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Overview of Accounts Payable:

()
~

Enter Vendor Invoice

AP Pay, Change & Disp

Review Payments

AP Aging Report

AP Aging Definitions
== = BACK

This is the Menu for Accounts Payable.

1.

6.

Enter Vendor Invoice — This is you enter the \@mdvoices for the monies you owe your
vendors.

AP Pay, Change and Display — This is where ygutipainvoices, change them and Display
open and closed invoices.

Review Payments — Allows to review vendor paytse

AP Aging - Summary and Detail AP Aging. Thisalso available on the Information Portal
Debit and Credit Memos — Debit and Credit menilasvayou to create a transaction that debits
or credits Accounts Payable. The Memos do NOT laweinventory impact. These options

are available from the AR menu.

AP Aging Definitions — You can control the agimgckets for your AR Aging.

Accounts Payable are the amounts that you oweuowendors. Accounts Payble are created every
time you create a vendor invoice or voucher (thithe bill they send to you).
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Enter Vendor Invoice

Start by search for or selecting a vendor.
can search across the one time vendors.

Natbe, gan also enter a one time vendor. In the Seangh

[ [ Enter Vendor Invoice al [£] 1PFP - IPFP Two Years Sales History

Enter Vendor Invoice

Invoice Information:
Vendor #: 102

_—
~

Vendor Name:

bobby baker

g Invoice #: Invoice Date: 06/15/2008 Type: Invoice -
EUENEIE TR Invoice Amount: Terms: Hold: No -]
AP Pay, Change & Disp Discount Amount: Discount Date: Due Date: 06/15/2008
Review Payments
AP Aging Report Comment:
AP Aging Definitions
<<= BACK Hand Written Check:
Check #: Check Date: Bank #: I
GL Information:
Accounts Payable GL #: | - [200 -[o | | Discount GL #: I ! !
AP
GL # $ AMT
Debit/Distribution fo .[100 .Jo «._| [cash/bank [
| b b o | |
I il il | I
[ ]| ]| | [
[ g g | [
[ g g S| [
| b b || |
| b B — |
| b b = |
| i i | L
Total: |o.00

This is the screen for entering in your vendor inge or vouchers (the bills they send to you).

Invoice Information Section

Enter:
1. Invoice #
2. Invoice Date
3. Type defaults to Invoice
4. Invoice Amount
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5. Terms — informational only

6. Hold —if an invoice is on hold it can not begait has to be released from hold first.
7. Discount Amount

8. Discount Date (you take the discount if paid tig tate)

9. Due Date

10. Comment is optional.

Hand Written Check Section
If you wrote a hand written check for this invoileeady, Enter:

1. Check #
2. Check Date
3. Select the bank the check was written on

For Hand written checks, the credit will go to thenk account GL # not the open Accounts Payable
GL #.

General Ledger Information Section

1. Default Accounts Payable Account — this defamltsut can be changed

2. Discount GL # - enter you entered a discount Amoenter the GL# for the discount if it is not
defaulted in.

3. Distribution GL # - These are normally the expgeascounts that will be debited. If you
entered in a default GL # in the vendor recordjilitdefault and the total amount will default.
You can enter 10 GL accounts for each invoice.

The screen will total the distribution amounts. &ffall the invoice is accounted for Press Submit
Invoice. To Post the invoice to accounts payable.

The normal financial transactions created woul@bedit to Accounts Payable and Debit to the
distribution expense accounts.
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Pay AP, Change, Display

We probably put too much into this one options frioom here you can:

Write a check/pay AP

Write off an AP amount

Void an open AP invoice

Void a Check /payment

Check the vendor on an open AP invoice
Check the status of an open AP invoice
Display AP Invoices

NogokrwhE

Based on what you selected to do, make sure yeuatdéke correct status of the AP invoices:

All
Open
Paid
\oided

PwpE

Select or search for a vendor. If you are selgdithor Paid, you probably want to enter a dategea

Press Search to continue to the next screen.
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Write a check/pay AP

All open invoices for the vendor selected will bspliayed. Select the invoices to be paid. Thewrho
to be Paid will default to the Amount Due, but ¢cenchanged for a partial payment. Click Next to
write the check/payment.

The check information will be displayed. You cdrange the payment type from Check to Funds
Transfer. When you Press Pay, the check will bated, the invoices will be flagged as paid, ard th
financial transaction will be created, debit to@auts payable and credit to the bank account.
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The check format assumes a laser check with thekctethe top 1/3 and two copies of the check
detailing the invoices being paid. In a futureeesde, we will provide more check formats and the
ability to have more than 10 invoices on a cheaob st

Write off an AP amount

Select the invoices to write off. Select or enler GL account to be credited and Press Write @ff A
The amount to be written off is the Amount Due.isTWill create a financial transaction, with a debi
to Accounts Payable and credit to the GL accourtherWrite Off screen.
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Void an open AP invoice

You can only void an AP Invoice that has no payrsagainst it, otherwise you should write off the
amount. Click on the invoice to be voided and #nsd Open AP to void the invoice. This will
create a financial transaction that is the revefdhe original financial transaction, normally ebit to
Accounts Payable and credit to the distributioroaods.

To view the voided invoice, select status VOID &nsplay AP Invoices.

Void a Check /payment

Select the checks/payments to be voided and pmdsA¥? Payment to void the payment.

The financial transaction will be created. It vii# the reverse of the original financial transacti
The accounts payable invoice will be reopened wpcam be paid later or written off.
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Change the vendor on an open AP invoice

Select or search for the Vendor. Then check eaabige where you want to change the vendor. Press
Change Vendor to change the Vendor. Note, charthmgendor does NOT create a financial
transaction.

Change the status of an open AP invoice

Hum, this open may not get fixed before the fiedéase as we are trying to add the ability to chang
other information besides the status. But thishere you would change an invoice from hold to open
or from open to hold.

Display AP Invoices

The invoices that match the selection criteria idldisplayed. Click on the Invoice # to drill dovo
the detail.
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The GL detail of the invoice is displayed.

Review Payments

You can enter the check #, select a vendor and g@atydate range and other criteria. Press Search to
continue.

The payments matching the selection criteria veldisplayed. Click on the Date to display the &hec

Press Reprint to reprint the check. You can répin@ check. No financial transactions are created
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Accounts Payable Aging

Select Detail or Summary and Company. You canbggeue Date or Invoice Date. Select All
Vendors or one individual vendor.

Press Search to continue.

The Aging will be displayed. To print a copy, Bé&int.

The Information Portal also includes AP Aging.

Select AP Aging Definitions to set the Aging buckahd Report Headings.

Click on Company to drill down.
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Enter your changes and press Update AP Aging Defimi
When you run the AP Aging it will reflect the chaasy

Debit and Credit Memos

Debit and Credit Memos can be for Vendors (Accotatgable) or Customers (Accounts Receivable).
Select or search for the Vendor. Select the Merpe.t Press Next to Continue.
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Click on the ... to search for items.

Select a catalog or enter part of the item # ocrifgtson and press Select Item to search.

Click on Select to select the item. It will be bght into the Memo.
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Press Create Credit Memo.

You have multiple criteria to search for Memos.

Click on the Memo number to get to the Memo.
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You can make changes to the Memo. Press Invoindordo create the Debit/Credit Memo.
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A credit memo creates a Debit to accounts payabthuCes accounts payable). A Debit memo creates
a credit to accounts payable (increases accougtble .

NOTE, with the first release of Finportal, the Diedmd Credit Memos for Accounts Payable do not
pick up the correct GL accounts in the financiahaction. You will have to go to General Ledger,

Review Journal Entries and select All Not Post€tick on the Journal Entry # and enter the missing
GL account numbers.

To Reprint the Invoice, click on the Invoice Amount

The Memo will show on the Aging. The Memo does Ni@ipact Inventory.
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Information Portal

Drill down on Accounts Payable to get to the VenDetail.

In the Historical Reports you can drill down on ¥en Payments.
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Financial Impact

In Administration, Financial Setups, Default GL Acmts is where you define the Accounts Payble
GL Account to be used.

Enter Vendor Invoice
Financial Transactions enter a vendor Invoice éaicwould be the opposite):

1. Credit Accounts Payable
2. Debit the distribution accounts entered withith@ice

When you reverse the invoice the opposite tranmastare created:

1. Debit Accounts Payable
2. Credit the distribution accounts.

Pay Accounts Payable
When the AP invoice is paid:

1. Credit to the Bank Account
2. Debit to Accounts Payable

When a payment is reversed (voided):

1. Credit to Accounts Payable
2. Debit to the Bank Accounts

Debit/Credit Memos
NOTE, with the first release of Finportal, the Diednid Credit Memos for Accounts Payable do not
pick up the correct GL accounts in the financiahttaction. You will have to go to General Ledger,

Review Journal Entries and select All Not Post€tick on the Journal Entry # and enter the missing
GL account numbers.
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