-to-Date figures to the Last-Year fields, and
sets the Year-to-Date fields to ZERO. (Note that the Period-to-Date fields are also reset to
ZERO).

Clearing the Year-To-Date Totals

If the Last-Year and Year-to-Date figures kept for the Customers are used for analysis
purposes, itis veryimportant to have this function executed on the very 1st day of each year.

However, if you forget, you may execute the Recalculatel Customer Sales Stats [2:13) function to
have these amount re-tallied.

Accessing the Clear Customer Year-to-Date function

From the A/R Main menu, select Clear Customer YTD... from the Operations drop-
down menu.
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s ¥ Accounts Receivahle

Codes Maintena

Ciperations W= elye

Sales and Credit Enkry...
Cash Receipts Entry...

Interface User Sales Trxs...
Undo Sales Batch Posting. ..

Ac Undo Cash Batch Posting. ..
—  Bulk Email Generatar...

ail

ic

Export AJR Distributions. ..
Print Customer Staterents. ..
Print Dunning Letkers, ..
Purge Accounts Receivables,,

Set Customer Credit Limits.,

Clear Customer PTL...
Clear Customer ¥TD...

Load AJR. Open Ikems. ..

&# Clear Customer Year-to-Date - Launch Screen

The following screen is presented:
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"8 Clear Customer Statistics Year-To-Date |:|@JE|

Clear Customer Year-To-Date Statistics

Within each Customer properties record, the &/F spstem accumulates totals of Sales, Costs, Commizsions
and azzorted other statistics over the year. This period, referred to az the Year-To-Date [YTD],

iz define bazed on how frequent this "Clear Customer Statistics Year-to-Date" function is executed.

[le., Thig function must be executed at the beginning of everny pear prior to any Sales being entered

or the Purge Accounts Receivables function being executed).

Az well az the YTD totals, there are alzo Last-v'ear totalz and Monthly S ales and Costs totals that are maintained.
Far all Customers an file, all vear-To-D ate statistics will be shifted to their comesponding Last-vear fields,

then rest to ZERD; and all Current Year Maonthly statistics are shifted to their Last-v'ear fields and rezet to ZERO.
The last time thiz waz done was on “Wednesday, January 25/2006.

To proceed with thiz Clear YTD function. type the word PROCEED in the field |:|

provided and click on the [Clear ...] button below.

If you do not wish to have the file rebuilt, click on the [Cancel] button.

Clear Customer Y'TD Slatisticig Cancel

&

6.4.17 Load A/R Open Items

The Load A/R Open Items function provides "back door" maintenance and display of all
unpurged Open ltems that have been recorded for a particular customer. It's primary reason
for existence is to offer a way of loading existing outstanding invoices and payments from
other accounting systems when Sentinel Hill Software's Series 5 Accounts Receivable is
installed for the first time.

Some of the features of the Load A/R Open function are as follows:

e Open ltems may be added, deleted and modified. When this data is entered, the
system DOES NOT IN ANY WAY, generate or change and G/L Distributions that
would normally be associated when Sales Transactions or Cash Receipts are
entered into the system.

e Customers may be selected or displayed by Customer Code or Customer Name
e Totals of each type of Open ltem are displayed for each Customer

e The original document associated to an item may be displayed showing applicable
revenue distributions or any payments that have been made to it

e Open ltems may be Imported from a tab-delimited file, a CSV text file, or an MS
Excel spreadsheet.

e Open ltems may be Exported to a tab-delimited file, a CSV text file, or an MS Excel
spreadsheet.
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e This function may be used to edit specific Open ltems at any time. However, it
should only be used to change any of the assorted dates, the Apply-To-Number, or
Reference fields. Keep in mind that no Revenue or Control distributions are
updated at all.

After Loading A/R Open Items

When initially installing the Series 5 Accounts Receivable, and after Loading all outstanding
Customer Open Item, the Reset Customer Balanceslzhoperation must be executed. This will
ensure that the Customer Balance amounts displayed for any Customer has taken into account the
newly added, or edited Open Items.

The Load A/R Open ltems function is launched from the A/R Menu's Operations drop-down
menu.

5 V Accounts Receivable

¢ MW Reports  Codes Maintena
Sales and Credit Entry.. .
Cash Receipts Entry. ..

Interface User Sales Trxs...
IUndo Sales Batch Posting...
Undao Cash Batch Posting. ..

Bulk. Ermail Generatar. ..
Export &/R Distributions. ..
Print Cuskomer Staktements, ..

Prinkt Dunning Letters, ..
Purge Accounts Receivables, .

Set Cuskomer Credit Limit. ..

Clear Custarmer PTD. ..
Clear Customer ¥TD...

Load AR Open Ikems. .,

Reset Customer Balances...
Recalc Customer Sales Stats. .

15

6.4.17.1 Load Open Items Grid Screen

Open ltems for a selected Customer are displayed to the screen managed using a Series 5
grid processing screen. You can easily navigate through the items for a specific customer,
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selected either by Company name or be Customer code.
From the "Fast Buttons" frame, push buttons are provided that can be used to have Open

ltems Added, Modified and Deleted. Also, a list of Open items may be generated; and Open
ltems may be Imported or Exported to an MS Excel spreadsheet.

&+ Customer Open Item Load Grid

S AR Open Items Load |:|@|Fz|
File “iew Edit Help
Initial Load of A/R Open Items Select to add, modify or delete &/F Open ltems. Items may also be loaded from 5
spreadshest. DISTRIBUTIONS FOR THESE ITEMS ARE NOT RECORDED OR UPDATED. g ﬁ
|
001461 |+ | 4 #y|| COURT RECORDS RESEARCH INC iot by | Doz Date by Cust Code] #h Fiefresh
Cotoes [W1AET] 18] o] 4] COURT mECORDS nestanc | [ 6L ]
Doc #f | Type |Doc Date |Lgr Date| Apply To |Due Date Amount 1 [ Amount 2 Total |Reference UserCode
868689 | | 1401408 1/02/08 868689 | 1/31/08 $ 3600 $ 000 $  36.00 (1461 COURT RECORDS RESEAF $ 3600
875936 | 2/1./08) 2/01/08 875936 302/08 $ E0.00 $ 000 $ E0.00 (14681 COURT RECORDS RESEAF ¢ &0oo ||°
| 3/0/08) 3/01/08 882931 3/31/08 $ 8225 $ 000 $  82.25 [1461 COURT RECORDS RESEAF $ 8228
141414 & 3430408 3/30/08 868683 3430408 $  36.00CRH $ 000 $ 36.00CH [PMT: CHEH 141414 ¥ 3600
141414 | P 3430408 3/30/08 875936 | 3/30/08) ¢ 60.0OOCH $ 000 $ E0.00CR |PMT: CHES# 141414 $  60.00
141414 | P 3430408 3/30/08 882931 3/30/08| $ 44.00CR $ 000 $ 44.00CR |PMT: CHESH# 141414 $ 8225 ||+

Customer Totals Invoices: $ 178.25 Credit Memos: $ Debits: § Met Tatal § 3825
for 6 Items.  BalFwids § 0.00 Fin Charges: $ 0.00| Payments § 140.00CR

For the Customer Code, items are listed by Document Date. Search: for:

The "Fast Buttons" frame provides the push buttons to have items printed or exported, or
to display an Aged Totals Summary screen for the selected Customer.

"Fast Buttons"

New Add a new Open ltem

Modify  [Modify the Open ltem highlighted in the grid

Delete |Delete the Open ltem highlighted in the grid

Print Generate a report listing Open ltems for selected Customers,
based on a variety of different filters

Import [Imports Open ltems from a spreadsheet

Export |Export selected Customers' Open ltems to a spreadsheet
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Some of the special features of this "Inquiry” grid are as follows:

> Edit a particular Open
ltem by double-clicking
the row that it's
information is displayed
in.

@v

» The option to List By
provides the option to
browse through the
Customer's items either
by Document Date where
Customers are
processed by Customer
Code or Customer
Name.

> A given Customer may
be chosen either by
entering their Customer
Code, choosing it using
the Lookup binoculars
icon, or by having the
next or previous
Customer displayed that
has open items. (Click
the binocular icon with
the up/down arrow to
display transactions that
exist for the prior/next
occurrence of that code
on file).

b

List by | Dac Date [by Cust Code)
Dioc Date [by Cust Code)
Doc Date [by Cust Mame]

REGIONS BAMK-STOME FORT

. |003262 v | §) it
g T | NACOGDOCHES, T [936) 5E4-4624 '

» If available, Customer
Notes may be displayed if
the applicable icon is
displayed below the
Customer selection
icons. Notes are created,
and maintained by the
Customer Maintenance
function.

If the function to have the grid items printed is selected, the report if archived, will be
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catalogued with a report name of AROPENLOAD.LST.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingm for full
details).

6.4.17.2 Open Items Edit Data Screen

=+ A/R Open Item Load - Data Screen

Some points to note when adding or editing Customer Open ltems:
¢ G/L Revenue or Control distributions are not generated or updated.

¢ For Balance Forward Customers, only a single Open ltem record should be added.
That should be assigned a Document Type of Balance Forward.

e Regardless of the type of transaction being entered, the Document # that you assigned
should be unique. However, you may enter a single Invoice, Debit, and Credit that each
of which could have the same document number assigned. (Keep in mind that for
Credits and Debits that apply to a given Invoice do not have to have the same
document number, but they must have the same Apply-To Document Number).

e When entering a Debit or Credit, you must enter the Apply-To Number to which the
amount should be applied to. If you set the Apply-To for a Credit to ZERO, then this will
generate an Open Credit for the customer.

e When entering a Credit, you should allocate a range of Document #s, say that are in the
range greater than 990000, so as to not interfere with document numbers being
assigned to invoices being generated in any of your subsidiary systems.

e The Amount-1 field is used to hold the Sale Amount for Invoices, Debits and Credits;
and the Amount of net Cash Remitted for Payments.
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e The Amount-2 field is used to hold the total of Freight, Miscellaneous Charges, and
Taxes for Invoices; and hold the sum of Discounts and any Allowance Amount for
Payments.

User Access to he Load A/R Open Items function

Access to this Operations menu item should be restricted only to the Accounts Receivable manager.
During normal A/R processing, this application SHOULD NOT BE USED to edit or adjust Open Item
amounts. G/L Distributions ARE NOT adjusted or made, and there is not audit trail of items being
modified.

This operation should only be used to load up Open Items when first installing Series 5 account
software.

The following screen is displayed for an A/R Open ltem:

W AR Open ltems Load |Z|E|E|

A/R Open Item: Maodify the D ata Field values of this iterm ...

Uze this function to Add or Edit Open Itemz only when first setting up your A/F syztem for a new Company.
Additions or changes made here WILL NOT gererate any G/L distibutions that would normally be
produced as when tranzactions are entered using the Cash or Sales enty operations. _"?

Customer [001461 | 44| COURT RECORDS RESEARCH INC

HOUSTOM, T
Documert Date: [3701/08 | s Document Number: 882981
Document Type: Apply-To Number: — (gg2981
(%) Invoice ) Credit ) Finance Charge
(") Payment ) Dehit ) Balance Forward
Ledger Date:  [301/08 | o Amount 1:
Due Date:  [3/31/08 | = Amount 2:

Total:

Fieference: |14B1 COURT RECORDS RESEARCH |

Apply-To Balance:

=) o =}
P P r
) P P
1] 5 a

A/R Contral Account:

:2| D003 - 0100 -- 040 User Sales Code: E

ACEOUNTS RECENABLE “* &R USER CODE MOT 0N FILE

| Update | | cancel |

I

L
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= A/R Open Item Load Screen - Field Definitions

Customer X(6)

Select the Customer for which the Transaction is to be applied.

Document Date (mmddyy)

This would be the actual date that was assigned to the Invoice transaction, or the date
that a Payment was received. For Invoices, the Due Date will be computed relative to
the Document Date entered.

Document Number 9(8)

Record the Invoice Number for Invoices and Prepaid Documents. For all other
documents, enter a unique document number. This number is used to identify the
document within the A/R system, and in any related distributions that are carried forward
into the G/L system as journal entries.

Document Number Entry Note

The document number that is entered must fall within the range of numbers that was
specified for the Sales Batch under which the transaction is entered.

Also, the system will not allow duplicate Document Numbers to be entered. (le., two
Invoices, or Debits or Credits with the same Document Number). However you can enter
a Debit, a Credit and an Invoice each having the same Document Number.

Document Apply-To Number 9(8)

For Credits and Debits, enter the Invoice number to which this transaction should apply
to. When aging reports are generated, the Debit or Credit will be placed in the same
aging category as the original Invoice to which it applies.

For Invoices and Finance Charge documents, the Apply-To will automatically be set their
Document Number. (If you don't know the number, assign the Document Number to the
Apply-To number. It may be changed later).

If you just wish to have the Debit or Credit recorded as an Open Credit, then enter an
Apply-To Number = ZERO.

Data Entry Note

Credits and Debits should be recorded with their Apply-To Numbers assigned with the
original Invoices' document number. This will ensure that the Aging Report can correctly
reportit's aged totals, and that when recording Cash Receipts, correct balances for items
being paid are presented.
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Document Type (mmddyy)
Click the applicable radio-button to identify the type of Open ltem.

Ledger Date (mmddyy)

The Ledger Date will default to the Document Date.

Due Date (mmddyy)

For Invoices, the Due Date will be automatically be calculated using the properties of the
associated Customer's assigned Terms Code. For all other document types, this field
defaults to the Document Date.

Reference Memo X(30)

This field is provided so a brief memo may be recorded with the transaction.

A/R Control Account 9(18)-9(5)

This is the G/L Accounts Receivable Control account to which the amount of the
transaction would have been recorded to as a debit. If the Accounts Receivable system
was configured with only one A/R Control Account, then this field is not presented to be
edited. It defaults to the A/R Control account that was assigned to the Sales Batch for
which the transaction is being entered, but it may be edited as required.

Amount - 1 $ 99,999,999.99-

This is the actual total dollar amount of the transaction. For Invoices, it does not include
Miscellaneous Charges, Tax or Freight. The Sale amount is used to compute any
discount that would be allowed when an early Cash Payment is received.

For Payments and Credits, enter the amount as a positive value, without a minus sign.
The system will automatically adjust the sign when the applicable Open ltem record is
written.

The following table defines what amounts are to be recorded in the Amount-1 and
Amount-2 fields.

Document Type Amount - 1 Amount - 2

Invoices The Sale amount, or Debit/ The sum of Freight,

Debits Credit amount to be applied Miscellaneous Charges and

Credits Taxes

Payments The amount of Net Cash The sum of Discounts Given
Remitted plus any Allowances
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Finance Finance Charge Amount n/a
Charges charges
Balance The Customers's Balance n/a
Forwards Amount Due at the end of the
month
Amount - 2 $ 99,999,999.99-

Amount 2 holds the sum of any Freight, Miscellaneous Charges and Taxes for Invoices.
It holds the sum of any Discounts an Allowances for Payments.

Apply-To Balance Amount $ 99,999,999.99-

The system automatically creates a record that holds the Net Balance Due Amount for all
Customer Open ltems that have the same Apply-To Number. (Hence if an Invoice and a
Payment have the same Apply-To, then if it was fully paid, the Apply-To Balance would be
ZERO).

User Sales Code X(6)

A user define code may be recorded with the transaction. When an A/R Aging report is
generated, as an option, one or more User Codes may be selected as filters.

6.4.17.3 Open Items Report or Export Filters Screen

The following functions may be executed from the A/R Open Load items grid screen, where a
number of assorted selection filters may be entered.

Print a list of Open Iltems — Generate a report as listing of the selected
Customers's Open ltems. (This is NOT meant to
be used as the traditional A/R Open Items
Report).

Export Open ltems — Have selected, filtered Open ltems detall
information exported to an MS Excel spreadsheet,
or a tab-delimited text file. These files might then
be used for analysis, or be emailed to sales
representatives or selected customers.

The following screen, or something very similar, is displayed for each of these functions:
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S AR Open Items Load |;|[E|PZ|

Ezport Open ltems to Spreadsheet _..

Export Filters | Customer Select Filters | Demographic Selects | Export Options | About Exporting

Specify zelection options to determine the items that will be output to spreadsheet. _'?

Document Mumbers): Documents Dated:

8§1Iected 8 mztluiio\::idemd Between: l:ll:IJ
Include only the following Document Types):
Invoices Payments
Credits Balance Forwards
[ebitz Finance Charges

[ NexlD@J | Cancel |

L

When generating the report or exporting detail, the operator is also presented with the
standard Customer Select Filters screenlwsl and Demographic Selects screen[ ). These
allow you to specify selected or ranges of Customers, Customer Types, Sales
Representatives, and/or only those customers satisfying a variety of filter criteria.

For the Open ltems List report generated, if archived, will be catalogued with a report name
of AROPENLOAD.LST.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ 31 for full
details).

For the Open Items export function, the default name assigned will be AR_Openltems.XLS .
The Export Options tab screen will be displayed, from which you can select to direct the
output to an MS Excel spreadsheet, CSV text file, or a Tab-delimited text file. (Refer to the
topic titled Data Export Functions| s41 for full details).

= Load A/R Open Items Report or Export Options Screen - Field Definitions

Document Number(s) radio-buttons and 9(8)
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To select All transactions regardless of their
Document numbers; or for only those that fall @ Al

within a range of document numbers. Ifa O Selected
range is selected, enter the starting/ending
Document numbers.

Documents Dated (mmddyy)

Select to have All transactions selected regardless of their dates; or only those for a given
date range. If an inclusive range is selected, enter the starting/ending dates. Click the
calendar icon for a common set of ranges to be presented.

Include only Documents — for Type(s) check-box(s)

A check-box is presented for each of the

types of Open ltems that might have their ~ Invoices ~ Payments

Due Dates recomputed. Click or un-click ~ Credits ~ Balance Forwards
to have the particular type processed by ~ Debits ~ Finance Charges

the given function.

6.4.17.4 Import Open Items

This function is provided so that A/R Open ltems may be easily imported from another
accounting system. This is specifically designed to be used when initially installing the Series
5 Accounts Receivable system, and it is necessary to load all outstanding Customer Open
ltems. Hopefully, the former accounting system may have some means to export customer
open items information to either a tab-delimited file, or a spreadsheet.

The Import Options tab screen will be displayed, from which you can select the file to be
loaded by browsing your system folders, and define the type of data that is being loaded. The
type of data may be an MS Excel spreadsheet, a CSV text file, or a Tab-delimited text file.
(Refer to the topic titled Data Import Functions| ¢9) for full details).

The following screen is presented:
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" AR Open ltems Load

Import Open Items from Spreadsheet

.. with Doc # Remap Report:

REMAPARDOC.LST

- BX

Import Remap Option | Print Options | Import Options | About Importing

Specify processing options for loading Open ltems from Spreadsheet.

Starting Document Remap Value:

L]

Exizting Document Mumnbers will be replaced with new numbers starting with the Mumber specified here.
Usze & value like [500,000] z0 the new Open ltems will not interfere with those already on file, or

that will be assigned from normal production invoicing. For Credits and Payment documents, 2pply-To
Mumbers will be determined uzing a lookup table that iz built as the processing ocours. An Dld/Mew
Document # Inquiry rauting will be available for use in the future.

I the Document numbers input are not to be remapped, leave the field as ZERD. [or blank).

| cancel |

=N

L

= Import Customer Open Items Screen - Field Definition

Starting Document Remap Value

9(8)

If the imported data Document Numbers would happen to conflict with document
numbers already assigned in your own accounting system, setting this field will cause the
system to assign new document numbers. For each Open ltem loaded, the starting
number entered here will be assigned, then incremented.

Kindly consult with Sentinel Hill Software staff, prior to using this feature, for more details.

= Customer Open Item Import Data Format

The following fields are input from an Excel spreadsheet, a tab-delimited text file, or a
CSVtext file. The input file, by default, is named AR_Openltems_In.XLS.

Column #

Excel
Column

Field

Format
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6.4.18 Reset Customer Balances

1 A Customer Code X(6)
2 B Document Date MMW/DD/YY
3 C Ledger Date MM/DD/YY
4 D Document Number 9(8)
5 E Document Type X(2)
I - Invoice P - Payment
D - Debit F - Finance
Charge
C - Credit || B - Balance Fwrd
F Apply-To Number 9(8)
Due Date MMW/DD/YY
H Amount -1 -99,999,999.99
(Credits and Payment Open
ltems must be entered as a
negative value)
9 I Amount - 2 -99,999,999.99
(Credits and Payment Open
ltems must be entered as a
negative value)
10 J Reference X(30)
11 K AR User Code X(6)
12 L A/R Control Account - Main 9(18)
13 M A/R Control Account - Profit 9(5)
Center

This Series 5 Accounts Receivable function is used to compute each Customer's Net

Balance Due amount that is kept as a property in the Customer Master record. Normally, the
Customer Balance amount field is updated as Sales Transactions and/or Cash Receipts are
entered.

When first installing the Series 5 system, Customer Unpaid Open ltem records must be
entered. (This is accomplished by selecting the Load A/R Open ltems operation, and
entering or importing applicable data). After these Open ltems are loaded, this function to
Reset Customer Balances, must be executed. It reads through all Open ltems on file for
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each Customer, and computes the Customer Account Balance.

(Re)Set Customer Balances

Typically, this function is executed only when the Accounts Receivable system is initially
installed. However, if you suspect that some Balances are incorrect, this function may be
executed at anytime.

"M Set Customer Account Balances |Z|@|El

Set Customer Balances _‘?

YWithin each Customer properties record, the A/F syztem maintaing an Account Balance field.
It getz updated whenever Sales Transactions are entered, and when Cash Receipts are processed.
[Thiz field can be seen an the [PTODAYTD Statz] tab zoreen of each Customer's properties).

YWhen the Series 5 Accounts Receivable system iz initially inztalled, all outstanding Open ltems for
wour Customers would have been loaded uzing the "Load AR Open Items"" operation. At that time this
function zhould then be executed to have each Customers' Account Balance amount computed.

T'ou may alzo execute this function if you have amy doubts about the reported B alahce Due
figures for any of the Customers.  Thiz function may be run at any time.

To proceed with this function, type the word PROCEED in the field |:|

provided and click on the [Set Customer Balances] button below.

If you do not wish to have the file rebuilt, click on the [Cancel] button.

Set Customer Balances Cancel
&

6.4.19 Recalculate Customer Sales Statistics

In the Series 5 Accounts Receivable system each Customer's property records has fields
that maintain assorted totals and statistics Year-to-Date and Last-Year; and monthly figures
of Sales and Costs-of-Sales. As the day-to-day activity of entering invoices, and paying them
proceeds, these functions contribute to the assorted statistical amounts displayed.
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Each of these periods are defined as follows:

BCcumuiaied alalisics,

Period-To-Date YVear-ToDate Last-v ear
Sales: $ 446.626.73| | 3 | 446,626.73| | 3 | 389.224.14
Costs: $ | 0.00] | % | 0.00] | 3| 0.00|
Commizzions: ¥ | I]_I]I]| $ | I].I]l]| Nat Available
Highest Account Balance: $ | 97.657.26 | § | 137.664.57|

7/02/08 30107

Invoice Count; 1.739
&g # days for Receipt of Payment fallowing lhvoice D ate: IEI ljl
Auwg # days for Receipt of Papment fallawing Due Date: Ijl Ijl
Tatal Shart Pay [Lozz] Credits given: % $
Shiort Pay Documents Count: % Ijl Ijl

Year-to-Date —|On an annual basis, the Accounts Receivable manager is responsible
for executing the operation to Clear Customer Year-to-Date (YTD),
figures. At that time, the Year-To-Date amounts for each Customer will
be reset to ZERO.

Last-Year — |On an annual basis, the Accounts Receivable manager is responsible
for executing the operation to Clear Customer Year-to-Date (YTD),
figures. At that time, the all the Year-To-Date amounts are shifted to the
Last-Year amounts.

Life-To-Date —[Since the Customer was added to the system.

If your Accounts Manager forgets to execute the Clear Customer Year-to-Date, or Clear
Customer Period-to-Date functions, this menu selection just might save their butts. In other
words, executing this function will read through the Archived Sales transactions file, and re-
tally the Current Year, Last-Year, and Monthly Sales Statistics.
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L | Recompute Customer Sales Statistics |:|EJE|

Recompute Customer Sales Statistics ...

You should execute this function only if instructed by your Account's Manager.

Current Year and Last Vear Sales Statistics are accumulated for each Customer for
each calendar month az Sales Transactions are posted to the Accounts Receivable. The
Current Year starting Sales Month is determined by a field defined by the A/R Preferences.

If you need to change the starting period, or should pou suzpect that the figures
are not comect, thiz function will have theze figures recomputed by reading through
the Sales Archive records. Each Customer's M aster record is updated accordingly.

Start of pour Current Sales Reporting “v'ear: 10109 |=

To proceed with this function. enter the date which defines the start of your Current
Year for reporting purposes, type the word PROCEED in the field provided PROCEED|
and click on the [Recompute] button below.

If pou do not wish to have the file rebuilt, click on the [Cancel] button.

Recompute Monthly Sales Slals{:g Cancel l

&

6.4.20 Recompute Item Due Dates

This Accounts Receivable function is used to recompute the Due Dates for Customer's Open
Invoices, (in particular Invoices). This function would be useful if you had incorrectly specified
the wrong Terms Code to one or more customers, or if you needed to adjust the number of
due days associated to a particular Terms Code. Either way, based on the Terms Code
associated to each Customer, the Due Dates of select Open ltems will be recalculated.

The Due Date will by changed only for Open ltems for customers that have a valid Terms
Code assigned to them.

Document Due Dates

A Document's Due Date is the date that a paymentis expected to be received from the associated
customer. Ifan item has not been paid byit's Due Date, itis considered to be overdue.

The Due Date is computed based on the method thatis assigned to the Customer's assigned
Terms Code. This is typically a specified number of days after the Invoice Date of a document.

Accessing the Recompute Due Dates function

From the A/R Main menu, select Recompute Due Dates from the Operations
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=+ Recompute Due Dates - Options Screen

drop-down menu.

es V Accounts Receivahle

Codes Mainkenanc

Ciperations =il

Sales and Credit Entry. ..
Cash Receipts Entry. ..

Interface User Sales Trxs. ..
Undo Sales Batch Posting. .. 103

Ac Undao Cash Batch Posting. ..
— Bulk Email Generatat..,
ail
oC Export AfR. Distributions. ..
o fd Prink Customer Staterments. ..

Frink Cunning Letkers., .,
Purge fccounts Receivables, .

Set Customer Credit Limit, .,

Clear Customer PTD...
Clear Customer ¥TO...

Load AfR Open Ttems. ..

Reset Cuskomer Balances., ..
Recalc Customer Sales Stats,,

Recompute Ikerm Due

Rebuild Open Apply ialances..

The following screen is presented when Recomputing the Open ltem Due Dates:
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™ Recalculate AR Open ltem Due Dates Ell@f@

Recompute the Due Dates for selected Open ltems ___

Recal Due Dates Options | Customer Select Filters | Demographic Selects

This function iz useful if the wrang Terms Code had been assigned to one or more Customers, or
if wou have adjusted the Humber-of-Due-Days that are azzociated to a particular Terms Code.

The Due Dates of Invoice Open [tems for Customer and Documents selected below will be recomputed. I
Document Mumber(s]: Documents Dated,
©a © Mo E_onsidered Between: I:I
) Selected ) Inclusive I:I
Include only the following Docurment Type(s]:
Irwoices [] Payments
[] Credits [] Balance Forwards
[ Debits [ Finance Charges

[en ] Coomt ]

L]

When recalculating the Open ltem Due Dates, the operator is also presented with the
standard Customer Select Filters screen[ sl and Demographic Selects screen[ ). These
allow you to specify selected or ranges of Customers, Customer Types, Sales
Representatives, and/or only those customers satisfying a variety of filter criteria.

= Recompute Due Dates Options Screen - Field Definitions

Document Number(s) radio-buttons and 9(8)

To select All transactions regardless of their
Document numbers; or for only those that fall @ Al
within a range of document numbers. If a

. ) _ O
range is selected, enter the starting/ending Selected
Document numbers.
Documents Dated (mmddyy)

Select to have All transactions selected regardless of their dates; or only those for a given
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date range. If an inclusive range is selected, enter the starting/ending dates. Click the
calendar icon for a common set of ranges to be presented.

Include only Documents — for Type(s) check-box(s)

A check-box is presented for each of the

types of Open Items that might have their ~ Invoices ~ Payments

Due Dates recomputed. Click or un-click ~ Credits ~ Balance Forwards
to have the particular type processed by ~ Debits ~ Finance Charges

the given function.

6.4.21 Rebuild Open Apply Balances

The Series 5 Accounts Receivable system maintains a file that holds a record for every Open
ltem Apply-To number that has been entered. These records are used by the Cash Receipts
Entry operations to present the list of those documents that are eligible to have Cash
amounts applied to them. They also provide information for the Overdue Analysis Reporting
function and the Open Invoice Worksheet.

Rebuilding A/R Open Apply Records

Normally this function should never have to be executed. However, perhaps due to network
failures,the Open Apply records may not always be updated correctly. Should you suspect that
the operations or reporting functions that depend on this file are not presenting accurate date,
this function will rebuild the file by reading through the A/R Open Item file, and any un-posted
Cash Receipts files.
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8 Rebuild @pen Apply Balances File |:|E|E|

Rebuild the &/F Open Apply file records ... _L?

You should execute this function only if instructed by your Account's Manager.

The &/R zystem maintainz a file that holds a record for every Open ltlem Apply-Ta

that has been entered. These records are used by the Cash Receipts Entry application

to prezent the list of those documents that are eligible to have Cash applied. They

alzo provide information to the Owerdue Analysiz Reports and the Open Invoice Work shest.

Should you have reazons to believe that these functions and/or reports are not presenting.
accurate data, this function will rebuild the file by reading through the A/R Open [tem file
and all unposted Cash Feceipts.

To proceed with this function, type the word PROCEED in the field provided I:l
and click on the [Rebuild the Open Apply File] button below.

If pyou do not wish to have the file rebuilt, click on the [Cancel] button.

Rebuild the Open Apply File Wl Cancel

®

6.4.22 Re-Generate A/R Distributions

This Accounts Receivable function is used to re-generate the A/R Distributions that would
normally be created when Sales Transactions and Cash Receipts are posted from their
respective data entry operations. It is meant to be used in the event that your A/R
Distributions file becomes corrupt, or if the A/R Distributions Purge function was inadvertently
executed before them being posted to the General Ledger system. It re-creates the
distributions by reading through the Sales Archive and Cash Archive records, and in effect,
repeats the portion of the posting function that build the A/R Distributions. (It does not perform
any of the other actions relating to posting these sets of transactions).

A processing options screen is presented, that lets you choose whether Sales Transactions,
Cash Transactions, or both are to be processed. Also, as a filter, only documents having an
assigned Ledger Date that fall within a specified range will be processed.

Re-Generate A/R Distributions

YOU DO NOT NEED TO EXECUTED THIS FUNCTION, UNLESS YOU HAVE LOST YOUR A/R
DISTRIBUTIONS PRIOR TO THEM BEING INTERFACED TO THE G/L SYSTEM.

Note that if you have lost your A/R Distributions and you have other subsidiary systems that
generated AR Distributions, those AR Distributions do not get re-generated. ONLY THOSE
DISTRIBUTIONS NORMALLY GENERATED FROM SALES TRANSACTION ENTRY AND CASH RECEIPTS
ENTRY ARE RE-GENERATED.
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Re-Generation Warning Screen
The following screen is first presented. Type in the word PROCEED in the field

provided, to continue. The next screen to be presented is the processing options
screen. (You may abort the operation from that screen).

Regenerate A/R Distibutions from Sales and Cash drchives .. _"?

You should execute thiz function only if ingtructed by your Account's Manager.

YWhen Sales Transactions and Cash Receipts are pozted from their rezpective entiy routines

A/F Distributions are automatically generated. As well, azsorted Customer Statistical data is
accumulated, and A/ Open ltem recards written or updated. At some point during the fiscal period
these distributions are interfaced to the General Ledger system as journal entries.

The A/R Distributions are then deleted from the A/ spstem.

Should a problem arize, whereby the AR Distributions are inadvertantly deleted before they are
moved to the General Ledaer syzstem, all is not lost. Thiz function will read through the
archived Sales and Cash Receipts ransactions, using specified filkers, and regenerate their
respective &4R Distributions, thus avoiding a great deal of grief.  [Mote that Customer statistics
and A/R Open Items ARE NOT updated or generated during this process).

To proceed with this function, type the word PROCEED in the field provided l:l
and click on the [Regenerate Distributions] button below.

IF you do not wish to have the file rebuilt. click on the [Cancel] button.

Regenerate A/R Distributions % Cancel I

]

&=+ Re-Generate A/R Distributions - Options Screen

The following screen is presented for entering the filters to be applied when selecting Sales
Transactions and Cash Receipts for who's distributions will be re-generated:
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Re-Generate 848 Distributions ...

321

BeGeneration Options

Enter praceszing options.

Generate AR Distributions from:

[w]itrchived Sales Tranzactions
Archived Cash Beceipt Tranzactions

Iniciude only Salesz Transactions for:

Sales Batch: I:I

For AR Control Account:

@ &l
) Selected

[ Fields left blank are MOT congidered in the selection process. |

Documents with Ledaer D ates:

%nnctlutl;vn:idered Botweer: 2701709 .
hf31709 J

Include only Cazh Receipts for:

Cash Batch: l:l

For Cash Account:

[OF]
() Selected

oK [ Lancel

= Re-Generate A/R Distributions Screen - Field Definitions

Generate Distributions From

Select to have distributions generated from
Archived Sales Transactions, or from Archived

Cash Receipts, or both.

Documents with Ledger Dates

check-boxes

[¥]:&rchived Sales Transactions

(mmddyy)

Archived Cash Receipt Trangactions I

Select to have All transactions selected regardless of their Ledger Dates; or only those for
a given date range. If an inclusive range is selected, enter the starting/ending dates.
Click the calendar icon for a common set of ranges to be presented.

Include only Sales Trxs — for Sales Batch X(6)

If A/R Distributions are to be re-generated only for those Sales Transactions that were
entered for a specific Sales Batch, then enter that Sales Batch Code, otherwise leave
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this field blank.

Include only Sales Trxs — for A/IR Control radio-buttons and 9(8) - 9(5)
Account

If A/R Distributions are to be re-generated only for those Sales Transactions that were
entered associated to a specific A/R Control Account, then click the Selected radio-
button, and enter that A/R Control Account. This field will default to the Default A/R
Control account defined by the A/R Control Preferences. If Multiple A/R Control Accounts
are not set up in the system, then this field will not be enabled, and the account defined by
the Control Preferences is used.

Include only Cash Receipts — for Cash X(6)
Batch

If A/R Distributions are to be re-generated only for those Cash Receipts that were entered
for a specific Cash Batch, then enter that Cash Batch Code, otherwise leave this field
blank.

Include only Sales Trxs — for Sales Batch radio-buttons and 9(8) - 9(5)

If A/R Distributions are to be re-generated only for those Cash Receipts that were entered
associated to a specific AIR Cash Account, then click the Selected radio-button, and
enter that A/R Cash Account. This field will default to the Default Cash account defined
by the A/R Control Preferences. If Multiple Cash Accounts are not set up in the system,
then this field will not be enabled, and the account defined by the Control Preferences is
used.

Reporting Functions

The topics in this chapter describe functions and procedures that are a available under the

Reports drop down menu on the Accounts Receivable menu. These menu items are
used to generate and print the reports associated to the Accounts Receivable system.

These functions are available from the A/R Menu Bar as shown:
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6.5.1

" SHSI Series ¥ Accounts Receivable

User: USER

Accountz Rec

5 Daily Operation
1 Scheduled For

Theze Scheduled b

FA2TA03 f

A/R Aging Report

File  Trx Inquiry Operations EaEeape

AfR Aging Repart. ..
Historic &4ging Repart. ..

Purged Open Ikems Report,.

Open Invaoice Warksheet, .,

AR Distributions Report, ..

Crverdue Analysis Reports. ..
Mon AfF Cash Report, .

Sales Archive Report. .,
Cash archive Report...

Sales Analysis by Customer,,
Analysis by Customer Type. ..

Analysis by Sales Rep...

Analysis by StatefProvince. .

Analysis by Sales Yolume, .,
Analysis by Manth. ..

3 I ‘ . . _i RPW dF\.naii's... - I Ni

Codes Maintenance  Purging  izards  User Functions  Control Options  Window  Help

S=/e3

Rew: 5.08
are [PCA] i
| 5

'ear-End Operations | 8 Transaction Entry
- u 3 Coming Due 4 My Favontes
‘ |

|
= Mear Future:

The Series 5 system A/R Aging report is basically a list of customers' Aged A/R Open ltems.
It might be generated and archived as a permanent Accounts receivable Journal at the end of
every month. It may also assist with managing receivables, in tracking problem accounts,

and in planning cash flow.

Some points to note when generating the A/R Aging report:

e The report may be generated as a Summary or a Detailed report. The Summary
report lists each customer's totals. The Detalil report list the customers' totals along
with each individual Open Item.

¢ As an option, the Customer Summary data, or the Detail Open ltem may also be
exported either to an Excel spreadsheet or a tab-delimited text file.

e As an option, individual Open ltems may be aged either by Invoice Date, Ledger
Date, or Due Date. The default setting for this field is derived from the Aging and
Finance Charges screen found in the A/R Control Preferences application. (Aging
by Ledger Date may be useful when attempting to reconcile the A/R Control account
balances in the General Ledger).

e Open ltem Customers have items aged by the date of the invoice, debit memo or
balance forward item to which they apply, or in the absence of theses documents,
the earliest document with the same apply-to document number.

e Balance forward customers have Debits aged by their own date with all Credits
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reducing the oldest aged totals.
e The Aging Periods and their associated literals which are printed in the A/R Aging

Report Headers are obtained from the settings defined in the Aging and Finance
Charges screen found in the A/IR Control Preferences application.

¢ |f a Customer's Balance exceeds their assigned Credit Limit, a message is printed.

Accessing the A/R Aging Report

From the A/R Main menu, select A/R Aging Report from the Reports drop-down
menu.

5 BEEERGEN Codes Maintenance  Purging

Histaric Aging Report... g

Purged Open Ikems Report., ..

LTT

Open Invoice \Worksheet, . aF

=+ A/R Aging Report - Options Screen

The following screen is presented when generating the A/R Aging Report:
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™ Generate A/R Aging Report

Fieport: ARAGING RPT

Frint an &/F Aging Report ...

- BX

Report Options | Good/Bad Cust Cust

Selects | D

h

Select your options for the type of Aging Report you desire.

graphic Selects | Print Options

Tepe of Report:

(®) Detail

(L []with Spreadshest Outpot

[ Show Custamer YTDALYR Statistics
[ List only Customers with Acct Balance Over their Credit Limits
Open Item Filters:

[ Include items past the specified Aging D ate

[ Suppress Customer Open Item Credits on file

Suppress Aged ltems;

(%) Mo, list ALL items () Less than B0 days old
() Lessthan 30 daysold () Less than 90 days old

‘with User Codels]:

@ al
() Selected

Aging Open ltems To:

() Invoice Date (O Ledger Date

O Due Date
Sorting Options:
Customers Grouped by | pone M
Customers Sorted by | cystomer Code e

Open ltems Sorted by | (5 Document Date ) Apple-Ta Humber

Accounts Receivable Control

[ 5eament report by &/R Control Accounts 7

[OF]
) Selected

| New |

| Cancel |

|

When generating the report, the operator is also presented with the standard Customer
Select Filters screenl =l and Demographic Selects screen[el. These allow you to specify

selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those

customers satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of ARAGING.RPT.
The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ ) for full

details).

Export Options

If the option to have the Detail or Summary type reports information output to Spreadsheet
is checked, then the Export Options and About Exporting tab will be presented.

Note that to have the report data exported to spreadsheet, you must also select to have the
report output to the printer, archived, or the report browser.

For the Open ltems export function, the default name assigned will be AR_Aging.XLS .
The Export Options tab screen will be displayed, from which you can select to direct the
output to an MS Excel spreadsheet, CSV text file, or a Tab-delimited text file. (Refer to the
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topic titled Data Export Functions! e4] for full details).

= Field Definitions

Type of Report radio-buttons

Select whether the report is to be generated in
Summary or a Detail. The Summary report @ Detall
lists each customer's totals. The Detail report
list the customers' totals along with each
individual Open Iltem.

O Summary

With Spreadsheet Output check-box

Select the check-box if Customer totals, or Open ltem detail is to be also exported to an
Excel spreadsheet or a tab-delimited text file. When checked, tabbed screens will be
presented to enter Export Options and to display information about the fields to be output.

Show Customer YTD/LYR Statistics check-box

Select the check-box if the Year-to-Date, (YTD) and Last-Year, (LYR) totals for the
Customer are to be printed for each customer. These include the Highest Balances that
were achieved, # of Invoices, and the Average Number of Days taken to fully pay off
items.

List ONLY Customers with Account Balances |check-box
that Exceed their Credit Limits

Select the check-box if ONLY those customers whose Account Balances exceed the
Credit Limit that has been assigned for that customer.

Include Open Items Past the Specified Aging check-box
Date

Select the check-box if any Open ltems that are dated past the specified Aging Date are
also to be listed in the report.

Suppress any Customer "Open Credits" check-box

Select the check-box if you DO NOT wish to have any Customer's Open-Credits-On-
Account items listed.

Suppress Aged Items radio-buttons

Select whether to have recently entered items
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suppressed, or not. The periods listed are ® No, list ALL ltems
derived from setting defined by the A/R Control O

Preferences. The date used to be tested is 0O tess tEan 28 gavs O:S
either the ltem's Invoice Date, Ledger Date or o ess than ays 0
Due Date depending on the Aging method Less than 90 days old
selected.

With User Code(s) radio-buttons and X(6)

A/R User Codes may be entered with Sales transactions. These are recorded with
associated Open ltem records. To include only those Open ltems that have had been
assigned a specific range of A/R User Codes. Click to include All or just those items with
a selected range of codes.

® Al All Open items are selected regardless of their A/R User Codes.

O selected| Specify a starting and ending User Code for with items will be
included or not.

Aging Open Items - To Date (mmaddyy)

This is the date used to determine the age of each Open ltem. This date is compared to
the Invoice Date, the Ledger Date, or the Due Date to compute the number of days used
as the age of the item.

This date is also used as the Cutoff Date to determine if an Open ltem is to be included in
the report or not. If the Invoice Date, the Ledger Date, or the Due Date, (as determined in
the following field), falls on or before this date, the Open Item is used in the report.

Aging Open Items - Using Date Type radio-buttons

The cut-off Aging Date can be either the Open
ltem's Invoice Date, Ledger Date, or Due Date. @ Invoice Date
Depending on the desired type of analysis, © Due Date

select the applicable date type.
PP P O Ledger Date

The default setting for this field is derived from
the Aging and Finance Charges screen found
in the A/R Control Preferences application.

Customers Group by drop-list

When the report is printed, the customers may

be grouped and sorted with sub-totals printed. t:-ﬂ_
ity

Credit Rate Code

Customer Type

Company Phone Area Code

Sales Rep

Territory

State or Province

Country
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Customers Sorted by drop-list

When the report is printed, the customers may

be listed sorted by a variety of different fields. Customer Code
Customer Company Mame
Membership Code
Current Account Balance
Credit Limit

Open Items Sorted by radio-buttons

When the Detail Report is generated, Open
ltems may be listed sorted either by their ® Document Date
Document Date, or by their respective Apply-To o ]

Number. This implies listing items Apply-To Number
chronologically, or having them grouped so
invoices and their payments are listed together.

Generate Separate Reports for each check-box
Customer Group

If the option to have Customer Grouped was selected, then as an option, each Group
code encountered could generate a separate report. Say for example, if the Group Sort
by Sales Representative was selected, then a separate report would be generated for
each Sales Rep that had Customers with Open ltems. This makes it easy to distribute a
separate report to each person.

AR Control - Segment by A/R Control Account check-box

The Series 5 system provides for the option having more that one A/R Control Account.
If this is the case, then you may select to have all Open ltems associated to each A/R
Control account grouped together.

Additionally, you might also choose to list ONLY those Open ltems that are associated to
a particular A/R Control account.

A/R Aging Report Spreadsheet Export Data Formats

If the Report is generated with the option to have Spreadsheet Output, the following fields
are output to an Excel spreadsheet, a tab-delimited text file, or a CSV text file. The
output file, by default, is named AR_Aging.XLS

For a Summary report, the following fields are output:

Column # | Excel Column | Field Format
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1 A Customer Code X(6)
2 B Company Name X(40)
3 C Customer Type Code X(5)
4 D Sales Rep Code X(3)
5 E Terms Code X(4)
6 F $ Credit Limit $ 99,999,999
7 G Last Payment Amount -9,999,999.99
8 H Last Payment Received MMWDD/YY
Date
9 I Customer Balance -9,999,999.99
10 J Aging Period 0 Balance -9,999,999.99
11 K Aging Period 1 Balance -9,999,999.99
12 L Aging Period 2 Balance -9,999,999.99
13 M Aging Period 3 Balance -9,999,999.99
14 N Aging Period 4 Balance -9,999,999.99
For a Detailed report, the following fields are output:
Column # | Excel Column | Field Format
1 A Customer Code X(6)
2 Document # 9(8)
3 C Document Date MWDD/YY
4 D Transaction Type X(2)
5 E Apply-To Number 9(8)
6 F Due Date MWDD/YY
7 G Amount-1 -9,999,999.99
8 H Amount-2 -9,999,999.99
9 I Reference Memo X(30)
10 J A/R User-Code X(6)
11 K Aging Period 0 Balance -9,999,999.99
12 L Aging Period 1 Balance -9,999,999.99
13 M Aging Period 2 Balance -9,999,999.99
14 N Aging Period 3 Balance -9,999,999.99
15 O Aging Period 4 Balance -9,999,999.99
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6.5.2 Historic A/R Aging Report

The Series 5 system Historic A/R Aging report is basically a list of customers' Aged A/R Open
ltems, as of a specific date at some point in the past. It differs from the standard A/R Aging
report report in that it uses information from the Historic, (Purged), Open tems file to derive
it's aging. Based on payment dates, partial payment history and any unpaid Open ltems,
customer balances are reconstructed as of the aging date selected.

Some points to note when generating the A/R Aging report:

¢ The report may be generated as a Summary or a Detailed report. The Summary
report lists each customer's totals. The Detalil report list the customers' totals along
with each individual Open Item.

¢ As an option, the Customer Summary data, or the Detail Open ltem may also be
exported either to an Excel spreadsheet or a tab-delimited text file.

e As an option, individual Open ltems may be aged either by Invoice Date, Ledger
Date, or Due Date. The default setting for this field is derived from the Aging and
Finance Charges screen found in the A/R Control Preferences application. (Aging
by Ledger Date may be useful when attempting to reconcile the A/R Control account
balances in the General Ledger).

e Open ltem Customers have items aged by the date of the invoice, debit memo or
balance forward item to which they apply, or in the absence of theses documents,
the earliest document with the same apply-to document number.

e Balance forward customers have Debits aged by their own date with all Credits
reducing the oldest aged totals.

e The Aging Periods and their associated literals which are printed in the A/R Aging
Report Headers are obtained from the settings defined in the Aging and Finance
Charges screen found in the A/R Control Preferences application.

Different from regular A/R Aging Report
The Historic Aging Report differs slightly from the normal Aging Report as follows:

¢ Does not have the option to Show Customer YTD/LYR Statistics

¢ Does not have the option to List only Customers with Acct Balance > Credit Limits

¢ When Sort Option to Group Customers, itdoes not have the option to Generate Separate
Reports for each Group

e The Historic Aging Report DOES NOT accumulate a total of items that are not yet due for
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payment.

Accessing the A/R Aging Report

From the A/R Main menu, select Historic Aging Report from the Reports drop-

down menu.

5 Receivable

Feports

&R Aging Report. ..
Historic Aging Repoark. ..
Purged Open Ikems Report. ..
Open Invaice Worksheet, ..

Codes Mainkenance  Purging

&+ Historic A/R Aging Report - Options Screen

The following screen is presented when generating the Historic A/R Aging Report:

"™ Generate Historic A/R Aging Report

Fieport: ARAGHIST.RPT

- BX

Frint an &/F Aging Report based on any date in the past using both current and purged historic items ..

Report Options

Cusztomer Selects | Demographic Selects | Print Options

Select your options for the type of Historic Aging Report you desire, _"?
Type of Feport: Aging Open ltems To:
O Detai - 1731708 | 5| Using | @lnvoiceDate
| > SummiEn []with Spreadsheet Output [ O Due Date
() Ledger Date
Open ltem Filters: Sorting Options:
[ Include items past the specified Aging D ate Cugtomners Grouped by | - none - |
[ Suppress any Customer's "'Open Credits Custarers Sarted by | Customer Code v |
Suppress Aged ltems:
(&) Mo, list ALL items () Less than B0 days old .
Open Items Sorted by:
() Lessthan 30 days oid () Less than 90 days old PRSI SEIEEE Document Date Apply-Ta Mumber
Accounts Receivable Contral:
‘with User Codels]:
[ 5eament repart by A/R Control Accounts ?
@ al
O Selected @l
) Selected
[ Hext g l Cancel ]
| ]

When generating the report, the operator is also presented with the standard Customer

Select Filters screenl sl and Demographic Selects screen[l. These allow you to specify

© 2007 - 2014 by Sentinel Hill Software, all rights reserved




332 Series 5 Accounts Receivable- User Help

selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of ARAGIST.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ ) for full
details).

Export Options

If the option to have the Detail or Summary reportinformation output to Spreadsheetis
checked, then the Export Options and About Exporting tab will be presented.

Note that to have the report data exported to spreadsheet, you must also select to have the
report output to the printer, archived, or the report browser.

For the Open Items export function, the default name assigned will be AR_HistAging.XLS .
The Export Options tab screen will be displayed, from which you can select to direct the
output to an MS Excel spreadsheet, CSV text file, or a Tab-delimited text file. (Refer to the
topic titled Data Export Functions| s41 for full details).

= Field Definitions

Type of Report radio-buttons

Select whether the report is to be generated in
Summary or a Detail. The Summary report ® Detall
lists each customer's totals. The Detail report
list the customers' totals along with each
individual Open Iltem.

©  Summary

With Spreadsheet Output check-box

Select the check-box if Customer totals, or Open ltem detail is to be also exported to an
Excel spreadsheet or a tab-delimited text file. When checked, tabbed screens will be
presented to enter Export Options and to display information about the fields to be output.

Include Open Items Past the Specified Aging check-box
Date

Select the check-box if any Open ltems that are dated past the specified Aging Date are
also to be listed in the report.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Accounts Receivable Menu Functions 333

Suppress any Customer "Open Credits" check-box

Select the check-box if you DO NOT wish to have any Customer's Open-Credits-On-
Account items listed.

Suppress Aged Items radio-buttons

Select whether to have recently entered items

suppressed, or not. The periods listed are @ No, list ALL ltems
derived from setting defined by the A/R Control O

Preferences. The date used to be tested is o Less than 30 days old
either the Item's Invoice Date, Ledger Date or Less than 60 days old
Due Date depending on the Aging method ©  Less than 90 days old
selected.

With User Code(s) radio-buttons and X(6)

A/R User Codes may be entered with Sales transactions. These are recorded with
associated Open ltem records. To include only those Open ltems that have had been
assigned a specific range of A/R User Codes. Click to include All or just those items with
a selected range of codes.

® Al All Open items are selected regardless of their A/R User Codes.

O selected| Specify a starting and ending User Code for with items will be
included or not.

Aging Open Items - To Date (mmaddyy)

This is the date used to determine that age of each Open Item. This date is compared to
the Invoice Date, the Ledger Date, or the Due Date to compute the number of days used
as the age of the item.

This date is also used as the Cutoff Date to determine if an Open ltem is to be included in
the report or not. If the Invoice Date, the Ledger Date, or the Due Date, (as determined in
the following field), falls on or before this date, the Open Item is used in the report.

Aging Open Items - Using Date Type radio-buttons
The cut-off Aging Date can be either the Open
ltem's Invoice Date, Ledger Date, or Due Date. @ Invoice Date
Depending on the desired type of analysis, O Due Date
select the applicable date type.

O Ledger Date

The default setting for this field is derived from
the Aging and Finance Charges screen found
in the A/R Control Preferences application.

Customers Group by drop-list
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When the report is printed, the customers may
be grouped and sorted with sub-totals printed.

Customers Sorted by

When the report is printed, the customers may

be listed sorted by a variety of different fields.

Open Items Sorted by

When the Detail Report is generated, Open
ltems may be listed sorted either by their

Document Date, or by their respective Apply-To

Number. This implies listing items
chronologically, or having them grouped so

invoices and their payments are listed together.

_.none |
City

Credit Rate Code

Customer Type

Company Phone Area Code
Sales Rep

Territory

State or Province

Country

drop-list

Customer Code

Customer Company Mame
Membership Code
Current Account Balance
Credit Limit

radio-buttons

® Document Date

©  Apply-To Number

AR Control - Segment by A/R Control Account check-box

The Series 5 system provides for the option having more that one A/R Control Account.
If this is the case, then you may select to have all Open ltems associated to each A/R

Control account grouped together.

Additionally, you might also choose to list ONLY those Open ltems that are associated to

a particular A/R Control account.

Historic A/R Aging Report Spreadsheet Export Data Formats

If the Report is generated with the option to have Spreadsheet Output, the following fields
are output to an Excel spreadsheet, a tab-delimited text file, or a CSV text file. The

output file, by default, is named AR_HistAging.XLS

For a Summary report, the following fields are output:

Column #

Excel Column

Field

Format
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1 A Customer Code X(6)
2 B Company Name X(40)
3 C Customer Type Code X(5)
4 D Sales Rep Code X(3)
5 E Terms Code X(4)
6 F $ Credit Limit $ 99,999,999
7 G Last Payment Amount -9,999,999.99
8 H Last Payment Received MMWDD/YY
Date
9 I Customer Balance -9,999,999.99
10 J Aging Period 1 Balance -9,999,999.99
11 K Aging Period 2 Balance -9,999,999.99
12 L Aging Period 3 Balance -9,999,999.99
13 M Aging Period 4 Balance -9,999,999.99
For a Detailed report, the following fields are output:
Column # | Excel Column | Field Format
1 A Customer Code X(6)
2 B Document # 9(8)
3 C Document Date MMW/DD/YY
4 D Transaction Type X(2)
5 E Apply-To Number 9(8)
6 F Due Date MWDD/YY
7 G Amount-1 -9,999,999.99
8 H Amount-2 -9,999,999.99
9 I Reference Memo X(30)
10 J AR User-Code X(6)
11 K Aging Period 1 Balance -9,999,999.99
12 L Aging Period 2 Balance -9,999,999.99
13 M Aging Period 3 Balance -9,999,999.99
14 N Aging Period 4 Balance -9,999,999.99

© 2007 - 2014 by Sentinel Hill Software, all rights reserved




336 Series 5 Accounts Receivable- User Help

6.5.3 Purged Open Iltems Report

Purged Open ltem record are just Customer Open ltems records that were moved to history
when the Purge Accounts Receivable operation was executed. These records will remain in
the system until until they are purged.

This function produces a report listing these Purged Open ltems grouped by Customer Code.
A summary of each type of Open ltem is listed. They are printed sorted by their document
Apply-To numbers, (hence grouping each Invoice with their respective payments or Credits).
Sub-totals are printed for each Customer.

Accessing the function to generate the Purged Open ltems report, can be done either directly
from the Purged Open ltems Inquiry [1s5] function, or from the AR Menu's Reports drop-down
menu. (Refer to the topic within the Purged Open items Inquiry chapter for further
details).

AR Aging Report, ..
Histaric Aging Report. ..
Purged Cpen Items Repaott, ..
Open Invoice Workshest, .,

*€ AR Distributions Report. ..
Crverdue Analysis Reports, ..

- Mon A{R Cash ReEii y

6.5.4 Open Invoice Worksheet

The Series 5 system A/R Open Invoice Worksheet is a report that lists, for each Customer,
all Open ltems on file that have a non-zero balance. For each item, the Original Amount, the
Balance Due, and any Discount Amounts are listed. Itis meant to be printed and used as a
worksheet, to be marked up to match any Cash Receipts to the items that would be marked
as paid. This might then be given to a data entry clerk, along with any cheque stubbs, to be
used when entering cash in the A/R's Cash Receipts Entry operation.

Accessing the Open Invoice Worksheet Report

From the A/R Main menu, select Open Invoice Worksheet from the Reports drop-
down menu.
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s Receivable

e Codes Mainkenance  Purgi
AR Aging Report, .,

Historic Aging Repart. .,
Purged Open Items Report. ..

Open Invoice Waorksheet, ,

AR Distributions Report...
Cwerdue Analvsis Reports. .,
-t' Mon &R Cash Repaort...

R

=+ A/R Open Invoice Worksheet - Options Screen

The following screen is presented when generating the Worksheet:

"™ Print the Open Invoice Worksheet |:.|E|fg|

Report: OPENWOREK_LST Print an Open |nvoice \Warksheset

Report Options | Customer Selects Demographic Selects | Print Dplions

This repart, or worksheet, lizts all Open [tems with non-zera balances for the selected Customers. For each item,
applicable amounts are shown along with a blank space that can be used to wiite in the amaounts for cash
receipts that are to be entered.  This becomes a worksheet that will assist in the entry of the Cash Receipts. _r'?

Cash Receipt Date: 3

Mext Cancel

When generating the report, the operator is also presented with the standard Customer
Select Filters screenl . and Demographic Selects screenl sl These allow you to specify

selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those

customers satisfying a variety of filter criteria.
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The report generated, if archived, will be catalogued with a report name of OPENWORK.LST.
The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing] .. for full
details).

= Field Definitions

Cash Receipt Date (mmddyy)

This is the date that would be used as the Cash Receipts Date when items are entered
into the system. It is used to calculate any valid discounts that might apply. This fields
defaults to today's date.

6.5.5 A/R Distribution Report

The A/R Distribution Report function can be invoked directly from either the A/R Distribution
Inquiry function[ e grid screen, or from the Reports drop-down menu from the A/R menu.

% Receivable

GEeN Codes Maintenance  Purgin

AR Aging Report, ..

Historic Aging Repott,..
Purged Open Ikems Repart...
Cpen Invoice Worksheet, .,

t Filters

AR Distributions Repott. . k
Cwerdue Analysis Reports, ..
y  Mon AR Cash Report...

R

The A/R Distribution report lists all the distributions that have been generated from the Series
5 Accounts Receivable, Customer Order Processing, Professional Invoicing, Inventory
Management and Miscellaneous Invoicing systems, that have not yet been interfaced to the
General Ledger system. Distributions for a given G/L Account are listed together, but
accounts may be sorted and/or grouped using a variety of different criteria. As well, assorted
filters may be applied to limit the items that are listed in the report.

A Distribution report may be generated at any time. It should always be produced prior to
interfacing the A/R distributions into the G/L system.

When Interfacing to G/L

When distributions are interfaced to the G/L system, they are normally purged from the A/R system.
(They always should be purged when interfaced to G/L). Once items are interfaced, they no longer
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will be available for listing on the A/IR Distribution report.

W AR Distributions Inquiry

Report:  ARDIST _RPT Print the A/R Distribution to G/L Repart ...

- B

Report Options | Print Options

Specify selection options to determing the Distibutions that will be included an this report.

FRepart Type: |Delail v Grouped by: |Dislrihulion Type

Sorted by: |Accounl / Document Number

Distributions with Ledger Date: Distributions for Document Mumber(s):

() Mot Corsidered g l:lJ @ &l
[#710709 ]

O Inclusive () Selected

For Profit Centre(z): Include only Digtributions Generated for:
® Al Batch Code: l:l
) Selected

For Distibution Account(z]):

() Selected

Cazh Receipts

[ Fields left blank. are MOT considered in the selection process. |

@ al Include only the following Distribution Type(s):

Income WP Costing
Met Change to &4/F Net Change to WP COGS

Inventory

Other

[ Nextb\'\J§ | cancel |

The report generated, if archived, will be catalogued with a report name of ARDIST.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full

details).

= Distribution Report Options Screen - Field Definition

Report Type drop-list

Select whether the report is to be generated in Detail or
Summary.

e For "Detail", each distribution for each G/L Account is
listed

e For "Date Summary", debit and credit totals are
reported for each G/L Account for each date

Summary by Date
Summary by Account
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e For Account Summary", debit and credit totals are
reported for each G/L Account.

For each type of report, a summary is printed at the end listing the total Debits, total
Credits, and the Net Change for each Type of Distribution on file.

Distributions Grouped By drop-list

When the report is printed, the Accounts will be
grouped based on their respective Types of

ictribi it _ ; Profit Center # Distribution Type
Dlstrlt_)utlons. Sub-totals are printed for each Distribution Type 7 Profit Centor
grouping. Distribution Type / Acct Uzer Code
Distributions Sorted By drop-list
When the report is printed, the Distributions
may be sorted with sub-totals printed, in a
variety of different ways. Account / Ledger Date

Account / Document Date
Account f Customer Code
Account / Project Code
Document Mumber / Account
Document Date / Account
Customer Code / Account
Project Code / Account

Distributions with Ledger Date radio-buttons and (mmaddyy)

Select to have All distributions listed regardless of their Ledger Date; or only those for a
given date range. If an inclusive range is selected, enter the starting/ending dates. Click
the calendar icon for a common set of ranges to be presented.

For Profit Center(s) radio-buttons and 9(5)

Select to have All distributions listed regardless of their Profit Centers; or only those for a
given range of Profit Centers. If an inclusive range is selected, enter the starting/ending
Profit Centers.

For Distribution G/L Accounts starting/ending 9(18) - 9(5)

If you wish to only list distributions for a range of accounts, (or a single account), click the
Selected radio-button. You may then enter Starting and Ending G/L Account numbers.
To revert back to All accounts, click the ALL icon.

Distributions for Documents Number(s) radio-buttons and 9(8)

Select to have All distributions listed regardless of the document number they were
generated for; or for only those that fall within a range of document numbers. If a range is
selected, enter the starting/ending document numbers..
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6.5.6

Include only Distributions — for Batch |X(6)
Code

To have only those distributions listed that were recorded for transactions entered under a
particular A/R Batch code. (Leave the field blank if it is not to be considered as a selection
filter) .

Include only Distributions — for X(6)
Customer

To have only those distributions listed that were recorded for transactions entered for a
particular Customer. (Leave the field blank if it is not to be considered as a selection
filter) .

Include only Distributions — for Type(s)/check-boxes

A check-box is presented for each of the types of Distributions that may be generated in
the A/R system. Click-or un-click to have the particular type listed or not, in the report.

Overdue Analysis Reports

The Series 5 system A/R Overdue Analysis report is generated by examining Customer A/R
Open ltems on file. The analysis can be processed based on All Open ltems, just Finance
Charges, or just Short Pays. The output may consist of a report of delinquent Customers; a
report of Customers that have overdue items that should be contacted; a Credit Notification
report with the option of having a Merge file created; or a report listing suggested items that
should be written off. These analysis reports are very useful in identifying those customers
that tend to be delinquent, offering the ability to generate merge letters, or even automatically
producing Credit Transactions that can remove annoying unpaid Open Iltems.

Some points to note when generating the Overdue Analysis report:
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* The reports produce a list of Customers based on overdue amounts that exceed a
specified number of days. Depending on the type of report selected, customers
with overdue amounts greater than pre-defined ages, will be included. The number
of aging days, for a customer to fall into a particular category, are defined in the A/R
Control Preferences| sss!.

¢ As an option, the Customer Summary totals may also be exported either to an Excel
spreadsheet or a tab-delimited text file.

e Customers may be grouped and sorted using a variety of criteria.

e The Analysis provides the option to identify those invoices that might be considered
as a Short-Pay. This is an invoice that the customer has made a payment against,
but just short of the full amount within a given percentage. This percentage
threshold is defined by a field in the A/R Control Preferences| sl.

Short-Pay Analysis

The Overdue Analysis report may be used to identifythose customers that abuse their
credit rating by underpaying their invoices by small amounts. When Short-Pays are
reported when the option to issue Credit Notes is selected, the overdue amounts are
totalled in the Customer's properties Short Pay YTD field.

¢ For each customer listed, Sales and Short Pay totals YTD and Last-Year are
printed along with their Balance Due, Last Payment amount and date, and the
Average number of days they take to pay off their invoices. This information is
meant to assist in making a decision as to how to deal with the customer's
outstanding balances.

e [For each customer listed, the most recent Credit Incidents that are on file for each
customer are also printed.

¢ The analysis may be generated producing just a Customer List, a Customer
Summary showing just totals, or a Detail List that includes all Open ltems with their
respective ages

The following table may help to decide the type of analysis to proceed with:

Analysis ||Features or Characteristics
Customer Delinquency e lists all customers with Balances owing
Analysis regardless of the ages

¢ would be useful to advise of those
customers with overdue items, and/or short
pays

¢ provides a summary of the total Sales, and
total Payments received in each of the past
6 calendar months
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Credit Warnings List

would typically include items that are 30
days overdue

can be used as a list of customers to be
contacted, perhaps verbally, to inquire upon
their plans for payment

lists each overdue item with their ages

Credit Notifications

would typically include items that are 60
days overdue

as an option, a MS Excel or tab-delimited
merge file may also be generated that might
be used in generating and printing a letter of
some sort

Credits Writeoff

would typically included items that are 120
days overdue

these are items that probably should just be
written-off because they are unlikely ever to
be paid.

as an option, the system will automatically
generate Credit Transactions, for each
overdue unpaid Open ltem, and record them
in a designated Sales Batch

Accessing the Overdue Analysis Report

From the A/R Main menu, select Overdue Analysis Report from the Reports

drop-down menu.

& Receivahle

Reports

AR Aging Report...

Histaric Aging Report...
Purged Open Items Report. .,
Cpen Invoice Waorksheet, ..

AR Distributions Repart,
Overdus Analysis Reports,
Mon AR Cash Report. ..

Sales Archive Repart. ..
Cash Archive Report. ..

Codes Maintenance  Purgi
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=+ Overdue Analysis Report - Options Screen

The following screen is presented when generating the Overdue Analysis Report:

™ Generate Overdue Analysis Report |Z”E|g|

Fiepoart: ARDYERDUE.RPT Print an Overdue Analysiz Fepart, generate a Motification Letter Merge fille, or generate Sales Credits ...

Report Options | Customer Selects | Demographic Selects | Print Options

Select your options for the type of reports you desire. _r?
Type of Report:
() Delinquency Analysis (=) ALL Open ltems ) Customer List
() Credit ‘Wamings far | () Short Pays aza | () Customer Summary
() Credit Motifications (") Finance Charges (=) Detail List

() |ssue Credit Writeoffs

Customer Sort O ptions:

Aging Open ltems To: (418409 | ™o Group by: | none V|
Only listing Items Overdue by = daps Sort by: |[:uglumer Code v|

Custarner with Account Balances:

@ Not Considered Record an entry in each Customers' Contact Hiztor
Bleaii s [ H z &
(7) Less Than or Equal To [ Update the Customers' Last Credit Incident fields.

Credit Writeoff Generation Options:

Customners with Cash Receipts: - . .
P [] Generate Credit Tranzactions for Eligible ltems 7

() Mot Considered

P — |:| Recard to Sales Batch: l:l
O Recsived CR Ledger Date: |:|

o] [(conet ]

L

When generating the report, the operator is also presented with the standard Customer
Select Filters screenl =l and Demographic Selects screen[:ol. These allow you to specify
selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of
AROVERDUE.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).
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Export Options

If the type of report to be generated is either the Delinquency Analysis or Credit Warnings
reports, the option to export Customer Totals to a spreadsheet will be presented. If the
applicable check-boxis set, then the Export Options and About Exporting tab will be
presented.

Note that to have the report data exported to spreadsheet, you mustalso select to have the
report output to the printer, archived, or the report browser.

= Field Definitions

Type of Report radio-buttons

Four different types of reports or analysis may be
performed. Overdue amounts are computed for each
customer. A given customer will be included in the
selected type of report, depending on whether they have
overdue amounts that fall in the periods defined by the A/
R Control preferences.

Delinguency Analysis
Credit Warnings
Credit Notifications
Issue Credit Writeoffs

O|0|0|@

If Credit Notifications is selected, a Mail Merge file may
be generated.

If to Issue Credit Writeoffs, the option to have Credit
Notes generated will be presented.

Analysis For radio-buttons

The analysis is done by examining the Customers'
Open Items. Select whether All Open ltems should be @ ALL Open ltems
considered, or just Finance Charges, or just Short Pays. O Short Pays

You could selecting just Finance Charges or Short Pays ©_ Finance Charges
when the type of report is to Issue Credit Writeoffs to

easily have Credit Transactions generated so you can

get rid of outstanding Open ltems that you know are

never going to be paid off.

Output As

Select the level of information to be output for each
customer. The Detail Listing, will list all Open ltems for ® Customer List
each customer.

O Customer Summary
O Detall List
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Generate Address Merge File for check-box
Notifications

Presented when the type of report is to issue Credit Notifications. Set the check-box if an
Address Merge File is to be generated. This may be merged with a word processor to
generated letters for your customers.

Export Customer Totals to Spreadsheet check-box

Presented when the type of report is for a Delinquency Analysis, or Credit Warnings. Set
the check-box to have the Customer Totals output to a spreadsheet.

Aging Open Items - To Date (mmddyy)

This is the date used to determine the age of each Open ltem. This date is compared to
the invoice's Due Date to compute the number of days used as the age of the item.

Aging Open Items - To Date 99

For the analyses, you may select to list only those Open ltems that are Overdue more
than a minimum threshold. (Otherwise the detailed report may be quite large).

Customers with Account Balances radio-buttons

To select only those customers whose Account

Balance amount falls within a particular range, click @ Not Considered
the desired compare function and enter the amount to O Greater Than
be compared with.

©  Less Than or Equal
Customers with Cash Receipts Last radio-buttons
Received
To select only those customers that you have, or have
not, received a payment from relative to a particular & Not Considered
date, click the appropriate button, and enter the date O Not Received
to be tested against. -

©  Received

Customers Group by drop-list

When the report is printed, the customers may
be grouped and sorted with sub-totals printed.
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_.none |
City

Credit Rate Code

Customer Type

Company Phone Area Code
Sales Rep

Territory

State or Province

Country

Customers Sorted by drop-list

When the report is printed, the customers may
be listed sorted by a variety of different fields.

Customer Code
Customer Company Hame
Membership Code

ZIP or Postal Code
Current Account Balance
Credit Limit

Overdue Amount

% Short Pay Credit YTD

List Previous Contact History Notes check-box

For each Customer in the A/R system, Contact Historyl .« records may be kept. (These
are maintained from the Customer Codes Maintenance function). Set this check-box if
you wish to have the information for the 10 most recent Follow-Up Contact records listed
on the report.

Record an entry in Customer's Contact check-box
History

Set this check-box to have a record written to the Customers' Contact History. The
comment will include the type of Overdue Incident, and the Overdue Amount.

Update the Customers' Last Credit check-box
Incident fields

For each Customer in the A/R system, the last time that a Credit Incident| ] was
identified from the Overdue Analysis is maintained. (These are maintained from the
Customer Codes Maintenance function). Set this check-box if you wish to have these
fields updated for customers that are identified with this analysis. Both the date and the
amounts are recorded. Separate fields are provided for Warnings, Credit Notifications
and Issue of Credits.

Credit Writeoffs - Generated Credit check-box
Notes ?
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The Series 5 system provides for the option having Credit Notes automatically generated
for Open ltems that you suspect will never get paid off. Set this check-box to have
Credits generated for those Open ltems that are identified by the analysis.

You must specify the A/R Sales Batch to which the transactions will be recorded, along
with the desired Ledger Date.

The Credit Transactions are generated in the Sales batch with the Revenue Distributions
using the Bad Debits Write-Off account defined in the A/R Control Preferences.

Credit Writeoffs - Record to Sales Batch  X(6)

If the option to have Credits generated is selected, enter the A/R Sales Batch which will
be created to hold the Credit transactions. After the transactions are created, select
Sales and Credit Entry from the A/lR menu's Operations drop-down menu. Select the
batch that is entered here. At that point an edit list may be obtained, or items can be
edited or deleted as required. Once the Sales Batch is posted, then the reversing Open
ltems will be available, and the Purge A/R function executed to have all the old Open
ltems removed from the system.

Credit Writeoffs - Credit Notes Ledger (mmddyy)
Date

If the option to have Credits generated is selected, enter the date to be used as the
Ledger Date for the transactions.

Overdue Analysis - Credit Notification Merge File Format

If the Report is generated with the option to have an address Merge file generated, the
following fields are output to an Excel spreadsheet, a tab-delimited text file, or a CSV text
file. The output file, by default, is named OverDue_Merge.XLS

For a Summary report, the following fields are output:

Column # | Excel Column | Field Format

1 A Title (salutation) X(4)

2 First Name X(10)
3 C Last Name X(15)
4 D Job Title X(30)
5 E Company Name X(40)
6 F Address Line 1 X(40)
7 G Address Line 2 X(40)
8 H Address Line 3 X(40)
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9 I City X(25)

10 J State/Province X(5)

11 K ZIP/Postal Code X(10)

12 L Country X(20)

13 M Customer Code X(6)

14 N Customer Account 9,999,999.99-

Balance
15 N Overdue Amount 9,999,999.99-

Mail Merge Sample

If using MS Word, a sample Mail Merge file is provided, along with a letter. See the files
OVERDUE_MERGE_LETTER.DOC and OVERDUE_DATA found in the folder s5\util.

You will need to open your merge document and follow the following steps:

e use the mouse to click under Tools / Mail Merge / Edit the Data Source / View
Source to get the table

e click Insert /File .../ and select the OVRDUMRG.Txt file that you generated from the
analysis

¢ selectthe text that was inserted, and click Table / Convert Text to Table
e there should be 15 columns

* You may now proceed with the merge.

Overdue Analysis Report Spreadsheet Export Data Formats

If the Report is generated with the option to have Spreadsheet Output, the following fields
are output to an Excel spreadsheet, a tab-delimited text file, or a CSV text file. The
output file, by default, is named OverDue_Customers.XLS

For a Summary report, the following fields are output:

Column # Excel Field Format
Column
1 A Customer Code X(6)
2 B Company Name X(30)
3 C Sales Rep Code X(3)
4 D $ Credit Limit $ 99,999,999
5 E Customer Balance -99,999,999.99
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F Overdue Amount -99,999,999.99
Overdue Original Amount -99,999,999.99
H Overdue % of Customer 999.9%
Balance
9 I Overdue % of Original Amount | 999.9%
10 J Highest Balance Due Last- -99,999,999.99
Year
11 K Highest Balance Due Year-to- |-99,999,999.99
Date
12 L Sales Last-Year -99,999,999.99
13 M Sales Year-to-Date -99,999,999.99
14 N Short Pay Amounts Last-Year |-99,999,999.99
15 (@] Short Pay Amounts Year-to- -99,999,999.99
Date
16 P Short Pay ltem Count Last- 9(4)
Year
17 Q Short Pay Item Count Year-to- | 9(4)
Date
18 R Average Days LYR for 9(4)
Payment
19 S Average Days YTD for 9(4)
Payment
20 T Last Payment Receipt Amount |-99,999,999.99
21 U Last Payment Receipt Date MM/DD/YY
22 V Sales Last Month 6 -99,999,999.99
23 w Sales Last Month 5 -99,999,999.99
24 X Sales Last Month 4 -99,999,999.99
25 Y Sales Last Month 3 -99,999,999.99
26 Z Sales Last Month 2 -99,999,999.99
27 AA Sales Last Month 1 -99,999,999.99
28 AB Payments Last Month 6 -99,999,999.99
29 AC Payments Last Month 5 -99,999,999.99
30 AD Payments Last Month 4 -99,999,999.99
31 AE Payments Last Month 3 -99,999,999.99
32 AF Payments Last Month 2 -99,999,999.99
33 AG Payments Last Month 1 -99,999,999.99
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6.5.7 Non-AR Cash Report

The Series 5 system Non-A/R Cash report lists all Non-A/R Cash transactions that have been
entered, for the selected filters. Items are listed sorted by the assigned Check Number. non-
zero balance. For each item, the Original Amount, the Balance Due, and any Discount
Amounts are listed. It is meant to be printed and used as a worksheet, to be marked up to
match any Cash Receipts to the items that would be marked as paid. This might then be
given to a data entry clerk, along with any cheque stubbs, to be used when entering cash in
the A/R's Cash Receipts Entry operation.

Accessing the Non-AR Cash Report

From the A/R Main menu, select Non A/R Cash Report from the Reports drop-
down menu.

5 Receivable

Codes Maintenance  Purging

AR Aging Report...
Hiskaric Aging Repart...

Reports

Purged Open Ikems Repart, ..
Open Invaice Waorksheet ., ..

AR Distributions Repart. .
Cwerdue Analysis Reports.

Man AR Cash Repart, .

Sales Archive Report. ..

| Gochmbina e

=+ Non-AR Cash Report - Options Screen

The following screen is presented when generating the report:
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8 Print Non AR Receipts Report |._|[E|PZ|
Fepo: MOMARCASH RPT Frint a Mon A/R Cazh Report ...
Report Options | Customer Select Filters | Demographic Selects | Print Dptions
Specify zelection options to determine the items that will be included on this report, _"g;'
Check Mumber[z]: Documents Dated:
©a © Mot Epnsidered Between: I:I
O Selected O Inclusive I:I
Include only the following Document Type(s): Include only Documents for:
Cash Batch: l:l
Mon &R Credit Accounts: Ea:lcooun:
g
[OF A
O Selected
[ Fields left blank are MOT considered in the selection process. |
[ Mext %J I Cancel ]
*

When generating the report, the operator is also presented with the standard Customer
Select Filters screen[ sl and Demographic Selects screen[ws). These allow you to specify
selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of
NONARCASH.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

= Processing Filter Options Screen - Field Definition

Cash Receipt Check Number(s) radio-buttons and 9(8)

To select All transactions regardless of their Check numbers; or for only those that fall
within a range of document numbers. If a range is selected, enter the starting/ending
Document numbers.

Include only Documents — for Type(s) check-boxes

A check-box is presented for each of the types of Archived Cash Receipts that may be
generated in the A/IR system. Click-or un-click to have the particular type processed by
the given function.
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6.5.8

For Non A/R Credit Account radio-buttons & 9(18)-9(5)

If only those Cash Receipts that were recorded with Credits to a specific account are to
be listed, click the selected radio-button, and enter that account.

Documents Dated radio-buttons and (mmddyy)

Select to have All transactions selected regardless of their dates; or only those for a given
date range. If an inclusive range is selected, enter the starting/ending dates. Click the
calendar icon for a common set of ranges to be presented.

Include only Documents — for Cash Batch X(6)

To have only those transactions processed that were entered under a particular A/R
Cash Entry Batch code. (Leave the field blank if it is not to be considered as a selection
filter) .

For A/R Cash Account radio-buttons & 9(18)-9(5)

The Series 5 system provides for the option of having more that one A/R Cash Account.
If this is the case, then you may choose to list ONLY those Cash Receipts that are
associated to a particular A/R Cash account.

Sales Archive Journal

As Sales transactions are entered, the associated data records are kept in the Series 5
system in their respective archive history files. This data is available for a variety of inquiry
and reporting functions.

This function may be used to generate a report listing the archived Sales transactions. This
report is similar to the register that is produced when a Sales Batch of transactions is posted,
but with items listed sorted by Document Number.

Accessing the function to generate the Sales Archive report, can be done either directly from
the Historic Sales Archives Inquirym function, or from the A/R Menu's Reports drop-down

menu:
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Reporks

AJR Aging Report. ..

Historic Aging Report...
Purged Cpen Ikems Report. ..
Open Invoice Worksheet., ..

O &R Distributions Report. ..
Crverdue Analysis Reports, .,
4 Mon AR Cash Report...

Cash Archive Repaort,..

Sales Analysis by Cuskamer, .
2,

Codes Maintenance  Purgi

Sales Archive Report... k

=+ Archived Sales Report - Options Screen

The following screen is displayed offering a variety of filters for the reporting function:

™ Print Sales Archive Report Report

Report:  SALESARCHIVE.RPT

Pritt & 5 ales Anchive Joumal ..

- B)X]

Repont Options | Customer Select Filters || Demographic Selects || Print I]ptions|

Specify selection options to determine the items that will be included on this report.

Document Mumber(z):

[OF
() Selected

Include only the follawing Document Type(s):

Invoices Prepaid Invoice
Credits Refundz
Debits Finance Charges

Documents Dated:

(®) Mot Considered
O Inclusive

Betwesr: l:IJ

Include only Docurnents for:
Sales Batch l:l

For A/R Control Account:

@4l
() Selected

[ Fieldz left blank are MOT considered in the selection process. |

s

L

| New | | cancel |
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When generating the report, the operator is also presented with the standard Customer
Select Filters screen[ sl and Demographic Selects screen[:l. These allow you to specify
selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of
SALESARCHIVE.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ 31 for full
details).

= Processing Filter Options Screen - Field Definition

Document Number(s) radio-buttons and 9(8)

To select All transactions regardless of their Document numbers; or for only those that
fall within a range of document numbers. If a range is selected, enter the starting/ending
Document numbers.

Include only Documents — for Type(s) check-boxes

A check-box is presented for each of the types of Archived Sales Transactions that may
be generated in the AR system. Click-or un-click to have the particular type processed
by the given function.

Documents Dated radio-buttons and (mmddyy)

Select to have All transactions selected regardless of their dates; or only those for a given
date range. If an inclusive range is selected, enter the starting/ending dates. Click the
calendar icon for a common set of ranges to be presented.

Include only Documents — for Sales Batch X(6)

To have only those transactions processed that were entered under a particular A/R
Sales Batch code. (Leave the field blank if it is not to be considered as a selection filter) .

Include only Documents — for Customer | X(6)
Code

To have only those transactions processed that were recorded for a particular Customer.
(Leave the field blank if it is not to be considered as a selection filter) .

For A/R Control Account radio-buttons & 9(18)-9(5)
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6.5.9

Cash Archive Journal

The Series 5 system provides for the option of having more that one A/R Control Account.
If this is the case, then you may choose to list ONLY those Sales Transactions that are
associated to a particular A/R Control account.

As Cash transactions are entered, the associated data records are kept in the Series 5
system in their respective archive history files. This data is available for a variety of inquiry
and reporting functions.

This function may be used to generate a report listing the archived Cash transactions. This
report is similar to the register that is produced when a Cash Batch of transactions is posted,

but with items listed sorted by Document Number.

Accessing the function to generate the Cash Archive report, can be done either directly from
the Historic Cash Archives Inquirym] function, or from the A/R Menu's Reports drop-down

menu:

=+ Archived Cash Report - Options Screen

s Receivable
Codes Maintenance  Purging

AJR Aging Report. ..
Hiskaric Aging Repork. ..

Reporks

Purged Open Ikems Report. ..
Cpen Invaice Worksheet, .,

T AR Distributions Report. ..
Cwerdue Analysis Reparts, .,
4 Mon AR Cash Report...

Sales Archive Repaott, .,
Cash Archive Repaort, .

Sales Analysis by Cuskamer, .

The following screen is displayed offering a variety of filters for the reporting function:
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W Print Cash Archive Report Report |:|[E|FZ|

Fepot: CASHARCHIVE RPT Frint a Cash Archive Journal ...

Report Options | Customer Select Filters | Demographic Selects | Print Dptions

Specify zelection options to determine the items that will be included on this report, _"g;'
Check Mumber[z]: Documents Dated:
@l @MotConsidered g0 [
O Selected O Inclusive ) I:I
Include only the following Document Type(s): Include only Documents for:
Cash Receipts Cash Batch: l:l

Mon &/F Cash Receipts

Cash Account:
B

[ Fields left blank are MOT considered in the selection process. |

Net | [ Cancel |

When generating the report, the operator is also presented with the standard Customer
Select Filters screen[ sl and Demographic Selects screen[ws). These allow you to specify
selected or ranges of Customers, Customer Types, Cash Representatives, and/or only those
customers satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of
CASHARCHIVE.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

= Processing Filter Options Screen - Field Definition

Cash Receipt Check Number(s) radio-buttons and 9(8)

To select All transactions regardless of their Check numbers; or for only those that fall
within a range of document numbers. If a range is selected, enter the starting/ending
Document numbers.

Include only Documents — for Type(s) check-boxes

A check-box is presented for each of the types of Archived Cash Receipts that may be
generated in the A/R system. Click-or un-click to have the particular type processed by
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the given function.

Documents Dated radio-buttons and (mmddyy)

Select to have All transactions selected regardless of their dates; or only those for a given
date range. If aninclusive range is selected, enter the starting/ending dates. Click the
calendar icon for a common set of ranges to be presented.

Include only Documents — for Cash Batch X(6)

To have only those transactions processed that were entered under a particular A/R
Cash Entry Batch code. (Leave the field blank if it is not to be considered as a selection
filter) .

Include only Documents — for Customer | X(6)
Code

To have only those transactions processed that were recorded for a particular Customer.
(Leave the field blank if it is not to be considered as a selection filter) .

For A/IR Cash Account radio-buttons & 9(18)-9(5)

The Series 5 system provides for the option of having more that one A/R Cash Account.
If this is the case, then you may choose to list ONLY those Cash Receipts that are
associated to a particular A/R Cash account.

6.5.10 Sales Analysis by Customer

This Series 5 Analysis report basically produces a report of Sales, Costs and Profit, as
computed based on the Period-to-Date, Year-to-Date, and Last-Year totals that are
accumulated for each Customer. (Refer to the topic titled Customer Monthly Sales Statistics

4021).

Clearing Customer PTD and YTD Operations

For this analysis reportto be accurate, you must executed the Clear Customer Period-To-Date[2oR
operation at the end of each month, and the Clear Customer Year—to—DatelZﬁoperation at the end of
the designated reporting year.
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For each customer, the following totals are listed to the report:
v Cost of Sales Period-to-Date, Year-to-Date, and as an option, Last-Year
v Sales Period-to-Date, Year-to-Date, and as an option, Last-Year

v’ Profit, (Sales minus Costs), Period-to-Date, Year-to-Date, and as an option,
Last-Year

v’ Costs, Sales and Profit broken down by month for Current-Year and Last-Year

In each case, a percentage of the amount listed for the customer, relative to all customers are
also printed.

A better Report is Available

This analysis depends on the Clear PTD and Clear YTD functions being executed in a timely
manner. The AIR Period Analysis reportinq/inquirylzﬁfunction provides an analysis of sales by
Fiscal Period, Fiscal Year, Calendar Month or Calendar Years byreading through the Sales Archive
records. Totals are tallied for a variety of different criteria.

Accessing the Sales Analysis by Customer Report

From the A/R Main menu, select Sales Analysis by Customer... from the Reports
drop-down menu.

& Receivable

FEE e Codes Maintenance  Purging

AR Aging Repart, .

Hiskoric Aging Repart, .,

Purged Open Ikems Repart...

Open Invoice Worksheet, ., b

AJR. Distributions Repart...
Overdue fnalysis Reports, ..
y  Mon AR Cash Report... e

Sales Analysis by Cuskomer,,
Analysis by Customer Type, .
Analysis by Sales Rep... [%
Analysis by StatefProvince..
Analvsis by Sales Volume, .,
Analvsis by Month, ..

Pari 3l
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&+ Sales Analysis by Customer - Options Screen

The following screen is presented when generating the report:

™ Generate Sales Analysis Report by Customer |:|

=)

X]

Report: CUSTAMAL RPT Frint the Sales Analysis by Customer ...

Report Options | Customer Selects | Demographic Selects | Print Dplions

The Sales Analysis by Customer repart lists Period-To-D ate and Year-To-Date Costs. S ales and Prafit totals

that have been accumulated for each customer. Totals for ALL or a specific month can also be included. s
Customers Sorted by | [ PrTespromns v

[ Include Last Year tatals

Include Monthly Sub-T otals:

(=) No Monthly Totals
Cives sl Far the month of:
() Selected

| Newt % | cancel |

L]

When generating the report, the operator is also presented with the standard Customer
Select Filters screen[wsl and Demographic Selects screen[s). These allow you to specify
selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of CUSTANAL.RPT.
The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

= Field Definitions

Customers Sort drop-list
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When the report is printed, the customers may

be listed sorted by a variety of different fields. Customer Code
Customer Com

Memberzhip Code
Email Address

Include Last Year Totals check-box

As an option, Last Year totals may also be listed. Set the check-box if these are desired
also.

Include Monthly Sub-Totals radio-buttons

As an option, the totals accumulated for each reporting month, will also be output. (These
are the totals that are accumulated for each customer as shown on the Customer's
Monthly Sales Statistics|s).

Totals for each month, or a specific month may be chosen. Including these figures may
result in the generation of a fairly length report.

6.5.11 Sales Analysis by Customer Type

This Series 5 Analysis report basically produces a report broken down by Customer Types of
Sales, Costs and Profit, as computed based on the Period-to-Date, Year-to-Date, and Last-
Year totals that are accumulated for each Customer. (Refer to the topic titled Customer
Monthly Sales Statistics| ).

Clearing Customer PTD and YTD Operations

For this analysis report to be accurate, you must executed the Clear Customer Period-To-Date[ 208
operation atthe end of each month, and the Clear Customer Year-to-Date[ 200 operation at the end of
the designated reporting year.

For each Customer Type, the following totals are listed to the report:
v’ Cost of Sales Period-to-Date and Year-to-Date
v’ Sales Period-to-Date and Year-to-Date
v’ Profit, (Sales minus Costs), Period-to-Date and Year-to-Date
v As an option, detail sub-totals by Customer for each Customer Type is reported

In each case, a percentage of the amount listed for the Customer Type, relative to all
Customer Types is also printed.
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A better Report is Available

This analysis depends on the Clear PTD and Clear YTD functions being executed in a timely
manner. The AR Period Analysis reporting/inquiry[:f function provides an analysis of sales by
Fiscal Period, Fiscal Year, Calendar Month or Calendar Years byreading through the Sales Archive
records. Totals are tallied for a variety of different criteria.

Accessing the Sales Analysis by Customer Type Report

From the A/R Main menu, select Analysis by Customer Type... from the Reports
drop-down menu.

& Receivable

FEE e Codes Maintenance  Purging

AR Aging Repart, .

Hiskoric Aging Repart, .,
Purged Open Ikems Repart...
Open Invoice Worksheet, .,

AJR. Distributions Repart...
Overdue fnalysis Reports, ..
Mon AR Cash Report. ..

Sales Analysis by Cuskomer,,
Analysis by Customer Type, .
Analysis by Sales Rep...
Analysis by StatefProvince..
Analvsis by Sales Volume, .,
Analvsis by Month, ..

Pari 3l

&+ Sales Analysis by Customer Type - Options Screen

The following screen is presented when generating the report:
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" Generate Sales Analysis Report by Customer Type |:||E|E|

Fepart: TYPEAMAL RPT Frint the Sales Analysis by Cuztomer Type

Report Options | Customer Selects | Demographic Selects | Print Options

Thiz repart listz Period-To-Date and vear-To-D ate Costs, Sales and Profit totals that have been
accumulated for each customer grouped and tatalled by Customer Type _‘?

Custarners Sorted by Customer Code v

Type of Report:

) Detail
() Summary

Pleaze Hate:

Yiou may select a range of, or individual Custorner Type
codes that are to be included in the report
fram the Cuztomer Selects’ tab zoreen that follows,

[ Nextkj | cancel |

L]

When generating the report, the operator is also presented with the standard Customer
Select Filters screen[ .zl and Demographic Selects screen[wsl. These allow you to specify
selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of TYPEANAL.RPT.
The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing] .. for full
details).

= Field Definitions

Customers Sort drop-list

When the report is printed, the customers may
be listed sorted by a variety of different fields.
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Customer Code

Cuszstomer Com
Memberzhip Code
Current Account Balance
Credit Limit

Email Address

Salez PTD

Sales YTD

Type of Report radio-buttons

Choose between a Summary and a Detail report. The Summary report lists only the
totals for each Customer Type. The Detall report, lists sub-totals for each Customer
belonging the the given Customer Type.

6.5.12 Sales Analysis by Sales Representative

This Series 5 Analysis report basically produces a report broken down by Sales
Representatives of Sales, Costs and Profit, as computed based on the Period-to-Date, Year-
to-Date, and Last-Year totals that are accumulated for each Customer. (Refer to the topic
titted Customer Monthly Sales Statisticsmﬁ).

Clearing Customer PTD and YTD Operations

For this analysis report to be accurate, you must executed the Clear Customer Period-To-Date[2oR
operation at the end of each month, and the Clear Customer Year—to—DatelZﬁoperation at the end of
the designated reporting year.

For each Sales Representative, the following totals are listed to the report:
v Cost of Sales Period-to-Date and Year-to-Date
v’ Sales Period-to-Date and Year-to-Date
v" Profit, (Sales minus Costs), Period-to-Date and Year-to-Date
v As an option, detail sub-totals by Customer for each Salesman is reported

In each case, a percentage of the amount listed for the Sales Representative, relative to all
Sales Reps is also printed.

A better Report is Available

This analysis depends on the Clear PTD and Clear YTD functions being executed in a timely
manner. The AR Period Analysis reporting/inquiryl 71 function provides an analysis of sales by
Fiscal Period, Fiscal Year, Calendar Month or Calendar Years byreading through the Sales Archive
records. Totals are tallied for a variety of different criteria.
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Accessing the Sales Analysis by Sales Representative Report

From the A/R Main menu, select Analysis by Sales Rep... from the Reports drop-
down menu.

E Receivahle

G Codes Maintenance  Purging
AJR Aging Report, .,
Hiskaric aging Repatt. ..
Purged Open Ikems Report. ..
Open Invoice Worksheet, .. b

£ &R Distributions Repart...
Crverdue Analysis Reports, .,
v Mon AR Cash Report.., e

Sales Analysis by Cuskomer,.
Analvsis by Cuskomer Type. ..
Analvsis by Sales Rep. .. [%
Analvsis by StatefProvince. .
Analvsis by Sales Valume. ..

Analysis by Month. ..

.

&+ Sales Analysis by Salesman - Options Screen

The following screen is presented when generating the report:
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" Generate Sales Analysis Report by Sales Representative |:||E|E|

Report: SLMHNAMAL RPT Frint the Sales Analysis by Sales Reprezentative

Report Options | Customer Selects | Demographic Selects | Print Options

Thiz report lists Period-To-Date and ear-To-D ate Costs, Sales and Profit totals that have been
accumulated for each customer grouped and totalled by Sales Reprezentative _"g)

Cuztarners Sorted by Customer Code v

Type of Fepoart;

() Detail
(=) Summary

Please Mote:

You may select a range of, or individual Sales Representative
codes that are to be included in the report
fram the Tustomer Selects’ tab screen that follows,

[ NextL\SJ | cancel |

L

When generating the report, the operator is also presented with the standard Customer
Select Filters screenl .l and Demographic Selects screen[osl. These allow you to specify
selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of SLMNANAL.RPT.
The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

= Field Definitions

Customers Sort drop-list

When the report is printed, the customers may
be listed sorted by a variety of different fields.
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Customer Code

Cuszstomer Com
Memberzhip Code
Current Account Balance
Credit Limit

Email Address

Salez PTD

Sales YTD

Type of Report radio-buttons

Choose between a Summary and a Detail report. The Summary report lists only the
totals for each Sales Representative. The Detail report, lists sub-totals for each
Customer belonging the the given Sales Rep.

6.5.13 Sales Analysis by State/Province

This Series 5 Analysis report basically produces a report broken down by State or Province of
Sales, Costs and Profit, as computed based on the Period-to-Date, Year-to-Date, and Last-
Year totals that are accumulated for each Customer. (Refer to the topic titled Customer
Monthly Sales Statisticsmﬂ).

Clearing Customer PTD and YTD Operations

For this analysis report to be accurate, you must executed the Clear Customer Period-To-Date[2eR
operation at the end of each month, and the Clear Customer Year—to—DatelZﬁoperation at the end of
the designated reporting year.

For each State or Province, the following totals are listed to the report:
v Cost of Sales Period-to-Date and Year-to-Date
v’ Sales Period-to-Date and Year-to-Date
v" Profit, (Sales minus Costs), Period-to-Date and Year-to-Date
v As an option, detail sub-totals by Customer for each Sate/Province is reported

In each case, a percentage of the amount listed for the State/Province, relative to all States/
Provinces is also printed.

A better Report is Available

This analysis depends on the Clear PTD and Clear YTD functions being executed in a timely
manner. The AR Period Analysis reporting/inquiryl 71 function provides an analysis of sales by
Fiscal Period, Fiscal Year, Calendar Month or Calendar Years byreading through the Sales Archive
records. Totals are tallied for a variety of different criteria.
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Accessing the Sales Analysis by State/Province Report

From the A/R Main menu, select Analysis by State/Province... from the Reports
drop-down menu.

E Receivahle

G Codes Maintenance  Purging

AJR Aging Report, .,

Hiskaric aging Repatt. ..

Purged Open Ikems Report. ..

Open Invoice Worksheet, .. b

AfR Distribukions Repart...
Crverdue Analysis Reports, .,
Mon &R Cash Repaort..,. e

Sales archive Repart..,

Sales Analysis by Cuskomer,.
Analvsis by Cuskomer Type. ..
Analvsis by Sales Rep. .. [%
Analvsis by StatefProvince. .
Analvsis by Sales Valume. ..
Analysis by Month. ..

&=+ Sales Analysis by State/Province - Options Screen

The following screen is presented when generating the report:
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" Generate Sales Analysis Report by State/Province |:| |E| El

Fepart: STATAMAL RPT Frint the Sales Analysis by State

Report Options | Customer Selects | Demographic Selects | Print Options

Thiz repart listz Period-To-Date and vear-To-D ate Costs, Sales and Profit totals that have been
accumulated for each customer grouped and tatalled by State _‘?

Custarners Sorted by Customer Code v

Type of Report:

) Detail
() Summary

Far the State/Province of:

@ all
() Selected

| New g | cancel |

L]

When generating the report, the operator is also presented with the standard Customer
Select Filters screen[ .zl and Demographic Selects screen[wsl. These allow you to specify
selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of STATANAL.RPT.
The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing] .. for full
details).

= Field Definitions

Customers Sort drop-list

When the report is printed, the customers may
be listed sorted by a variety of different fields.
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Customer Code

Cuszstomer Com
Memberzhip Code
Current Account Balance
Credit Limit

Email Address

Salez PTD

Sales YTD

Type of Report radio-buttons

Choose between a Summary and a Detail report. The Summary report lists only the
totals for each State/Province. The Detail report, lists sub-totals for each Customer
belonging the the given State/Province.

6.5.14 Sales Analysis by Sales Volume

This Series 5 Analysis report basically produces a report of Sales, Costs and Profit, as
computed based on the Period-to-Date, Year-to-Date, and Last-Year totals that are
accumulated for each Customer. (Refer to the topic titled Customer Monthly Sales Statistics
IZh). Customers are listed sorted in descending order based on either total Sales, Costs or
Profit for a given selected time frame. (le, Period-to-Date, Year-to-Date, Last-Year, or a given
month). This report provides a means of producing a list of your best customers, or worst,
depending on how you like to interpret the data.

Clearing Customer PTD and YTD Operations

For this analysis report to be accurate, you must executed the Clear Customer Period-To-Date[ 200
operation atthe end of each month, and the Clear Customer Year-to-Date[2s0 operation at the end of
the designated reporting year.

For each customer, the following totals are listed to the report:
v Cost of Sales Period-to-Date, Year-to-Date and Last-Year
v’ Sales Period-to-Date, Year-to-Date and Last-Year
v’ Profit, (Sales minus Costs), Period-to-Date, Year-to-Date and Last-Year

In each case, a percentage of the amount listed for the customer, relative to all customers are
also printed.

A better Report is Available

This analysis depends on the Clear PTD and Clear YTD functions being executed in a timely
manner. The AR Period Analysis reporting/inquiryl 71 function provides an analysis of sales by
Fiscal Period, Fiscal Year, Calendar Month or Calendar Years byreading through the Sales Archive
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records. Totals are tallied for a variety of different criteria.

Accessing the Analysis by Sale Volume Report

From the A/R Main menu, select Sales Analysis by Sales Volume... from the
Reports drop-down menu.

E Receivahle

BN Codes Maintenance
AJR Aging Report, .,
Hiskaric aging Repatt. ..
Purged Open Ikems Report. ..
Open Invoice Worksheet, .. b

£ &R Distributions Repart...
Crverdue Analysis Reports, .,
v Mon AR Cash Report.., e

Sales Analysis by Cuskomer,.
Analvsis by Cuskomer Type. ..
Analvsis by Sales Rep. .. [%
Analvsis by StatefProvince. .
Analvsis by Sales Valume. ..
Analysis by Month. ..

.

=+ Analysis by Sales Volume - Options Screen

The following screen is presented when generating the report:
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" Generate Sales Analysis Report by Sales Volume |:”E|E|

Fepart: SYOLAMAL RPT Frint the Sales Analysis by Customer $ Yolume of Sales, Costs or Profits

Report Options | Customer Selects | Demographic Selects | Print Options

Thiz repart lists Period-To-Date and vear-To-D ate Costs, Sales and Profit totals. Customers may

be listed sorted in descending arder by a variety of different tatals that have been accumulated. _‘?
Salex iad:
Analysis of % e far the Periad: Year-To-Date 3
) Prafit
Selecting only Customers: # of Custorners to Print:
(%) Net Considered [ ®al 5
O with Sales: Oumied ®© [ [2

| New %J | cancel |

L]

When generating the report, the operator is also presented with the standard Customer
Select Filters screen[ .zl and Demographic Selects screen[wsl. These allow you to specify
selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of SVOLANAL.RPT.
The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing] .. for full
details).

= Field Definitions

Analysis Of radio-buttons

Select to analyze the results based on either total dollar Sales, Costs or Profit. These
figures are all reported, however, the selection is used to sort the customers. (le.,
selecting Sales will produce a report of customer sorted by their dollar Sales for the
selected period).
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For the Period drop-list

Customers are sorted using the total Sales,

Costs or Profit based on the time-frame Period-To-Date
selected. The figures used are those Year-To-Date
Last-Year
accumulated and stored for each customer. Jun 2007
Jul 2007
Aug 2007
Sep 2007
Oct 2007
Moy 2007
Dec 2007
Jan 2008
Feb 2008
M ar 2008
Apr 2008
May 2008
Jun 2008
Jul 2008
Aug 2008
Sep 2008
Oct 2008
Moy 2008
Dec 2008
Jan 2009
Feb 2009
Mar 2009
Apr 2009
May 2009

Selecting Customers with $ Sales Totals radio-buttons and $ 999,999,999

You can limit the list of Customers reported by specifying a minimum or maximum cut-off
value for the type of analysis chosen. The system will test the Customer's Sales, Costs
or Profit and only list those satisfying the test.

# of Customers to Print radio-buttons and 9(4)

You can limit the number of Customers that are reported.

6.5.15 Sales Analysis by Month

This Series 5 Analysis report basically produces a one page report of Sales, Costs and Profit
totals, broken down by month based on the Reporting Period defined by the A/R Control
Preferences. Totals are computed tallying the Monthly Sales figures that are accumulated for
each Customer. (Refer to the topic titled Customer Monthly Sales Statistics|«s). This report
provides a quick-and-dirty snap shot of monthly sales for the current year and last year, for
the selected customers. As an option, the totals may be output to a spreadsheet.

Clearing Customer PTD and YTD Operations
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For this analysis report to be accurate, you must executed the Clear Customer Period-To-Date[2sR

operation at the end of each month, and the Clear Customer Year—to—Datelzﬁoperation at the end of
the designated reporting year.

For each month, the following totals are listed to the report:
v Cost of Sales for the Current Year, and Last-Year
v’ Sales Period-to-Date for the Current Year and Last-Year
v" Profit, (Sales minus Costs), for the Current Year and Last-Year

In each case, a percentage of the amount listed for the customer, relative to all customers are
also printed.

A better Report is Available

This analysis depends on the Clear PTD and Clear YTD functions being executed in a timely
manner. The AIR Period Analysis reportinq/inquiryl?ﬁfunction provides an analysis of sales by

Fiscal Period, Fiscal Year, Calendar Month or Calendar Years byreading through the Sales Archive
records. Totals are tallied for a variety of different criteria.

Accessing the Analysis by Month Report

From the A/R Main menu, select Sales Analysis by Month... from the Reports
drop-down menu.
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& Receivahble

FENNEN Codes Maintenance  Purging
AJR Aging Report, .
Hiskaric Aging Report. .
Purged Open Ikems Repart. ..
Cpen Invoice Worksheet, .. b

£ AR Distributions Repart...
Cwerdue Bnalysis Reports, .,
v Mon AR Cash Report.., e

Sales Analysis by Customer, .
Analvsis by Cuskomer Type. ..
Analvsis by Sales Rep... [}S
Analysis by StatefProvince..
Analysis by Sales Volume. ..
Analysis by Month. ..

—

=+ Analysis by Monthly Sales - Options Screen

The following screen is presented when generating the report:

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



376 Series 5 Accounts Receivable- User Help

™ Generate Sales Analysis Report by Reporting Months |:| |E| E|

Fepart: MONTHANL RPT Frint the Sales Analysis by bManth

Report Options | Customer Selects | Demographic Selects | Print Options

Thiz repart presents a summary total of Costs, Sales and Profit, for the selected Customers,
broken down by manth for the: prior and the current reporting pears. _‘?

['with output to spreadshest

| Newt %J | cancel |

When generating the report, the operator is also presented with the standard Customer
Select Filters screen[ .zl and Demographic Selects screen[wsl. These allow you to specify
selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of MONTHANL.RPT.
The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ ) for full
details).
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= Field Definitions

With Output to Spreadsheet check-box

To have the results of the analysis output to an MS Excel spreadsheet, or tab-delimited
file, set the check-box. When checked, tabbed screens will be presented to enter Export
Options and to display information about the fields to be output.

Monthly Sales Analysis Export Data Formats

For the Monthly Analysis exported, the following fields are output to an Excel
spreadsheet, a tab-delimited text file, or a CSV text file. The default filenames are either
Sales_Analysis_by Month.XLS.

Column # | Excel Column | Field Format
1 A Date or Period MM/9999
2 B Cost of Sales $ 99.999,999
3 C Sales $99.999,999
4 D % of Total 99.99 %
5 E Profit $99.999,999
6 F % of Total 99.99 %

6.5.16 A/R Period Analysis Report

The Accounts Receivable system records all transactions relating to the sales and revenues
from the operation of your company. It is a subsidiary system to the General Ledger system.
It accumulates sales made to, and cash receipts received from your customers. A/R
distributions are generated and moved to the G/L as journal entries.

In an effort to reconcile, or analyze the source of the G/L Journal Entries from the A/R system,
this reporting function accumulates sub-totals by fiscal periods or years, or calendar months
or years. If there are questionable transactions or account totals in your G/L, this analysis is
a useful tool in attempting to identify how they came about. Also, sub-totals are accumulated
by a variety of other factors that may be used for assorted analysis.

Analysis with sub-totals by assorted periods of time, are available as follows:
Q by Customer code (codes assigned to customers)

Q by Customer Types, (codes assigned to each Customer)
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Q by A/R Accounts (ie., A/R Control, Cash Accounts, Revenue Accounts, etc)
Q by Sales Representatives (codes assigned to each Customer)

Q by G/L Sub-Ledger Project (where Project Codes are assigned to specific
revenue distributions)

For each of the given analysis types, sub-totals may be broken down to the following periods:
Q by Calendar Year over a time frame of 10 years prior to a specified year
Q by Calendar Months for up to 72 months prior to a specified date
Q by G/L Fiscal Periods for up to 4 years worth

Q by G/L Fiscal Years for the 8 years that are defined by the General Ledger
system

The inquiry analysis is obtained using the Archived Sales and Cash transactions that are kept
in the A/IR system. For this analysis to be accurate, you must maintain at least the last ten
years of historic data, purging only transactions older than ten years.

As a special feature of the Series 5 reporting function, the totals may be viewed on screen,
printed or exported to an MS Excel spreadsheet.

The A/R Period Analysis function can be invoked from either the Trx Inquiry or the Reports
drop-down menu from the A/R menu.
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Receivable

AN Operations  Reports

Codes Mainkenance  Purgi
AR Aging Report, .,

Histaric Aging Fepart, ..
Purged Cpen Ikems Report, .,
Open Invoice Worksheet, .

Reporks
Customer Open Ikem Inquiry...
AJR Distributions Inguiry...

Historic Sales Archives...
Histaric Cash Archives. ..

VLS el A % a/R Distributions Report. ..

-F"'_i':"j "5‘ ---- e i Overdue Bnalysis Reports, .,
' e 4 Mon &R Cash Report...

Sales Archive Report, ..
Cash Archive Report, ..

Sales Analysis by Customer..
analysis by Cuskomer Type, ..
Analysis by Sales Rep...
Analysis by Skake/Province.
Analysis by Sales Yalume, .
Analysis by Manth, ..

A/R Perind Analysis. ..

6.5.16.1 Period Analyis Preview Grid

When the Period Analysis is generated, it's data is displayed to the screen managed using a
Series 5 grid processing screen. In effect, you can view the report without having to actually

printit. As an alternative, the data can also be easily exported to a spreadsheet for further
analysis. If so desired, the analysis may also be printed.

Operational Warning

The analysis requires the system to read through the entire AR
Archived Sales Transactions and Cash Receipts Transactions files.
These files may grow fairly large over time due to the number of
transactions. This analyses maytake some time to generate. Should
you leave this function, and return, the most recent analysis that had
been done will be displayed in the grid.
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&+ A/R Period Analysis "Preview" Grid

"8 AR Period Analysis Inquiry andfor. Report \:|[E|E|
File Wiew Analysis  Help

A/R Period Analysis Inquiny/Report Build and preview summar totals by selected Periods for Customers, A/ Accounts, Customer Types = &
by G/L Fiszcal Periods Sales Reps and Sub-Ledger Projects. From the dizplay, generate either a report or a spreadhisheet Q ﬂ
| Print Analysiz Report [Re)Build Preview

Show Totals for: | Customers - MJJ
Gio to Customer: l:l

Customer |Name PdEnd 1/31/07 |PdEnd 2/28/07 |PdEnd 3/31/07 |PdEnd 4/30/07 |PdEnd 5/31/07 |PdEnd 6/30/07
200803 IRMCA 0.00 0.00 0o 0.0 483,85 1.627.20
200839 Lycon Inc 0.00 0.00 0o 0.00 0o ooo |
200840 University Book Store 0.00 0.00 0o 0.0 0o 0.00
200841 Flad & Associates 0.00 48.00 43.00 0.00 0o 0.0o |
200877 CRSI 0.00 1.285.00 0o 0.0 0o 0.00
200904 Lehigh Cement Company 0.00 0.00 0o 2200 0o 0.00
200908 5ilhol Builders Supply Co 0.00 0.00 0o 3200 0o 0.00 :
200910 New Enterprise Stone & Lime 0.00 0.oo 0.00 24.50 0.00 0.oo
200913 Lehigh Cement Company 0.00 0oo 0.00 0oo 0.00 000
200918 Lehigh Cement Company 0.00 0.00 0o 0.00 1.000.00 0.00
200927 Lehigh Cement Company I 234.00 84240 F14.00 73366 5544 B3.08 |,
200948  |Ash Grove Cement 3 " E3.00 127.70 oon E2.00 oon 0.00
200953 TXI-Riverzide Cement Company 0.00 0oo o000 oon o000 o0.on
200955 Shamrock Materials Inc 0.0 0.00 oon 58.00 oon 0.00 ||
200957  |Ash Grove Cement 0.0 0.00 oon 0.00 oon 0.00
200992 Geiger Ready Mix 0.0 0.00 oon 0.00 oon 0.00 (-
201004  |Ach Grove Cement Co 0.0 0.00 oo 0.0 oo 0.0o
2:0m7 Ash Grove Cement Co - Foreman 0.00 0.oo 0.0o 0.oo 0.0o noo| |
< b

Period Tatals used for display last accumulated 10017707
based on Ledger Date.

Items listed by Customer Code. Search: for:

The "Fast Buttons" frame provides the push buttons to have the analysis customized,
printed or exported:

"Fast Buttons"

Print Analysis  [To have the Period Analysis generated and printed
Report

(Re)Build Preview [To have the Period Analysis generated and displayed
to the preview grid

Print Preview To have the Period Analysis that is currently
displayed in the grid printed

Export To have the Period Analysis totals output to a
spreadsheet

Some of the special features of this "Preview" grid are as follows:

> If any specific reported
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total's cell is double-
clicked, then a "Drill-
Down" window is
displayed. Each of the
individual transactions
that contributed to the
total are listed. These in
turn may be printed as a
report, or exported to a
spreadsheet. (Right-
clicking the cell displays &
pop-up window, from
which the drill down
function may also be
selected).

Showy Dekail For this Tokal

(AN EIE} (BN S

50.256.04

o R v

» The analysis totals have
been accumulated for a
variety of codes including
Customers, Customer
Types, A/R Account,
Sub-Ledger Projects and
Sales Reps. From the
drop-down list, select the
set of totals that are to be
displayed.

» As well, combinations
are offered whereby only
those totals for a selected
Account, Project or
Customer are displayed.
In these cases, afield is
presented from which a
given Account, Project or
Customer may be
chosen.

Show T atals far;

Giota Customer: ([ Customer Types ||g

AR Accounts
Sub-Ledger Projects
/07 |PdEnd - .. Reprezentatives
000 Custormers for selected Account
Customers for selected Project
304.53 Accounts for selected Custorner
.00 Praojects fn:-lr zelected Customner

Custonners w

When Showing Totals for "Accounts for Selected Customers”, in the 1st column of the
grid, the G/L account number is displayed along with a code. These codes indicate how
these distributions were generated. The following table describes these codes:

"Distribution Type Codes"

added

Trx Type Code |[Event Account Types
Invoice A new Invoice Transaction added A/R Control
Credit A new Credit Transaction added A/R Control

FinChrg |Anew Finance Charge Transaction |A/R Control
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Prepay A new Prepaid Invoice Transaction |[A/R Control
added
Refund A new Refunded Credit Transaction |A/R Control
added
Debit A new Debit Transaction added A/R Control
CshRcpt |Anormal Cash Receipt was received|A/R Control, Cash
NonARCs |ANon-AR Cash Receipt was A/R Control, Cash
received
MiscRev |Misc Charges for new Sales Revenue
Transactions
FrgtRev |[Freight Charge for new Sales Freight
Transactions
TaxRev [Freight Charge for new Sales Tax
Transactions
FchgRev |Revenue for new Finance Charge  |Revenue
Transactions
DiscGiv  |Discounts Given during Cash Discount
Receipts
AR-Rev Revenue for new Sales Transactions |Revenue
PPayPmt [Prepayment for Prepaid Invoices Cash
added
PPayOvp [Prepayment Overpayment for Cash
Prepaid Invoices

6.5.16.2 Build Analysis Preview Options

When having to generate the Analysis, Print the reports, or Export the results, the following
screen is presented. It's possible to limit the amount of data that is output when generating
the report or exporting.

When building the analysis tables, columns of data may be generated for either G/L Fiscal
Periods, or Calendar Periods, and select from the Invoice Date, the Due Date, or the Ledger
Date of transactions.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Accounts Receivable Menu Functions

Print A/R Period Analysis Report

Feport:  AR_PRDAMALYZE.RP Generate the A/R Period Analysiz Repart, ..

Report Options | Customer Select Filters | Print Options

Specify the options for generating the Period Analysis Inguin/Report/S preadshest.

Feparting Periods by:

|G/ Fiscal Periods |+

(O Invoice Date and Payment Date

Using: € Inv Due Diate and Payment Diate: to determing the Penods for which tatals are accumulated.
(%) Ledaer Dates
Accounts Receivable Contral: Cash Account:

Feport Period Tatals for the following Sets of Data:

Customers AR Account Distributions Customers grouped by Account Accounts grouped by Customer
Cusgtomner Types Sub-Ledger Projects/Jobs Cugtorners grouped by Project Frojects grouped by Customer
Sales Reps

Mext [ Cancel

L

The report generated, if archived, will be catalogued with a report name of
AR_PRDANALYZE.RPT.

383

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a

PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ ) for full
details).

Generating Analysis from A/R to G/L Reconciliation

to thatin the G/L system. Make sure that Fiscal Periods/Years are chosen using Ledger Dates.

The Period Analysis is a useful tool for validating and balancing the A/R Control from the AIR system

When generating the report, the operator is also presented with the standard Customer
Select Filters screenl ). This allows you to specify selected or ranges of Customers,

Customer Types, Sales Representatives, and/or only those customers satisfying a variety of

filter criteria.
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= Build/Report Options Screen - Field Definitions

Reporting Periods By drop-down list

Select whether totals are computed for given Years
or Periods based either on Calendar of G/L Fiscal Calendar Months
: Calendar Years
Periods. G/L Fiscal Periods
5/L Fizzal Years

Type of Dates to Use radio-buttons
Select the type of date to be used to determine
which period the transaction is to be assigned @ Invoice & Payment Dates
to when sub-totals are computed. When O Invoice Due & Payment Dates
generating analysis for comparison to the G/L o
use the Ledger Date. Ledger Dates
Accounts Receivable Control radio-buttons and 9(18)-9(5)

Reserved for a future enhancement.

Cash Accounts radio-buttons and 9(18)-9(5)
Reserved for a future enhancement.

Reporting Sets of Data check-boxes

When the analysis is executed, tables are built for a number of different codes and
combinations of Customers and Accounts. When the function to have data output to a
report or exported is selected, you can select the particular set of results that is to be
output. (Selecting all of them may generated a length report, or excessive amount
of data to a spreadsheet)
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6.5.16.3 Transaction Drill-Down Sub-Window

From the A/R Period Analysis preview screen, the detail that contributes to the totals of any

account or code, for a particular period, may be displayed in a sub-screen. Drill-down to

display the transactions by double clicking on the cell intersecting the desired code and
Period of interest.

A screen will be displayed that shows the detail, and from which a report offers a list of the

accounts that have transactions that contribute to the given total.

Drill Down Items Displayed

be exported).

Note that only up to 400 items may be displayed in the drill-down window. (However, all items will

=+ A/R Period Analysis Account Drill-Down Detail Screen

AJR Sub-Query --= For Sales Rep: 21 - College Lit

Listing items Sorted by | Document # “ For the Period 1/01707 - 12731707 _'-g)
Custorner| Name Doc # | Type | InvDate | LarDate | Sle/Rcpt$amt | InvfAlDsc § Amt ‘ PPy | App/Dist $ &mt ‘ AppTo/Proj|  Cash or ExpDist Acct A7R Control Acct
221102 | Southeast Cement ds | 452440 |Inve 1704407 1404707 90,00 99,00 1200-007 H
PCAJ05 |NCCRA - 50 DARDT: 452630 | Py 1410407 110407 625,00 625,00 | 305 626,00 E840-305 1200-001
PCA30T |North Central Cement | 452808 | PPy 171607 1416707 59375 59375 901 59375 E840-301 1200-001
221182 |Southeast Cement As | 463064 | Inve 1723407 1/23/07 4280 5610 1200-001
221182 |Southeast Cement &s | 453065 |Invc 1/23/07 1423707 11250 121.50 1200-001
PCA30T |North Central Cement | 453068 | PPy 1723407 1423707 757.50 7E7.50 a0 ¥E7.80 E840-301 1200-001
224423 |Northeast Cement Shi| 453313 |Invc 1/30/07 1/30/07 12113 13082 1200-001
PCA345 | South Central Cem P 453338 | PPy 2/01407 /07 1.250.00 1.250.00 | 345 1.250.00 EB40-345 1200-001
221182 |Southeast Cement &s | 453333 | Invc 20007 2/M7/07 21250 22350 1200-001
PCAS80 |Arizona Cement Assor 453400 | PPy 2/01407 2/ 707 804.65 804.85 | 980 B804.85 E840-380 1200-001
PCA7Z52 | Califomia Nevada Cer 453401 | Py 2/01407 2/M.07 1.573.00 1.973.00 | 752 1.873.00 EB40-752 1200-001
224423 |Northeast Cement Shi| 453404 | Inve 2/01407 2/ 707 300.00 34312 1200-001
244016 |Northwest Cement Pr 453646 | PPy 2/08/07 2/08/07 E30.00 BE7.80 VI 667.80 1100-001 1200-001
PCAIA0 |Arizona Cement Assor 454042 | PPy 2720407 2420707 37.50 4550 380 45.50 6B40-380 1200-001
242613 |Great Lakes Cement | 454056 | Inve 2/20407 2/20/07 450.00 505,00 1200-001

51 ltems on file Regular Invoices: $ 11,513.84 Prepaid Invoices: $ Cash Receipts: $

5 est C 3 Retrs Db Goen: 3

Revenue Distibutions: $ Non 4/R Cash: §
I Export ] [ Exit }

The push buttons to have the detail printed or exported:

Push Button functions

Print

Reserved for a future enhancement

Export

To have the detail for the selected account or code output to a
spreadsheet

= Drill-Down Select Fields Definitions

List Items Sort

drop-down list
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The detail for the selected account may be
displayed using a couple of different sorting
options. Choose your poison. Ea“"

Customer Code
Document #

6.5.16.4 Exported Data Layouts

The period totals for each of the accounts or codes displayed may be exported to an Excel
spreadsheet or tab-delimited file. As well, when a given period's total has had it's detail drill-
down detail displayed, these may also be exported.

The Export Options tab screen will be displayed, from which you can select to direct the
output to an MS Excel spreadsheet, CSV text file, or a Tab-delimited text file. (Refer to the
topic titled Data Export Functions| s41 for full details).

=+ A/R Period Analysis Spreadsheet Export Data Formats
If the Report is generated with the option to have Spreadsheet Output, the following fields are
output to an Excel spreadsheet, a tab-delimited text file, or a CSV text file. The output file, by
default, is named AR_Period_Analysis.XLS.

For a the Period Analysis totals, the following fields are output:

Column # | Excel Column | Field Format
1 A G/L Account or Analysis Code | 9(18)-9(5) or X(6)
2 B Description or Name X(30)
3 C * see note following X(10)
4 D * see note following X(10)
5 E * see note following X(10)
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6 F Period 1 Amount -999,999,999.99
Period 2 Amount -999,999,999.99
..... -999,999,999.99
..... -999,999,999.99
77 BY up to Period 72 Amount -999,999,999.99

(* Note that columns C, D and E are only used when reporting pairs of codes or

accounts.)

For the detail transactions exported from the Drill-Down screens, the following fields are
output. The output file, by default, is named AR_Period_SubQuery.XLS. Depending on the
analysis selected for export, data rows will represent either Sales Transactions, A/R

Distributions, or Cash Receipts.

Column # | Excel Column | Field Format
1 A Customer Code X(6)
2 Customer Name X(40)
3 C Document Type X(1)
4 D Document # or Check # 9(8)
5 E Document Date MWM/DD/YY
6 F Ledger Date MM/DD/YY
7 G Sales, Dist or Cash Amount -99,999,999.99
8 H Misc Sales or Applied Amount |-99,999,999.99
9 I Tax 1 or Allowance Amount -99,999,999.99
10 J Tax 2 or Discount Amount -99,999,999.99
11 K Freight Amount -99,999,999.99
12 L Total Document or Applied Amt |-99,999,999.99
13 M Trx Batch Code or Project Code | X(6)
14 N Sales Rep Code X(4)
15 O PrePayment Code X(3)
16 P PrePayment Amount -99,999,999.99
17 Q * G/L Cash Acct Acct Main # up to 9(18)
18 R G/L Cash Acct Profit Center 9(5)
19 S * A/IP Control Acct Main # up to 9(18)
20 T A/P Control Acct Profit Center | 9(5)
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(* Note that G/L Account Main # segments are output to separate columns)

Master Code Maintenance Functions

The topics in this chapter describe functions and procedures that are a available under the

Codes Maintenance drop down menu on the Accounts Receivable menu. These
menu items are used to maintain the Master Codes used in the A/R . In particular, the
function to Maintain your Customers is found here. The menu items at the bottom of the
drop-down menu are those used to maintain any Customer Demographic Codes that might
have been defined in the system.

These functions are available from the A/R Menu Bar as shown:

"8 SHSI Series ¥ Accounts Receivable

File Trx Inguiry Operations

S[=1/¢3

Window  Help

Reports NGl EENEETEGEGIEEN Purging  Wizards  User Funckions  Conkrol Options

Custorners. ..
Cash Batches., ..
Sales Batches. ..

AJR Accounts, .
&R Terms Codes... k

Customer Type Codes. ..

Uszer: USER Few: 5.08

4

Account: Receivable

5 Daily Dperations b M
1 S5cheduled for Today

Theze Scheduled Menu items

21408 A/R Agin

Customer Templates. .,
Crder Ikem Returns Codes. ..
Crder Source Codes. ..
Prepayment Codes. ..
Remit-To Codes. ..

Sales Promotion Codes, .
Sales Representatives. ..
Ship-¥ia Codes. .,

Tax Codes, ..

Territory Codes. ..

User Defined Sales Codes., .,

Company Size Codes. ..
Geograph Reqgion Codes. ..
Industry Code...

Mascot Codes. ..

. ) 545 Level Codes, ., r

Operations 8 Transaction Entry
Coming Due 4 My Favorites

Line:
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6.6.1 Customer Codes Maintenance

The A/IR Customer records hold all relevant information pertaining to your customers. They
are accessed and used extensively from other Series 5 systems, including Customer Order
Processing, Professional Invoicing and Class Registrations. Before any aspect of the A/R, Pl
or O/P systems can be used, the Customer file's records must be defined.

The Customer file holds the following types of data that is used for information, billing, contact
information and accumulating sales statistics:

e Company Name, Address and Contact information

¢ Up to 1000 characters of notes about the customer may be recorded

e Codes for billing functions including Sales Reps, Customer Types, Territory,
Shipping Codes, Remit Terms and Tax Codes

e Avariety of types of accumulated statistics for Period-to-Date, Year-to-Date and
Last Year

e A summary of recent Credit Incidents as reported from the A/R Overdue Analysis
function

¢ Alist of any Contact History notes that might have been recorded

e Monthly statistics of Sales and Cost for the Current and the Prior Calendar Years

e User Defined Demographic Codes

You would typically need to set up a customer record for all of your customers. It's likely you
have a great number of customers that may only make one or two purchases, that are
prepaid and do not need to be treated as a receivables. In this case you may set up one or
more, what the Series 5 system calls, Miscellaneous Customers. These customers must
have their Customer Code defined starting with the * character. (le., *MISC or *60000, or
*US, or *OTHER). All items recorded to these customers are treated the same as for all
customers, except that when Sales Transactions are entered, or Orders recorded, the
system will require entry of the Customer Name and Address.

The Customer Maintenance function is used to manage the information about your
customers. The following sub-functions are available:

e Customers may be added, copied, deleted and modified

¢ A Customer listing may be generated and printed

e Selected data fields associated to Customers may be exported to spreadsheets
e Customer data may be imported from spreadsheets or tab-delimited files

Setup Advice

When initially loading Customer data from other sources, you might consider importing the data from a
spreadsheet of tab delimited file. You first can set up a Default Customer Template that contains the
pertinent codes relating to billing, and aging receivables for your customers. Then within the spreadsheet,
include a row that contains a directive to have all new customer records first defaulted to the codes setup in
the Template.

For more information or advice feel free to contact Sentinel Hill Software.
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6.6.1.1 A/R Customers Grid

A/R Customers are maintained using a Series 5 grid processing screen.

&* A/R Customer Codes Maintenance Grid

' Customer Maintenance ‘;|@|gl
Fle Edt View Help
Record a Customers’ Properties Select to modify, delete or add Customers; and to view Sales Statistics, . (= " FaSt B u tt O n S "
Enter options for Biling, Orrder Entry and A/R pracessing. Exit ﬂ
New Add a new Cus’
List by: | Phone Humber = G To Custemer with Phene; |M = MJJ Befiesh
Code  [Customer Hame [Contact 1 City 5t [Zip/Postal [Phane : fy
019957 |THE PRIVATE BANK OF THE PENINSULA LOPEZ, ROSA PALO ALTO Ca | 94301 (650) 843-2233 M O d Ify MOdI the C USt
261418 — FIERCLY., 4PRIL PALD ALTO Ch | 34308 (550) 343:500 h |g h | |g hted in th
265278 |COOLEY GODWARD LLP Y NG, ANNIE PALO ALTO C& | 94306 [650) 843-5000
018168 |COOLEY GODWARD LP ™ SANCHEZ BENTZ, DI& | PALD 4LTO Ca |34306 [1850)8435381 [
005903 |COMERICA BANK. BURNS, CAROLINE PALO ALTO C& | 94306 [650) B46-6677
018162 |FINNEGAN HENDERSON FARABOW MERNER-BECKER. GE | PALO ALTO Ca |34301  [(850)B436600 |2 Delete Delete the Cust
010106 |MANAGEMENT RECRUITERS OF PALD ALTO YANAG], HANAKD PALO ALTO Ca 94303 [650) 852-0667 . . .
251594 |MENAGEMENT RECRUITERS VENAGLHANAKD  |PALOALTO | 94303:3207 |(650) 8520667 | h (0] hl 0] hted in th
250652 |Law OFFICES OF MURRAY & MURRAY BLOOMER, SANDY CUPERTINO Ca | 95014 [650) 852-3000
014257 |TRIPLEFOINT CAFITAL SRIVASTAVA, SAJAL | MENLD PARK, Ca |34025  [1850)8542090 |3
G09420 (KAREN BUTERA STRUTHRIDGE, MIRAN PALD ALTO Ca 94303 [650) 856-6400 H
502308 |HEWLETT-PACKARD COMPENY DAVIS, CHARLOTTE | PALO ALTO ca |s4304  [1s50)8571501 | | Print Generate are pe
250898 |FOUR STAR FINANCIAL SERVICES LLC OZIMEK, NANCY SAN FRANCISCO Ca | 94080 [650) 863-3700
250636 |EMOTION WEE INC BEZDJIAN, SAKD | MILBRAE Ch [94030  [(650)8696123 | the Customers
004621 |LIBERTY BANK. PROCESSING DEPT, L |SOUTH SAN FRANCIE|CA | 54080 (650) 871-2400
266468 |GCS GROUP CHOGHIJOSEFH  |PALO ALTO Ca |34301  |850)9067739
< > Import (Imports Custon
spreadsheet
Customers listed in ascending order by their Phone Number. Search: for:

Export [Export selected
Customers to a
spreadsheet

Bill-To  [For systems wi
Codes |[Series 5 Custot
Processing, hyj
edit the Custorr
Codes records

Ship-To [For systems wi
Codes |[Series 5 Custot
Processing, hyj
edit the Custorr
Codes records.

Edit an existing Customer by double-clicking it's associated row. Standard Series 5 grid
controls apply.

You may choose to have the Customers in the grid displayed sorted in a variety of
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different ways. Click on the List by list-box to select the desired sort:

8 Customer Maintenance
File Edit

Wiew  Help

Record a Customers” Propertie

Phone Mumber
|<ip/Pastal Code
1Contact 1 Lazt Mame
26141 Contact 2 Last Name
{Email &ddress

Membership Cade
1 101 10

6.6.1.2 Customer Address Screen

When adding a new customer, or editing an existing one, there are a number of different
tabbed screens that are required. There is one for the customer address and contact
information, one to record some notes about, and one that selects that various codes used
for billing, shipping and aging documents associated to the customer. There are also three
different types of screens that present accumulated statistic about the customer.

Setup Tip

When adding a new Customer, you may specify a Customer Template. These Templates may be setup
ahead of time, and define the standard codes used for billing and processing, that are associated to
customers. This greatly simplifies the task of initially loading customer information.

&* A/R Customers - Address Tab Screen

The Customer Address screen is used to define the name, address and contact information.
You must also assign a Customer Code, which will be used to track all associated
documents.

Some points to note when setting up your customers:

e Enter all customer Company/Individual names as either all upper case, or capitalized
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lower case. Either way, make it consistent. Customers may be selected in a variety of
functions by keying their names.

e Attempt to capture phone numbers and email addresses.

e The Customer Code is alphanumeric. Should you decide to have the Customer Codes
as all numeric, when selecting a customer code, the number that is entered will
automatically be right justified with leading zeros inserted on the left.

The Address and Contact information associated to each Customer are maintained by the
following screen:

= ' mﬁlg

Custormer:  2012TH  20TH CENTURY FOX TV “"THE 12TH MAN" WHICH IS A REMDTE SMALLER DIVISION OF SENTINEL HILL

F
E Customer Maintenance

Addlessl HNotes | A/R Profile | PTDSYTD Slalsl CR Incidents - Contacts | Monthly Salesl Demographics

Created:  3/30/06
Modified:  10/06/17  USER _‘?

Enter the Company Code, Company Marme and Addrezs along with
individual Contacts names. |f available, keep ther email address too.

Customer Code: | 2012TH tdember Code: Status: @ Active () Canceled

Company/Mame: 20TH CENTURY FOX TV "THE 12TH MAN" WHICH IS A REMOTE SMALLER DI¥ISION OF SENTINEL |

Member or Customer 7

Address: 10201 WEST SPRUCE. BLDG #1 _
() Customer
() Aszzociation Member
@) Bath
Ciw  LOS ANGELES State/Prov:  ChA
Postal Bar Codes:
County: Postal/Zip: 90044
DFE:
— CRRT:
Phone # [ 310 ) 369-1700 Faxt: [ EfI0 | 969-0000

Company Email:
Contact 1: Contact 22

4 MONICA DELGADO 1 Mone specified

Add/View Attached Document{z] [ Update {:g [ Cancel ]

= Customer Address/Contact Screen - Field Definitions

Customer Code X(6)

This is the code that is used to identify the customer throughout all of the Series 5
systems. This code is carried in all data records that refer to a particular customer.

Membership Code X(15)
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If you are also assigning membership codes to your customers, they may be specified in
this field. The Customer Listing may be generated, sorted by Membership Code.

Company Name (or Individuals Name) X(150)

Enter the Company name or, for a given individual, their name. The names should be
capitalized in upper and lower case. In different functions, customers may be displayed
and/or sorted by Company Name.

Address - City - State/Prov - Country - Zip/Postal 3 of X(40) - X(25) - X(5) - X(20) -
X(10)

These are the customer's address fields. The address is used for generating Invoices,

Statements and mailings.

Phone / Fax - Company Email X(3)-X(8) - X(120)

In different functions, customers may be displayed and/or sorted by Phone # or Email.
Statements may also be generated and emailed if an address is defined.

Contact 1 and 2 sub-screen

You may record the information for two different contact individuals. Click on the J icon
to have the following sub-screen displayed:

E Contact 1 Name Details (S e S
Title: First Mame: Init:  Lazt MWarme: Suffis
|H|_ ﬂ |Lawrence | |.l | |Earslen | |
Pagitian; |Flesident of Operations |
Phone: [ |E|]4| ] |525-E1 ol | Estension: I:I
Email |suppurt@sentinel-hill.-::um | %
(1] | Cancel |

Customer Status radio-buttons

Customers may be flagged as either being Active, or Canceled. When generating any
report that is based on customers, the value assigned will be tested by the Series 5
generic Customer Select Filter routine.

In the Series 5 Customer Order Processing system, orders may not be entered for
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customers that are flagged as Canceled.

Member of Customer ? radio-buttons

If your organization makes sales to both members and no-members, set the applicable
button to define the type of customer. This field is used strictly for information purposes.

Postal Bar Codes - DBP and CRRT X(3) and X(4)

These field are provided strictly for information purposes.

6.6.1.3 Customer Notes Screen

&+ Customer Notes — Entry Screen

This screen is used to record notes about the customer. You might enter billing agreements,
invoicing requirements, contractual summary or just general information about the company.
Up to 1000 characters of text may be entered.
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- B

"™ Customer Maintenance

Customer: 269812 Sentinel Hill Software Inc. - Modify the Properties of

Address MNotes | AR Profile ] PTDAYTD Stats ] CR Incidents - Contacts ] Monthly Sales | Demographics ]

“Y'ou may record zome notes about this customer. These might be uzed to dezcibe how
well invoices are paid, or contract summaries.

General Comment: [Provides excellent Accounting 5 oftware Systems

W Custorer Motes ?

Thiz company has been a customer for the past 12
years. They have always paid their hills
promptly. Should the need arise. agreeahle

terms could be extended to 128 days. Motes Display Option;
The software products they supply are " Abways Display
state—of—the—-art. and execute under Windows. " Operators' Discretion
UNIX and Linux operating systems. % Mever Display

Update Cancel

Displaying Customer Notes

When a Customer that has notes defined is selected from the A/R Open ltem Inquiry

Al L . . .
function. the =1 iconis displayed. Click on itto view the notes.

Yancouyer, BC
Provides excellent Accounting 5oftware Systems

Custormer: 1269812~ | @4 | gaf ﬂl Sentinel Hill Software Inc.
= [504] 224-0326

= Customer Notes Screen — Field Definitions

General Comment X(50)
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This is a brief comment. It appears on the A/R Open ltem Inquiry function screen for the
customer that has been selected. It is also printed on the Overdue Analysis and A/R
Aging reports.

Text X(1000)

Enter up to 1000 characters of text. Words will automatically wrap to the next line where
necessary. A new paragraph may be entered with the Enter key.

Notes Display Option radio-buttons

This is an option that was used in the Series 4 version of software.

6.6.1.4 Customer A/R Profile Screen

&+ Customer A/R Profile — Entry Screen

This screen is used to record select properties associated to how the customer is dealt with
by the Accounts Receivable system. In particular, the following codes are defined:

e Customer Type — is used to classify or group customers and may be used as a
selection parameter in all customer related reports

¢ The Sales Representative

e The Terms Code — used to compute the Due Date for invoices generated in affiliated
Series 5 systems

¢ Whether the Customer charges are maintained as Open ltems or as a Balance
Forward

e Statement Printing Frequency

¢ Applicable Tax Codes

e Option to indicate Invoices and/or Statements are to be automatically emailed

The following screen is displayed for to enter or modify the profile for the customer:
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r
E] Customer Maintenance

B>

Custorner: 000224 JPMORGAN CHASE BANK-LIEN PERFECTION-224

Addlessl Motes | A/R Profile| PTD/YTD Slalsl CR Incidents - Contacts | Monthly Salesl Demographics

These fields define standard A/F control options, aszorted defaults, tax codes and options for uge with the Order Proceszsing system,

4

Cuztomer Type:  BMEK | BANE
Salez Rep: 200 #% | House Account
Gales Temtory: WESTC gy | ‘“Western Canada
Temns Cade: ) 4| DUE ONRECEIPT

Custorner Balance Method:

@ Open lterms  (0) Balance Fonward

A&/F Statements and lhvoice Generation:

-

Statement Frequency: [Monlhl_l.l

Applicable Tax Codes: i

Credit Lirnit: o Updated:

hd I

Credit Rating.  nga

Ewempt
TEXAS STATE SALES Tax

ith
#h| Taxz2IP - 7RO02 - T

[ITax20nTax1

Tax1: T

Taw 2 77002

[ Compute and record Finance Charges for this Customer ?

Qrder Processing Optiohs:

Shiptfia Code: N

E MONE

A Separate Statement; [No - A Single Statement

Ship:

Group Statement ltemg by [Sales Trx User Code

Order Digcount

() Collect @ Prepaid Ta Apply:

Email Statements & Inwoices: [Tn Contact 1's Email

-

Imwaice Rernit To:

Tl

UCC DIRECT SERVICES
PO BOX 200824
HOUSTOM, T 77216-0324

Ship Partially Filled Orders ?
Allow ordered iterns to be Back Ordered ?

Carougel Price Ticket Format:

| Update %[ Cancel |

Generic Customer Select Filters

e Customer Types
e Sales Representative

When any Series 5 reports are generated that are based on A/R Customers, the Customer Select
Filters screen[10dlis generally displayed. You may specify a number of different filters to be applied
when the application evaluates each Customer record as to whether it should be included or not.
The following fields on this screen are offered as selection parameters:

e TaxCodes
e Territory

¢ Credit Rating

= Customer A/R Profile Screen — Field Definitions

Customer Type

X(5)

This field is used to categorize the customer. This field may be used as a Customer
selection filter for most customer driven reports. As well, the Customer Type is used
either for sorting Customers, or analysis in at least the following reporting functions:

e AR Aging Report

* AR Period Analysis e Customer List

e Historic Aging Report

e Sales Analysis by Customer Type
e Dunning Letters
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* O/P Sales Analysis * AR Overdue Analysis

Within the Customer Order Processing system, prices and/or discounts may be
established for different Customer Types.

Sales Representative X(3)

Select the Sales Rep who has been assigned to this customer. Sales transactions carry
the Sales Rep code , by default, that is assigned to the customer. This field may be used
as a Customer selection filter for most customer driven reports. As well, the Sales Rep
is used either for sorting Customers, or analysis in at least the following reporting
functions:

* AR Aging Report * Historic Aging Report e Sales Analysis by Sales Rep
e AR Period Analysis e Customer List e Dunning Letters
e O/P Sales Analysis ¢ AR Overdue Analysis

Sales Territory X(5)

Select the Sales Territory that this customer belongs to. This field may be used as a
Customer selection filter for most customer driven reports. As well, the Territory is used
either for sorting Customers, or analysis in at least the following reporting functions:

e AR Aging Report e Historic Aging Report ¢ AR Overdue Analysis
* AR Period Analysis e Customer List ¢ Dunning Letters
* O/P Sales Analysis

Terms Code X(4)

Different Terms Codes may be established in the A/IR system. These are used to
determine Due Dates and Payment Discount Dates that are applied to Invoices generated
from the assorted Series 5 systems. Select the terms that are appropriate for the
customer.

Customer Balance Method radio-buttons

Customers must be designated as either being an Open Item Customer, or a Balance
Forward Customer. Choosing the type of method depends on how Open ltems, from
Invoices and Cash Receipts, are to be recorded in the A/R system, and how you wish to
apply customer payments.

Balance Forward Customers — At the end of every month, the sum of all Credits and
Payments is determined, along with the sum of all Invoices and Debits. The difference is
recorded as a Balance Forward amount, and all contributing detailed Open items are
deleted.

Open ltem Customers — All Open ltems recorded for Sales transactions and Cash
Receipts remain on the system until the sum of all common Apply-To numbers equal
Zero. When customer payments are received, the amounts are applied to specific
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Customer Methods

for each Customer, and how customer payments are applied.

Itimportant to select the correct Balance Method. If dramatically affects how Open Item detail is kept

A/R Statements - Print Frequency

Customer Statements are generated on demand.
Customers are flagged to indicate how often a statement
should be produced. When the Customer Statements
function executes, the operator may select to generate
statements for only those customers that have been
flagged with a specific frequency.

AIR Statements - Separate Statements

When Sales Transactions are recorded in the AIR
system, an A/IR User Code may be entered. As well, from
the Professional Invoicing system or the Customer Order
Processing system, if a Sub-Ledger Project was
specified with the generated invoices, it will be recorded
with the Sales Transaction.

Should you wish to have a separate Statement generated
for each A/R User Code, or Sub-Ledger Project, select
the appropriate option.

For users of the Series 5 P/l system, for selected P/I
Projects, the Invoice's Attention-To field represents the
individual responsible for it's charges. Separate
Statements may also be generated for each Attention-To
name of the P/l Invoices associated to each A/R Open
ltem.

A/R Statements - Group Statement ltems

When Sales Transactions are recorded in the A/IR
system, an A/R User Code may be entered. As well, from
the Professional Invoicing system or the Customer Order
Processing system, if a Sub-Ledger Project was
specified with the generated invoices, it will be recorded
with the Sales Transaction.

Should you wish to have a items on the Statement
grouped and sub-totaled by A/R User Code, or Sub-
Ledger Project, select the appropriate option.

drop-down list

Mo Statement to be Sent
Weekly
Semi-Monthl

Quarterly
By Discretion

drop-down list

For each User Code
For each Sub-Ledger Project

drop-down list

Sales Trx Attention-To
Sales Trx User Code

Sales Trx Sub-Ledger Project

Mo - A Single Statement

For each Pl Invoice Attention-To
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For users of the Series 5 P/l system, for selected P/I
Projects, the Invoice's Attention-To field represents the
individual responsible for it's charges. You may choose to
have items on the Statement grouped by the Attention-To
name of the P/l Invoices associated to each A/R Open
ltem.

Note that when items are selected to be grouped in
this manner, this overrides any grouping option
chosen when Statements are actually generated.

Email Customer Statements and Invoices ? drop-down list

When Customer Statements are generated, or invoices

from the Professional Invoicing system, as an option, they Mo Emails

may be automatically emailed to one of the email address pany E mail e
defined for the customer. Select whether this option }2 Eg:::ﬁ: ;2 Emg::
applies to this customer, and if so, select either the

Company email address, or one of the Contact's email

address.

Remit To Code X(6)

For invoices that are generated in any of the Series 5 systems, if they do not use a pre-
printed form, or if they do not generate MS Word invoices defined with a template, then a
Remit-To address will be printed on the invoice. For each customer, you may specify a
different remit-to address by selecting a different Remit-To Code.

Credit Limit $ 99,999,999

The Credit Limit for each customer is a figure that you can assign. The Credit Limit may
also be automatically assigned using the Set Customer Credit Limit operation. As well,
the Credit Limit is used either for sorting Customers, or analysis in at least the following
reporting functions:

* AR Aging Report ¢ Historic Aging Report ¢ AR Overdue Analysis
e Customer List ¢ Dunning Letters
Credit Rating X(4) or drop-down list

The Credit Rating for each customer is a code that you can assign, or you may select a
code of STOP or HOLD. The Credit Rating may also be automatically assigned using
the Set Customer Credit Limit operation. This field may be used as a Customer
selection filter for most customer driven reports. As well, the Credit Rating is used either
for sorting Customers, or analysis in at least the following reporting functions:

e AR Aging Report e Historic Aging Report e AR Overdue Analysis
e Customer List ¢ Dunning Letters
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In the Series 5 Customer Order Processing system, the Credit Rating setting take on
special meanings:

HOLD ¢ All orders entered will automatically be placed on Credit Hold. They
will remain so, until specifically released using the Order Inquiry
function

STOP

e Orders may not be entered at all into the Order Entry system

Tax Codes 1and 2 X(6)

If Federal, State/Provincial or Local taxes are to be computed and collected for sales to
this customer, select the applicable tax codes. When Invoices are generated in any of
the Series 5 systems, the tax rate and the G/L account credited is determined from the
Tax Codes properties.

Tax Codes 1 and 2 Exempt Codes X(10)

Should any customer by exempt from a specific tax, you may record their Federal or
State/Provincial Tax ID codes.

Compound Tax 2on Tax 2 ? check-box

Normally taxes are computed on the total taxable amount of sales reported on an invoice.
If the 2nd tax is to be computed based on the Total Taxable + Tax 1 Amount, then set
this check-box. This is a compounded tax.

Compute Finance Charges ? check-box

Set this check-box if Finance Charges are to be computed for this customer.

Ship-Via Code X(4)

Used in conjunction with the Series 5 Customer Order Processing system. Select the
Ship-Via code that would be most frequently used by this customer. When orders are
entered, this code will be used as the default.

Also, different Freight Rates may be established in the Customer Order Processing
system's Price Code maintenance function.

Ship Collect or Prepaid radio-buttons

Used in conjunction with the Series 5 Customer Order Processing system. Select
whether orders are typically to be shipped Collect or Prepaid. When orders are entered,

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



402 Series 5 Accounts Receivable- User Help

this code will be used as the default.

Ship Partially Filled Orders ? check-box

Used in conjunction with the Series 5 Customer Order Processing system. Select
whether orders are shipped only if they are fully filled, or if they may be shipped even if
certain items have to be back ordered.

Allow Ordered Items to be Back Ordered ? check-box

Used in conjunction with the Series 5 Customer Order Processing system. Select if
items ordered for this customer are out-of-stock, whether or not they may be recorded
with the order, but flagged as being On Back Order status.

Carousel Price Ticket Format 9(2)

This is an option that was used in the Series 4 version of software.

Order Discount to be Applied 9(2)

Used in conjunction with the Series 5 Customer Order Processing system. If for all
orders entered, they are automatically to be given a fixed Discount, enter the percentage
figure here. (This discount has nothing to do with any discount that might be given for
early payment).

6.6.1.5 Customer PTD/YTD Statistics

&+ Customer PTD/YTD Statistics — Display Screen

This screen displays a variety of statistics for the given customer. More significantly, it
displays those totals that have been accumulated during the current period, the current year,
and last year. As the day-to-day activity of recording sales and receiving cash proceeds,
these functions contribute to the assorted statistical amounts displayed. Each of these
periods are defined as follows:
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Period-to-Date| On a monthly basis, the Accounts Receivable manager is responsible

—| for executing the operation to Clear Customer Period-to-Date (PTD),
figures. At that time, the Period-To-Date amounts for each customer
will be reset to ZERO.

Year-to-Date| On an annual basis, the Accounts Receivable manager is responsible

—||for executing the operation to Clear Customer Year-to-Date (YTD),
figures. At that time, the Year-To-Date amounts for each customer will
be reset to ZERO.

Last-Year —| On an annual basis, the Accounts Receivable manager is responsible
for executing the operation to Clear Customer Year-to-Date (YTD),
figures. At that time, the all the Year-To-Date amounts are shifted to
the Last-Year amounts.

The following screen is displayed these statistical amounts for the customer:

" Customer Maintenance |:|@|E|

Customer: 000224 JPMORGAM CHASE BANK - Modify the Properties of

Address ] Motes ] AZR Profile PTDSYTD Stats l CR Incidents - Contacts ] Monthly Sales | Demographics ]

Period-To-Date, vear-To-Date and Last-vear figures are accumulated az Sales Tre's are entered and when A/R Open ltems are purged.
Customer Account Balance: § 51.687.29 Last Order Hecorded: | 10401 JUB| for & | 1|1|]l]|
Lazt Papment Receipt: | 11;[]3;[]3| for & | 1,23[]_|]|]|
Accurnulated Statistics:
Period-Ta-D ate Year-To-Date Last-v'ear
Sales: $ 446.626.73| | $ | 446.626.73] | 3 | 389.224.14|
Costs: $ | 0.00) | | 0.00) | # | 0.00]
Commmissions: $ | l].l]l]| £ | l].l]l]| Mot Available
Highest Account Balance: $ 97.657.26| | § | 137.664.57|
1/02/08 370107
Itvoice Count: 1,385 1.739
Awg B days for Receipt of Payment following Invoice Date; Ijl
&g # days for Receipt of Payment follawing Due Date: Ijl Ijl
Total Short Pay [Loss) Credits giver: $ | l]_l]l]| 4 | l]_l][l|
Short Pay Documents Count; ljl Ijl

[ “Update

Cancel ‘
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Clearing Customer PTD and YTD Operations

Failure to executed these functions at the start of a given month or year will render the Period-to-Date
and Year-to-Date amounts inaccurate, and will effect the results reported in assorted analysis
reports .

= Customer PTD/YTD Statistics Screen — Field Definitions

Customer Account Balance $ 999,999,999,999.99

As Sales, Cash and Finance charge transactions are recorded, this amount is updated.
This field may be used as a Customer selection filter for the Customer List report. This
field may be used as a Customer selection filter for the following reports.:

* AR Aging Report * Dunning Letters ¢ Sales Analysis by Customer Type
e Historic Aging Report e Customer List ¢ Sales Analysis by State/Province
* AR Overdue Analysis e O/P Customer Bill-To List ® Sales Analysis by Sales Rep
* AR Bulk Email ® O/P Customer Ship-To
Generator List
Last Order Recorded (mmddyy)

This is the date and the amount of the most recent P/I Invoice or O/P Invoice transaction
that was recorded to the system for the customer. This field may be used as a Customer
selection filter for the following reports.:

¢ AR Bulk Email e O/P Customer Bill-To List ® O/P Customer Ship-To List
Generator
e Customer List

Last Payment Receipt (mmddyy)

This is the date and the amount of the most recent Cash Receipt that was recorded to
the system for the customer. This field may be used as a Customer selection filter for
the following reports.:

e AR Bulk Email e O/P Customer Bill-To List
Generator
* AR Overdue Analysis e O/P Customer Ship-To
List

Sales, Costs and Commissions $ 999,999,999,999.99

Records the accumulated Sales, Costs and Commissions totals of all Sales transactions
posted in the A/R system, for each of the three periods. The system updates these
fields, regardless of the date of the transaction. These fields are reset to ZERO when
either the Clear Customer PTD or Clear Customer YTD functions are executed. (If you
intend on relying on the Period-To-Date amounts, then you must be sure to
execute the Clear Customer PTD function at the end of every calendar month).
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Highest Account Balance $ 999,999,999,999.99

As Sales, Cash Receipts and Finance Charges are recorded to the A/R system, the
Account Balance field is updated. If that Account Balance is greater that this fields
amount, then it becomes the new Highest Account Balance.

Invoice Count 9(6)

The represents the total number of Invoices that have been fully paid and cleared from the
Accounts Receivable system. This counter is updated when the Purge Accounts
Receivable function is executed.

Average # of Days following Invoice Dates |9(3)

This counter is updated when the Purge Accounts Receivable function is executed. For
each Invoice, the number of days between the Invoice Date and the last Cash Receipt
applied to it is determined. This is then used to compute the running average to reflect
the Average Number of Days that elapses before this customer's invoices are paid up.

Average # of Days following Due Dates 9(3)

This counter is updated when the Purge Accounts Receivable function is executed. For
each Invoice, the number of days between the Invoice Due Date and the last Cash
Receipt applied to it is determined. This is then used to compute the running average to
reflect the Average Number of Days that elapses before this customer's invoices are paid

up.

Total Short Pay (Loss) Credits given $ 99,999,999.99

Records the accumulated total value of Credits, (or losses), that have been entered to
remove unpaid Short Paid Invoices from the A/R Open ltems file. These credits are
generated, as an option, when the A/R Overdue Analysis report is generated.

Short Paid Documents Count 9(6)

Records the accumulated total number of documents that have had Credits, (or losses),
entered against them in order to be removed from the A/R Open ltems file. These credits
are generated, as an option, when the A/R Overdue Analysis report is generated.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



406 Series 5 Accounts Receivable- User Help

6.6.1.6

Customer Monthly Sales Statistics

&+ Customer Monthly Sales Statistics — Display Screen

As Sales transactions are entered and posted to the Accounts Receivable, based on the
Transaction Date, the appropriate monthly totalling field is updated. This screen displays the
Total Sales and Total Costs for each month of the calendar year for the customer.

The first month reported corresponds to the First month of Sales Reporting Year that is
defined in the AIR Control Preferences| -\
The following screen is displayed these statistical amounts for the customer:

" Customer Maintenance EI@I[@

Customer: 012318 SYSTEM. INC. - Modify the Properties of

Address ] Motes ] AZR Profile ] PTD/YTD Stats ] CR Incidents - Contacts Monthly Sales | Demographics ]

Sales and Costs amounts by 'Reporting vear' for each calendar month,

[The Current Year table iz shifted to the Last Year table when the 'Clear Customer YTD' function iz executed)

Sales: Costs:

Last-vear Jun/07 - Map/03 | Current-v'ear Jun/08 - May/03 Last-vear Jun/07 - May /03 | Current-v'ear Jun/08 - May/03
$ 4.302.767] |Jun | % 2.436_065 dn [0l
$ 6.248 356 |Jul $ 5.697.589 Jul s
$ 4925728| |fua | % 1.644 369 A | 5[ )
$ 5696765 |Sep | % 822 387 Sep | S 0
¥ 7.977.368] |Oct | % E Oct | § E
o e [ (L B E— L I —
Y o O Y — S —
$ 3.005522| |Jan | % E Jan | % E
o e o I e— jod IR E—
e o Y — ) —
e Y — R —
e T — IR —

Cancel ‘

Clearing Customer YTD Operations
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Failure to executed this function at the start of the year will render these monthly figures inaccurate.
However, you may execute the Recalculate Customer Sales Statistics operation to have these
figures recomputed.

6.6.1.7 Credit Incidents & Contact History

&+ Customer Credit Incidents - Contacts — Display Screen

This screen reports two types of history for the customer.

1) Credit Notification Incidents — As customers are identified as having Overdue Open
ltems, Short Pays, or Unpaid Finance Charges, that are reported when the A/R
Overdue Analysis function is executed, these fields are updated.

2) Contact History — As customers are contacted, either directly by telephone or from the
A/R Overdue Analysis function, this event may be recorded as Customer Contact. The

date, method, user and a brief comment may be entered. By default, only the last 5
items are displayed, however, you may scroll back in time to view earlier contacts
history.

The following screen is displayed these history of these Credit or Contact events for the
customer:
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8 Customer Maintenance |:|@E|

Customer: 012318 MNSYSTEM, IMC. - Modify the Properties of

Address ] Notes ] A/R Profile ] PTD/YTD Stats CR Incidents - Contacts ]ﬂonthl_v Sales | Demographics ]

Credit Incidents and Contact Histary notez are generated from the 4/R Overdue Analsiz. You may add new Contact items as required.

Credit Incidents:

Action Taken | [ate | Type | $ Amount | Applicable Doc #
Fieported: [ 1H6/02] | [Balance Dverdue] | [ 213.713.40]

Motified by:  [None [ |

Bad Debt Credit ssued: [ ]

[ ]
[ ]

L 1
L 1

Contact History Maotes:
Mext Scheduled Call Back: 2/02/08| o tema: |Prumised to Pay Balance Due |

Date ethod by Person/System Comment

28| 7/25/07) | [Other || [Overdue CR Rpt | | [CR Reported on Overdues of $758.324.47 |

4| 7h19/07] | [Other || [@¥erdue CR Rpt | | [CH Reported on Overdues of $849.166.14 |

2] 7119/07) | [Other ]| [Dverdue CR Rpt | [ [CH Beported on Overdues of $849.166.14 ]
| | |
| | |

“#| 7H9/07] | [Other [Overdue CR Rpt [CR Reported on Overdues of $849.166.14
"2#[ 7/18/07] | [Other [@¥erdue CR Rpt [CR Reported on Overdues of $600,696.85

Add Mew Contact Item Scroll Back In Time | Beset Dizplay

Cancel ‘

The list of Customers report, that may be generated from the Customer Maintenance
application, has as one of it's selection options the Next Scheduled Call Back. It also provides
for the inclusion of customers that have, or have not, has a Credit Incident recorded since a
particular date. As such, the Customer Listing report provides the means to generate a
Customer Call Back list.

A/R Overdue Analysis Function

These fields are updated when the Overdue Analysis function is executed for Credit Warnings, Credit
Notifications, or when Writeoff Credits are issued. And then, onlyif the option to record the even,
and/or update the Last Credit Incident fields is checked.

= Customer PTD/YTD Statistics Screen — Field Definitions

Credit Incidents - Action Taken

The credit incident is generated, and recorded to these fields when the A/R Overdue
Analysis report is generated. When that function executes, it either produces a list of the
customers, generates a notification letter, or automatically generates a customer Credit.
The event is recorded in the applicable row of the table.
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Credit Incidents - Date / Type / Amount /
Doc #

This is the date, the reason, the amount and, if applicable, the Invoice number for which
the incident was recorded.

Next Scheduled Call Back - Date (mmddyy)

This date may be set by the operator to signal the next time that this customer is to be
contacted.

This field may be used by both the Customer List report that is generated from the
Customer Maintenance function, and by the Bulk Email Generator routine. As a selection
filter, the operator may specify to list, or email, only those customers with a Call Back
Date set within a certain date range.

This field may be automatically set by the A/R Bulk Email Generator function.

Next Scheduled Call Back - Memo X(30)

This field may be used to record a brief reason as to why the customer should be called
back.

Contact History Notes

As customers are contacted, either directly by telephone or from the A/R Overdue
Analysis function, this event may be recorded as Customer Contact. The date, method,
user and a brief comment may be entered. By default, only the last 5 items are displayed,
however, you may scroll back in time to view earlier contacts history.

Click the applicable buttons to Add a New Contact item, or Scroll back to display
previously recorded items, or Reset the Display back to the most recent 5 items to be
displayed.

= Customer Contact Incident — Screen

The following screen is presented to record information about the Customer Contact:
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™ Add/Edit Customer Contact Incident

Methad: |Hegistered Mail ﬂ

Perzan: ||_|5 ER |

- BX

Comment: |Hemim:|er to Pap Outstanding Balance Due

(1] . Cancel |

= Contact Incident Screen — Field Definitions

Date

Record the date of the incident.

Method

Record the method the customer was
contacted.

Person

Record the person who dealt with the incident.

Comment

Enter a brief description.

(mmddyy)

drop-down list

Fax e
Phone B
E-Mail

Courier

Heaiztered M ail i

Other W

X(15)

X(40)
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6.6.1.8 Customer Demographic Codes Screen

&+ Customer Demographics — Entry Screen

Customer Demographics are codes that have been developed by you Accounting or
Information Systems managers. They are meant to provide user defined properties that may
not already be standard with the Series 5 Accounts Receivable system. Each particular code
is created using the Define Customer Demographic Codes Maintenancel ) function.

This screen is used to identify the codes that pertain to this customer. For some of the
codes, you may be able to select multiple values. (This is a property of the particular code).

The following screen is displayed for to enter or modify the Demographic codes for the
customer:
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"™ Customer Maintenance EI@@

Customer: 235442 Advance Construction System - Modify the Properties of

Address | Notes | A/R Profile | PTD/YTD Stats | CR Incidents - Contacts | Monthly Sales Demographics |

These items are uzed to record special information about your customers.  |n some cagzes pou may aszign more than one code to each field.

Compary Size:

e ]

Large > 10 < 200 Employees

Geograph Region:

NAFTA | |

Morth America

Industry Code:

[pATAR ] |

[rata Processing

Mazcot(z):
DOG, FISH, PANDA, o

545 Level:

[ #]

1-Under § 4,000

Update Cancel

= Customer Demographic Codes Screen — Field Definitions

Xxxxxxx Code - Single Value X(whatever)

For those codes that are allowed only one value, the field is presented. A Lookup Icon is
also displayed if you wish to select the given code from a list.

Xxxxxxx Code - Multiple Values X(whatever)

When the Demographic code is defined as allowing multiple values to be assigned to
each customer, then a slightly different field is displayed. To edit the list of codes, click

the J edit icon, and from the window displayed, you can double-click a particular item
in the left hand side of the screen.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Accounts Receivable Menu Functions 413

Select Mascot(s):

Select itemsz to be azzociated with: 235442 - Advance Construction System

Available Maszcot[z]: Selected:
= DOG
| DOG Dogs FISH
| FI5H Salman - FAMDA -
LIOKNS Lionz
MOMKEY | Monkey - |
| PAMDA  |Panda Bears
UNICOR | Mystical Unicom ||
<= Clear Al
z Add > .
- <-- Bemaowve |
|« .
vl

I__D—E_l Torier]
»

6.6.1.9 Reporting & Exporting Filters Screen

The Customer List Report and Customer Data Export functions display a filters screen that
provide a number of different selection parameters. If you are wanting to select only a few
customers that satisfy a particular set of criteria, it's quite possible that it can be done using
this screen. In particular, the following values may be used to refine the selection of
Customers:

e Customer Account Balance
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e Customer Sales Totals
e Call Back Dates
¢ The last Date that a Customer Payment was received

¢ The last Date that an Order was placed

"™ Customer Maintenance |Z”Elgl

Exporting the Customer Master file ...

Export Filters | Customer Select Filters ] Demographic Selects ] Eield Selection | Export Options ]

Specify optiohs for the repart _"?
with Customer Account Balances: Wwith Cash Receipts:
" Mot Considered " Mot Considered
* Greater Than $ * Mot Received Since: |6/01/08 |
" Less Than or Equal To " Received
With Sales: Hawing Orders:
" Mot Considered " Mot Considered
" Period-To-Date % 10,000 f* Mot Placed Since: -1 0/01/08 "=
f* ‘Year-To-Date = " Placed
" Last Year

“With Bad Credit Incident(z]:

£ Mot Corsidered  OFType: [Reported -

" Mot Considered - [1201708 " Occurence _
& Schaduled Betweer: ~a ' Not Occuring Since: 1701706 | =
12731708

W/fith hext Call Back:

LCancel

Generic Customer Selection Filters

In addition to the selection filter fields described in this topic, the Generic Customer Filters [ 109
screen and the Customer Demographics Filters [1081screen will also be presented, providing
additional fields to refine the selection criteria.

The Customer Name List, Detail List or Summary List, if archived, will be catalogued with a
report name of CUSTOMER.RPT. The Customer Merge Labels file, will be created with a
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name of CUSTMERG.WPM. 1-Up and 3-Up labels, are created named CUSTLBLS.LST.
The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing] .. for full
details).

When Customer are exported, the default name assigned will be CUSTEXT.XLS .

The Export Options tab screen will be displayed, from which you can select to direct the
output to an MS Excel spreadsheet, CSV text file, or a Tab-delimited text file. (Refer to the
topic titled Data Export Functions| s4 for full details).

= Field Definitions

Report Type
Choose the type of listing to be

generated. Custa
e Name List — shows Name, city, gﬁ::r::aw
state, phone, fax and contact. Merge Labels
e Detail — shows all available 1-Up Labels
information about the Customer 3-Up Labels
including YTD statistics
e Summary — Name, address,
Purchases YTD and Last Year,
Status and primary Contact
e Merge Labels — A Word Merge
address file with each entry as
follows:
Company Name
Customer Code
Address Line 1
Address Line 2
City
State
ZIP
Country
Contact Name
e 1-Up Labels — Address Labels in 1
column
e 3-Up Labels — Address Labels in 3
columns
Customers Grouped By drop-down list

To have the Customers listed grouped by one of
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the available fields. A new page is started for each
unigue occurrence of the selected group, along i
with subtotals at the end. (Not presented as a field E:ﬂ:mllftﬁf,ﬂde

when exporting Customers) Company Phone Area Code
Sales Rep

Temtory

Gtate or Province

Country

Demogl1 - Company Size
Demogl2 - Geograph Region ™

Customers Sorted By drop-down list

To have the Customers listed sorted by one of the
available fields. If Customers were grouped, they are

sorted within the group as well.(Not presented as a Customer Lompany Name
. . Membership Code
field when exporting Customers) Contact 1 Last Name

Zip or Postal Code

Current Account Balance
Credit Limit

% S5ales Period-To-Date

% Sales Year-To-Date

% Salez Last-Year

Demogl1 - Company Size b’

Customer Account Balance $ Amount radio-buttons
To select only those customers whose Account
Balance amount falls within a particular range, click @ Not Considered
the desired compare function and enter the amount to O Greater Than
be compared with.
O Less Than or Equal

Accumulated Sales $ Amount radio-buttons
To select only those customers whose total $ Sales
amounts for a particular period falls within a particular @ Not Considered
range, click the desired Period, and compare function, O Period-To-Date
and enter the amount to be compared with.
©  Year-To-Date
©  Last Year
Next Scheduled Call Back Date radio-buttons and (mmddyy)
To select only those customers with a Call Back Date
defined for a particular period, click the appropriate ©  Not Considered
button, and enter the range of dates to which it should O Scheduled

be tested against.

You may click the calendar icon to select a pre-
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defined period.

Date of Last Cash Receipt radio-buttons and (mmddyy)

To select only those customers that you have, or have

not, received a payment from relative to a particular @ Not Considered

date, click the appropriate button, and enter the date O Not Received

to be tested against. O Received
eceive

Date of Last Order Recorded radio-buttons and (mmddyy)

To select only those customers that you have, or have

not, received an Order for in the Series 5 Customer @ Not Considered

Order Processing system, or generated an Invoice in O  Not Placed

the Series 5 Professional Invoicing system, click the o

appropriate button, and enter the date to be tested Placed

against.

Date of Last Bad Credit Incident radio-buttons and (mmddyy)

To select only those customers who have had a Bad
Credit Incident recorded relative to a particular date, @ Not Considered
click the type of incident and enter the date to be
tested against.

O Occurring
© Not Occurring

6.6.1.10 Customer Properties Export

The Series 5 system provides for the capability to export Customers data to a spreadsheet.
The Spreadsheet Export function lets you output selected fields of the Customers to
spreadsheet. Once output to a spreadsheet, assorted analysis can be performed, or data
can be easily moved to a Microsoft Access data file.

The interface is accomplished by generating ASCII text or Excel Workbook files, which in turn
are populated. The data associated with any given field is stored in a column on the
spreadsheet. The data for a given account is stored in row. The types of text files supported
include the following:

> MS Excel Workbooks
» Tab Delimited Text
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» Lotus Text (Comma Delimited with quotation marks)
» Slash "\" Delimited Text
» CSV Text (Comma Delimited)

The export option presents the operator with the standard Customer Select Filters|:ws screen.
This allows you to select specific or a range of Customers, Customers for selected
Customer Types or Sales Representatives, or Customers matching a number of assorted
properties.

Some points to note when exporting Customers:
¢ A heading row is output to the spreadsheet.

The standard Series 5 Export Options screenl s2] will be displayed, from which the Type of
Output, the target Folder, and the Filename may be specified. By default, the output flename
is CUSTEXT.XLS. You may click the Browse button to locate a different folder and input
file.

Customers Export - Field Selection

There are many different fields that are associated to a Customer. To be able to select
specific fields to output would be a nice feature .... would it not. Well, guess what, you
can select the fields you want.

The following screen is displayed from which selected fields may be selected. On the
left side of the screen, double click to have a particular field included, or excluded.
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"™ Customer Maintenance EI@@

Exporting the Customer M aster file ...

Expont Filters | Customer Select Filters | Demographic Selects | Field Selection | Export Options

Select the individual fislds that are to be exportad.

Acvailable Customer Fields: Selected:

| Customer # A

Membership-Code 3

| Mame

Address-1 B

Address-2 Ehope g
. ontact-

o .é;:tljlress 3 Select All --» Type

| State/Proy g;:_elgl-lt(TD

Zip/PC <= Clear Al Aect-Bal

Country

DPEB-Post-BCod

CRRT-Post-BCod Add -

| Phone
Fax %

EMai " <~ Remaowve

Member-Flag

| Contact-1

Contact-2

Date Created v

Custormer
Mame

City
State/Proy

Tl

<Back | | New | | cancel |

6.6.1.11 Customer Data Import

The Series 5 system provides for the capability to import Customers data from a
spreadsheet. The Spreadsheet Import function lets you input your Customer properties from
a spreadsheet or tab-delimited file.

The interface is accomplished by reading a selected ASCII text or Excel Workbook files,
which you had created manually, or created by some other means. The data associated with
any given field is loaded from a column on the spreadsheet. The data for a given Customer
is loaded from a row. The types of text files supported include the following:

»> MS Excel Workbooks

» Tab Delimited Text

» Lotus Text (Comma Delimited with quotation marks)
> Slash "\" Delimited Text

» CSV Text (Comma Delimited)

Some points to note when importing Customers:
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¢ A heading row with CUSTOMER or Customer or CUST or Cust in column 1 will be
ignored
e Blank rows are ignored

The standard Series 5 Import Options screenlosl will be displayed, from which the Type of
Input, the target Folder, and the Filename may be specified. By default, the input filename is
Customer_Properties.XLS. You may click the Browse button to locate a different folder
and input file.

Customer Properties Import Data Formats

For Customer data that are imported, the following fields are input from an Excel
spreadsheet, a tab-delimited text file, or a CSV text file.

Column Excel Field Format
# Column
1 A Customer Code X(6)
2 B Name X(40)
3 C Address Line 1 X(40)
4 D Address Line 2 X(40)
5 E Address Line 3 X(40)
6 F City 9(5)
7 G State/Province X(5)
8 H ZIP/Postal Code X(10)
9 I Country X(20)
10 J Phone X(16)
11 K Fax X(16)
12 L E-Mail X(40)
13 M Membership Code (OWID#) X(15)
14 N Contact-1 Salutation 1st Name Last X(30)
Name
(optional salutation)
15 @] Contact-1 Email Address X(120)
16 P Contact-2 Salutation 1st Name Last X(30)
Name
(optional salutation)
17 Q Contact-2 Email Address X(120)
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18 R Remit Code X(6)
19 S Sales Rep Code X(3)
20 T Territory Code X(5)
21 U Customer Type Code X(5)
22 \% Tax Code 1 X(6)
23 W Tax Code 2 X(6)
24 X Ship-Via Code X(4)
25 Y E-Mail Option ( N - None, C - Customer's |N,C,1 or

Email 2

1or 2 -use Contact's 1 or

2 Email )
26 4 Calculate Finance Charges ? YorN
27 AA Multiple Statements ( No, by Attention- N, A, Uor

To, P

by User-Code or by

Project)
28 AB Statement ltem Groups (No, by Attention- | N, A, U or

To, P

by User-Code or by

Project)
29 AC User Demographic Code 1 X(6)
30 AD User Demographic Code 2 X(6)
31 AE User Demographic Code 3 X(6)
32 AF User Demographic Code 4 X(6)
33 AG User Demographic Code 5 X(6)
34 AH User Demographic Code 6 X(6)
35 Al User Demographic Code 7 X(6)
36 AJ User Demographic Code 8 X(6)
37 AK User Demographic Code 9 X(6)
38 AL User Demographic Code 10 X(6)
39 AM User Demographic Code 11 X(6)
40 AN User Demographic Code 12 X(6)
41 AO User Demographic Code 13 X(6)
42 AP User Demographic Code 14 X(6)
43 AQ User Demographic Code 15 X(6)
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6.6.2

When loading the Customers from a spreadsheet, you may also specify a pre-defined
processing directive in column A.

%RADD% All Customer codes for the rows following will be 1st
— deleted from the system, then updated with the new fields
provided. (Note that all data including PTD, YTD and
Monthly statistics data is lost)

%DELE% All Customer codes for the rows following will be deleted
— from the system and not replaced. Only the Customer
Code needs to be specified in column 1 of the input
spreadsheet.

%UPDT% A single field for the specified Customer codes will be
— updated. The field to be updated is indicated with the code
that is read from the 2nd column in the row the %UPDT%
directive is found. The following codes in column B are
recognized:

CUST-TYPE - for the Customer Type Code
SALES-REP - for the Sales Rep Code
TAX-CODE1 - for Tax Code 1

TAX-CODE2 - for Tax Code 2

SHIP-VIA - for the Ship-Via Code
TERRITORY - for the A/IR Territory Code
TERMS- - for the A/R Terms Code
CODE

In the rows following, specify the Customer Code in
column A, and the new value for the designated field in
column B of the input spreadsheet

Cash Batch Maintenance

User Demographic Code 1Customer Payment transaction information is entered into the
system using a Cash Receipt. A group of transactions are entered together under the control
of a Cash Receipts Batch. Each Batch has a unique code or number assigned either
automatically or by the user. Control parameters may be assigned to each batch if desired.
Batches may be created using this menu function, or directly from the Cash Receipts Entry
operation. Different operators can be working in different batches of Cash Receipts at the
same time, and any batch may be posted independent from the others.

& Cash Batch Codes Grid

Cash Batches are maintained using a Series 5 grid processing screen.
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' Cash Baich Maintenance

File  Edit

Yiew Help

- BX

Define

Cash Batch Sessions

Select to modify or delete; or add a new Cash Batch Session
Cash Tranzactions are entered grouped within a Cash Batch.

Exit %

Modify I

"Fast Buttons"

Add a new Cash E

Modify the Cash B
highlighted in the ¢

Delete the Cash E
highlighted in the ¢

Generate a report
Cash Batches alre

Delete Print Purge N ew
ALL by Create/Post Date -« Ga Ta the Batch with Code: hd MJJ Fiefresh

Batch Status | Created| # Trxs| Amt Entered|Author Updated/Posted MO d Ify
& | 11/03/08 i 0.00[RUY ROGERS 11/03/08

NONR & | w0508 1) 107.447.18|USER k‘ 9/05/08 -

LARRY | & [ 11/16/05 4 2349369 5/30/08

11550 | & [ 11/14/05)  394)  505.796.23) SAGARNA 11/16/05 m

109787 | A | 12/30/03 1 3,398, 35| GONZACL 247314 D el ete

109391 | A | 8/05/03 1 0.00[KLENKDD 5/26/05 *

000002 | P | 3/30408 1 140.00{USER 3/30/08

10367 | P | 81904 1 B1.00[VILLEGU 5/17/08 -

111549 | P [ 1141405 7 15.114.78| SAGARNA 11714705 .

111552 | P | 1141405 2 0.00| GONZACL 11/14/05 g Pr|nt

111544 | P [ 1121005 1 725.00| GONZACL 11/10/05

111545 | P | 1141005 52 159.608.50|SAGARNA 11410705 |

111546 | P | 1171005 93 53,227.72| SAGARNA 11/10/05

111547 | P [ 1121005 14 18,071.30| GONZACL 11/10/05,

111548 | F [ 11710405 H 0.00| GONZACL 11/10/05, ) PU rge

111539 | P | 11/09/05 10 19,451.20| SAGARNA 11/03/05

ALL "Active’ then 'Posted’ listed by Create/Post Date. Seaich:

Remove all Cash
that have been co
and posted over a
date range

Edit an existing Cash Batch by double-clicking it's associated row. Standard Series 5

grid c

ontrols apply.

You may choose to have the Batches in the grid displayed sorted in a variety of different
ways. Click on the List by list-box to select the desired sort:

Define Cash Baw.. - swac...

ALL bw Create/Post Date ﬂ

ALL by Batch Code
ALL by Create/Post Date
Bate! Active Batches

by

CA11Posted Batches
9/05/02

NOMR A
11416405

%wﬁ

Operational Tip

You can select to list only the Active Batches, or only the Postec
Batches, to reduce the items actually being displayed.

&+ Cash Batch - Properties Screen

The properties for each Cash Batch are defined with the following screen:
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W Cash Batch Maintenance IZI@FS_TI

Cash Batch: Add a new Cash Batch

Cash Batches are used to group the entry of Cash Receipts entered into the A/R.
Cantral tatals may be specifed az an option.

Cazh Batch:  |CAT1108 Statuz ACTIVE
Created: 11/03/08 16:45 PM

Authar: |H[IY ROGERS |

Batch Totals:
Earliest Transaction Date:  |11/03/08 # Transactions Tatal § Walus
Latest Transaction Date: — [11/03/08 | J Expected: [ 0] | 14.600.00]
Default Ledger Date: [11/03708 | o Entered: | ] | ]

Cash Account:

4] 0000 - 00101 - 10 -- 040 |
CHASE BAMK GEMERAL ACCOUNT

Cancel

Operational Tip

You can edit the properties for the batch while executing the Cash
Receipts Entry function. From the Cash Entry grid screen, on the menu
bar, click Edit, then from the drop down menu, click on Edit Cash Batch
Properties.

= Field Definitions

Cash Batch Code X(6)

This is the code assigned to the Cash Batch. It can be either numeric, or alphanumeric.
There should not be any spaces or punctuation in the batch code, as it is used within the
name of one of the Series 5 data files. If you wish to have the system automatically
assign a unique numeric Batch code, press the F1 function key.

Author X(24)

For information purposes to record the operator that created the Batch.
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Earliest/Latest Transaction Date (mmddyy)

When transactions are entered for this batch, they must fall within the starting and ending
dates entered.

Default Ledger Date (mmddyy)

When a Cash transaction is entered for the batch, this date will be automatically assigned
as the Ledger Date. When associated G/L distributions are generated, this is the date
that is used. When the transaction is entered, a different date may be entered.

Cash Account 9(18)-9(5)

If the Accounts Receivable system has been set up with multiple Cash Accounts, then
when a Cash transaction is entered for the batch, one of the fields to be entered is the G/
L Cash Account to which the cash distribution is to be recorded to. The Cash Account
entered here will be presented as the default. When the transaction is entered, a
different account may be chosen.

Batch Totals - Expected # of Transactions 9(6)

Enter the number of Cash Receipts that are to be entered under this batch. If when the
batch is posted, if the number of transactions entered does not equal this amount, a
warning screen is presented, and the operator must indicate that it is OK to proceed. The
Cash Receipts function will not allow more transactions than is specified here to be
entered.

Batch Totals - Expected Total $ Amount 999,999,999.99-

Enter the total dollar value of all Cash Receipts that are to be entered under this batch. If
when the batch is posted, if the value of the transactions entered does not equal this
amount, a warning screen is presented, and the operator must indicate that it is OK to
proceed. While entering Cash Receipts, if this amount is exceeded, a warning message
will be displayed.

&+ Cash Batch - Purge Screen

When selecting to have the Cash Batches purged, the following screen is presented:
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=S

W Cash Batch Maintenance |Z|

Purging the Cazh Batch Master file ...

Batch Selections

Only thoze Batches that have been posted will be purged.
You may specify a date range based on the Post D ate of the batch.

Batches Pozted Between the Dates:

Starting: _
Ending: j

Cancel

= Field Definitions

Starting/Ending Dates Posted (mmddyy)

When Cash Batches are purged, only those that have been posted between the dates
specified, will be deleted.

6.6.3 Sales Batch Maintenance

Customer Sales transaction information is entered into the system using a Sales
Transaction. The types of transactions include the following:

* Invoices

Prepaid Invoices
Credits

Debits

Finance Charges
Refunds
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A group of transactions are entered together under the control of a Sales Transactions Batch.
Each Batch has a unique code or number assigned either automatically or by the user.
Control parameters may be assigned to each batch if desired. Batches may be created
using this menu function, or directly from the Sales Transactions Entry operation. Different
operators can be working in different batches of Sales Transactions at the same time, and
any batch may be posted independent from the others.

& Sales Batch Codes Grid

Sales Batches are maintained using a Series 5 grid processing screen.

"W sales Batch Maintenance

- B

File Edit Wiew Help " "
Define Sales Batch Sessions Selact to modily of delets; or acid a new Sales Balch Session Exi o Fast Buttons
Sales Transactions are entered rouped wikin a Sales Batch ut | Qi
Hew Modify Delete Print Purge -
|| | | | | New Add a new Sales B:
#otive Balches he Go To the Batch with Code: 52 MJJ Befresh
Batch | Status | Created| # Trxs| Amt Entered Author Updated/Posted MO d ify Mod |fy the Sales Ba
000094 | 4 | 11/0308 21 36984 PROFESSIONAL INVOICING 11/03/08 . . .
000092 | & [ 1031708 0 0.00[ PROFESSIONAL INVOICING 10/31/08 - h|ghl|ghted in the ar
000093 | A [10/31/08 4 | 576475 PROFESSIONAL INVOICING 10/31/08
TTEST | & | 10/16/8 o M. ooouser 10/16/08 H
ooo0s3 | & | 2nsug 24 1.735.54 | INVOICING WwiZARD 372208 D el ete Delete the Sales B¢
oooos4 | A | aname 24 1.738.54| Pl INVOICING WIZARD 214008 e . . .
ooo00B2 | A | 2AamE 18 327321 PROFESSIONAL INVOICING 211308 h|ghl|ght6d in the gar
000079 | & | 117607 1| 102062.49] Pl INVOICING WIZARD 11/18/07 _
000077 | A [ 11/0807 1 50,532.57| PI INVOICING WIZARD 11/04/07
000078 | A | 11/08/07 1 50,532 57| PI INVOICING WIZARD 11/04/07 . H ner r rt lie
oooo7z | & | 11/0307 2 7.9 PROFESSIONAL INVOICING 11/03/07 Print Generate a epo Ll
000074 | A [ 11/03407 5 357.375.93| Pl INVOICING WIZ4RD 11/03/07 L Sales BatC hes alre
000075 | A | 11/0307 [ 50,532 57| PI INVOICING WIZARD 11/03/07 fil
000076 | & | 1170307 | 50,532.57| PI INVOICING WIZARD 11/03/07 e
000066 | 4 | 54708 73] 11.304.00/PROFESSIONAL INVOICING 5/05/06 i
000070 | A | B/05/6 0 0.00[USER 6/05/06
— , _ _ Purge |[Remove all Sales B
ctive’ Batches by Create Date (most recent first). Search: for: h h b
that have been com
and posted over a s
date range

Edit an existing Sales Batch by double-clicking it's associated row. Standard Series 5
grid controls apply.

You may choose to have the Batches in the grid displayed sorted in a variety of different
ways. Click on the List by list-box to select the desired sort:

Define Cash Baw.. - swac... 5

ALL bw Create/Post Date ﬂ

ALL by Batch Code

CA11Posted Batches \
NOMR A 3/05/03 1
& 11416405 4

B

1

Operational Tip

You can select to list only the Active Batches, or only the Postec
Batches, to reduce the items actually being displayed.
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&+ Sales Batch - Properties Screen

The properties for each Sales Batch are defined with the following screen:

™ Sales Batch Maintenance

Sales Batch: 000093 - Modify the Properties of

Sales Batches are uzed to group the entry of Sales Tranzactions entered inta the A/R.
Cantral tatals may be specifed az an option.

Sales Batch: I:I Status: ACTIVE

Created: 10/31/08 16:03 PM

Authar: |PFI[IFESSI[INAL INVOICING |

Batch Totals:
Earliest Transaction Date: 10/08/08 # Tranzactions Tatal $ Value
Latest Transaction Date: — [10/08/08 | Expected: [ 4 | 5.764.75]
Default Ledger Date: 10431708 | o Entered: | ] 1 |
AR Control Account; Docurment # Entry Contal Limits:
4] 000D - 00301 - OO -- D40 | Stating #: (54820
ACCOUNTS RECEIVABLE Ending H: R4823

M et Auto-azzigned H; D

Update | Cancel |
L]

Operational Tip

You can edit the properties for the batch while executing the Sales
Transactions Entry function. From the Sales Entry grid screen, on the
menu bar, click Edit, then from the drop down menu, click on Edit Sales
Batch Properties.

= Field Definitions

Sales Batch Code X(6)

This is the code assigned to the Sales Batch. It can be either numeric, or alphanumeric.
There should not be any spaces or punctuation in the batch code, as it is used within the
name of one of the Series 5 data files. If you wish to have the system automatically
assign a unique numeric Batch code, press the F1 function key.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Accounts Receivable Menu Functions 429

Author X(24)

For information purposes to record the operator that created the Batch.

Earliest/Latest Transaction Date (mmddyy)

When transactions are entered for this batch, they must fall within the starting and ending
dates entered.

Default Ledger Date (mmddyy)

When a Sales transaction is entered for the batch, this date will be automatically
assigned as the Ledger Date. When associated G/L distributions are generated, this is
the date that is used. When the transaction is entered, a different date may be entered.

A/R Control Account 9(18)-9(5)

If the Accounts Receivable system has been set up with multiple A/R Control Accounts,
then when a Sales transaction is entered for the batch, one of the fields to be entered is
the G/L A/R Control Account to which the Sales transaction is recorded to as a
receivable. The A/R Control Account entered here will be presented as the default.
When the transaction is entered, a different account may be chosen.

Batch Totals - Expected # of Transactions 9(6)

Enter the number of Sales Transactions that are to be entered under this batch. If when
the batch is posted, if the number of transactions entered does not equal this amount, a
warning screen is presented, and the operator must indicate that it is OK to proceed. The
Sales Transactions function will not allow more transactions than is specified here to be
entered.

Batch Totals - Expected Total $ Amount 999,999,999.99-

Enter the total dollar value of all Sales Transactions that are to be entered under this
batch. If when the batch is posted, if the value of the transactions entered does not equal
this amount, a warning screen is presented, and the operator must indicate that it is OK
to proceed. While entering Sales Transactions, if this amount is exceeded, a warning
message will be displayed.

Document Entry Control - Starting/Ending Doc 9(8)
#

When transactions are entered for this batch, they must have a document number
assigned to them that fall within the starting and ending dates specified.
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Document Entry - Next Auto Assigned Doc # 9(8)

In the Sales Transaction entry function, when transactions are entered for this batch, the
Document Number may be automatically assigned. This field is used to provide the next
number that would be assigned.

&+ Sales Batch - Purge Screen

When selecting to have the Sales Batches purged, the following screen is presented:

¥ Sales Batch Maintenance |_|:

Purging the Sales Batch Master file ...

Batch Selections

Only thoze Batches that have been posted will be purged.
ou may zpecify a date range bazed on the Post Date of the batch.

Batches Pozsted Between the Dates:

Starting; —
Ending: j

Cancel ‘
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= Field Definitions

Starting/Ending Dates Posted (mmddyy)

When Sales Batches are purged, only those that have been posted between the dates
specified, will be deleted.

6.6.4 A/R Account Codes Maintenance

All G/L Accounts that may have distributions generated from the Accounts Receivable system
must be defined and maintained using this function. This includes all Cash, Discount,
Expense Distributions and Accounts Payable Control accounts. In effect, validating all A/R
accounts provides a system-wide safeguard against operators accidental entering an invalid,
or non-existent account.

The AIR Accounts defined here are listed in the Series 5 A/R Accounts LOV Lookupl 3]
window.

Loading Accounts from the G/L Chart-of-Accounts
All G/L Accounts in the Series 5 system must normally always be defined in the G/L system. It may
seem redundant having to define them in the A/R as well. However there are many arguments in

support to having the applicable A/P accounts ONLY defined within the A/IR.

To make it easier to support, the system offers a function that will copy all posting accounts defined
within the G/L's Chart-of-Accounts to the A/P account validation file.

Click the Load From G/L push button found on the "Fast Buttons" frame.

The A/R Account Codes Maintenance function is accessed from the A/R Main menu, by
select A/R Accounts... from the Codes Maintenance drop-down menu.

& A/R Account Codes Maintenance Grid

A/R Accounts are maintained using a Series 5 grid processing screen.
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[- [B&)

W AR Accounts Maintenance
File Edit Help
e B ey oo gt ey gt o vy defed 2 2|
|I Hew I Modify I Delete I Print I Load From G/L _
Go T Acsount with Number: || v MJJ
Account Description Sub-Ledger Flag
1050-002 Canadian Imperial Bark a
1100-001 Mortham Trust a
1110-001 “wlorking Funds/Patty Cash a
1120-001 “wlnrking Funds - Dffice a
1120-002 “wlrking Funds - CND Dffice a
1120-003 “wirking Funds - CND Dffice a
1120-004 Working Funds - CND Office 1]
1200-001 Accounts Receivable - US 1]
1200-002 Accounts Receivable - CND o
1202-002 Prepaid AE OrdersCHND 1]
1205-001 Accounts Receivable-Literature o
1210-001 Accts Rec - National Coalition 1]
1220-001 Interco AR - US o
1220-002 Interco AR - CHD 1]
1230-001 Work In Progress o
1240-001 Uneamed/Unbiled Revenue 1]
Items are listed in order by Account #. Search: for:

"Fast Buttons"

New Add a new AR,
Modify Modify the A/R £
highlighted in th

Delete Delete the A/R ¢
highlighted in the

Print Generate a repc

the A/R Accour
already on file

Load from G/L

Loads all the po
accounts from t

Chart-of-Accour

Edit an existing A/R Account by double-clicking it's associated row. Standard Series 5 grid
controls apply.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ ) for full

details).

The report listing the A/R Accounts on file, if archived, will be catalogued with a report name
of ARACOUNT.LST.

&+ A/R Account - Properties Screen

The properties for each A/R Account are defined with the following screen:
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™ AR Accounts Maintenance |Z||E|E|

A/R Account: 1120-001 - Modify the Properties of

A/R Accounts are defined for walidation with the /R, Pl and Order Processing systems.
AllA/R Account alzo need to be defined in their respective GAL Systems. _'?

AR Ancount:
4] 1120 -- D01 |

Description:  [working Funds - Dffice]

Revenue Aecorded with a Sub-Ledger Project:

) Always (*) Optional ) Mewer

[opinty ] [ concr |

L

= Field Definitions

A/R Account 9(18)-9(5)

This is the G/L Number assigned to the Account. The format of the number is defined by
a property associated to the Series 5 Company System.

Description X(30)

Is a description of the account. This is printed on most A/R reports, and is displayed to
most A/R screens where the account is utilized.

Revenue Recorded with Sub-Ledger Projects radio-buttons

When this account is assigned as a Revenue to an A/R Sales transaction it may, or may
not, be recorded with a Sub-Ledger Project Code. Specify whether a Project is Always,
Optionally, or Never required.
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6.6.5 A/R Terms Codes Maintenance

Different Series 5 systems generate Invoices for customers defined in the Accounts
Receivable system. Invoices have an Invoice Date and a Due Date. Depending on the type
of products and/or services provided, you may expect to have your customers forward
payment against their invoices within a certain timeframe. The Due Date is the date that you
will expect payments to be received by.

The AIR Terms Code is used to establish the number of days following an Invoice Date that
payment is due. The Due Date may also be designated to a specific day of the month, or to a
specific calendar Month/Day.

Terms Codes are defined as one of the properties that is associated to each master
Customer Code on file. You may, in effect, set up different payment rules to different
customers.

The Terms Code is used by the following Series 5 systems to compute Due Dates for
invoices that are generated:

e Customer Order Processing

¢ Miscellaneous Invoicing

¢ Professional Invoicing and Time Billing
¢ Class Registration Invoicing

The Terms Codes defined here are listed in the Series 5 AR Terms Code LOV Lookuples]
window.

The Terms Codes Maintenance function is accessed from the A/R Main menu, by select A/R
Terms Codes... from the Codes Maintenance drop-down menu.

& A/R Terms Codes Maintenance Grid

A/R Terms are maintained using a Series 5 grid processing screen.
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M Terms Codes Maintenance ‘;l@lgl
Fle Edit Help

Define Terms Codes to be used Select to modify or delste: or add a ness Terms Code. =1 &
“You may also generate a report listing the codes already defined. ﬂ ﬁ

| New Modify Delete

Gio T Terms with Code & m’l\ | |

Code Description Method Due Days or Date
UPON RCPT-INY | - # Days past the Invoice Date a

2 MET 30 DAYS | - # Days past the Invoice Date an

link

"Fast Buttons"

New Add a new A/R Te
Code

Modify [Modify the AR Te
Code highlighted i
grid

Delete |Delete the AR Te
Code highlighted i
grid

Items are listed in order by Code. Search: for:

Print Generate a report
the AIR Terms C
already on file

Edit an existing A/R Terms Code by double-clicking it's associated row. Standard Series 5
grid controls apply.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ 1 for full
details).

The report listing the A/R Terms Codes on file, if archived, will be catalogued with a report
name of TERMCODE.LST.

=+ A/R Terms Code - Properties Screen

The properties for each A/R Terms Code are defined with the following screen:
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™ Terms Codes Maintenance

Terms Code: 2 - Modify the Properties of

=

Terms codes are uzed for determining the Due Date of Sales Transactions.
The dezcription iz dizplayed on aszorted screens and reports. _"?

Terms Code;

Description: |NET 30 DAYS

Diue Date Calculation Method:

() Days past the Invoice Date
() & specific day of the next month
() & specific Month/D ay in the future

# of Dapz Due after Invoice D ate; =

# of Days eligible for Discounts: EI =

Dizcount; %

e

"

For Terms Codes that have their Due Date Calculation Method based on specific dates, the
following field variations are displayed:

Method

||Screen Fields

A specific Days of Next
Month

Due Date Calculation bMethod:

) Days past the |nvoice D ate
(%) & specific day of the nest manth
) & specific: Maonth/D ay in the future %

Draw of the month items are Due: —

Eligible for Discount up to what day of the month: .

Dizcount: sopl *
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A S peC |f|C Month/Day in Due Date Calculation Method:
the future () Days past the [nvoice Date

() A specific day of the next manth
() A specific Manth/Day in the future %

&

Month/Day ltems are Due:  [7415 If past, # of Due Days after Inw Date: =
Month/Day Dizcounts Eligible to: - |85 If past, # of Dizc Days after Inv Date: =
Discount: %

= Field Definitions

AR Terms Code X(4)

This is the alphanumeric code assigned to the Terms Code. Enter this code when a
Terms Code needs to be used within the Accounts Receivable system.

Description X(30)

Is a description of the Terms. This is printed on most A/R reports, and is displayed to
most A/R screens where the Terms Code is utilized.

Due Date Calculation Method radio-buttons

Select the method to be used to calculate the

Due Date for an invoice, relative to it's Invoice ® Days past the Invoice Date
Date. A different set of fields will be displayed © A Specific day of the Next
depending on the method selected. Month

© A Specific Month/Day in the
Future

# Days Due after Invoice Date 9(3)

This is the number of days to be added to the Invoice's Document Date to determine the
Due Date.

# of Days Eligible for Discounts 9(3)

This is the number of days to be added to the Invoice's Document Date to determine the
Discount Date. The Discount Date is the date that the customer, if eligible, will be given a
discount for early payment. (That is the invoice must be paid in full, then athe %
discount, defined below, will be applied to the invoice's balance due amount.)
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6.6.6

Day of the Month Iltems are Due 9(2)

This is the day of the month, following the Invoice Date, that is assigned to the Invoice's
Due Date.

Day of the Month Items are Eligible for 9(2)
Discounts

This is the day of the month, following the Invoice Date, that is assigned to the Invoice's
Discount Date. The Discount Date is the date that the customer, if eligible, will be given a
discount for early payment.

Month/Day assigned to the Due Date (mm/dd) and 9(3)

If invoices are being issued for some type of event for which payment must be received
before some date in the future, then enter that date as MM/DD. The year will
automatically be assigned when the invoice is generated. If for what ever reason, the
specified date is past, then the extra field is provided the is used to compute the Due Date
as a number of days past the Invoice Date.

Month/Day assigned to the Discount Date (mm/dd) and 9(3)

If invoices are being issued for some type of event for which payment must be received
before some date in the future to be eligible for a discount, then enter that date as MM/DD.
The year will automatically be assigned when the invoice is generated. If for what ever
reason, the specified date is past, then the extra field is provided the is used to compute
the Discount Date as a number of days past the Invoice Date.

Discount Percentage 99.99 %

This is the discount % that will be applied if full payment is received prior to the Discount
Date that is computed, based on the method specified.

Customer Type Codes Maintenance

Customers may be categorized by assigning a Customer Type code to them as a property.
All Customer Type codes that might be used must be maintained using this function. In
effect, validating the A/R Customer Type Codes provides a system-wide safeguard against
operators accidental entering an invalid, or non-existent code.

Customer Type Codes are defined as one of the properties that is associated to each master
Customer Code on file. You may, in effect, categorize your customers based on different
Customer Types. The Customer Type Code is used as a filter in many of the reporting and
analysis functions that are based on customers. It is also used for sorting or grouping
Customers. In the Customer Order Processing system, Price Codes may be established
based on Customer Types.
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The Customer Type Codes defined here are listed in the Series 5 Customer Type Code LOV
Lookupl es] window.

The Customer Type Codes Maintenance function is accessed from the A/R Main menu, by
select Customer Type Codes... from the Codes Maintenance drop-down menu.

&+ Customer Type Codes Maintenance Grid

Customer Type Codes are maintained using a Series 5 grid processing screen.

"8 customer Type Codes Maintenance |Z‘@IE‘
Fle Edit Help

Define Customer Type Codes Select ta modify or delste; or add a new Custamer Type Code. ol @
You may also generate a report lising the codes alieady defined. ﬂ ﬁ

"Fast Buttons"

v el ()

New Add a new Custom
Code

Modify  |Modify the Custom
Code highlighted in

Delete Delete the Custom
Code highlighted in

Print Generate a report |
Customer Type Cc
already on file

Edit an existing Customer Type Code by double-clicking it's associated row. Standard
Series 5 grid controls apply.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

The report listing the Customer Type Codes on file, if archived, will be catalogued with a
report name of CUSTYPES.LST.

&+ Customer Type Code - Properties Screen

The properties for each Customer Type Code are defined with the following screen:
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6.6.7

™ Customer Type Codes Maintenance |Z”E|E|

Customer Type Code: ENGR - Modify the Properties of

Cugtomer Type codes are uzed to group Cusztomers with gsimilar characterisgtics.,
The dezcription iz dizplayed on aszorted screens and reports. _'?

Cuztomer Type Code: ENGR

Description: |Engineer

= Field Definitions

Customer Type Code X(6)

This is the alphanumeric code assigned to the Customer Type. Enter this code when a
Customer Type code needs to be used within the Accounts Receivable system.

Description X(30)

Is a description of the Customer Type. This is printed on most A/R reports, and is
displayed to most A/R screens where the Terms Code is utilized.

Customer Templates Maintenance

To simplify the process of manually adding new Customers to the system, you may define a
Series 5 A/R Customer Template. A Customer Template is basically a record that contains
many of the same fields that are associated to a Customer. Many of the properties that must
be assigned to a Customer are typically the same for many customers. (Especially those
used to define default Order Entry codes, and those used for discounts, taxes and aging
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methods).

Two tabbed screens are provided that are basically the same as those presented from the
Customer Codes Maintenance function. The Address screenl s and the AR Profile
properties| sssl screen.

For each Template you may assign values that could typically be applied to groups of similar
customers. Up to 999 Templates may be created in the system.

When a new Customer is added to the system, the operator may select one of the pre-
defined Templates, and then only have to enter Company Name, Address and Contact
information.

The Template Codes defined here are listed in the Series 5 Termplate Codes LOV Lookupl e3)
window.

The Template Codes Maintenance function is accessed from the A/R Main menu, by select
Customer Templates... from the Codes Maintenance drop-down menu.

& A/R Customer Templates Codes Maintenance Grid

A/R Customer Templates are maintained using a Series 5 grid processing screen.

M Customer. Template Maintenance
File Edit Help

Define Customer Templates Select to madify, delste o1 add new Customer Templates. Templates =
are used to record default valuzs when new Customers are added ﬂ ﬂ

=T

Go To Defaut vith Code: v | il ]

"Fast Buttons"

New |Add a new A/R Cus
Templates Code

Code
001

004 efault Company Info
040 omer
060 Defaul DFS Template .

Modify |Modify the A/R Cust
Templates Code hig
in the grid

Delete |Delete the A/R Cusl
Templates Code hig
in the grid

Items are listed in order by Code. Search: for:

Edit an existing A/R Customer Templates Code by double-clicking it's associated row.
Standard Series 5 grid controls apply.

=+ A/R Customer Templates Code - Properties Screen

The properties for each A/R Customer Templates Code are defined with the following screen:
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6.6.8

¥ Customer, Template Maintenance EI@"@

Customer Template 001 - Modify the Properties of

Template Code | Address | A/R Profile

Customer Templates are identified by a 3 digit number. ‘When adding a new Cuztomer bo
the system, vou can select one of the Templates that you create here. _"?

Customer Template #: I:I Created. 4422709

Description: |Eanadian Customers

Update ] l Cancel ]

= Field Definitions

AR Customer Templates Code X(6)

This is the alphanumeric code assigned to the Template. Enter this code when a new
Customer is added, if a Template is applicable.

Description X(30)

Is a description of the Template. This is printed on most A/R reports, and is displayed to
most A/R screens where the Template Code is utilized.

Order Return Codes Maintenance

The Order Items Return code is used by the Series 5 Customer Order Processing system.
When goods are returned, for each individual item, a Return Code may be specified. All ltem
Return codes that might be used in Series 5 must be maintained using this function. In effect,
validating the ltems Return Codes provides a system-wide safeguard against operators
accidental entering an invalid, or non-existent code.

The ltems Return Codes defined here are listed in the Series 5 A/R ltems Return Code LOV
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Lookupl es! window.
The ltems Return Codes Maintenance function is accessed from the A/R Main menu, by
select Order Items Return Codes... from the Codes Maintenance drop-down menu.

&* Order Items Return Codes Maintenance Grid

ltems Return codes are maintained using a Series 5 grid processing screen.

W Item Return Codes Maintenance |:|EIE|
File Edit Help

Define Item Retun Codes used  Select to modify or delete; or add a new ltem Fetum Code, - | 9
You may ko generate a repot listing the codes alieady defined. ﬂ E

"Fast Buttons"

| New Modify
Go To Retum with Code: v MJJ NeW Add a new ltems R
Code Description COde
1 OVERSTOCK
2 DAMAGED
2 i - o Modify |Modify the ltems Re
° DETINTED & Code highlighted in
7 ORDER CANCELLED
8 BILL INCORRECT —
3 BAD DELIVERY ADDFESS Delete Delete the ltems R¢

Code highlighted in

Print  |Generate a report li
ltems Return Code:
on file

Items are listed in order by Code. Search: for:

Edit an existing ltems Return Code by double-clicking it's associated row. Standard Series 5
grid controls apply.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

The report listing the items Return Codes on file, if archived, will be catalogued with a report
name of RETURNS.LST.

&+ Order Items Return Code - Properties Screen

The properties for each ltems Return Code are defined with the following screen:
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6.6.9

™ Item Return Codes Maintenance |Z”E|El

Item Return Code: 3 - Modify the Properties of

Item Feturn codes are uzed by the Order Proceszsing Spstem,
The dezcription iz dizplayed on aszorted screens and reports. _'?

Item Retum

Description: |DF|DEF|ED BY MISTAKE

[ Updal%l | Cancel |

L

= Field Definitions

Items Return Code X(6)

This is the alphanumeric code assigned to the items Return. Enter this code when a
ltems Return code needs to be used within the Accounts Receivable system.

Description X(30)

Is a description of the Items Return code. This is printed on applicable reports, and is
displayed to most O/P screens where the ltems Return Code is utilized.

Order Source Codes Maintenance

The Order Source code is used by the Series 5 Customer Order Processing system. When
orders are entered into the system, one of the properties is the Order Source Code, which is
used to identify how an order was derived. (le., from an ad in a magazine, or from a trade
show, etc.) All Order Source codes that might be used in Series 5 must be maintained using
this function. In effect, validating the Source Codes provides a system-wide safeguard
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against operators accidental entering an invalid, or non-existent code.

The Order Source Codes defined here are listed in the Series 5 Source Code LOV Lookupl es]
window.

The Order Source Codes Maintenance function is accessed from the A/R Main menu, by
select Order Source Codes... from the Codes Maintenance drop-down menu.

&* Order Source Codes Maintenance Grid

Order Source Codes are maintained using a Series 5 grid processing screen.

"8 Order Source Codes Maintenance |;‘@IE‘
File Edit Help

Define Order Source Codes used  Select to modify or delete; or add a new Order Source Code. Ch &5
You may also generate a report lising the codes alieady defined. ﬂ ﬁ

"Fast Buttons"

o T Source with Code: | v (Refresh |

e Totaree Bt Al Geen] New |Add a new Order So
Code Description Code

1 Detault

10 Catalog

1 Maiings : :

12 Magazine Ad/AiclerPress Rel D H MOd |fy MOdlfy the Order Sot

13 Referral: Friend/Co-worker
15 Newslatters
16 ACPA Catalog

Code highlighted in tl

17 Seminar/Class/Professor —

18 Imtermet

19 PCA Members/Affilates
20 Other / Unknown

21 College Literature Sales
22 Bookstores

23 Trade Show

24 ACPA Intemet

25 Structure Point

Delete |Delete the Order Sot
Code highlighted in tl

Print |Generate a report lis
Order Source Codes
on file

Items are listed in order by Code. Search: for:

Edit an existing Source Code by double-clicking it's associated row. Standard Series 5 grid
controls apply.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

The report listing the Source Codes on file, if archived, will be catalogued with a report name
of SOURCODE.LST.

&+ Source Code - Properties Screen

The properties for each Source Code are defined with the following screen:
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™ Order Source Codes Maintenance |Z”E|El

Order Source Code: 22 - Modify the Properties of

Order Source codes are uzed by the Order Processing System,
The dezcription iz dizplayed on aszorted screens and reports. _'?

Order Source

Description: |Buukstmes|

[ upda:e[§| | Cancel |

L

= Field Definitions

Order Source Code X(5)

This is the alphanumeric code assigned to the Terms. Enter this code when a Terms
code needs to be used within the Accounts Receivable system.

Description X(30)

Is a description of the Order Source. This is printed on most reports, and is displayed to
most O/P screens where the Order Source Code is utilized.

6.6.10 Prepayment Codes Maintenance

Different Series 5 systems generate Invoices for customers defined in the Accounts
Receivable system. Invoices may be entered that are prepaid. That is, the goods are paid for
when the invoice is generated, or before becoming an Open Iltem in the A/R. The Prepayment
Code follows the Orders in the Customer Order Processing system as they become
invoices. All invoices eventually are recorded as Sales Transactions in the Accounts
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Receivable system. The Prepayment code is also recorded with the A/R Sales transactions.

For each Prepayment Code defined, a G/L account must be specified. This is the G/L Cash
account that applicable distributions will be made against.

The Prepayment Code is used by the following Series 5 systems:

e Customer Order Processing

¢ Miscellaneous Invoicing

e Professional Invoicing and Time Billing
¢ Class Registration Invoicing

The Prepayment Codes defined here are listed in the Series 5 Prepayment Code LOV Lookup
[ 631 window.

The Prepayment Codes Maintenance function is accessed from the A/R Main menu, by
select Prepayment Codes... from the Codes Maintenance drop-down menu.

=+ Prepayment Codes Maintenance Grid

Prepayment Codes are maintained using a Series 5 grid processing screen.

S Prepayment Codes Maintenance ‘:‘@Sl
File Edit Help

Define Prepayment Codes used  Select to modify or delete; or add a new Prepayment Code A
*You may also generats a repart listing the codes alrsady definsd ﬂ ﬂ

"Fast Buttons"

Go To Prepay with Code: b MJJ N eW Add a. neW A/R
Code Description Payment Type P repayment Code
AMX American Expres 1 - Credit Card
CHK Company Check 2 - Check
T — | Modify |Modify the AR Pre
5 Code highlighted ir

Delete |Delete the AIR
Prepayment Code
highlighted in the g

Print  |Generate a report
the A/R Prepayme
Codes already on-

Items are listed in order by Code. Search: for:

Edit an existing Prepayment Code by double-clicking it's associated row. Standard Series 5
grid controls apply.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

The report listing the Prepayment Codes on file, if archived, will be catalogued with a report
name of PREPAYMT.LST.
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= A/R Prepayment Code - Properties Screen

The properties for each A/R Prepayment Code are defined with the following screen:

W Pre payment Codes Maintenance |Z| |E| El

Prepayment Code: VIS - Modify the Properties of

Prepayment codes are used to indicate the method of payment for cash sales.
Azzociated payment amounts are recorded against the G/L account defined. _'?

Prepay Code:
Description: Wizal

Prepayment Type:

(%) Credit Card
() Check

() Debit Card
() Other

Prepay Cazh Account:
“+| 00M - 0200 -- 040
WISA Paymentech Clearing Acct

[ Updaleﬂ | Cancel |

L

= Field Definitions

Prepayment Code X(6)

This is the alphanumeric code assigned to the particular Prepayment. Enter this code
when a Prepayment Code needs to be used within the Accounts Receivable system.

Description X(30)

Is a description of the Prepayment. This is printed on most reports, and is displayed to
most screens where the Prepayment Code is utilized.

Prepayment Type radio-buttons
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Select the type of Prepayment. Depending on

the type of Prepayment assigned to an Order, ® Credit Card
Invoice or Sales Transaction, slightly different O Check
fields will be presented. For example for Credit :
Cards, a card # and expiry fields are displayed. ©_ Debit Card

O Other
Prepay Cash Account 9(18)-9(5)

Once an order or an Invoice is recorded to the A/IR system as a Sales Transaction, if a
Prepayment Code has been designated, then the value of the Prepaid Amount is posted
as a Debit distribution to the account specified here.

6.6.11 Remit-To Codes Maintenance

Different Series 5 systems generate Invoices for customers defined in the Accounts
Receivable system. If the Invoices are not printed on pre-printed forms, or not output as MS
Word documents that have pre-configured templates that have return Remit addresses set
up, then these Remit Codes may be used to provide an address that is output from the
system on each Invoice.

You may have different Remit-To address where payments are to be mailed, dependant on
what geographic regions your customers are located. The A/R Remit Code is defined as one
of the properties that is associated to each master Customer Code on file. You may, in
effect, set up different Remit Addresses for different customers.

The Remit-To codes defined here are listed in the Series 5 Remit-To Code LOV Lookuples)
window.
The Remit-To Maintenance function is accessed from the A/R Main menu, by select Remit-

To Codes... from the Codes Maintenance drop-down menu.

& A/R Remit-To Codes Maintenance Grid

A/R Remit-To Codes are maintained using a Series 5 grid processing screen.
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8 Remit Codes Maintenance ‘Z‘@‘El
File Edt Help

Define Remit Codes to be used  Select to modify or delete; or add a new Remit Code . &
‘You may also generats a report listing the codes already defined ﬂ ﬂ
| New Maodify

"Fast Buttons"

Go To Remit with Cade: | v| || f]  [Beesh)

Code Address 1 Address 2 Address 3
1 Sentinel Hill Software . |P0Beox 1234, Station A NewYork, N 171611
s

New |Add a new A/R Remi
Code

Modify [Modify the AR Remit
Code highlighted in tt

Delete |Delete the AAR Remi
Code highlighted in tt

Print |Generate a report list
A/R Remit-To Code:
already on file

Items are listed in order by Remit Code. Search: for:

Edit an existing A/R Remit-To Code by double-clicking it's associated row. Standard Series
5 grid controls apply.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

The report listing the A/R Remit-To Codes on file, if archived, will be catalogued with a report
name of REMITCOD.LST.

= A/R Remit-To Code - Properties Screen

The properties for each A/R Remit-To Code are defined with the following screen:
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™ Remit Codes Maintenance |Z”E|El

Remit Code: 1 - Modify the Properties of

Femit addrezzes may be printed on the 4/F Customer Statements,

The Remit Codes are allocated to each Custarner. _'?
Remit Code: IZI
Addiess 11 [Sentinel Hill Software |

Addiess 2 [P0 Box 1234, Station A |

Addiess 2 [New York, NY 171611 |

L[\(update | | cancel |

L

= Field Definitions

A/R Remit-To Code X(6)

This is the alphanumeric code assigned to the Terms. Enter this code when a Terms
code needs to be used within the Accounts Receivable system.

Address 1, 2, 3 X(30) each

Three address lines may be used to define the Remit-To Address.

6.6.12 Sales Promotion Codes Maintenance

The Promotion code is used by the Series 5 Customer Order Processing system. When
orders are entered into the system, one of the properties is the Promotion Code, which is
used to record if the sales was associated to a particular promotion. All Promotion codes that
might be used in Series 5 must be maintained using this function. In effect, validating the
Promotion Codes provides a system-wide safeguard against operators accidental entering an
invalid, or non-existent code.
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The Promotion Code is used as a filter in a number of the reporting and analysis functions
that are based on customers' Orders. In the Customer Order Processing system, Price
Codes may be established based on different Promotion Codes.

The Promotion Codes defined here are listed in the Series 5 AIR Terms Code LOV Lookupl 3]
window.

The Promotion Codes Maintenance function is accessed from the A/R Main menu, by select
Sales Promotion Codes... from the Codes Maintenance drop-down menu.

& Sales Promotion Codes Maintenance Grid

Sales Promotion Codes are maintained using a Series 5 grid processing screen.

"8 Promotion Codes Maintenance ‘Z‘@El
File Edit Help

Define Promotion Codes used  Select to madify or delete; or add a new Promation Code. ol 2
*You may alsa generate a report listing the codes alieady defined ﬂ ﬁ

| New Maodify Delete

Go To Promotion with Code: i ]

Code Description Period Valid For
CNFO038 2008 Los Vegas Conference 5/01/08 thru 4/30/12

"Fast Buttons"

New Add a new Sales P
Code

Ny

Modify |Modify the Sales Pr
Code highlighted in

Delete |Delete the Sales Pi
Codehighlighted in

Print  |Generate a report li
A/R Promotion Cor
already on file

Edit an existing Sales Promotion Code by double-clicking it's associated row. Standard
Series 5 grid controls apply.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

The report listing the A/R Promotion Codes on file, if archived, will be catalogued with a report
name of PROMOTION.LST.

= A/R Promotion Code - Properties Screen

The properties for each Sales Promotion Code are defined with the following screen:
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™ Promotion Codes Maintenance |Z”E|El

Promotion Code: CHFOD3 - Modify the Properties of

Promotions may be zet up for the Order Entry system,
Items zold for & given promotion may be eligible for dizcounted prices. _'?

Prarmotion Code: CNFODZ

Description: |2l]l]3 Los Yegas Conferencel

In effect for the period:

Starting: _
Endirg:

[ updateL\\{] | Cancel |

®

= Field Definitions

Sales Promotion Code X(6)

This is the alphanumeric code assigned to the Promotion. Enter this code when a
Promotion Code needs to be used within the Accounts Receivable system.

Description X(30)

Is a description of the Promotion. This is printed on most reports, and is displayed to
most screens where the Promotion Code is utilized.

In Effect for Period (mmddyy)

The particular Sales Promotion would typically be in effect for a specified period of time.
When Orders are entered into the Customer Order Processing system, pricing may be
established for a particular Promotion. If the date of the order does not fall within the
Effective Period, then the special pricing will not be applied.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



454 Series 5 Accounts Receivable- User Help

6.6.13 Sales Representative Maintenance

The Series 5 system maintains a list of Sales Representatives. A Sales Rep may be
assigned to each Customer as one of their properties. Within the Accounts Receivable
system, and the Customer Order Processing system, Sales Reps are recorded where
applicable. All Sales Reps codes that might be used must be maintained using this function.
In effect, validating the Sales Reps Codes provides a system-wide safeguard against
operators accidental entering an invalid, or non-existent code.

The Sales Representative Code is used as a filter in many of the reporting and analysis
functions that are based on customers or orders. Itis also used for sorting or grouping of
Orders and Customers.

The Sale Representatives defined here are listed in the Series 5 AR Terms Code LOV
Lookupl 631 window.
The Sale Rep Maintenance function is accessed from the A/R Main menu, by select Sales
Representatives... from the Codes Maintenance drop-down menu.

=+ Sale Representatives Maintenance Grid

Sales Reps are maintained using a Series 5 grid processing screen.

M Sales Rep Codes Maintenance IZ\@@
File Edit Help

Define Sales Rep Codes used  Select to macify or delete; or add @ new Sales Riep Code, T
YYou may also generate a report listing the codes alieady defined =l 2|
E — II[ —— III —— _

Go To Sales Rep with Code: || v | ||

"Fast Buttons"

New [Add a new Sale Repre:

Code |Mame Initials Tenitory
001 [TsM TSH
1 Default Sales
200 |House Account HA
908 |INSIDE SALES IS I
999 |Generic Sales Guy
LGG |Lany George Lic

Modify [Modify the Sale Repres
highlighted in the grid

Delete |Delete the Sale Repre:
highlighted in the grid

Print |Generate a report listin
Sales Reps already on

Items are listed in order by Sales Rep Cod Search: for:

Edit an existing Sale Representative by double-clicking it's associated row. Standard Series
5 grid controls apply.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ ) for full
details).

The report listing the Sales Representatives on file, if archived, will be catalogued with a
report name of SALESREP.LST.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Accounts Receivable Menu Functions 455

=+ Sale Representative Properties Screen

The properties for each Sale Representative are defined with the following screen:

™ Sales Rep Codes Maintenance |Z||E|El

Salez Rep Code: LGG - Modify the Properties of

Salez Reps are azsigned to Customers and Orders.
A rurmber of reports are bazed on Sales Reps. _'?

Sales Rep

Name:  [Lany George |
Iritials:
Sales Region:  [Morth America |

[ updaum_] | Cancel |

L3

= Field Definitions

Sales Rep Code Code X3)

This is the alphanumeric code assigned to the Sales Rep. Enter this code when a Sale
Rep needs to be used within the Accounts Receivable system. This could be the
person's initials, or a number.

Name X(30)

This is the persons name. (Or it could even be the name of a system, or a machine or a
website).

Initials X(3)
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This is the persons initials.

Sales Region X(30)

A descriptive field that may be used to describe the territory that this Sales
Representative is responsible for.

6.6.14 Ship Via Codes Maintenance

The Ship-Via code is used by the Series 5 Customer Order Processing system. When
orders are entered into the system, one of the properties is the Ship-Via Code, which is used
to identify how an order is to be shipped. All Ship-Via codes that might be used in Series 5
must be maintained using this function. In effect, validating the Ship-Via Codes provides a
system-wide safeguard against operators accidental entering an invalid, or non-existent code.

Ship-Via Codes are defined as one of the properties that is associated to each master
Customer Code on file. You may, in effect, set up different shipping methods as the default
for different customers. In the Customer Order Processing system, when orders are
entered for a given customer, the Ship-Via defined for that customer will be assigned to the
order. Price Codes may also be established based on different Ship-Via Codes; and they are
printed on both packing slips, invoices and pick tickets.

The Ship-Via Codes defined here are listed in the Series 5 Ship-Via Code LOV Lookup@
window.

The Ship-Via Codes Maintenance function is accessed from the A/R Main menu, by select
Ship-Via Codes... from the Codes Maintenance drop-down menu.

&+ Ship-Via Codes Maintenance Grid

Ship-Via are maintained using a Series 5 grid processing screen.
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W Ship-Via Codes Maintenance |;|@Wg|
File Edit Help
T e e W = - -
|WWI Fast Buttons
0 To Ship Yia with Code: A mi‘ ‘ ‘ -
- New |Add a new Ship-Vi:
T o css _ : :
PR T Modify  [Modify the Ship-Vie
3 ups H highlighted in the g
4 PICK UP
5 FE PAC EXPRESS
: ?IEF[\)S:;‘ALLEXPHESS L Delete D.ele!:e the Sh|p-\/i€
: FED B LLELT . highlighted in the g
A LIPS NEXT D&Y
T i Print  |Generate a report |
:MS Er:; MEIL SV the Shlp-\/ia COdef
& SURFALE already on file

Items are listed in order by Code.

Search: for:

Edit an existing Ship-Via Code by double-clicking it's associated row. Standard Series 5 grid

controls apply.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ ) for full

details).

The report listing the A/R Ship-Via Codes on file, if archived, will be catalogued with a report
name of APShip-ViaS.LST.

&+ Ship-Via Code - Properties Screen

The properties for each A/R Ship-Via Code are defined with the following screen:
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y | Ship-Via Codes Maintenance |Z”E|El

Ship-¥ia Code: ¥ - Modify the Properties of

Ship*ia codes are uzed by the Order Processing System,
The dezcription iz dizplayed on aszorted screens and reports. _'?

Shipia Code:

Description:  [EDERAL EXPRESS |

| Update | | cancel |

]

= Field Definitions

Ship-Via Code X(6)

This is the alphanumeric code assigned to the Ship-Via. Enter this code when a Ship-Via
code needs to be used within the Accounts Receivable system.

Description X(30)

Is a description of the shipping method represented by the Ship-Via Code. This is printed
on most reports, and is displayed to most screens where the Ship-Via Code is utilized.

6.6.15 Tax Codes Maintenance

Different Series 5 systems generated Invoices for customers defined in the Accounts
Receivable system. Invoices potentially may require the computation of taxes, depending on
the country, state/province where business is carried out, or where customers reside. Tax
Codes must be set up for the different taxable jurisdictions. For example these might include
Canadian GST or HST taxes, State taxes, or even municipal taxes. The Tax codes define the

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Accounts Receivable Menu Functions 459

rate, and a Tax Liability Account to which computed tax amounts are distributed for.

Two Tax Codes may be defined as properties associated to each master Customer Code on
file. You may also define one tax to be compounded on the other, if so required.

The Tax Codes are used by the following Series 5 systems to compute taxes for invoices that
are generated:

e Customer Order Processing

e Miscellaneous Invoicing

¢ Professional Invoicing and Time Billing
¢ Class Registration Invoicing

The Tax Codes defined here are listed in the Series 5 Tax Code LOV Lookupl 6s] window.
The Tax Codes Maintenance function is accessed from the A/R Main menu, by select Tax
Codes... from the Codes Maintenance drop-down menu.

& A/R Tax Codes Maintenance Grid

Tax codes are maintained using a Series 5 grid processing screen.

"M Tax Codes Maintenance EI@El

Fle Edit Help

Define Tax Codes to be used Select ta modify ar delete; or add a new T ax Code. =1
‘fou may also generate a report listing the codes already defined ﬂ ﬂ

"Fast Buttons"

6o To Tax with Code: || | | ] #)| New Add a new Tax Cod

Code Description Percent
001 ILLINQIS STATE TAx 10.000
002 KOREAN TAX 16.250
003 Canadian G5T Taxes 5.000
o004 Canadian QST Taxes N 7.500
005 Canadian HST Taxes L@ 13.000

Modify [Modify the Tax Cod
highlighted in the gr

Delete |Delete the Tax Cod
highlighted in the gr

Print  |Generate a report lit
Tax Codes already

Items are listed in order by Code. Search: for:

Import |Imports Tax Codes
spreadsheet

Export [Export Tax Codes t
spreadsheet

Edit an existing Tax Code by double-clicking it's associated row. Standard Series 5 grid
controls apply.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[ ) for full
details).
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The report listing the A/R Tax Codes on file, if archived, will be catalogued with a report name
of APTermsS.LST.

=+ A/R Tax Codes - Properties Screen

The properties for each Tax Code are defined with the following screen:

W Tax Codes Maintenance |:||E|El

Tax Code: oo - Modify the Properties of

Tax codes are uged by the Salez Order Entry applications.
The dezcription i dizplayed on azzorted screensz and reports, _"é:'

Tax Code:

Description: ||LL|NI:I|S STATE TAX

Rate: 10.000| %=

G/L Tax Liability Account;
2“' 2709 -- 001

Accrued State Sales Tas

[ Update{}l | cancel |

L

= Field Definitions

AR Tax Code X(6)

This is the alphanumeric code assigned to the Tax Code. Enter this code when a Tax
Code needs to be used within the Accounts Receivable system.

Description X(30)

Is a description of the Tax. This is printed on most reports, and is displayed to most
screens where the Tax Code is utilized.
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Rate % 99.999 %

Tax amounts are computed using the percentage rate defined by this field. If the tax is
5%, enter 5.000.

G/L Tax Liability Account 9(18)-9(5)

Once an order or an Invoice is recorded to the A/R system as a Sales Transaction, if
taxes have been computed, a Credit distribution is recorded to the account specified
here.

A/R Tax Codes Import/Export Data Formats

For Tax Codes that are imported or exported, the following fields are input/output from/to
an Excel spreadsheet, a tab-delimited text file, or a CSV text file. The default filenames
are either AR_TaxCodes_In.XLS or AR_TaxCodes_Out.XLS.

Column # | Excel Column | Field Format

1 A Tax Code X(6)

2 B Description X(30)

3 C Percentage 99.999

4 D * Liability Account - Main 9(i)
Segment 1

5 E * Liability Account - Main 9())
Segment 2

6 F Liability Account - Profit 9(5)
Center

* Each segment of the G/L Account's Main number is output into it's own
column.

When loading the Tax Codes from a spreadsheet, you may also specify a pre-defined
processing directive in column 1.

%RADD% — All tax codes for the rows following will be 1st deleted
from the system, then updated with the new fields
provided.
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%DELE% — All tax codes for the rows following will be deleted from
the system and not replaced.

6.6.16 Territory Codes Maintenance

The Series 5 system maintains a list of Sales Territories. A Territory may be assigned to each
Customer as one of their properties. All Territory codes that might be used must be
maintained using this function. In effect, validating the Territory Codes provides a system-
wide safeguard against operators accidental entering an invalid, or non-existent code.

The Territory Code is used as a filter in many of the reporting and analysis functions that are
based on customers. ltis also used for sorting or grouping of Customers.

The Territories defined here are listed in the Series 5 Territory Code LOV Lookupl 65l window.
The Territory Maintenance function is accessed from the A/R Main menu, by select Territory
Code... from the Codes Maintenance drop-down menu.

&+ Sales Territory Maintenance Grid

Territories are maintained using a Series 5 grid processing screen.

| | Territory Codes Maintenance E\@@\
File Edit Help

Define Tenitory Codes used Select ta madity or delete; or add 2 new Teritary Code ol @
“Yau may also generate a reportlisting the cades alieady defined =]
I[ mer ll’ ol lll e ]Il o _

Go To Tentoy with Code: | v | |

"Fast Buttons"

New |Add a new Territory Cc

Cods Descrintion
CAUS Calformis, Urited States
ECON E stern Canarda an Maritimes
EURD Europs

[ Motth west United States N M
WCDN \estern Canada 23

Modify [Modify the Territory Co
highlighted in the grid

Delete |Delete the Territory Co
highlighted in the grid

Print |Generate a report listin
Territory Codes alread

Edit an existing Territory Code by double-clicking it's associated row. Standard Series 5 grid
controls apply.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

The report listing the Territories on file, if archived, will be catalogued with a report name of
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TERRTORY.LST.

&+ Territory Properties Screen

The properties for each Territory are defined with the following screen:

| Territory Codes Maintenance |ZI|E|E|

Territory Code: Hw - Modify the Properties of

Ternitary codes are uzed by the Order Froceszsing System.
The dezcription i dizplayed on azzorted screensz and reports, _"é:'

Teritory Code:

Description: — |North West United States]

(g ] [comer |

1

= Field Definitions

Territory Code Code X3)

This is the alphanumeric code assigned to the Territory. Enter this code when a Territory
needs to be used within the Accounts Receivable system.

Name X(30)

This is a name or description of the Territory.
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6.6.17 User Defined Sales Codes Maintenance

Different Series 5 systems generated Invoices for customers defined in the Accounts
Receivable system. User Sales Codes, in most instances, may be recorded with Customer
Orders or Miscellaneous Invoices. These Invoices eventually result in A/R Open ltems being
generated for each Customer. The User Sales Code is carried through as a field in the A/R
Sales Transactions, and are recorded with each Customers's Open ltem records.

The User Sales Code may be used as a filter for the A/R Aging Reports to limit Open ltems
processed.

The User Sales Codes are used by the following Series 5 systems to be recorded with
Invoices:
System Assigned Value
Customer Order Processing — The User Sales Code entered with Orders
Miscellaneous Invoicing — The User Sales Code entered with Invoices
Professional Invoicing —  The P/I Project Code
Cement Shipments System — SHPMNT
Class Registration Invoicing — RGISTN
The User Codes defined here are listed in the Series 5 A/R User Code LOV Lookup@
window.

The User Codes Maintenance function is accessed from the A/R Main menu, by select User
Defined Sales Codes... from the Codes Maintenance drop-down menu.

& A/R User Codes Maintenance Grid

A/R User Sales Codes are maintained using a Series 5 grid processing screen.
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'8l User, Sales Codes Maintenance |Z|@|E|
File Edit Help
pefne e Seles Bodes Yot iy o gererae o e g e e oy e 2| 2
| New Maodify Delete Print
Go To User Cade with Code. v MJJ
Code Description
GTCSEM GTC SEMINAR
LIBSRY LIBRARY SERVICES
MCVID MASONRY CEMENT VIDED PRODUCTIO
MER MARKET & ECONOMIC RESEARCH W
MPC MFG PROCESS COMMITTEE
MR MARKET RESEARCH
MTC MANUFACTURING TECHNICAL COM k
NCHD92 NATIONAL COALITION BILLING 92 —
NCHEC NAT'L CONCRETE & MAS ENG CONF
PAVE 10N/ PAYING DUES
PCAPGH COMPUTER PROGRAMS
PROSUC PROMOTING FOR SUCCESS [ |
RGISTN COURSE REGISTRATIONS
SAND Special Assessment - Natl Op1
SASCPP SPEC ASSESMENT 50 CAL PROM PRO
SHPMNT CEMENT SHIPMENTS
Items are listed in order by Code. Search: for:

"Fast Buttons"

New

Add a new A/R User

Modify

Modify the A/R User
highlighted in the grit

Delete

Delete the A/R User
highlighted in the grit

Print

Generate a report lis
A/R User Codes alre
file

Edit an existing A/R User Code by double-clicking it's associated row. Standard Series 5 grid
controls apply.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing] .. for full

details).

The report listing the A/R User Codes on file, if archived, will be catalogued with a report
name of USERCODE.LST.

&+ A/R User Sales Code - Properties Screen

The properties for each A/R User Sales Code are defined with the following screen:

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



6.7

466 Series 5 Accounts Receivable- User Help

™ User Sales Codes Maintenance |Z||E|El

Uszer Code: MER - Modify the Properties of

|dzer Sales codes may be azzociated to specific Sales Trangactions.
An AR Aging report may be generated grouped by User Sales Codes. _'?

Jzer Sales Code:

Description: |MAFIKET & ECONOMIC RESEARCH

[ Updalekl | Cancel |

L]

= Field Definitions

A/R User Sales Code X(6)

This is the alphanumeric code assigned to the User Code. Enter this code when a User
Code needs to be used within the Accounts Receivable system.

Description X(30)

Is a description of the User Code. This is printed on most reports, and is displayed to
most screens where the User Code is utilized.

Purging

The topics in this chapter describe functions and procedures that are a available under the

Purging drop down menu on the Accounts Receivable menu. These menu items are
used to remove old history records to free up disk space and overhead in the related data
files.
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6.7.1

These functions are available from the A/R Menu Bar as shown:

"8 SHSI Series ¥ Accounts Receivable |Z||E|El
‘Wizards

File Trx Inquiry Operations Reports  Codes Maintenance NNl User Functions  Control Options  Window  Help

Purge Sales Batch History, .,
User: USER ? e Riev: 5.08
Purge Sales Archive Histary,
Sentinel Hill 5

Pure atch

July 20, 2008 0 Purge Cash archive History,, k
Accountz Receivable ‘

Purge Historic Open Ikems. .. -

5 Daily Operations 6 Monthly Operations | 7 Year-End Operations | 8 Transaction Entry
3 Coming Due

2 Overdue Funchions

4 My Favontes

Purge Sales Batch History

Accounts Receivable Sales transactions are entered into the system as groups using a Sales
Transaction Batch. Each Batch has a unique code or number assigned either automatically
or by the user. Control parameters may be assigned to each batch if desired.

Batches may be created from the Sales Batches Maintenance function, or directly from the
Sales and Credits Transaction Entrym operation. When the batch of Sales Transactions is
posted, the controlling Batch record is flagged as being "posted", and remains on the system
until it is purged.

This function may be used to purge, or delete, these posted batch records. A range of dates
may be specified to determine which records are deleted.

Accessing the function to Purge the Sales Batches records, can be done either directly from
the Sales Batch Maintenance| «sl function, or from the A/R Menu's Purging drop-down menu:

Wizards User Funckions C

Purge Sales Batch History, ..
Purge Sales Archive History.

Purge Cash Bakch Histary. .,
' Purge Cash Archive Histary.., L

Purge Historic Open Ikems...

el el iy
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6.7.2 Purge Sales Archives History

As Sales transactions are entered, the associated data records are kept in the Series 5
system in their respective archive history files. This data is available for a variety of inquiry
and reporting functions. Over time, these files may become quite large.

This function may be used to purge, or delete, these Archived Sales History records. A
variety of selection filters may be set allowing you to be very specific as to which records are
deleted. By default, the date range this is presented, will ensure that all records dated within
the past five years are not deleted.

The operator is also presented with the standard Customer Select Filters screenl sl and
Demographic Selects screen( wsl. These allow you to specify selected or ranges of
Customers, Customer Types, Sales Representatives, and/or only those customers satisfying
a variety of filter criteria.

Accessing the function to Purge the Sales Archive History records, can be done either
directly from the Historic Sales Archives Inquiry[ s function, or from the A/R Menu's Purging
drop-down menu:

Wizards User Functions O

Purge Sales Batch History, ..

Purge Sales Archive Hiskary,

Purge Cash Batch Hiskory, ..
Purge Cash Archive History,,

Purge Histaric Open Ikems...

Warning

Once Archived Historyrecords are purged, this information will not be available to any of
the A/IR Inquiry or reporting functions. Be quite sure of the need to purge this data.

=+ Archived Sales History Purge - Options Screen

The following screen is displayed offering a variety of filters for the purge function:
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il Purge Sales Archive Transactions E"@f@

Sales Transactions Archive Purge ..

Purge Options | Customer Select Filters | Demographic Selects

Sales Archives ane the onginal Inwvaice, Credit and Debit documents that wene entered into the spstemn
alohig with the Rewvenue Distributions that were made. Once purged., this information would be available

ahly from reports that might hawve been zaved from the past; or by reloading backed up files. _r?

Document Mumber(z): Diocuments Dated:

% :‘ilected 8 mztlucs'i:::ide[ecl Between: 7 G

3/31/06
Include only the follawing Document Type(s): Include only Docurnents for:
Sales Batch:

Invoices Prepaid Invoice b l:l

Credits Riefunds For A72R Contral Account:

Debits Finance Charges @ al

() Selected

[ Fieldz left blank are MOT considered in the selection process. |

Next [ Cancel

= Processing Filter Options Screen - Field Definition

Document Number(s) radio-buttons and 9(8)

To select All transactions regardless of their Document numbers; or for only those that
fall within a range of document numbers. If a range is selected, enter the starting/ending
Document numbers.

Include only Documents — for Type(s) check-boxes

A check-box is presented for each of the types of Archived Sales Transactions that may

be generated in the A/R system. Click-or un-click to have the particular type processed
by the given function.

Documents Dated radio-buttons and (mmddyy)

Select to have All transactions selected regardless of their dates; or only those for a given
date range. If an inclusive range is selected, enter the starting/ending dates. Click the
calendar icon for a common set of ranges to be presented.

Include only Documents — for Sales Batch X(6)
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6.7.3

To have only those transactions processed that were entered under a particular A/R
Sales Batch code. (Leave the field blank if it is not to be considered as a selection filter) .

Include only Documents — for Customer | X(6)
Code

To have only those transactions processed that were recorded for a particular Customer.
(Leave the field blank if it is not to be considered as a selection filter) .

For A/IR Control Account radio-buttons & 9(18)-9(5)

The Series 5 system provides for the option of having more that one A/R Control Account.
If this is the case, then you may choose to list ONLY those Sales Transactions that are
associated to a particular A/R Control account.

Purge Cash Batch History

Customer Cash Receipts are entered into the system as groups using a Cash Transaction
Batch. Each Batch has a unique code or number assigned either automatically or by the
user. Control parameters may be assigned to each batch if desired.

Batches may be created from the Cash Batches Maintenance function, or directly from the
Cash Receipts Entrym operation. When the batch of Cash Transactions is posted, the
controlling Batch record is flagged as being "posted”, and remains on the system until it is
purged.

This function may be used to purge, or delete, these posted batch records. A range of dates
may be specified to determine which records are deleted.

Accessing the function to Purge the Cash Batches records, can be done either directly from
the Cash Batch Maintenancel | function, or from the A/R Menu's Purging drop-down menu:

YWizards

User Functions

Purge Sales Batch Hiskary, ..
Purge Sales Archive Hiskary,

Purge Cash Batch Hiskory, .,
' Purge Cash archive Histary.. F

Purge Historic Open Ikems...

R s S
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6.7.4

Purge Cash Archives History

As Cash Receipt transactions are entered, the associated data records are kept in the Series
5 system in their respective archive history files. This data is available for a variety of inquiry
and reporting functions. Over time, these files may become quite large.

This function may be used to purge, or delete, these Archived Cash Receipt records. A
variety of selection filters may be set allowing you to be very specific as to which records are
deleted. By default, the date range this is presented, will ensure that all records dated within
the past five years are not deleted.

The operator is also presented with the standard Customer Select Filters screenl sl and
Demographic Selects screen( wsl. These allow you to specify selected or ranges of
Customers, Customer Types, Sales Representatives, and/or only those customers satisfying
a variety of filter criteria.

Accessing the function to Purge the Cash Receipts History records, can be done either
directly from the Historic Cash Archives Inquiryl :ss| function, or from the A/R Menu's Purging
drop-down menu:

Wizards User Funckions Col

Purge Sales Bakch Hiskary, ..
Purge Sales Archive Hiskary,

Purge Cash Batch Hiskory, ..

Purge Cash Archive History,,

Purge Historic Open Ikems... |-\—

¥ Year-End Operations 8 Tran

Warning

Once Archived Historyrecords are purged, this information will not be available to any of
the A/IR Inquiry or reporting functions. Be quite sure of the need to purge this data.

= Archived Cash Receipts History Purge - Options Screen

The following screen is displayed offering a variety of filters for the purge function:
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" Purge Cash Archive Transactions |:|[E|FZ|

Cazh Transactions Archive Purge ...

Purge Options | Customer Select Filters | Demographic Selects

Caszh Archives are the original Cash Receipt Transactions that were entered into the spstem, with
the the Documents that payments were applied againgt. Once purged, this information would be available

anly fram reports that might have been saved from the past: or by reloading backed up files. _"g;'
Check Mumber[z]: Documents Dated:
8 .:II o 8 lNotl Epnsidered Betweer: VF01F7D |
electe nclusive [
3731706
Include only the following Document Type(s): Include only Documents for:
Cash Receipts Cash Batch: l:l

Mon &/F Cash Receipts

[ Fields left blank are MOT considered in the selection process. |

| New ﬂg | cancel |

L

= Processing Filter Options Screen - Field Definition

Cash Receipt Check Number(s) radio-buttons and 9(8)

To select All transactions regardless of their Check numbers; or for only those that fall
within a range of document numbers. If a range is selected, enter the starting/ending
Document numbers.

Include only Documents — for Type(s) check-boxes

A check-box is presented for each of the types of Archived Cash Receipts that may be
generated in the A/IR system. Click-or un-click to have the particular type processed by
the given function.

Documents Dated radio-buttons and (mmddyy)

Select to have All transactions selected regardless of their dates; or only those for a given
date range. If an inclusive range is selected, enter the starting/ending dates. Click the
calendar icon for a common set of ranges to be presented.

Include only Documents — for Cash Batch X(6)

To have only those transactions processed that were entered under a particular A/R
Cash Entry Batch code. (Leave the field blank if it is not to be considered as a selection
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6.7.5

6.8

filter) .

Include only Documents — for Customer | X(6)
Code

To have only those transactions processed that were recorded for a particular Customer.
(Leave the field blank if it is not to be considered as a selection filter) .

For A/R Cash Account radio-buttons & 9(18)-9(5)

The Series 5 system provides for the option of having more that one A/R Cash Account.
If this is the case, then you may choose to list ONLY those Cash Receipts that are
associated to a particular A/R Cash account.

Purge Historic Open Items History

Historic Open Item record are just Customer Open ltems records that were moved to history
when the Purge Accounts Receivable operation was executed. These records will remain in
the system until until they are purged.

This function may be used to purge, or delete, these historic Open ltem records. A range of
dates and document numbers may be specified to determine which records are deleted.

Accessing the function to Purge the Historic Open ltem records, can be done either directly
from the Purged Open ltems Inquiry [:ss] function, or from the A/R Menu's Purging drop-down
menu. (Refer to the topic within the Purged Open items Inquiry chapter for further
details).

ET s YWizards  User Functions

Purge Sales Batch History..,
Purge Sales Archive History,

Purge Cash Batch Histary, ..
Purge Cash Archive Histary,

Purge Historic Open Ikems...

Control Option Functions

The topics in this chapter describe functions and procedures that are a available under the
Control Options drop down menu on the Accounts Receivable menu. These menu

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



474 Series 5 Accounts Receivable- User Help

items are used to set up control options, and user access rights to the application.

These functions are available from the A/R Menu Bar as shown:

' SHSI Series V Accounts Receivable |Z||§|E|

File Trx Inquiry ©Operations Reports Codes Mainkenance Purging  Wizards  User Functions [ Rel =N Window  Help

User USER F'.,I'R_ Control PreFerfances...
. . Define Demagraphic Codes. ..
Sentinel Hill Software [PCA]

My Scheduled Menu Tkems. ..

Account: Receivable

duly 20, 2008 03:53 AM k

6.8.1 A/R Control Preferences
The A/R Control Preference function governs the overall structure of the A/R system for the
specific Company System that your are signed on with.
= Accessing the A/R Control Properties for the first time
When setting up the system for the first time, a message will be displayed advising you

that the AR Control is not available. Click the Yes button. You will then be advised of an
Error 35. At this point you need to click the Yes button again to proceed.

§ﬁ5| Series ¥ Main Menu

0 The AR Contral File is nat available, Either vou are positioned in
\Tf) the wrong direckary, ar the AR system has nok vet been initialized,
Execute the AR Contral File Maintenance now #

[ JL_re |

The A/R system preferences window will be displayed. There are a number of different

categories of options, each grouped in a tabbed sub-screen. As you finish editing each
screen, click the Next > button at the bottom.

Setup Tip

As you may not have actually entered any Master Code records
that may be referenced in these screens, just enter any value.
(Particularly in the Accounts fields). You can also come back
to edit the Control Preferences later.

Once your A/R Control Preferences is established, the system can then be used.
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6.8.1.1 General Tab Screen

475

Defines the properties for basic Accounts Receivable processing.

| Modify A/R Control Preferences

Accounts Receivable Control:

=S

- Modify the Properties of

General | Aging and Finance Charges || Default G/L Accounts || Credit and Dverdue Dpliuns|

Select options for generating Cugtomer Statements, next suztem aszigned sequential codes,
the G/L Compary Code distributions are interfaced to, and ather control settings.

— Customer Statements:

[ Print wour Compaty Mame
[lzave blank if using pre-printed forms)

~ Sort by

(®) Customer Code
{3 Customer Mame
) Customer Type
) Postal/ZIP Code

— Dizplay Literals for:
() Canada (%) LUSA

Default Print Queue for A/R:

[PRINTER | it |
G4L Syztemn Company Code:

Generate Detal Revenue Diztributions

Generate Detal Cazh Distributions

[] Track Sales Trss with Sub-Ledger Project Codes
[]Record Prepay Overpayments as Separate Open Credits

Firet month of 5 ales Reporting “ear: o
Mest Auto Aszigned Customer Code: 00004

Mewt Credit/Finance Charge Doc #: [ 900449

DIiL
!

Mext Mon-4FR Cash Check #:
Mext Mumernc Sales Batch Code:  |0D0DD8S

Mext Mumenic Cazh Batch Code:

=]

00003

= Field Definitions

o

| Update | | cancel |

Print Company Name on Statements

check-box

If you are not using pre-printed Statement forms, set this check-box to have your
Company Name printed at the top. If using pre-printed forms leave un-checked.

Sort Customer Statements By

radio-buttons

Customer Statements may be sorted in a variety of different ways.
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® Customer Code Click the appropriate button for the
©  customer Company Name desired sort
©  Customer Type Code
O Postal Code/zIP
Display Literals for US or Canada radio-buttons

In assorted functions there may be minor differences in the field displays and report
headers. Select for either USA or Canada versions. (ie., Postal Code or ZIP Code)

® canada Click the applicable button for the
O USA desired results
Default Print Queue for AIR X(20)

Select the Series 5 Printer Queue that would be used to typically print the reports
generated for this Accounts Receivable system. When any of the reporting functions are
executed, this printer will be displayed as the default, unless overridden by the user's
assigned Printer Queue. Print Queues are defined by a System Maintenance function.
(Refer to the Systems Management Help if required).

G/L System Company Code X(8)

For users with the Series 5 General Ledger system, enter the G/L reporting Company
Code of the company to which Journal Entries from this A/R system are to be recorded.
If you don't have multiple companies defined in the G/L, then enter **SINGLE in this
field.

Generate Detail Revenue Distributions check-box

When Customer Sales transactions are entered with revenue distributions they are
recorded in the A/R. When recording the information in detail, the Customer Code, and
Invoice Number are recorded with the distribution. If not, then the distributions will be
summarized by date for each Revenue Account. You should typically have this field
checked.

Generate Detail Cash Distributions check-box

When Customer Cash Receipts are entered and posted, the cash distributions are
recorded in the A/R. When recording the information in detail, the Customer Code, and
Check Number are recorded with the distribution. If not, then the distributions will be
summarized by date for each Cash Account. You should typically have this field
checked.
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Track Sales Transactions with Sub-Ledger Project/check-box
Codes

For Customer Sales transactions entered with revenue distributions, the system provides
the option for entry of a Sub-Ledger Project Code. The sub-ledger Code is carried
forward to the General Ledger system with the journal entry that is recorded there. Set
the check-box if you are using Sub-Ledger codes.

Record Prepay Overpayments as Separate Open |check-box
Credits

The system allows for Customer Sales transactions to be entered with a Prepayment.
When posted to the A/R, both an Invoice and a Payment Open ltem records are
generated. If there was an Overpayment, they you may choose to record that amount
with the Payment Open ltem, or have the overpayment amount recorded as a separate
Open Credit on account. It's a good idea to have the Open Credit recorded, because
otherwise the Invoice and Payment Open ltems remain as Open ltems until a manual
adjustment is made.

First month of Sales Reporting Year drop-down list

Select the month that is typically your first reporting period of the year. The sum of all
Sales Transactions entered into the system is accumulated in a monthly table for each
customer. The 1st entry of the table corresponds the the selected month. (Note that if at
some time you decide to change the starting month, you may execute the function to
Recalc Customer Sales Statistics under the Operations drop-down menu in the A/R
menu) .

Next Auto Assigned Customer Code Code 9(6)

Customer Codes may be numeric or alphanumeric. If using numeric codes, when a new
customer is added to the system, the operator can strike the F1 function key to have the
Next Numeric Customer Code automatically assigned. At that point this field will
automatically be incremented.

Next Credit/Finance Charge Document Number  |9(8)

Different functions in the Accounts Receivable system may automatically generated
Customer Credits or Finance Charge transactions. You need to be careful about the
assignment of Invoice numbers, Credit document numbers, and Finance Charges
document numbers. Basically each Sales Transaction should have a uniqgue document
#. To make sure there is no conflict, when Credits are automatically generated, (in both
the P/l and A/R systems), or when Finance Charges are generated, this field will be used
to assign those numbers. The value entered here should be something like 990000.
This allows you to enter 10,000 credits and finance charges, and up to 990,000
Invoices without causing a conflict.
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Next Non-AR Cash Check # 9(8)

Customer Cash Receipts may be recorded as Non-AR Cash. If the Customer Code has
the "*" as the 1st character, then that is a special customer that is to be used to record
"Miscellaneous" invoices or cash receipts. In this case then the system will
automatically assign the Check # to the Cash Receipt. This field defines the next number
that is to be assigned. At that point this field will automatically be incremented. If the first
7 characters of the Customer's Company Name is "NON A/R", then the cash receipt will
be automatically set up as a Non-AR Cash Receipt, and this next Check # assigned.

Next Numeric Sales Batch Code 9(6)

Customer Sales transactions are entered into the system utilizing sets, or batches, of
transactions. If you make use of numeric Batch Codes, when new batches are created,
the operator can strike the F1 function key to have the Next Numeric Batch Code
automatically assigned. At that point this field will automatically be incremented.

Next Numeric Cash Batch Code 9(6)

Customer Cash Receipts transactions are entered into the system utilizing sets, or
batches, of transactions. If you make use of numeric Batch Codes, when new batches
are created, the operator can strike the F1 function key to have the Next Numeric Batch
Code automatically assigned. At that point this field will automatically be incremented.

6.8.1.2 Aging & Finance Chrgs Tab Screen

Defines the properties for those functions that age the Open ltems and compute Finance
Charges in the Accounts Receivable system.
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™ Modify AR Control Preferences

Accounts Receivable Control:

- lodify the Properties of

479

- B

General | Aging and Finance Charges | Default G/L Accounts | Credit and Overdue Options

Select optiohs for contralling the Aging of Receivables and,
the calculation of Finance Charges.

Period 1:
Period 2
Period 3:
Period 4:

Aging Periods:
Hof Daps

30

Open ltemsz Aged by

(%) Invoice Date
() Due Date

Dezcription

30 DAY'S

60

60 DAY'S

90

90 DAYS

900

> 90 DAYS

Finance Charges:

0.000| X on amaunts up to §
D.000| * on amounts over.

Minimum Charge:  $

# of davs an Invoice is considered -
to be Past Due for Finance Charges: -

Fazt Due Aged by

() Invaice Date
(%) Due Date

= Field Definitions

Open Items Aged by

[ Update * [ Cancel

radio-buttons

This option defines how customers' Open ltems are to be aged by the A/R Aging Report

and Statement printing functions. Select from either the Invoice Date of the item, of the

Due Date.

@®

Invoice Date

O

Due Date

Click the applicable button for the desired results

Aging Periods - # of Days

Customers' Open ltems are aged by computing the # of days between the current date,

9(3)

and either the Invoice Date of the Due Date. Aged items will be categorized by falling into
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any one of 4 periods that you define by these fields.

Aging Periods - Description X(12)

You can provide a brief text description for each of the Aging Periods. This appears on
assorted reports, Customer Statements, and assorted screen displays.

Finance Charges - % Rates 99.999 %

Finance Charges are computed based on a percentage of the overdue amounts. Two
levels of rates may be defined. The charge is computed with the following formula:

Finance-Charge = Level1 % x ( Past-Due-Amount upto Cutoff Amount) +

Level2 % x ( Past Due-Amount over the Cutoff Amount )

Finance Charges - Minimum Charge 99.99

When Finance Charges are computed for a customer, if the amount is less that the value
entered, then no charges are recorded.

# of day Pas Due for Finance Charges 9(3)

When an Invoice is older than the # of days specified here, then it is considered as past
due. It's balance due amount will contribute to the customer's Total Past Due Amount,
which is used for computing the Finance Charge.

Past Due Aged by radio-buttons

A customer's Finance Charges are computed on the total amount of all invoices that are
Past Due, based on either the Invoice Date or the Due Date.

@ nvoice Date Click the applicable button for the desired results
©  Due Date

6.8.1.3 Default G/L Accounts Tab Screen

Defines the defaults for the significant G/L Accounts used in the A/R processing
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- BX

™ Modify AR Control Preferences

Accounts Receivable Control: - Modify the Properties of

General | Aging and Finance Charges | Default G/L Accounts | Credit and Overdue Options

Define the default cantrol GAL Accounts used by the Accounts Receivable spstern.

Default Azcounts Receivable Control Account:

[ Multiple &ccounts 7

“24| 003 - 0100 -- D40

ACCOUNTS RECENABLE
Default S ales Revenue Account:

M ultiple Accounts ?

"2 ooo - 1001 -- 100

= ACCOUNT NOT OM FILE ==

Default Mizcellaneous Charges Account:

M ultiple Accounts ?

"24| ooo - 1002 -- 100

Default Cazh Account:

[] Multiple &ccounts 7

“%| 000 - 1010 -- 100

== ACCOUMNT MOT OM FILE ==

Default Freight Account:
[ Multiple Accounts ?

"4 0oo - 1003 -- 100

= ACCOUNT NOT OM FILE ==

Dizcount Account:

24| 00O - 1020 -- 100

== ACCOUMNT MOT OM FILE ==

= ACCOUNT MOT OM FILE = Finance Charges Account:

=4[ ‘000 - 1021 - 100
k = ACCOLNT NOT ON FILE =
.

[ Update } ’ Cancel ]

= Field Definitions

Multiple Accounts Receivable Control check-box
Accounts ?

The Accounts Receivable system supports the use of multiple A/R Control accounts. If
you intend on having multiple control accounts, set this check-box, and where applicable,
the operator will be able to choose that control account to be used. If you only have one
A/R Control account, then leave this unchecked. If you have multiple Control Accounts,
then when each Sales Transaction is entered, you will need to enter the applicable
account, and when generating the A/R Aging report, it will have it's items grouped by each
A/R Control Account.

Default Accounts Receivable Control 9(18) - 9(5)
Account
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The account entered here is used as the default in any screen requiring the entry of this
account. If the preceding field is not checked, then this account is used as the A/IR
Control account.

Multiple Sales Revenue Accounts ? check-box

The Accounts Receivable system supports the use of multiple A/R Revenue accounts. If
you intend on having multiple revenue accounts, or are using the Series 5 Customer
Order Processing system, then set this check-box as checked. If left unchecked, then all
revenue amounts for Sales Transactions will be recorded to the Default Sales Revenue
account specified.

Default Sales Revenue Account 9(18) - 9(5)

The account entered here is used as the default revenue account in any screen requiring
the entry of this account. If the preceding field is not checked, then this account is used
as the only A/R revenue account.

Multiple Miscellaneous Charges check-box
Accounts ?

The Accounts Receivable system supports the use of multiple Miscellaneous Revenue
accounts. There is a field associated to each Sales Transaction for Miscellaneous
charges. If you wish to be able to record this amount to different accounts, then set this
check-box as checked. If left unchecked, when Sales Transactions are posted, the
miscellaneous amount will be automatically recorded to the Default Miscellaneous
account specified.

Default Miscellaneous Charges 9(18) - 9(5)
Account

The account entered here is used as the default for Miscellaneous Charges.

Multiple Cash Accounts ? check-box

The Accounts Receivable system supports the use of multiple A/R Cash accounts. If you
intend on having multiple cash accounts, set this check-box, and where applicable, the
operator will be able to choose the cash account to be used. If you only have one Cash
Account, then leave this unchecked.

Default Cash Account 9(18) - 9(5)

The account entered here is used as the default in any screen requiring the entry of this
account. If the preceding field is not checked, then this account is used as the A/R Cash
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account.

Multiple Freight Accounts ? check-box

The Accounts Receivable system supports the use of multiple Freight accounts. There is
a field associated to each Sales Transaction for Freight charges. If you wish to be able to
record this amount to different accounts, then set this check-box as checked. If left
unchecked, when Sales Transactions are posted, the freight amount will be automatically
recorded to the Default Freight account specified.

Default Freight Account 9(18) - 9(5)

The account entered here is used as the default for Freight Charges.

Discount Account 9(18) - 9(5)

The Accounts Receivable system supports one Discount account. This is the account to
which all discount amounts, entered by the Cash Receipts entry function, are recorded to.

Finance Charges Account 9(18) - 9(5)

The Accounts Receivable system supports one Finance Charges account. This is the
account to which all Finance Charges generated are recorded to.

6.8.1.4 Credit & Overdue Tab Screen

Defines the properties associated to default for the Overdue Analysis and the Automatic
assigning of Customer Credit Limits in the A/R system.
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| Modify A/R Control Preferences |:”E|rz|

Accountz Receivable Control: - bodify the Properties of

General | Aging and Finance Charges | Default G/L Accounts | Credit and Overdue Options

These options pravide defaults for the 'Bad Credit’ and the "Shart Pay'
Analyziz features; and the 'Set Customer Credit Limits' function.

Overdus Analysis Days:
Specify the # of days accounts are overdue before appropriate action is suggested by the system.

“waring Lizted: M otification Sent: Itemsz ‘wiitten Off:

B ad Debits "Wiite-0fF Account:

4| 00O - 3000 - 100 | Shart Pay Threshald: %
= ACCOUMT MOT OM FILE ===

Automatic Azzignment of Customer Credit Limits:

Overdus  Acct Balance

Aging Period Dayz  $ Threshold  Cr-Rating % Cr-Limit Termz
60 DAYS 060 | 150 [HOLD] [ 1.0000 | ]E k
90 DAYS 030 [ 1000 [HOLD] | 1] | | dh .
» 90 DAYS o0 | 1000 [sTOP] | 1] [ADVP] &%

I Update I ’ Cancel l

= Field Definitions

Overdue Analysis Days 9(3)

The Overdue Analysis function when executed, reports on those customers that have
unpaid items that are overdue. Depending on the # of days these items are overdue,
there are three different levels of severity, or actions, that may be taken. Enter the # of
days overdue for each of the given levels of action.

Warning Listed — The customer will be listed on the Overdue Analysis report as

a warning
Notification — The customer will be included in a Merged file that may be
Sent used as input to an MS Word document that would be mailed
ltems Written — As an option, Credits will automatically be generated for the
Off individual items so that they can be removed from the A/R Open
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6.8.2

ltem file

Bad Debits Write-Off Account 9(18) - 9(5)

If the Overdue Analysis function is executed with the option to have Credit Transactions
generated against items that are to be written-off, then this account is used to record the
loss.

Short Pay Threshold % 99.9 %

The Overdue Analysis function when executed, may be selected to analyze Open ltems
that are considered as Short Paid. An item is considered to be a Short Pay, when the
Balance Due amount is less that or equal to the Short Pay amount. The Short Pay
amount is computed as a percentage of the original Invoice amount.

Automatic Assignment of Customer table
Credit Limits

These fields are used as control parameters for the Set Customer Credit Limits function,
available from the A/R Operations sub-menu. When a Customer’s aged Balance Due
total, for a given aging period,exceeds the corresponding Threshold $ value, that
customers’ Credit Rating, Credit Limit and Terms Code fields will be set to the values
specified.

Define Customer Demographic Codes

The A/R system provides for the capability to define up to 15 user defined Demographic
Codes. These are basically different types of information they you can dream up that is used
to categorize your customers. These codes are presented as selection filters in a variety of
reporting and operational functions throughout each of the Series 5 systems that are driven by
the Customer Master file.

Once you have established these codes, you will need to enter the valid values that are
associated to each code. Once valid codes have been entered, they can be assigned to your
Customers.

As an example, suppose you have a number of customers that have one or more dogs that
are used as their mascots, or on their logos. You might set up a Demographic code as
follows:

1) Select Define Demographic Codes from the A/R's Control Option sub-menu.
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Set up a new item named Dog Types. We'll set it up as a 6 character Alpha Code,
and allow multiple values to be assigned to a given customer.

2) Now you can set up the different Dog Type codes that you may want to assign to
your customers. From the A/R's Codes Maintenance sub-menu, there will now be
a menu item called Dog Codes... Click on this menu item to define the Dog Type
codes that will be valid in your system. (le., LAB for a Labrador Retriever, PITBUL
for a Pitbull Terrier, YORKY for a Yorshire Terrier, etc.).

3) Now that you have defined the Demographic Code, and set up the codes that are
allowed, you may now assign them to your Customers. Under the properties for
each Customer there is a tabbed screen titled Demographics. For each
demographic that has been set up, there will be a field displayed where you can
enter one or more of the valid codes that has been defined.

= The Define Demographics Grid Screen

Up to 15 Demographic Codes may be defined. The following screen is displayed.

"Fast Buttons"

m [Screen Literal eport Headers | Format Type | Multiples 7 | Minimum | Masimum

Geograph Region GEO-REGION 30000

S New/Modify/Select a blank row in the grid

- and click to have a new

: Demographic Code added; or,
i ... Select an existing code's

s row, and click to have it edited

Clear Item |Delete the code highlighted in
the grid

Move Up |Shift the highlighted code up 1
row in the grid. The order
displayed in the grid is the
order demographic codes are
displayed in the A/IR Codes
Maintenance sub-menu, and
on the Customer's properties
screen

Move |Shift the highlighted code up 1
Down [row in the grid.

Once your AAR Demographic Codes have been set up, you will have to add the valid codes
that are associated to each one.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Accounts Receivable Menu Functions

6.8.2.1

Demographic Code Properties

Each Demographic Code that is set up for the Accounts Receivable system has properties

defining the format of the code, and how it might be used.

& Demographic Code Properties Screen

Following is the screen for each Demographic defined.

487

'm Add/Edit Demograph Field Definition

- B

Enter the Screen and Report Heading descriptions for thiz Demographic code, along with it's type.

Screen Digplay Likeral: |Eumpan_l,! Size

Report Heading Literal: |[:|] SIZE

N

Diizplay Format;
()1 Char &lpha - {1 Digit Mumeric - 9
(®) 3 Char dlpha - 30 (3 B Digit Mumenic - 999999
(1 F Char &lpha - =9000 () Mumeric Yalues - 9,999,999.99

[] &llows multiple values of this code to be assigned o a given Customer

Specify a range of values allowed:

Fimirnuirn: ]:l

[Leave blank if no limitz are to be impozed]

b airniLarn: ]:l

= Field Definitions

1] 4 J | Cancel

Screen Display Literal

X(15)

The text entered here is used to describe your demographic code. It is used in the A/R
Codes Maintenance sub-menu, in the Customers' Demographics properties screen, in
the Codes "Lookup" screen and in the screen used for entry of Customer Demographic
Select filters. The description here should be entered in upper and lower case with the
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1st char of each word capitalized.

Report Heading Literal X(15)

When demographic codes are used in assorted reports, the text entered ere is used in
the report's header. This text should be entered in upper case.

Display Format radio-buttons

This option defines the format of the code.

© 1 Character Alpha - X
© 3 Character Alpha - XXX _ _
® 6 Character Alpha - XXXXXX fCllckthe appllcat_)le t_)utton to select the
o - i ormat for the validation codes or values
1 Digit Numeric - 9 that will be defined for this Demographic
© 6 Digit Numeric - 999999 |code.
© Numeric Values -
9,999,999.99
Allow multiple values to be assigned to agiven check-box
Customer

If you wish to create a Demographic Code that can have multiple values assigned to it for
a given Customer, then you need to set the check-box. An example of such a code might
be one called “Yellow Page Listings”, where for a given customer, you would hope to
record which categories he might be found under in the Yellow Pages phone book. The
customer would probably have a listing under several topics. There is extra system
overhead associated with allowing multiple codes, so it should be assigned only after
careful consideration.

Minimum/Maximum Range Values X(n) or 9(n)

You may specify minimum and maximum values that are allowed to be entered for this
demographic code. If left blank then no limits will be imposed. (Even though no limits are
set here, any code that is entered must still have been defined in this Demographics
Codes Maintenance function.
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6.8.2.2 My Demographic Code Maintenance

For each of the demographic codes that have been set up, you will need to define those
codes that are valid. There will be a menu item for each at the bottom of the AR's Codes

Maintenance drop down menu. These menu items are used to set up codes allowed for
your defined demographic code.

Accessing the "My Demographic” Codes Maintenance

These functions are available from the A/R Menu Bar as shown:

[(=1[Eq

window  Help

"™ SHSI Series ¥ Accounts Receivable

File  Trx Inguiry Operations Reports N EERAETHRREGEEN Purging  wWizards  User Functions  Control Options

Few: 5.08

5 Daily Operations GM  Customer Templates... Operations | 8 Transaction Entry

1 Scheduled for Today Order Them Returns Codes. .. Coming Due 4 My Favorites
Crder Source Codes..,

Theze Scheduled Menu itemsz Prepayment Codes. .. LIE;
Remit-To Codes...
FA/08 AR Agin  Sales Promation Codes. ..
Sales Representatives, ..
Ship-via Codes...
Tax Codes,.,
Terrikory Codes,
User Defined Sales Codes...

User USER Cash Batches...

Sales Batches. ..

Y

AR Bccounts, .,
Accounts Receivable /R, Terms Codes. ..

Customer Tvpe Codes...

Compary Size Codes, ..
Geograph Fegion Codes, ..

Industry Code...
Mascot Codes... k
| 3

S45 Level Codes...

In this example, there are Demographic codes for Company Size, Geographic Region,
Industry Code, Mascot Code and SAS Level Codes.

"My Demographic” Codes Grid Screen

Each of the demographic codes are maintained in a grid screen as shown:
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fa (O[]
Oefne oo Eees s S O W
e
5o To Cads with Code: S

Code

"Fast Buttons"

Have a new Dog Code
New |added

Modify |Modify the Dog Code
highlighted in the grid

Delete |[Delete the Dog Code
highlighted in the grid

Print  |Print a report listing the Dog
Codes on file

In this example, it's for a demographic code set up for Dog Codes.

= Grid Display Search options

You may search for specific records displayed in the grid using a number of relevant fields.

Click on the EJJ Search icon.

A search string may be entered for the following fields:

= Code Description

="My Demographic"” Code Screen

An example of the screen displayed for entering the properties for My Demographic code. (In
this case it's for a Dog Type Code).
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® Dog Code Maintenance

Dog Code:

LAB1 - Modify the Properties of

Thiz code iz a user defined &/F Demographic Code and may be used to categonze your Customers.
These may be uzed as selection parameters for mast AR and O/P svstem reparts.

Diog Code:

Dezcription:

LAB1

|Chncnlale Labrador Retriever | I

="My Demographic™

§ R

| Update | | cancel |

Code Screen Field Definitions

"Xxxxxx" Code

X(1), X(3), X(6), 9(1), 9(6) or 9,999,999.99

Enter the alphanumeric code or numeric value that will be used to identify this
demographic code. The format is defined for the type of code.

Description

X(30)

This is the text description of the associated code.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved






Appendix 493

7 Appendix

7.1 A/R Data Files

The Series 5 system provides for a reasonably flexible approach to defining where your data
files are kept on your system. Your System's Manager will have established how this is
configured. If you are accessing this documentation to figure that out, please refer to the help
for "Accounts Receivable Systems Management".

Regardless whether processing under UNIX, or MS Windows, the structures of the file
system will be similar, and the name of the files are the same. Remember that UNIX
filenames are case sensitive.

7.1.1 Data Directory Structure

Each Company maintained on your system will have a directory structure that is separate
from one another.

Important Note

The Series 5 system allows you to maintain accounting files for a number of different
companies systems. The data files for each of these companies should be keptin a
separate directory structure.

&+ Sample Directory Structure under Windows

This tree diagram shows the structure for 3 Companies defined in this system, one of which
has been expanded for this display.
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% Structures for 3 companies are shown under the SHSI_Data folder. Company1,
Compan2 and Company3

« The Series 5 Control files are stored in the d:\SHSI_Data\etc sub-folder.

% The actual accounting data files are stored in the data sub-folder within each
Companyi directory

« Archived reports are stored in the rpts\arch sub-folder

Edit an existing Company by double-clicking it associated row. Standard Series 5 grid
controls apply.

7.1.2 A/R System Control Files

These files are used to hold the information to manage your Accounts Receivable data files.
They may be be found in the directory specified for the associated company system. There
is only one of each of the following files.
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&+ A/R System Control files

Filename Description

ARPASSFL.XXX Used as a record to pass assorted fields within the
AR system. In some cases, data is passed from
other subsidiary systems to the A/R system.

ARCNTROL.XXX Holds the Control properties information for the A/R
system

CODSELCT. XXX Used by those applications that offer record filtering
screens. If a set of random codes are selected as
filters, they are stored temporarily in this file.

DEMCNTRL.XXX Holds the definitions of the A/R Demographic Codes

FLEXCTRL.XXX Holds the definition of the G/L Account Number.

RECENTS. XXX A number of maintenance and processing functions
remembers the most recently accessed codes.
These are stored in this file.

USERACCS5.XXX Holds the access rights of all users to all Series 5
systems.

Please Take Notice

The actual extension of the filenames listed will be that defined in
the properties for your particular Company System.

7.1.3 A/R Company Data Files

These files are used to hold the master codes and transaction records used by the A/R
application. They may be be found in the directory specified for the associated company

system.

&+ A/R System Data files

Filename

Description

AGINGWRK. XXX

A temporary work file that is built when the A/R
Aging Report is generated.
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ARACTFIL. XXX Holds the valid A/R accounts that are used in the
system.

ARANALYZWRKnNnnn This is a work file that is created when the A/R
XXX Period Analysis function is executed. The nnnn is
the PID # of the user that ran the analysis.

ARCODESV.XXX Holds most of the master codes records that are
used in the A/IR system. Accessed also by the P/I
and O/P systems. Each of the different types of
codes has a common prefix in the records defined
as follows:

» C - Customer Types Codes
M - ltems Returns Codes

S - Ship-Via Codes

R - Contact Source Codes

P - Prepayment Types Codes
X - Tax Codes

T - Terms Codes

Y - Territory Codes

ARDISTFIL. XXX Holds the A/R Distribution records until they are
interfaced to the General Ledger system. If not
using the G/L system, they remain on file until an A/
R Distribution report is generated with the purge
option chosen.

ARHISOPN.XXX Holds the historic A/R Open ltem records. These
are basically Invoices, Credits, Debits and
Payments that were moved from the Open Item file
when the A/R purged operation is executed.

AROPENFL.XXX Holds the A/R Open ltem records. These are
basically Invoices, Credits, Debits and Payments
that have not yet been purged from the A/R.

ARSUBQWRKNNNN. XXX [This is a work file that is created when the A/R
Period Analysis function is executed. The nnnn is
the PID # of the user that ran the analysis.

ARUSECOD.XXX Hold the master A/R User Codes records.

CASHAPFL. XXX Holds the Apply-To information records associated
to the A/R Cash Receipts Transactions that have
been entered. These records remain on the system
until purged. (This file tends to become rather large
if you have a great number of Cash Receipts being
entered).

CASHBAT.XXX Holds the A/R Cash Receipts Transaction Entry
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Batch control records.

CASHFILE. XXX

Holds the A/R Cash Receipts Transactions that
have been entered. These records remain on the
system until purged. (This file tends to become
rather large if you have a great number of Cash
Receipts being entered).

CBbbbbbb. XXX

These files hold the A/R Cash Transaction Batch
Pointer records. They point to A/R Cash Receipts
record that belong to the Cash Batch bbbbbb. This
file remains on the system only until the associated
batch is posted.

COMMDUE.XXX

When Sales Transactions are posted that have a
Commissions Amount specified, they are recorded
as records to this file.

CUSDGCOD.XXX

When a customer has multiple values defined for a
single particular Demographic Code,they are stored
in this file.

CUSTFILE.XXX

Holds the master A/R Customer records.

CUSTFUHILXXX

This file holds the Customer's Follow-Up records.

CUSTNOTE. XXX This file holds the Customer's Notes records.

CUSTSEL.XXX When a Cash Worksheet is generated, specific
customers may be selected. This file holds the
records of each Customer selected.

CUSTSUMY. XXX For each Customer record on the system, there is
also a Customer Sales Statistics record. These are
kept in this file.

DEMOCODE. XXX This file holds the Demographic Codes records.

DFLTCUST.XXX This file holds any Default Customer records that

have been defined.

DLW 1nnnn. XXX

This is a work file that is created when the A/R
Dunning Letters function is executed. The nnnn is
the PID # of the user that ran the analysis.

DLW2nnnn. XXX This is a work file that is created when the AIR
Dunning Letters function is executed. The nnnn is
the PID # of the user that ran the analysis.

FINCHGFL.XXX This file holds the A/R Finance Charges

Transaction records. They exist from the time
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generated, until they are posted.

OPENAPLY.XXX Each record in this file represents a total for every
Open Item Apply-To number that has been recorded
in the A/R system. These records remain on file
until all corresponding Open ltem records have
been purged. (If you suspect that this file is
incomplete, or damaged, it may be rebuilt using the
Rebuild Open Apply Balances function under the A/
R's Operations sub-menu.)

REOCCDST.XXX Holds the Reoccurring A/P Transaction Expense
Distributions records.

OVW1nnnn. XXX This is a work file that is created when the AIR
Overdue Analysis function is executed. The nnnn is
the PID # of the user that ran the analysis.

OVW2nnnn. XXX This is a work file that is created when the A/R
Overdue Analysis function is executed. The nnnn is
the PID # of the user that ran the analysis.

PROMCODE.XXX Holds the master A/R Promotion Codes records.

PURGEWORK.XXX This is a work file that is created when the A/R
Purge Accounts Receivable function is executed.

REMITCOD.XXX Holds the master A/R Remit Codes records.

SALESBAT. XXX Holds the A/R Sales Transaction Entry Batch
control records.

SALESMAN.XXX Holds the master A/IR Sales Representatives
records.

SBbbbbbbh. XXX These files hold the A/R Sales Transaction Batch

Pointer records. They point to A/R Sales
Transaction record that belong to the Sales Batch
bbbbbb. This file remains on the system only until
the associated batch is posted.

SLSDSTFL.XXX Holds the Revenue Distribution records associated
to the A/R Sales Transactions that have been
entered. These records remain on the system until
purged. (This file tends to become rather large if
you have a great number of Sales Transactions
being entered).

SLSTRXFL.XXX Holds the A/R Sales Transactions that have been
entered. These records remain on the system until
purged. (This file tends to become rather large if
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you have a great number of Sales Transactions
being entered).

STATEMENT.XXX When the Customer Statements function is

selected, the selection filters and generation options
are stored in this file.

STMTWRKI1.XXX This is a work file that is created when the A/R

Statements function is executed.

STMTWRK2.XXX This is a work file that is created when the A/R

Statements function is executed.

7.2  System Operational Variables

Some aspects of the Series 5 A/R system can be controlled through runtime configuration
variables. This mechanism provides a great deal of flexibility, because these variables can be
modified by each site as well as directly by an AcuGT program.

Configuration variables are maintained in a runtime configuration file. This standard text file
can be modified by the host system's text editor. Each entry in the runtime configuration file
consists of a single line. All entries start with a keyword, followed by one or more spaces or

tabs, and then

one or more values.

These variables may also be defined in each operators' execution environment. On both
UNIX and Windows systems, these would be defined as environment variables.

7.2.1 Environment Variables

The following variables may be defined for the operator's environment. Under UNIX, these
may be seen by entering the shell env command. Under Windows, these may be seen by
entering the DOS set command.

Variable Description Description
APPDATA C:\Documents and Settings The 1st 2 characters are used to determine
\boooxxx\Application Data the users' Home Drive on their PC. (Is set

up by Windows)

SHSI USER_ [SHSI5.LARRY The default Signon User code used when

NAME signing onto the system from a client PC.

USERNAME |SHSI The Windows client signon name. Used to
determine the operators actual "/My
Documents” folder pathname. (Is set up by
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71.2.2

Windows)
S5 DIR D:\S5 Required ONLY by the user building the
Series 5 executables

Configuration Variables

The following variables may be defined in the runtime configuration file. These variables can
only be defined or updated by your Systems Manager, or support staff from Sentinel Hill
Software Inc.

Processing Tip

If you need to maintain different sets of operating environments on your system, you may do so by setting up
different runtime configuration files. In this case, the different environments would execute totally
independent of one another. In particular, the two variables that would provide total independence are
SHSI_CTRL_PATH and CODE-PREFIX.

= Control and File Management Variables

The following variables are used to define the location of different sets of files used by the
Series 5 applications. (Those in red are critical to proper execution)

Variable Default or Description
Sample
Argument
ACURUN_NAME wrun32 The name of the AcuGT runtime. Used to build
the command line for Background Job
Execution
ccc_SPIO_PATH d:\acctg\comp |The default directory used for import/export for
\spiodir Series 5 Company System ccc. This is also

used as the directory where the form letters for
A/R Dunning Letters are stored.

ccc_ORTXT_PATH ||d:\acctg\comp |The default directory used for importing O/P

\txtorders Text Orders for Series 5 Company System ccc
ccc_TRXTXT_PATH ||d:\acctg\comp || The default directory used for importing A/R and
\trxinput A/P transactions for Series 5 Company System
ccc
ccc_IMAUDIT_PATH ||d:\acctg\comp | The default directory used for maintaining O/P
\imaudit Inventory Audit files for Series 5 Company
System ccc
ccc_DUNLETTER_ ||d:\S5\dun- The default directory used for maintaining A/R
PATH templates Dunning Letter template files for Series 5

Company System ccc
CODE_PREFIX d:\S5\bin\runs | The directory path in which the executable
programs reside.

IAMESS x1 "OK to Sell Text|Lines of text displayed in O/P when an item is
line 1" out of stock, and operator is prompted. These
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are the 3 lines used in the prompt. The x is
used to allow for different sets of texts for
different Inventory Activity Codes that may have
been set up for the Inventory ltem in question.

o A- e O - o D- o |-
Active  Obsolet Disconti Needs
o F- e nued Informat
Foreca ® F - e C- ion
sted Planned Cancel ® S -
ed Suppre
ssed
IAMESS x2 "OK to Sell Text||see above
line 2"
IAMESS x3 "OK to Sell Text|see above
line 3"
HELP PREFIX d:\S5\bin\help || The directory path in which the Help files reside.
IMAGE_PREFIX d:\S5\bin The directory path in which all bitmapped
\images images are stored.
LAUNCH_BCKGRN |wrun32 -d -c d: | This is the shell command that is used to
D_CMD \s5\etc\cblcfgui |execute jobs submitted for execution in the

Background Job Processor

m-THIN-DRIVE-MAP |/user/larry/data ||On thin client systems, when attempting to print
to, or save text export to a file on mapped drive
M, (which is mapped to a directory on the UNIX
server), then the file will actually be written to
the directory path specified as the argument

MANIFEST IN_PAT |d:\acct\comp
H \manif-dir
PI-INV-DESCN B Software Defines the Invoice Layout Generation Type and
Development | Descriptive text printed on P/l Invoices for
charges that are sub-totalled by their WIP
Consolidation Flag when setto N, (where N = 1,

.. 9)
SHSI ACUCON- 1,2,3,0r4 Used to determine how E-Requests are
EREQUEST-MODE handled by the Web Management system:
> 1 - Use AcuConnect on a remote
server

» 2 - Use AcuConnect initiated from
the E-Request Server program
running on the PC

» 3 - Don't use AcuConnect at all.
Process requests directly from the E-
Request Server program on the PC

> 4 - Use AcuConnect only for
requests that don't generate MS Word
or Excel documents
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SHSI_CTRL_PATH The Series 5 applications are controlled using a
number of system files. These files are stored
in the directory path defined here.

SHSI JOBQ_PATH When functions are set up to be executed in the
Background or Night Job Processor, information
about the job is stored in a file that is written in
the directory path defined here.

SHSI_REMOTE BRANCH10 If entering A/P Transactions in a remote branch
where the Batch file is to be transmitted to head
office, this is the 8 character branch code
embedded in the A/P Batch's created by field.

SORT_DIR c:\windows The directory path in which temporary sort files
\temp are created used by the system. On FAT
systems, this path should be on the users PC.
On THIN systems, it should be on the UNIX

server.
WIN32_NATIVECTL (1 0or O Set to 1 to enable the workstation's theme in
S how the Windows controls are displayed. This

is only available to Windows XP, Windows Vista
and Windows 7 using Acu-GT 8.1 or later.

V-VERSION 3 The default Revision of the type of AcuGT files
to be used. Must be setto 3

= Mail Management Control Variables

The following variables are used to define to define Forms that may be printed. The argument
strings are printer command strings that are unique to the given types of printers.

Variable Default or Description
Sample
Argument
DOS_MAIL_CMD
d:\s5\util %RECEIVER_NAME %
\DOSEMAIL % RECEIVER_ADDRES
S%

%SENDER_NAME% %
SENDER_ADDRESS
%

SUBJECT% YMESSAGE_FILE%

%ATTACHMENT%  %ATTACHMENTZ2%

The shell command that is executed on Windows systems to
have email sent using a mail program other that MS Outlook, (or
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other MS mail programs). In the Series 5 system, is used to

access a 3rd

Each pseudo variable will be replaced with the applicable string,

party utility to send email to Lotus Notes users.

or path.

DOS_MAIL_PATH The directory path in which the temporary mail
messages are created on the Windows PC
when mail is sent using the DOS MAIL CMD

UNIX_MAIL_ CMD The shell command that is executed on UNIX
systems to have email sent

UNIX_MAIL_PATH The directory path in which the temporary mail
messages are created on the UNIX server
when mail is sent using the UNIX MAIL CMD.

WEB_EDOCS_DIRE |d:\s5\WEB- The directory path in which temporary files are

CTORY Etmp created used to send attachments as emails on

MS Windows platforms.

= Printer Control Variables

The following variables are used to define to define Forms that may be printed. The argument
strings are printer command strings that are unique to the given types of printers.

Variable Default or |Description
Sample
Argument
<my queue name 1> |PRINTER1 |Defines a Series 5 Print Queue named PRINTER1
-P that is designated as a Windows printer. When the
SPOOLER |runtime opens a file assigned to "-P SPOOLER, it
automatically initiates a job with the Windows
spooler and constructs print pages in accordance
with the program. The runtime uses the default
printer and font. If the user looks for the job in the
spooler, it is named with the current title of the
AcuGT-GT window.
Note that you must also set up a Printer Queue
named PRINTER1 using the Printer Queue
Maintenance function found on the Main Menu
under System Maintenance on the menu bar.
<my queue name 2> |LARRYPRIN|Defines a Series 5 Print Queue named
TER2 -P |LARRYPRINTER2. You would define the queue
SPOOLER- |with -P SPOOLER-DIRECT if a Series 5 form was
DIRECT to be assigned to this printer output, or if the
application formatted the printout with embedded
control codes. In this case, the print job to be sent
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to the printer via the Windows spooler, but the
program does not use the spooler to format the
pages. You must use embedded control codes to
handle formatting (much as you would under UNIX if
you used the UNIX spooler).

<my gueue name 3>

The following variables are used to identify the default settings for
the different types of special forms that may be printed. Each
variable must have 3 arguments, as follows, providing the
Queue Name, the Create Option, and the Target output:

<ccccc>-FORM-Q <Queue-Name> <Create-
Option> <Output-Target>
where:
<ccccc> is the Series 5 Company System code to which
the variable is to be applied to

<Queue-Name> is one of the Series 5 Queues that has
been defined

<Create-Option> is either RECREATE, APPEND or
DISTINCT

<Output-Target> is one of the following:

PRINTER - Output to the selected Printer Queue

PRINT - Output to the selected Printer Queue

ARCHIVE - Output only as Archived

DISK - Output only as Archived

PRINT&ARC - Output to the selected Printer Queue and

HIVE have Archived

BOTH - Output to the selected Printer Queue and
have Archived

BROWSE - Output to the Series 5 Browser
ASCIIDISK - Output to disk as an ASCII Text document

WORDDISK - Output to disk as an MS Word document
PRINT&WOR - Output to disk as an MS Word document and

D to selected Printer

ARCHIVE&W - Output to disk as an MS Word document and

ORD have Archived

WORD2003 - Output to disk as an MS Word 2003
document

PRINT&WOR - Output to disk as an MS Word 2003

D2003 document and to the selected Printer

ARCHIVE&W - Output to disk as an MS Word 2003
document and have Archived
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ORD2003
WORD2007

PRINT&WOR - Output to disk as an MS Word 2003

D2007

ARCHIVE&W - Output to disk as an MS Word 2003
ORD2007

PDFDISK
PRINT&PDF - Output to disk as a PDF document and to

ARCHIVE&PD- Output to disk as a PDF document and have

F

- Output to disk as an MS Word 2003
document

document and to the selected Printer
document and have Archived

- Output to disk as a PDF document
the selected Printer Queue

Archived

ccc-OP-INVOICE-Q

<my queue

name>

RECREATE
BOTH

Print Queue used for O/P Invoices

ccc-OP-INV-
REPRINT-Q

<my queue

name>

RECREATE
PRINT

Print Queue used for O/P Reprinted Invoices

ccc-OP-POS-
INVOICE-Q

<my queue

name>

RECREATE
BOTH

Print Queue used for O/P Point-of-Sales Invoices

ccc-OP-QUOTE-
PRINT-Q

<my queue
name>
RECREATE

ARCHIVE&
PDF

Print Queue used for O/P Customer Quotes

cce-xxx-PACKSLIPS-
Q

<my queue

name>

RECREATE
BOTH

Print Queue used for O/P Packing Slips for
Location xxx

cce-xxx-PICKS-Q

<my queue

name>

RECREATE
BOTH

Print Queue used for O/P Pick Tickets for Location
XXX

cce-xxx-QPICKS-Q

<my queue

name>

RECREATE
BOTH

Print Queue used for O/P QuickPick Ticket for
Location xxx for

ccc-AP-CHECK-Q

<my queue

name>

RECREATE
BOTH

Print Queue used for A/lP Checks
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ccc-AP-QUICK-
CHECK-Q

<my queue

name>

RECREATE
BOTH

Print Queue used for A/P Quick Checks

ccc-AR-STATEMENT-
Q

<my queue

name>

RECREATE
DISK

Print Queue used for A/R Statements

ccc-PINVOICE-Q

<my queue
name>
RECREATE

PRINT&W
ORD

Print Queue used for Pl Invoices

ccc-PHINV-REPRINT-
Q

<my queue
name>
RECREATE
ARCHIVE&
WORD

Print Queue used for Pl Reprinted Invoices

ccc-PURCHASE-
ORDER-Q

<my queue
name>
RECREATE
ARCHIVE&
WORD2007

Print Queue used for PO Purchase Orders

ccc-PO-
REQUISITION-Q

<my queue
name>
RECREATE
ARCHIVE&
WORD

Print Queue used for PO Requisitions

ccc-QHINVOICE-Q

<my queue

name>

RECREATE
PDFDISK

Print Queue used for QI Invoices

ccc-QI-INV-REPRINT-
Q

<my queue
name>
RECREATE
ARCHIVE&
WORD

Print Queue used for QI Reprinted Invoices

FMnnn-DESC

For Dual
Page
Dunning
Letters

Report Print Form # nnn - The description of the
form displayed on the print options screen

FMnnn-INIT

<text string>

Report Print Form # nnn - Printer command string
to Initialize print job

FMnnn-RESET

<text string>

Report Print Form # nnn - Printer command to
reset printer

FMnnn-SELECT-
TRAY-1

<text string>

Report Print Form # nnn - Printer command string
to select paper from tray 1
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FMnnn-SELECT-

<text string>

Report Print Form # nnn - Printer command string

TRAY-2 to select paper from tray 2
FMnnn-SELECT- <text string>|Report Print Form # nnn - Printer command string
TRAY-3 to select paper from tray 3

FMnnn-ODD-PAGE-
HEAD

<text string>

Report Print Form # nnn - Printer command string
for odd page headers

FMnnn-ODD-PAGE-
FOOT

<text string>

Report Print Form # nnn - Printer command string
for odd page footers

FMnnn-EVEN-PAGE-
HEAD

<text string>

Report Print Form # nnn - Printer command string
for even page headers

FMnnn-EVEN-PAGE-
FOOT

<text string>

Report Print Form # nnn - Printer command string
for even page footers

FMnnn-RPT-DATE-
LINE

<text string>

Report Print Form # nnn - Printer command string
for report date line

FMnnn-RPT-TITLE

<text string>

Report Print Form # nnn - Printer command string
for report title line

FMnnn-RPT- <text string>|Report Print Form # nnn - Printer command string
LEGENDS for report legends lines
FMnnn-RPT- <text string>|Report Print Form # nnn - Printer command string
HEADERS for report headers lines
FMnnn-USER-CODE- ||Lii <text Report Print Form # nnn - Printer command string
1 string> for User defined action at Line i
FMnnn-USER-CODE- | Lii <text Report Print Form # nnn - Printer command string
2 string> for User defined action at Line i
FMnnn-USER-CODE- | Lii <text Report Print Form # nnn - Printer command string
3 string> for User defined action at Line i
FMnnn-USER-CODE- | Lii <text Report Print Form # nnn - Printer command string
4 string> for User defined action at Line i
FMnnn-USER-CODE- ||Lii <text Report Print Form # nnn - Printer command string
5 string> for User defined action at Line i
FMnnn-USER-CODE- | Lii <text Report Print Form # nnn - Printer command string
6 string> for User defined action at Line i
FMnnn-USER-CODE- | Lii <text Report Print Form # nnn - Printer command string
7 string> for User defined action at Line i
FMnnn-USER-CODE- | Lii <text Report Print Form # nnn - Printer command string
8 string> for User defined action at Line i
FMnnn-USER-CODE- ||Lii <text Report Print Form # nnn - Printer command string
9 string> for User defined action at Line i
FMnnn-USER-CODE- ||Lii <text Report Print Form # nnn - Printer command string
10 string> for User defined action at Line i
MSWORD-DEFAULT- ||"LANDSCA |Defined specifications for outputting Series 5
SPECS PE" reports to an MS Word Document

"Courier Arguments are: <Orientation> <Font>

New" 8 <Fontsize> <Template-Name>
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¢ The font must be defined on the clients PC

¢ Orientation must be LANDSCAPE or
PORTRAIT

e The Template is an MS Word defined
template and must be stored in MS Word's
Template directory

MSWORD-AR-STMT- |LANDSCAP |Defined specifications for outputting A/R
SPECS E "Courier |Statements to an MS Word Document

New" 8
MSWORD-CS-INV-  |PORTRAIT |Defined specifications for outputting Cement
SPECS "Courier | Shipment Invoices to an MS Word Document

New" 8

Invoice-

Template
MSWORD- LANDSCAP | Defined specifications for outputting A/R Dunning
DUNSTMT-SPECS E "Arial" Letters to an MS Word Document

10

Letter-

Template
MSWORD-GL-FINS- |LANDSCAP |Defined specifications for outputting G/L Financial
SPECS E "Courier |Statements to an MS Word Document

New" 8
MSWORD-OP-FINS- |[PORTRAIT |Defined specifications for outputting O/P Invoices to
SPECS "Courier |an MS Word Document

New" 8

Invoice-

Template
MSWORD-OP- PORTRAIT |Defined specifications for outputting O/P Quotes to
QUOTE-SPECS "Courier |an MS Word Document

New" 10

Quotes-

Template
MSWORD-PAKSLIP- |LANDSCAP |Defined specifications for outputting O/P Packing
SPECS E "Courier |Slips to an MS Word Document

New" 8

Pack-

Template
MSWORD-PI-INV- PORTRAIT |Defined specifications for outputting P/l Invoices to
SPECS "Courier |an MS Word Document

New" 8

Invoice-

Template
MSWORD-PO- PORTRAIT |Defined specifications for outputting P/O Purchase
FORMS-SPECS "Courier |Orders to an MS Word Document

New" 10

purchase_or

der.dot
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MSWORD-PO- PORTRAIT |Defined specifications for outputting P/O
REQS-SPECS "Courier |[Requisitions to an MS Word Document
New" 10
requisition.d
ot
MSWORD-QI-INV- PORTRAIT |Defined specifications for outputting Q/I
SPECS "Courier |Miscellaneous Invoices to an MS Word Document
New" 8
Misc-
Invoice-
Template
MSWORD-WEB- LANDSCAP |Defined specifications for outputting E-Request
RPT-SPECS E "Courier |server reports to an MS Word Document
New" 7
XXX-BITMAP Row For Series 5 Printer Queue XXX Outputs the
Column speciifed bitmap file to the given row/column of the
Pixel-Height | page at the specifed pixel Height/Width on every
Pixel-Width ||page of the report.
Filename
SHSI-RPT- 4 Sets the default output target selection for all
DESTINATION reports generated in Series 5 that are not

programatically targeted. The argument is an
integer digit representing the desired target as
follows:

1 - To the printer

2 - Archived

3 - Both the printer & Archived

4 -to be Browsed Only

8 -todisk as an ASCIfile

17 - To disk as an MS Word 2003 document

19 - To disk as an MS Word 2003 document &
Archived

26 - To disk as an MS Word 2007 document

30 - To disk as an MS Word 2007 document &
Archived

35 - To disk as an MS Word 2007 saved as a
PDF file

You would typically have the argument set to
either 1, 2 or 4.
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= Web Server Control and File Management Variables

The following variables are used to define the location of different sets of files used by the
Series 5 CGl service routines executing on a Web Server.

Variable Default or Sample |Description
Argument
CODE-PREFIX Iwebl....Ishweb/ The directory path in which the executable

acubin

CGl programs reside.

SHSI-WEB-LOG-

/web/..../shweb/

The full path and filename which is used to

FILE acutemp log messages, generated by the system, by
CGl service routines executing on a Web
server.

SHSI-WEB-TRACE- |[Oor 1 If = 1, then messages are output to the

MODE execution error log file. Should be set to
zero unless specifically need to debug the
execution of CGl service routines.

WEB-COMPANY-1 |40 The Series 5 Company code assigned to
Web Company 1 (Code embedded in Web
Page ID codes)

WEB-COMPANY-2 |50 The Series 5 Company code assigned to
Web Company 2

WEB-COMPANY-3 |SHSI The Series 5 Company code assigned to
Web Company 3

WEB-COMPANY-4 |PCA The Series 5 Company code assigned to
Web Company 4

WEB-COMPANY-5 |AUSI The Series 5 Company code assigned to
Web Company 4

WEB-OP- 10 The Inventory Warehouse Location code for

LOCATION-1 orders submitted over the Web for
Company 1

WEB-OP- 20 The Inventory Warehouse Location code for

LOCATION-2 orders submitted over the Web for
Company 2

WEB-OP- 30 The Inventory Warehouse Location code for

LOCATION-3 orders submitted over the Web for
Company 3

WEB-OP- 40 The Inventory Warehouse Location code for

LOCATION-4 orders submitted over the Web for
Company 4

WEB-OP- EAST The Inventory Warehouse Location code for

LOCATION-5 orders submitted over the Web for
Company 5

WEB-EDOCS- Iwebl....Ishweb/ The directory path in which temporary files

DIRECTORY acutemp are created used to send attachments as

© 2007 - 2014 by Sentinel Hill Software, all rights reserved




7.3

Appendix 511

emails on UNIX web servers.

WEB-MGMT-CTRL- ||@accserver:/acctg/ |For CGl service routines on a Web server,
PATH shsi_ctrl defines the directory path of the location
where the Series 5 control files reside.

Runtime Error Codes

These Unfortunately things don't always operate the way they should. For a variety of
reasons, the application will on occasion generate some nasty looking error codes and
messages.

These can be divided up into three categories of errors:
Q Application generated Errors

Q Microsoft Word or Excel generated Errors

Generally when an error occurs the application that was executing will bomb out. Any of
these errors should be immediately reported to you System Manager, or to Sentinel Hill
Software's support team.

When reporting an error, please attempt to record the following bits of information:
e What application you were executing
e What menu item you were executing
e What screen was being displayed just before the error was reported
¢ What field or control your mouse was position on when the error occurred
e What key or control was struck or clicked when the error occurred

e If possible, identify the Transaction record, or Master Code record that was being
operated on at the time

e The error code, along with the accompanying descriptive text, if any.

Please Take Note

Ifitis at all possible, you should get a screen shot of your screen with
the error message displayed. This would greatly assistin identifying
the cause of the error.
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7.3.1 Application Error Codes

Here is a description of the assorted errors generated from the application that will cause it to
terminate abnormally.

Error |Message Possible Problem
Code
24 |Disk full for Indexed file There is not enough disk space allocated to the
WRITE data folder the data file resides in
30-XX |Hardware Error Failure There is a serious hardware failure. The
secondary code value xx is set by the operating
system.

34  |Disk full for Sequential file |There is not enough disk space allocated to the
WRITE data folder the data file resides in

35 |File not found for Open The application attempted to open a file that could
not be found. Contact your Systems Manager or
Sentinel Hill Software support for assistance.

37-07 |User does not have The user does not appropriate access rights to
permission to access file  |open the file

37-XX |System failure on opening a [The application attempted to open the file in the

file wrong mode
37-99 |Windows runtime not Non-Networked runtime attempted to open a file on
network enabled a remote system

39-XX [File Mismatch on OPEN An older version of the file was being accessed, or
application programming error.The secondary code
value xx indicates the type of mismatch.

41  |File Already Open An application programming error. Contact
Sentinel Hill Software support.

42  |File Not Open An application programming error. Contact
Sentinel Hill Software support.

47-XX |File not opened in the An application programming error. Contact
correct mode Sentinel Hill Software support.

48-XX |File not opened in the An application programming error. Contact
correct mode Sentinel Hill Software support.

49-XX |File not opened in the An application programming error. Contact
correct mode Sentinel Hill Software support.

94-10 [Too many files opened by [The max number of files has been reached. The
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process

configuration variable MAX-FILES should be
increased.

98

The file has become corrupt

The file has become corrupt for some reason. You
must use the AcuGT's vutil utility to rebuild the file.
Contact your Systems Manager or Sentinel Hill
Software support for assistance. ( From a DOS or
UNIX prompt you will need to issue the command
vutil32 -rebuild filename ).

9C

Max number of locks
specified.

The max number of files that can be locked has
been reached. Either the configuration variable
MAX-LOCKS should be increased, or an
application programming error has caused the
problem. (By default MAX-LOCKS is the same as
MAX-FILES)

9D-XX

Internal error from host file
system

An internal error has occurred when attempting to
access a file over the network using AcuGT's
Acuserver running on the primary server. The
most likely problem is that the host server network
is down, or the host server file server process has
failed. Contact your Systems Manager. The xx is
the host system's error code.

7.3.2 Microsoft Utility Errors

TheSeries 5 systems internally makes calls to Microsoft's Word and Excel utilities. On
occasion, these utilities will report an error which causes the application to abort. Here are
the documented errors that have been encountered to date.

(error 8O0A03EC)

From |Message Possible Problem
Word |Unable to satisfy the When attempting to print a document directly from
requested call Word, and a problem exists on the network, or the
remote printer is probably not turned on.
Excel |Class is not licensed for use [When outputting a string to a spreadsheet there

was a "=", "+", or "-" character in the 1st character
of the string. Excel thinks this is the start of an
equation that does not make sense. If possible
insert the ™" , (single quote), character as the 1st
character of the string being output.
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transaction entry 46

I n d eX year-end operations 46

applying Open Credit to inwices
using Cash Receipts Entry function 230

_ A _ using Customer Open ltem Inquiry 162
A/R aging report - B -
about 323
A/R Analysis functions basic processing screens
period analyis by customer 377 A/R Customer filters 103
period analysis by A/R Control account 377 A/R Demographic Code filters 108
period analysis by customer type 377 about 80
period analysis by revenue accounts 377 application's user access 133
period analysis by sales reps 377 background job processor 80
period analysis by sub-ledger projects 377 browsing reports 117
sales analysis by Calendar periods 377 creating Wizards 143
sales analysis by Fiscal periods 377 data export 94
A/R Customers data import 99
Search and Replace function 127 defining scheduled menu items 139
A/R Menu dispatching a job to batch 81
"Codes Maintenance" menu functions 388 executing Wizards 148
"Control Options” menu functions 473 generating reports 111
"File" menu functions 154 monitoring who is on the system 150
"Help" menu functions 40 report options screen 112
"Operation"” menu functions 198 search and replace 127
"Purging” menu functions 466 the AAR menu 153
"Reports" menu functions 322 viewing archived reports 118
"Trx Inquiry" menu functions 158 batch execution
"Window" menu functions 47 delayed processing 81
about 153 enabling users to access 65, 78, 133, 139
menu bar topics 153 job management 83
A/R Statements launching the Batch Job Processor 90
about 269 modifying job execution parameters 83
MS Word templates 269 night processing 81
options for generation 271 putting jobs On-Hold 83
application data files submitting jobs to batch 81
A/R control data filenames 494 bulk email
A/R data filenames 495 about 254
data directory layouts 493 attachments 257
determining file sizes 63 customer filters 256
how many records in afile ? 63 entering the message 257
applications' menu pseudo variables 258
about 43
cascading windows 49 _ C _

daily operations 46

monthly operatpns 46 cascading windows 49
schedgled fun(':tlons 59 Cash Batches

selecting multiple menu items at once 49 about 422

the menu bar 44, 45
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Cash Batches
entry control totals 422
purging 422
repairing 234
selecting and creating 223
undo the posting of 253

Cash Receipt Transactions
about archived transactions 183
about entering 218
adjusting cash transaction totals 230
applying cash to inwices 230
applying Open Credit to inwices 230
archived grid display 184

compute and display archived totals of 189

displaying after being archived 190
entering for multiple customers 230
entering Open Credit on account 230
for Balance Forward customers 225
for Open Item customers 225

generate cash receipt registers after being
archived 187

grid display of transactions 224

loading Cash Receipts from your bank 247

non-A/R cash 225
purging archived cash receipts 187
purging archived records 471
repairing a broken entry batch 234
selecting transaction entry batches 223
setting up entry batches 422
undo posting of a cash batch 253
ClickYes Pro 90
configuration variables 500
Customer Demographic Codes

about 485
enterining valid codes 489
filters 108

properties screen 487

selecting for reporting 108
Customer Inwices

batched entry 426

modify document apply-to numbers 159

recompute document due dates 315
Customer Open Items

purging from A/R 288
Customer Payments

batched entry 422
Customers

applying Open Credits 158

filters 103

515

open item inquiry 158

purged open item inquiry 191
selecting for reporting 103

sending emails to 254

Statements 269

system assigned Credit Ratings 291

D -

date Lookup window 70
date range Lookup window 71
define user's environment variables 90
Dunning Letters
pseudo variables 283

“E -

email
A/R Statements 276
Series 5 reports 114
entering a range of dates 71
entering dates from a calendar 70
environment variables 499
executing jobs in the background
about 80
batch job execute screen 81
the Batch Job Processor 90
exporting data
A/R aging detail 328
A/R aging summary totals 328
A/R distributions 172, 266
A/R open items 308
A/R period analysis drill-down 387
A/R period analysis totals 386
A/R tax codes 461
about 94
customer open items 164
customer properties 390, 413, 417
export options screen 94
historic A/R aging detail 334
historic A/R aging summary totals 334
monthly sales totals 377
overdue analyis customer merge file 348
owverdue analyis customer totals 349
period analysis drill-down detail 386
period analysis totals 386
tab delimited data 94
to Excel workbooks 94
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_G -

generating emails 90

_H -

help
getting help 40
HTML Help access 90

importing data
A/R customers data 420
A/R open items 310
A/R tax codes 461
about 94, 99
bank lock-box cash receipts 247
customer properties 390
from Excel workbooks 99
import options screen 99
Sales Transactions from CSV files 236
Sales Transactions from Excel 236
sales transactions from sequential file 241
Sales Transactions from Tab-Delimited files
tab delimited data 99

interfacing cash transactions from other systems
about 247

interfacing sales transactions from other systems
about 241

- M -

master code Lookup window 65

_0 -

open items
inquiry 159
inquiry after being purged 191
purging 288

recompute due dates 315

Open Items Purge
about 288

_P-

period analysis
about 377
building options 382
data export layouts 386
distribution types 379
drill-down feature 385
preview grid 379
printing/exporting options 382
purging old data
archived Cash Receipt transactions 471
archived Sales transactions 468
Cash Receipts entry batches 470
historic open items 473
Sales entry batches 467

"R -

report generation

A/R Customer Demographics filters 108

A/R Customer filters 103

about 111

archived reports 112

displaying to the screen 112

having reports emailed 112, 114

outputting to a printer 112

report options screen 112

saving as a PDF document 112

saving as an ASCIl text file 112

saving as an MS Word document 112, 113
runtime errors

about 511

Microsoft utility errors 513

system error codes 512

_S-

Sales Batches
about 426
entry control totals 426
purging 426
repairing 217
selecting and creating 204
undo the posting of 251
Sales Transactions
about archived transactions 176
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Sales Transactions
about entering 199
archived grid display 177
compute and display archived totals of 182
credits 206
debits 206
displaying after being archived 182
finance charges 206

generate sales registers after being archived
179

grid display of transactions 205
inwices 206
loading Sales transaction from external systems
241
prepaid inwices 206
purging archived records 468
purging archived sales transactions 179
refund credits 206
repairing a broken entry batch 217
revenue distributions 214
selecting transaction batches 204
setting up entry batches 426
sub-ledger Projects 214
undo posting of a sales batch 251
scheduled menu items 139
Search and Replace Operations 127
Sentinel Hill Software
contacting 40
Series 5 Main Menu
about 78
entering a new password 75
expired passwords 75
loging in to the system 75
selecting a Company 75
Setting Up a User's PC
allowing access to HTML Help 90
allowing emails to be sent 90
build the Series 5 shortcut icon 90
define user's environment variables 90
defining user's working directories 90
SHSI_USER_NAME 90
setting up scheduled functions 50
setting up the A/R system
aging and finance charge options 478
customer credit limit controls 483
default G/L control accounts 480
defining control options 474
defining Customer Demographic codes 485

entering valid Customer Demographic codes
489

general control options 475

ovdue analysis contol defaults 483

short-pay threshold % 483
SHSI-USER-NAME variable 90

_T -

transaction batches
repairing a Cash batch 234
repairing a Sales batch 217
selecting and creating Cash batches 223
selecting and creating Sales batches 204
Transaction Entry
Cash Receipts entry batches 422
Customer Inwice entry batches 426

_U -

user access management
about 132
copying another user's rights 133

create a spreadsheet of all users access rights
133

defining scheduled menu items 139

setting up new users 133

user access rights 132

user logon profile 132

who is using the system right now ? 150
user logon

defining user access 132

defining user logon profiles 132

entering a new passwords 75

expired passwords 75

passwords 75

W -

Windows shortcuts 90

wizards
about 142
defining 143

executing 148
wizard screens 143
working with grids
"Fast Button" frames 55
copy, cut and paste 62
display items with different sorts 54
editing grid row fields 61
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working with grids
file properties 63
most recently accessed items 62
navigating through the data files 59
pop-up menus 61
searching for particular items 57
selecting items for display 56
Undo deleted records 62
Undo modified records 62
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